JIro6oMy COBpeMEHHOMY YeJIOBEKY KaTacTpO(UUESCKH HE XBATACT BPEMEHH, H BCE )KATYIOTCS Ha COOCTBEHHYIO
HEOPraHW30BaHHOCTh — TO 3a0y/IelIb O BAXKHOM COBEIAHWH, TO OIMO3/aelllb, TO BOBPEMs HE MO3BOHUIIB 110 TelIe(OoHy.
W3-3a 3TOTO MOPTATCSI OTHOIICHUS € KOJIETAMH U IPY3bsIMH, pyIIaTcs pabodre IDIaHbl, yXyALIaeTcsl CAaMOTyBCTBHE.
UeM uesioBeK OpraHU30BaHHEE, TEM MY NPOLIE YIPABIATh PaOOTOMH, JOMALIHUMU JIeJIaMH U JKU3HBIO B LIEJIOM, TEM
Jydllle €ro OTHOILEHUS ¢ OKpYKatouMMu. OpraHu30BaHHOCTb — 3TO HE BPOXK/IEHHAs! CIIOCOOHOCTh, A HaBBIK,
KOTOPOMY MOKHO Hay4uThcs. B cBoeit kaure Kak pazo0parscs ¢ 1enamu: HCKYyCCTBO MPOAYKTUBHOCTH 0e3 cTpecca
JaBua AJieH paccKa3bIBaeT O MPOCTHIX METOJUKAX, OPUEHTUPOBAHHBIX HA IMOBBIIICHHE Y PEKTUBHOCTH, U O
BBIpaOOTKE MPAaBUIILHOTO MOAX0Aa K OPraHU3alUul COOCTBEHHOH JKU3HHU. ABTOpP YTBEPXKAAET, UTO TTIABHOE — YMEHHE
pacciabisaThes, OT HErO 3aBHCUT Hallla MPOAYKTUBHOCTh. CO3HAaHUE JOKHO OBITH SICHO, @ MBICIH — yIOpsiAodeHbl. U3
KHUTHU BBl y3HAETe, KaK OTAENIATh BayKHbIE JieJla OT BTOPOCTEIIEHHBIX, KaK IIPABUIBHO CTABUTH LIEJIH U ONPENENiTh
MIPUOPHUTETHI, KaK IUIAHUPOBATH, KAK ITOBBICUTh TUYHYIO OPTaHU30BAaHHOCTD, KaK SKOHOMHTH BpeMs. Knura
paccuMTaHa Ha UIMPOKYIO YUTATENbCKYIO ayAUTOPHIO, HO B IIEPBYIO OUYEPEb 3aUHTEPECYET TEX YUTATEIIeH, KOTOphIe
CTpa/IaloT OT YpE3MEPHBIX HArPY30K Ha padoTe.

JBua Asen
Getting Things Done
Kak pa3zo0partbcs ¢ nesammu

Berymiienue

J1o6po moskanoBaTk Ha 30JI0THIC MPUUCKU CTPATETHH, HAIIPABICHHBIX Ha TO, YTOOBI HAYUHUTHCS ITOJTy9aTh OOJIbIIE
SHEPTUH, HAYUUTHCS PACCIadIATHCS U BBIIONHATH OOJIbIIE A€, MpUiIaras AJs 3TOro MeHbIle ycuinuid. Ecinu Bel, Kak u
s, MOOUTE YTOOBI ena OBUTH CAENaHbI U BBITOJIHIETE UX XOPOIIO, HO elIé M XOTUTE He IIOTEPSTh BKYC K JKH3HH, YTO
Ka)XETCsl COBCEM YK HENpaBAONOAOOHBIM H JJayke BOOOIIE HEBO3MOXKHBIM IIPH TakuxX o0beMax padboTel. He Hamo
CTaBUTh YIETHMATYM «HITH-WIIA». DTO IECHCTBUTEIFHO BO3MOXKHO — OTIIMYHO CIPABILITHCS C PabOTOH U KHUTH B CBOE
yIIOBOJIGCTBHUE B BallleM 00BIYHOM, OYAHUYHOW MHpE.

A monararo, 4to 3¢HEKTUBHOCTH — 3TO XOPOIIO. BO3MOKHO, TO, YTO BBI JIeJIaeTe BaXKHO, HHTEPECHO WX TIOJIE3HO, &
BO3MOXKHO, 9TO NIPOCTO TaK WM MHAYe HAJ0 clieslaTh. B iepBoM ciiyyae Bbl XOTUTE MOJYYUTh MAaKCHMaJIbHO
BO3MOXKHYIO OTJIaqy 32 BIO)KEHHOE BpeMs U CHIIBL. Bo BTOPOM — XOTUTE MEpelTH K APYTUM JIeNaM Tak CKOPO, KaKk
TOJIBKO 3TO CTAHET BO3MOKHBIM, HE OCTaBJISISI HA/IOSJAIOIINX XBOCTOB.

W 4uto OBl BBI HA ACJialin, BaM CKOpPEC BCEro KOMq)OpTHee OBLIO OBI HaXOIUTHCA B paCCJ’Ia6J'ICHHOM COCTOsAHUH,
YBEPCHHBIM B TOM, 4TO YTOOBI BBl HU JIeJIa)Ik B JJAaHHBIN MOMCHT, 3TO UMCHHO TO, YTO CTOMUT OCJIaTh. IIsere u BoI
IIMBO C KOJIJICTaMH I10CJIC pa60TBI, HJIK BCTAJIK CPE€AN HOYH, YTOOBI MOJI000BATHCS HA CBOETO CIIAIICTO pe6eHKa,
OTBE€YACTE JIM HA TUCHbMO HJIU NNIEPEKUHYJIMCh HECKOJIBKUMHU CJIOBAMH 34 )KHU3Hb C TOTCHIIUAJIbHBIM KIIMEHTOM IIOCJIC
JICJIOBOM BCTPEYHU — 3TO UMEHHO Mo, 4YTO BaM CJICAYCT ACIaTh.

I'naBHas 1enp HaMMCAHUS STOM KHUTH — HAy4YUThb BacC OBITh MAKCUMAITBHO 3(1)(1)6KTI/IBHLIM n paCCJ’Ia6J'IeHHLIM, XOTHUTEC
BbI OTOT'O UJIX K€ BaM 3TO H606X0,Z[I/IMO.

S nonroe Bpemsi, Kak ObITb MOXET, U Bbl, HCKaJl OTBETHI HA BOIIPOCHI YTO JeJaTh, KOI/a eJaTh U Kak aenaTh. M nociue
Oosiee, yeM IBaALATHIETHUX U3BICKAaHUI U MPUMEHEHUH HOBBIX U HOBBIX METOJIOB JIMYHON M OPTaHU3aLlMOHHON

3¢ GEKTUBHOCTH, CIIYCTA TO/IbI HCCIIEIOBAHUI U OMBITOB Ha cebe, 1 MOT'Y YTBEPXKIaTh, YTO HE CYLIECTBYET HU €IUHOTO
YHHUBEPCAIBHOTO pelieHus mpobiaeMsl. HeT Takoro mporpaMMHOro obecneueHus, CylepcKoro nepcoHaIbHOTo
IUIAHAPOBIIUKA WX TIEPCOHATIBHOTO TIOCTAHOBIIVKA 3a/1a4 U [[eJIed, KOTOPBIM OpraHu3yeT Balll IcHb, Ballly HEAENO U
BCIO BaIlly )KM3Hb. bojee Toro, kak TOJBKO BBl MOJHUMHTE Bary 3¢ (eKTHBHOCTH Ha HOBBIA YPOBEHB, BAM OTKPOCTCS
HOBBII TOPU30HT TBOPUYECKHX LIENEH, 1151 JOCTHXKEHHSI KOTOPBIX YK€ Helb3sl OyIeT BOCIIONB30BATHC HEKOM MPOCTO

(hopMyIon.



Ecnu He cymiecTByeT 0JJHO3HAUHBIX PELENTOB YIYyULICHHUs JTUYHON Oprann3ainuu 1 3)(HeKTHBHOCTH, TO CYLIECTBYIOT
peLenTsl, YToObl ITOMY YIIyYLIEHHUIO 10Coco0cTBOBaTh. I'o/1 OT rosia B xoae paboTHI Haz cOOOH, ST HAXOIUJI BCe
Ooutee u GoJiee 3HAYMMBIC BEIIH, HA KOTOPBIX CTOMJIO COCPEAOTOUNUTHCS, BEIU, KOTOPBIX CTOMJIO ONacaThCs U JIea,
KOTOpBIE CTOMJIO JIeNath. S TakKe OTKPBUT MPOCTHIC IPOIECCH, KOTOPHIE KaKABIH 13 HAC MOT OBl HAYYHTHCS
HCIOIB30BaTh U KOTOPBIE CHIIBHO yIy4IllaT HAallly BO3MOKHOCTh aKTHUBHO M KOHCTPYKTHBHO HCIIOJIB30BATH PEATHH
CErOJHAIIHETO HS.

Pesynbrar — koMnusaLus 6osee yeM IBYX JECATUIETHH OTKPBITHH BOKPYT JIMYHON NPOAYKTUBHOCTH — I'H]I 110
MaKCHUMHU3AIIH PE3yIbTaToOB paboThl U MUHUMU3ALUH CHJI, Ha He€ 3aTpaueHHbIX, U BCE 3TO B MUPE, I/ie 00beM padoT
HEYKOCHUTEIIBHO PACTET, 4 33[a4X Pa3 OT pa3a BCce TyMaHHee. S IpoBel MHOTO 4acOB PSIIOM C JIFOJBMHU Ha UX
pabouem MecTe, TOMOrasi UM OpraHu30BaTh UX pabouuii mpouecc. MeTozbl, KOTOpPbIE 51 OTKPbLI, OKa3aJIuCh
JeWCTBUTETHHO (D (hEeKTHBHBIMH BO BCEX THIIaX KOMITAHHH, Ha JIIOOOM ypOBHE padoT, BO BCEX KYJIBTypax U
MIPUTOJIMIIMCH AaXKe 71 ToMa U 1KoJbl. [lociie aABaanaTy JeT TPEHUPOBOK HEKOTOPHIX BCEMUPHO M3BECTHBIN
po¢heCcCHOHANIOB CBOETO JIeJIa, 1 AONOJIMHHO Y3HAJ, YTO MUPY JEHCTBUTEIBHO HE XBaTaeT STHX METOJOB.

MeHemKepsl X0TenH OBl IPUBUTE ceOe M CBOMM ITOJYMHEHHBIM B Ka4€CTBE OCHOBHOTO CTaHIApTa (POpMYITy
«BBIMOJIHUTB, BO YTO OBI TO HU cTanio». OHH, KaK U 5, 3HAIOT, YTO 32 3aKPHITHIMHU JIBEPSIMH, [10CITIE OKOHYAHHS
pabodero IHs OCTAIOTCS HEOTBEUCHHBIE 3BOHKH, HETIEPEIIOpyICHHbIE 3a/1aHHs1, HeoOpaboTaHHEIE OpHU(HI C AEITOBBIX
BCTpPEY U N1€PErOBOPOB, HEBBINOIHEHHBIE IMUHbIE O0SI3aHHOCTH U IIOXKHMHA ITHCEM, 33 KOTOPbIE Jake He OpaiCh.
BosbmHCTBO M3 3TUX OM3HECMEHOB BIIOJIHE YCIICUIHBI IOTOMY, YTO KPU3HUCHI, KOTOPhIE UM MPUXOAUTCS
MIPEOI0JIeBATh, U BO3MOXKHOCTH, KOTOPBIE OTKPBIBAIOTCS TIEPe]] HUMH, TOpa3o MacltabHee, 4eM IpoOieMbl, KOTOPbIE
OHH TYCKAIOT Ha CaMOTEK MJIM )K€ CO3/Jal0T CaMH B CBOMX O(ucax U B cBouxX noprdensax. Ho: HaMm gaHo — putm
OM3Heca U )KU3HU CEroJiHs, Kak UX YpaBHOBECUTh — 3TO eII& BOIPOC.

C oaHO CTOPOHBI, HaM HY>KHBI IPOBEPEHHBIE IIPUEMBI, KOTOPBIE IOMOTYT JIFOASIM COCPEAOTOUYUTh BCIO CBOIO
SHEPTUIO, HE M03BOJIA el yTeKaTh Ha He3HaYuTeNlbHbIe OTBiIeKatoue Gakropsl. C 1pyroi — HEOOXOAMMO CO31aTh
Takyro padouyro arMochepy, B KOTOpoil Hanbosee 3arpykeHHble paOOTHUKH OYAYT HAIEKHO 3alUIICHBI OT CTPECCOB.
Hy»xeH N03UTHBHBINA CTHIIB pabOThI, TAKOH, KOTOPBIHA ObI MPUBJIEKAT U yASPKUBAI B KOMIIAHUM CAMBIX JTYYIIUX U
CaMbIX BBIJAIOIIMXCS CIIENUANUCTOB. Takas nH(pOpMAaLUs EHUTCS B OpraHU3aluaX Ha Bec 3070Ta. HyxHa oHa 1 B
LIKOJIE, IIe HAIKX JIeTel TOo-TIpeXHEeMy He ydaT paboTaTh ¢ nH(pOopMaLueil, OpHEHTUPOBATHCA HA PE3YJIbTAT U KaKue
JIefcTBUA ciaeqyeT NPEeANpUHSTh, YTOObI €ro 10cTHYb. Y KaXX0My U3 HAaC B OTIEJIBHOCTH — OHA TOXKE OYEHb KCTAaTH —
MBI MOIJIM OBl HAYYUTHCA B IIOJIHOH Mepe UCII0JIb30BaTh IPE0CTaBIIEMble HAM BO3MOKHOCTH, YTOOBI
CaMOCOBEPLIEHCTBOBATbCSA U IPUHOCUTD MOJIb3Y.

Bnacts, mpoctota 1 3 (eKTHBHOCTB, O KOTOPBIX 51 TOBOPIO B KHUTE JY4IIE BCETO MPOSIBISIIOTCS B OIBITE, TOJy4aeMOM
B peaJIbHOM BPEMEHHU B peasibHOM Mupe. KHura Hanenena Ha To, 4TOObI CTPYKTYPHUPOBATh AMHAMHUYHOE HCKYCCTBO
opraHusauuu pabouero mporecca U JIMYHOH NPOILYKTUBHOCTH. S opranu3oBall HH(pOpMAaLMIO TAKUM 00pa3oM, YTOOBbI,
C OZHOM CTOPOHBI, IPEIOCTABUTH BaM BIOXHOBIIAIOIINIT 0030p, a ¢ APYroM, 1aTh BO3MOXKHOCTh Cpasy ke
[IOYYBCTBOBAaTh pe3ynbTaThl. KHura pasaenena Ha Tpu yactu. [lepBas 4acTb ONUCHIBAET BCIO UIPY, COAEPIKUT KPAaTKHM
0030p cHCTeMBI U 00BsCHEHNE €€ YHHUKAJIBHOCTU | MIPECTABIIET OCHOBHBIE METOIOJIOTUH B CAMBIX OOIIMX YepTax.
Bropas yacTh oBecTBYET O TOM, KaK MCIIOJIb30BaTh CUCTEMY. DTO Ballld TPEHUPOBKU: ILIAr 3a LIar, IOTUXOHbKY-
MOMaJICHbKY BbI HAYYHUTECh IPUMEHATh MOJENH. TpeThs yacTh OepeT enié BhIllle — OHA OMUCHIBAET emé Oosee
CYLIECTBEHHbIE U 3HAUUTEJIbHbIE PE3YJIbTaThl, KOTOPHIE BBl CMOXETE JOCTHUb, €CIIU CAENIAeTe 3TU METOJ0I0T U U
MOJIENT! HEOTHEMJIEMOM YaCThIO Ballel paOoThl U Balllei KU3HU.

51 pekOMeHIy10 BaM JeiiCTBOBATH M0 MPUHIIMITY «C MECTa B Kaphep» — TECTUPYWUTE MaTepual Ha ce0e, He MPOCTO
IIOBEPBTE, HO U POBEPHTE, YTO ITH METOBI HE TOJIBKO MOXHO, HO ¥ HY>KHO MCIIOJIb30BaTh JIM4HO BaM. U emé — s
X04y, 4YTOOBI BBI ITOHSUIH, YTO BCE, UTO S MPEJIarato — 3T0 JeHCTBUTENBHO MPOCTO. ITO HEe TpeOyeT HUKAKMX
0COOEHHBIX HaBBIKOB, BE/Ib BBl YK€ yMEETe KOHLIEHTPHUPOBATHCS, 3aIIMCHIBATH JIe)la, IPUHUMATH PEIICHHS O
pe3yJbTaTax U ACHCTBHAX, IEpECMaTPUBATh O3ULIUH U IeNaTh BEIOOP. BBl yBUANTE, 4TO MHOTOE U3 TOTO, YTO BBI
JIeJIaJId MHCTUHKTUBHO M HHTYUTUBHO, IPaBUJILHO, U 51 JaM BaM BO3MOXHOCTb IIOJHAThH 3T YMEHUS Ha HOBBIN
ypoBeHb 3 dexTrBHOCTH. S X0Uy YOINUTH Bac cOOpaTh BCE ATO BOSIMHO U MPUHATH B KaUECTBE HOBOW MOJIEITH
MIOBEJICHUS, KOTOPAask ¥ CTAaHET JUIs BaC MasiKOM.

Ha cTpanumax KHUTH 51 HEpEIKO aneuIHpyIo K MOMM TPSHUPOBKAaM M CEMHHapaM. B mociieHue 1Baanars Jer s
paboTail Kak KOHCYJIBTaHT [0 MEHEPKMEHTY, padoTall Kak B OIWHOYKY, TaK ¥ B HeOombIIol KoMaHne. Mos pabdoTa



COCTOSIJIa B TOM, 4TOOBI POBOAUTD 3aKPBITHIC TPSHUHTH O MPOJAYKTUBHOCTH U BECTU CEMUHAPHI, MOCBSIICHHBIC
METO/1aM, MPEICTABICHHBIM 3/1eCh. S| ¥ MOM KOJUIETH TPEHUPOBAIX OOJIee THICAYH JIFOJICH B YACTHOM TOPSIKE, COTHU
TBICSY IPOECCHOHATIOB U MPOBEIM HECKOJIBKO COTEH CEMHUHAPOB — 3TO TOT OIBIT, U3 KOTOPOTO s Oy 1y OpaTh
npumepsbl. Obelanue ObLUT0 BEPHO CHOPMYITUPOBAHO OJHUM MOUM KineHToM. OH mucan: « S Hadan mpuMeHSATh
METO/IbI U3 ATOM MPOrPaMMBI M 3TO CIIACIO MO0 )KU3Hb, KOTJIA XKe s CIIeNal UX CBOSH MPUBBIYKON — 3TO U3MEHHUIIO
MO¥O KH3Hb. DTO BaKIIMHA MPOTHB €KEIHEBHOW CXBATKH ,,HE Ha KHU3Hb, & HA CMEPTh™*, KOT/Ia ,,IPOCKT 3aKOHYHT HaJI0
ObLIO eimg BUepa™ v NPOTHBOSUE OT IUcOaIaHca, KOTOPBIH MHOTHUE JIFOJIU CaMU ce0e CO3/1at0T.

Yacts nepBasi. UcKyccTBO BBINOJIHATDH 3aJaHUS
T'naBa 1. HoBble MeTOABI /151 HOBOM KM3HU

CuTyalus, Kor/ia Hajl YeJIOBEKOM BHCUT OTPOMHBIN CITHCOK 3324 M TIPH 3TOM OH YMYIPSAETCS COXPAHSATh CBEXKYIO
TOJIOBY, MO3UTHBHOE YyBCTBO CIIOKOWHOTO KOHTPOJISI M paboTaTh MPOAYKTHBHO, BIIOJHE peaibHa. JTO
3aMevaTeNbHbII CrIoco0 JKUTh U paboTaTh, JOCTUTAsk BBICOKOTO YPOBHS 3(PQEeKTUBHOCTH. B mocnennee BpeMs 310
CTaHOBUTCS CTHJIEM PabOThI, KOTOPBIH TpeOyeTCst OT YCIENIHbIX CISIIMATUCTOB BHICOKOTO Kiiacca. Bhl yxe 3Haere,
YTO M KaK HEOOXOAUMO JIeJaTh, YTOOBI 3TOr0 YPOBHSI JOCTHTHYTh. OJTHAKO €CITH BBl OTHOCUTECH K OOJIBIINHCTBY, BaM
HE00XOMMO MPUMEHHUTD 3TH 3HAHUS B 00JIEE CKATHIC CPOKH U YETKUM CHCTEMATH3UPOBAHHBIM CIIOCOOOM TaK, YTOObI
BBl MOTJIM JIOCTUYb BEPIIUHBI BMECTO TOTO, YTOOBI OapaxTaThCs IIe-TO Y caMbIX HU30B. HecMOTps Ha To, 4TO METOI U
TEXHOJIOTMH, KOTOPbIE OMUCAHBI B KHUT'E OCHOBBIBAIOTCS HA 3/[PABOM CMBICJIC U IPEAHA3HAYEHBI JJIs TPAKTUYECKOTO
MPUMEHEHUsI, OONBIIMHCTBO JIIOJICH BCE XKe MOABEPKEHBI OOIIUM PabOYHM MPUBBIYKAM, KOTOPBIE CTOUT H3MEHHUTh
MpeXie, YeM IPUCTYNATh K MPUMEHEHUIO CUCTeMbl. HeoO0X0aMMO BHECTH HEOObIIME KOPPEKTURBI B Balll criocoba
MPOSICHATH ¥ OPraHU30BBIBATH 3a/1a4K, KOTOPbIC 3aHMMAIOT Ballle BHUMAaHUE.

Becnokoiicmeo 6v136aH0 HEOOCMAMKOM 0P2AHU3aAYUL, ROO2OMOBKU U Oeticmautl. J[36uo
Bce MeTopl, peicTaBICHHbIE 3/16Ch OCHOBAHBI HE JIBYX KITFOUEBBIX IEJISX:

1. CobOparthb 6ce nena, KOTOpbIC HAJIO CJENaTh, celvac, 03Ke, Korna-Hu0y 1b, O0NbIINE, MEIKUE UIH COTTYTCTBYIOIIUE
— BCE JIeNa B JIOTHYHYIO0 CUCTEMY, HO TOJIBKO HE B TOJIOBE.

2. 3acTaBUTh ceOst OPUHATH OKOHYATCIIbHBIC PEIICHUS 110 ITIOBOY BCETO. To ecTb BBI JOJIDXKHBI BCEraa UMCTh IIJIaH U
TOYHO 3HATh, YTO HAJIO JIeJIATh JANIBIIE — U BB CMOXKETE B JITOOOH MOMEHT BBIIIOJTHHUTD 3Ty 33139y WU JKe
NIEPECMOTPETH €€.

DTa KHHTa COJEP KUT MPOBEPEHHBII METOA AJ1sl Mpo(hecCHOHaNbHON Opranu3anuy paboyero npouecca. 31ech
OIKCaHbl HaIeXKHbIE HHCTPYMEHTBI, TPIOKH, TEXHUKH U XUTPOCTU. Kak BbI caMu BIIOCIEICTBUM YBUANUTE, BCE
TIPMHIUIIBL X METOJIBI IPMMEHMMBI KO BCEMY, UTO BbI JIEJIA€Te, Kak B MOBCEHEBHOM K13HH, Tak U Ha padote. ! Kak u
MHOTI'M€ Ballly [IPE/IIECTBEHHUKH, BbI MOXKETE TaKXkKe UCII0JIb30BATh TO, YTO S ONUCHIBAIO, KAK HENPEKPAILAIOIUNACS
JTUHAMHYECKUI CTHIIb B Balllel paboTte U B BameM Mupe. Miu, onsTh ke, Kak 1 MHOTHE, BBl MOXKETE MTPOCTO
HCIIOJIB30BATh 3TO LIS BO3BPAIICHUS B PEXKHUM 00JIee KECTKOTO KOHTPOJISI, KOTJa BBl TyBCTBYETE, YTO 3TO BaM
HEOOXO0IUMO.

IIpoGJiema: HOBbIe TPeOOBAHMS MOPOKAAOT HEOCTATOK PeCypcoB.

[TouTyn KaXkbIiA U3 TEX, C KEM MHE MPUXOAMIIOCH pab0TaTh, TOBOPHII, YTO Y HETO CIWIIKOM MHOTO 3a/1a4 U
COBEPIIICHHO HE XBAaTaeT BPEMEHH, YTOOBI BCE 3TO Tepeienarh. ToNbKO 3a OCIEeIHIO HECIIO S KOHCYJIBTHPOBAI
COTPYTHHUKA OJHOW KPYITHOW WHBECTHIIMOHHON (PUPMBI, KOTOPBIHA OBLT yOEXKIIeH, YTO HOBAsI JOJKHOCTD
KOPIOPAaTUBHOTO MEHEKEPA, KOTOPOH OH YJIOCTOMJICS, MOMIET B yIIepO ero ceMelHbIM 00s3aTenscTBaM. byayun



YEJI0OBEKOM CO CPEITHUMH BO3MOKHOCTSIMH, MEHEIXKEDP, CTaparoIUIiCs yaepxKaTbcs B Tore U oTBevas Ha 150 mucem
KaKIBIH JIeHb, BBIHYXKACH yBenn4IuTh mtat otaena ¢ 1100 go 2000 uenoBek — u Bce paau TOTO, YTOOBI HIMETh
BO3MOXKHOCTh TPOBOJIUTH BBIXOJIHBIC C CEMbEH, a He Ha padoTe.

[Tapagokc HOBOTO THICSAYENETHS: JIFOAM XOTAT YIYYLIUTh Ka4€CTBO KU3HH U, B TO K€ BpeMsl, OHU OepyT Ha cebs
Oouible, 4eM COCOOHBI BHIIONHUTE. OKO BUAMT, fa 3y0 Helimer. M BOT pe3ynbTar: GONBLUIMHCTBO JItoAel cOMBaroTCs
Y MYTAIOTCs B MIOMCKAX MyTeH UCTIPABJICHUS MOJI0KEHHUS.

Y pa0oTbl Tenepb HeT YeTKUX I'PAHHULL.

OcHoOBHas IPUYKMHA BCEBO3PACTAIOLIET0 CTpecca B TOM, YTO IPUPoJia padoThl, KaK TAKOBOM, PEBOJIIOLIMOHHO
W3MEHMJIACh, B OTIMYHUE OT HAllIMX HAaBBIKOB U BO3MOXHOCTEH, KOTOPbIE OCTAIUCh MPEXHUMH. TOJIBKO BO BTOPOi
MIOJIOBHHE JIBAJIIIATOTO BEKA TO, YTO O3HAYAIIO «paboTay TPaHCHOPMHPOBAIOCH U3 TIOHATHIH O JIMHUSIX COOPKU H
BCSKOI MOTOPHBIX AEHCTBHUH B TO, uTo [Tutep Jpykep Tak €eMKO BBIpa3WII CIIOBOCOYETaHHEM «paboTa ymay. [lomns
JIOJOKHBI OBITH BCIIaXaHbI, MALIMHBI OTPEMOHTHUPOBAHBI, KOPOOKH 3aMlaKOBaHbl, KOPOBHI MOJOEHBI. BBl TOUHO 3HAIH,
KaKyl0 IMEHHO paboTy Ha/10 OBLIO BBITIOJHUTH — BB MOTJIM BUIETH Pe3yNbTat. M ObLIO COBEPILIEHHO OYEBUAHO, KOT/A
paboTa HaXOAUTCS B MPOMEKYTOUHOM CTANH, & KOTJa OHA YXKe 3aBeplIcHa.

Bpemsa — smo makoe c6oticmeo npupoowl, KOmopoe He n0380Jem coObIMUAM NPOUCXOOUMb 8 00UH MOMeHm. Xomsl 6
nocneoHee 8pems, OHO yice, Kadicemcs, ne pabomaem...

Anonummuo

Ceronus e, OOJBIIMHCTBO U3 HAC HE MPEJICTABIISET PEaATbHBIX IPAHHL HALIMX MPOEKTOB. Y OOJNBIIMHCTBA MOUX
3HAaKOMBIX, 110 KpalHel Mepe, 10 MOJIII0KUHBI 33/1a4 HAXOSATCS B IIOJIBEILICHHOM COCTOSTHUI €ANHOBPEMEHHO, TO
€CTh OHH JJOJKHBI BBIIIOJHUTH O TIOJTIOKHUHBI 33/1a4 «IpsIMO ceiiuacy. Ho nake ecnu 6 OHU BCIO CBOIO OCTaBIIYIOCS
’KU3HB IBITAJACH 9TO CENATh, IM HE YAAI0Ch OBl JOOUTHCS OJeCTSIIEero pe3ybTaTta. Bo3aMoXHO, BB TOXKE
CTOJIKHYJIUCH € TOJ00HOH IpobieMoii. Hackombko o qoTBOPHOH MOTEHIIMAIEHO MOKET OBITh KOH(epeHIus?
Hackonbko 3¢ ¢exTrBHO Oy et TpeHuHroBast nporpamMma? Kakoe BIOXHOBIISIOIIEE BO3CHCTBHE OKAXKET 3CCE,
KoTOpoe Bbl nuinute ceiiuac? Kak npomoTuBupoBath coOpanue nepconana? Hackonpko (pyHKIMOHAIBHA OyAeT
peopranuzanus? Y nocnenHuii Bonpoc: CKoiabKo MMEHHO 3HaYMMOM HHPOPMAIK JOIKHO OBITh IPEIOCTaBIICHO,
9TOOBI BBIIOJHUT IPOEKT HAWITy4IUM 00pa3zoM? OTBETHI: OOJBIIOE KOTUYECTBO; JIETKO JOCTYIHBIA WA XOTS ObI
MOTEHITMAIIBHO TOXOAINH; yepe3 HTepHeT.

Toumu kaxcowlil npoexkm modxicent 6bimb 6bINOJIHEH JyHuLe U OOCHYRHOCHb UHMDOPMAYUU IMOMY OUeHb
cnocobecmayem.

C npyroil cTOpOoHbI, OTCYTCTBUE I'PaHHUL] IOPOXKAAET 60/1bLle PAOOTHI.

Mmnorue u3 COBPEMCHHBIX OPraHU3allMOHHBIX 3a/1a4 Tpe6y}0T NEPEKPECTHOIO O6HI€HI/IH, B3aPIMOI[eI>iCTBPIH u
BOBJICUCHUA. PSII[I)I O(I)I/ICHLIX pa60q1/1x JiomaaokK peacroT, a BMECTE C HUMU U YXOJUT POCKOIIb BO3MOKHOCTU HE
MNPUHUMATh U HE YUTATh MMCbMa U3 OTACIa MapKECTUHT'A U e u3 Bor-3naer-kakux OTACIIOB.

Hama paﬁoTa NMPOJ0JIKAET MEHATHCH.

Pacryiue rpaHuiibl IPOEKTOB U PabOTHI B LIEIOM OpOcaroT BbI30B paboTHUKY. Ho Ternepb Mbl HOJIKHBI YUUTHIBATh
elé U paclIMpUBLIMICS KpYT Hamux o0s3aHHOCcTel. Ha ceMunapax s yacto cnpamuBaro: «KTo u3 Bac Ha pabote
BBITIOJIHSAET UMEHHO TO, JUI 4ero oH ObUI TyAa HaHAT?». [lonHAThIE pyKHU B 3ajie — OoJblias peaKocTs. [ paHuIibl
3a7a4il MOTYT OBITh OYEHB PACIIBIBYATHI, HO €CJIM BaM MPUILIOCH CTOJIKHYTHCA C YETKO IMMOCTAaBJICHHOHN 3a1a4ei, BaM



CJICAYECT BBINHCATh: YTO MMEHHO BaM HYXXHO CHACJIaTh — CKOJIbKO X Ha KaKOM YPOBHE€ — B IIPE€JCIax pa3yMHOIO,
KOHCYHO.

OI[HaKO TaKMX CYACTIMBYMKOB Mayio. Ha To ecTh nBe IIPUYUHBI:

1. Kaxkercs, OyATO KOMIIAaHUH, B KOTOPBIX Mbl paboTaeM, Kaxplii Boxuii JeHb MEHSIOT CBOH II€JIH, BHIITYCKAEMYIO
MIPOAYKIIHIO, TTAPTHEPOB, KIIMEHTOB, PIHKK COBITA TEXHOJIOTHU 1 aKIIOHEpOB. M Bce 3T, €CTECTBEHHO, CKa3bIBACTCS
Ha CTPYKTYpax, GopMax, possx U 00s3aHHOCTSX.

2. CeronHsi cCpeTHECTaTUCTHYECKHA PAOOTHUK UMEET, KyAa ropa3no 0oJibie cBoOOAbI, 4eM Korna Obl To HU1 Obu10. OH
MOKET MEHSITh CBOIO Kaphepy ¢ TaKOU JKe YaCTOTOMH, ¢ KaKOH €ro poAnTeNn MeHsIH padoty. U maxe copoka— u
MSATHIECITUICTHHE pAaOOTHUKHU CTApaIOTCS MIPUACPKUBATHCS CBEXKUX TeHaeHmid. Ceiyac uX 1esu, Kyaa ropasio
O0JIbIIIE COOTHOCSTCSA C ISHCTBUTEIBHOCTHIO — OHU MOKPHIBAIOTCS MO3UIMSAMH TUIIA BCIKUX-PA3HBIX «MEHEIKMEHT
WU «UCTIOJIHUTEIBHOE PACHIMPEHUEY — 3TO MPOCTO-HAMPOCTO 0003HAYAET, YTO OHU Ha 3TOW MO3UIIUH HE COOUPAIOTCA
3a/IepKUBATHCS HA CKOJIBKO-HUOYIb MPOJOIDKUTENBHBINA CPOK.

Mbl Hurko20a He MoJCEM ROO2OMOBUMBCA K HOBOMY. Mbl 001ICHbL npUCnOCabIugamvcs, a Kaxcooe NPUCnocobIeHue —
2O UCHBIMAHUE.... Mbl NPOXOOUM MeCH, Mbl QOJINHCHbL 00KA3bIBAMb Ymo-mo camu cebe. Hado obnadams
NOOKOHMPOILHOU YBEPEHHOCMbBIO 6 cebe, YUmobbl NPUHAMb USMEHeHUs. Oe3 KOleDanUll.

Opuk Xopgep.

HUTtak, Bce 9TO BecbMa TyMaHHO — B 4eM K€ 3aKIII04aeTcs Haa padoTa, WM KaKue SMOIMOHATbHbIE, YMCTBEHHBIC U
(u3nuecKkue BIOKEHUsI MOTYT OBITh ONpaBAaHbl? MBI MPOMYCKaeM OTPOMHOE KOJIMYECTBO HH()OPMALINH, 3aBs3bIBACM
0eCUnCIIEHHOE KOHTAKTHI U IIOPO’KAAaeM IIPUMEPHO TaKOM jk€ TMraHTCKUM BOPOX UJel U BCSKOIO poja COrIalleHui ¢
caMuM co00il U ApyruMu. A Bellb Mbl HE TaK-TO XOPOLIO ITOJKOBaHbI, YTOOBI BO3UTHCS CO BCEMH ITHMH BHYTPEHHUMHU
Y BHEIIIHUMH TPEHHUAMH.

Ecnu 6vt 6onbhbl peuitamo, Kaxou wae npe()npun}zmb, mo Ha eac emé u jedxcum omeemcni6eHHoCmsb 3d nmo, umoowi
amom wiaz Ovi BEPHbIM.

CTapmx METOI0B U HABBIKOB HEIOCTATOYHO.

Hu Hamte knaccudeckoe o0pa3oBaHye, HA TPaIHUIHOHHEIH TalM-MEHEPKMEHT, HH N300MIre HHCTPYMEHTOB
caMoOpraHM3aluy, TAKKX Kak opranaizep, Microsoft Outlook wnu Hanomunanue B Palm’e, He oTBeuatoT
TpeboBaHUSIM BpeMeHH. Eciii BEI IpOOOBaH MCHOIB30BATh YTO-TO U3 BBHIICTIEPEIHCICHHOTO, TO BBI, JOJDKHO OBITH,
yOeInIIHCh, YTO OHU COBEPILCHHO HE TOIATCS AJIsl HBIHEITHMX CKOPOCTEH, CII0KHOCTH U IIEPMAaHEHTHBIX ITEPEMEH
MPHUOPUTETOB B TOM, YeM BEI 3aHHMaeTech. CeroqHs, Korna Xu3Hb ObeT KJIF0UOM B B OCHOBHOM II0 TOJIOBE,
CHOCOOHOCTB OBITh YCIEITHBIM TPEOYET HOBBIX CIIOCOOOB MBIIIUICHHUS — HE XBATa€T HOBBIX METO/IOB, TEXHOJIOTUH H
HABBIKOB pabOTHI, YTOO MOMOYH HaM 3aBIafeTh MHPOM.

Bempa U 800bl 8Ce20d NOMO2AIOM YyMenvimM KanumaHam.

Dosapo T'ubbon

TpaauIOHHbBIN TOIX0/ K TAiM-MEHE/PKMEHTY M CaMOOPIraHu3aIuu ObLT aKTyasleH B ObLible BpeMeHa. OH
JIEHCTBUTEIIBHO JJaBal JIeJIbHbIE PEKOMEHIAIMU 110 OBOJY OpraHM3aliy Tpya e Torna, Koraa oH
TpaHchOpPMUPOBAIICS U3 00CITy>)KUBaHUS JINHUI COOPKU B HOBBIN BUJ pabOTHI, II€ HEOOXOAUMO OBUIO MPUHUMATH
peleHus, 4To ¥ Koraa aenats. Korna ske Bpems camo 1o cebe NpeBpaTHIoCh B CPEICTBO IPOU3BOJICTBA,
[IePCOHAJIbHBIE KaJICHJapy CTaJId OCHOBHBIM pabouuM HHCTpyMeHTOM. (Emé B koHIle 80-X MHOIHE CIEeUaUCThI
CUMTAIY KapMaHHbIH €KeIHEBHUK BEPLIMHON CaMOOPraHu3aliy, HO 1aXe U CEerOIHs MHOTHE JIIOJIU CUMTAIOT €ro
TJIaBHBIM HHCTPYMEHTOM CaMOKOHTpoJIs). BMecte ¢ auckpernzanueii (discretionary) BpeMeHH OSBUIACH U



HEOOXOJMMOCTh IPUHUMATh MPAaBUIIBHBIC PEIICHHS O TOM, YTO HaJ0 Aenath. «ABC»-1ucThl MpHOpUTETOB U «to-doy» —
CIIFICKY 3aHSUTH MO3UIIMH KITFOUEBHIX TEXHHUK, KOTOPHIC JIIOAN HCIIOJIB30BAIH, YTO0 pa3o0paThes M IPHHSATH
OCMBICIIEHHO€E U JIOTUYHOE PELICHHUE.

Bb1, 101KHO OBITE, YOAMIHCH, YTO €XKETHEBHUK, HECMOTPS Ha TO, YTO OH JICHCTBUTENLHO HEMAJIOBAYKEH, HA CAMOM
JieJie TOMOTaeT OpraHU30BaTh JIUILIb MATYIO YacTh Ballux Ael. Jla u exeaHeBHble «to-do» — CIIMCKU U JIUCTHI
MIPUOPHUTETOB OKA3aJIICh HECTIOCOOHBI CIIPABUTHCS C MOJIHBIM 0OBEMOM Pa3HOPOIHBIX Jell, KOTOPbIE MPUXOAUTCS
pears kaxxaoMy npodeccuonany. Pabounii 1eHb MHOXKECTBA JIOJIEH COCTOUT U3 AECATKOB U JaKe COTEH IIUCEM, U
HET HUKaKOH BO3MOKHOCTH ITPOUTHOPUPOBATh HU OJHY NPOCHOY, HU OHY kajo0y U HU OHO pacniopspkeHune. O4eHb
HEMHOTHE MOTJIH OBI (J1a M TOJDKHEI OBI OBUIN) PacIIpeaesaTh CBOU 00S3aHHOCTH B TPH KOJOHKH IIPHOPHUTETOB. A, B
C, nnmm cocTaBUTH «t0-d0» — CIIMCOK, HE OIacasch, YTO MEPBHII XKe TelleOHHBIN 3BOHOK FIIH PAaCIIOPsDKCHHUE
HayaJbHUKA HE OUCKpeOumupyom BeCh 3TOT IUIaH.

HamnosieoHOBCKHE MJIaAHBI npoTuB KaK/10/THeBHOI CepocCcTHu.

C npyroii CTOPOHBI MHO>KECTBO KHUT TI0 MEHEJKMEHTY, METOJIOB, CEMHUHAPOB U T'YpY IPONaraHaupyoT «B3IJIs] B
MEPCIEKTHUBY» B KauecTBE pelieHns nmpodieM B 3ToM Oe3ymHoM mupe. Koraa Bel mposicHUTE AJ1s ce0sl Lenu U
[IEHHOCTH, Ballle CO3HAHNE CaMO HAauHET BBIIABATh PACHIOPSHKEHHS, HATIPAaBILisl paboTy B HyKHOE pycio. Ha mpakTuke
XKe yIpaKHEHHUE 110 00yMBIBaHUIO LIEJIU HE IPUHOCHUT 0XKHMJAEMBIX PE3Y/IbTAaTOB. Sl He OgHaX bl BUAEN IOJOOHbIE
IIPOBAJIBHBIE MONBITKA. A CIy4alloCh 3TO MO OJHON U3 TPEX NMPUBEACHHBIX HUKE TIPUYMH:

1. B exxeiHEBHON pyTHHE CIMIIKOM MHOTO OTBJIEKAIOMIUX (DAKTOPOB, KOTOPBIE HE MO3BOJISIOT CKOHLIEHTPHUPOBATHCS
Ha 0oJiee BaKHBIX MTO3HULIUSX.

2. Hea(phekTHBHBIE CHCTEMBI CAMOOPTAHHU3AIMN CO3/IAI0T OTPOMHOE TI0/ICO3HATENFHOE HETIPHUATHE K HAUMHAHHIO
HOBBIX emI¢ Oosee MacITaOHBIX MPOEKTOB, KOTOPBIE, CKOPEE BCETo, TakxKe OYAYyT OpraHU30BaHbI HU K YEPTY U
IIPUBEAYT K ewé 60b1uum OECIOpsIIKaM U CTpeccam.

3. Korzma mepcnekTHBHEBIC IPHOPUTETHI yo/ce SICHBL, TIepel HAMH OTKY/Ja HF BO3BMICH BOSHHKAET IEIBIH Ps
BTOPOCTENEHHBIX TO3UIHMIA, HATIOMUHASA O TOM, YTO KyJa ropa3fo OoJiblie Bemeil TpeOyIoT nepeMeH. Yike Ha 3TOM
JTale HaC HAaUMHACT pa3apa’kaTh HEIOMEPHOE YHCIIO Jel, 32 KOTOPBIE HA/I0 B3AThCA. A CyTh pabOTHI, CYyTh-TO
pacrucana B MEPBbIX MO3UIHIX CIIUCKa MpuoputeToB. Hamm npuopurersl! KoHueHTpanys Ha IpuOpUTETax BaM He
noMoxeT. J{a, oHM 00ecIeYnBAaOT 3HAYMMOCTE M OCHOBHOE HAIIPaBIICHUE ABIKEHHS, HO OHH XK€ CO3/IAI0T U
JIOTIOJTHUTENIbHBIE TPYAHOCTH.

KoHueHTpanuus Ha OCHOBHBIX MPHOPUTETAX U LIEHHOCTSX — 3TO deticmeumenvro Hallo, He criopto. Ho 3To BoBce He
3HAYWT, YTO AeNaTh Ooblie 1 Heyero. CoBceM Ha000POT — 3TO HOBBIIIAET CTABKH B HIPE, KOTOPYIO MPUIETCS BECTH
KXl JieHb. [l MeHepkepa 1o nepcoHaly, HanpuMmep, perieHue padotath ¢ quality-of-work-life issues ¢ nenpro
MPUBJICYS U YAEPXKATh TAAHTIMBOTO COTPYIHUKA He YIPOIIaeT 3a1adu.

B Hameit HOBO KyJIbType HHTEIJIEKTYaIbHOTO TPYAA €CTh CYIIECTBEHHBIN MPOOeN — CUCTEMA C JIOTUYHOM IIeTIbI0
MOBEJICHYECKHUX MOJIENE U MHCTPYMEHTaMH, KOTOpbIe padoTaroT 3(QEKTUBHO TOIBKO Ha TOM YPOBHE, IIe PEaIbHO
uzer pabora. A Ha caMOM Jielle CUCTeMa 3Ta JOJDKHA 00BeIMHATh Pe3yJIbTaThl B3IVIAAa B IEPCIIEKTUBY U JIETalH, BCe,
JlaXKe caMble MEJIKHE; TOJDKHA YUYUTHIBATh MHOKECTBO YPOBHEH MPUOPUTETOB; AOJKHA KOHTPOJIMPOBATh COTHU
IIOTOKOB HOBOM MH(OpMaIMy, MOCTYNAIIUX KaX/bli 1eHb — JOJDKHA, B KOHIE KOHIIOB, YIIPOLIATh POLECC
BBITIOJTHEHMS 33]1a4.

Ob6emanue: «['oToBOE COCTOSTHHE» MAacCTePa BOCTOYHBIX €THHOOOPCTB.



[IpencraBbTe HA CEKYHIY, 4TO ObLIO ObI, €Ciu ObI Ballla CAMOOPTaHU3AIIUs IEHCTBUTEIBHO TIOCTOSIHHO HAXOIMIACh
o1 KoHTposieM. Uto, eciu Obl BEI feiicTBUTENBHO MOTIK yaenuTh 100 % BHUMaHWe TOMY, YTO BBIITOJIHSIETE B IAHHBIN
MOMEHT, 0€3 OTBICYCHHIT?

U s10 803M001cHO. BnianeTs cuTyaliueii, 0cTaBaThCsl CIIOKOWHBIM M paccaabIeHHBIM U BBITIOIHITH 3HAYMMBbIE JIeia C
MHUHHMAJIBHBIMH YCHJIMSIMH — BCE TO pedaibHo. Bala criocoOHOCTh JiepKaTh CUTYAIHIO MOJT KOHTPOJIEM MPSMO
MPOIOPIMOHAIBHA Balllel CIOCOOHOCTU PAcCia0sIThCs.

Brb1 moowceme y3HaThb Ha cebe TO, UTO MAaCTCpa BOCTOYHBIX eI[I/IHO60pCTB HAa3bIBAIOT «CO3HAHUEC, KPHUCTAJIbHO YHUCTOC,
KakK BOJa», a aTJICTbI-HCMITMOHBI — «30H01>i>>, BHYTpPH CJIO)KHOI'O MHpa, B KOTOpLIﬁ MBI Bce BoBjieueHbl. Ha camom JOCIIC,
BCE€ BbI HCIBITBIBAJIN 3TO COCTOSIHUC BPEMS OT BPCMCHU.

B orcuznu ecemy y()aemC}z y()efzumb OY€Hb MAN0 6HUMAHUA. 6y()b Mo Mblnbe OKOH UlU HanucaHue mede@pa...

Haos Bynanoicep.

Dto mpouecc paboThI, BHIMOIHEHUS U CYIIECTBOBAHHS, KOTIa CO3HAHUE SCHO U MPOUCXOIAT TOJIBKO KOHCTPYKTUBHBIC
BEIU. DTO COCTOSTHUE MOKET JOCTUYb KaXIIbIH, KOXKABIH, KOMY HEO0X0OUMO paboTaTh 3 (HEKTUBHO B CIOKHBIX
YCIIOBUSIX JKM3HU B ABAALATOM BeKe. Bckope 3To cOCTOsIHHE CTaHET OOBIKHOBEHHBIM TPEOOBAHUEM IS
po¢hecCHOHANIOB, KOTOPBIE XOTAT COOIIOIATh OaJaHC U MOMYYaTh CYIIECTBEHHBIE MO3UTUBHBIC PE3yIbTaThl paOOTHI.

I'peben MupoBoro kinacca, Kpeir JlamOepT onucan OLyIIeHUE KpUCHAILHO YUCTNO20 COZHAHU:

YV epebyos ecmuv ceoe Hazsanue cocmosanus 8 OMCYMCMEUU 8CKO20 CONPOMUBTICHUS. eCIMeCEEeHHbII X000 ...
Bcnomnume oemckuii 6ocmope om Kauanusi Ha Kadeusx 60 08ope: l1e2KOCMb 0BUICEHUU, UMNYIbC, NPUXOOAWULL OM
camux kaueneu. Kauenu necym Hac: mvl He NPUKIAObIBAeM K dMoMY HUKakux ycunui. Mvl kauaem Hozamu, 4umoovl
8371emems nosville, Ho 2pasUmMayus blNOIHAEm OCHOBHYI0 pabomy 3a Hac. Ml npuxkiadvieaem He max YiHe MHO2O
yeunuil, OCHO8HaAsi paboma evlnoaHsemcst cama cobou. Jlooka necem gac — ona 6yomo xouem 08ueamscsi Ovicmpee.
Hawa 3a0aya — pabomamu ¢ 100K01l 6 nape — nepecmamo, HAKOHeY, OCMAHABIUBAMD €€, CUIACL PA30SHATNBCS
ceoumu cunamu. Bydeme cmapamuvca ciumkom cuibHo — 3mo 3amedaum 100ky. [lonvimxu cmanoeamcs
cmpemieHuem, a cmpemienue ouckpeoumupyem camo ceos. Social Climbers cunsmes cmams apucmoxpamamu. Ho
apuUCMOKpPambl-mo HUYe20 yice He NbIMAIOMCsL — OHU Yoice apucmoxpamsl. Takoice u ecmecmeeHHblil X00 — 6ce
NPOUCXO0UN CAMO COOOII.

CpaBHeHne C KPUCTAJIBbHO YUCTBIM CO3HAHHEM.

B KapaTte€ €CTb CUMBOJI, 0603Haqa}omm71 IO3UIHUIO MOJIHOY TOTOBHOCTH: CKPUCTAJIBHO YUCTOEC CO3ZHAHHEC).
Hpe,Z[CTaBLTe, KakK 6poca10T TaJIbKYy B CTOSYYIO BOAY. Yro MpOUCXOAUT C BO,Z[OI>'I? OTBET TakoB: JABHXXCHHUEC BOIbI
LOCJIMKOM 3aBHUCUT OT CUJIbIL 6p001<a 1 BCIIMYMWHBI KaMCIIIKa, a IIOTOM OHa BHOBb CTAHOBUTCSA criokoitHoM. doHTaHA HE
6yz[eT, HO U OTCYTCTBHA KPYTOB I1O0 BOJAC HE XXAUTE.

B xapare BaxXHEHITyIO poJIb HTpaeT CKOPOCTh YAapa, a He ero cuiia. BoT moyeMy jro[iu He MOTYT Hay9IHTHCS JIOMAaTh
JIOCKU ¥ PacKaJbIBaTh KUPIUYW PyKaMu: AJIsl STOTO HE Hafo OPYTaIbHOM CHIIBL, @ TOJIBKO CIIOCOOHOCTH BEPHO
YCTaHOBUTH CKOPOCTh. HO HampspKeHHBIE pyKU HE MOTYT COBEpILIATh OBICTPBIX OBMKEHHUU. MTak, mocieHss CTyneHb
TPEHUPOBOK BOCTOYHBIX €IMHOOOPCTB TpeOyeT Oananca u pacciiabIeHHOCTH Kak Hu4ero apyroro. KpucranbHas
SICHOCTh MBICJIH M THOKOCTB — CaMO€ TJIaBHOE.

BCE, YTO 3aCTaBJISACT Bac 6ypH0 pe€arupoBaTh WIHK p€arupoBaThb BsJIO, CITOCOOHO OKa3bIBaTh Ha Bac BO3Z[€I\/'ICTBI/IG. "
OKa3bIBacCT. HeaﬂeKBaTHLIﬁ OTBET Ha ITHUCbMO, HaHpﬂX(CHHLIfI Ppa3roBop ¢ Ha4YaJIbHUKOM, C IIOJYUHCHHBIMH,
HEMPOYMUTAHHBIE BaMU KYPHaJIbl, TIOCTOSAHHO KPYTAIIHUECS B IT'OJIOBE MBICJIN O HEBBIIOJTHEHHOM pa60Te, OCTaBJICHHBIC
0¢3 BHUMaHUS JA€THU — BCC OTO MPUBEACT K XyAIIUM PE3YJIbTaTaM, HEXKEIIU BBl OXKU AN, BonwsumHCcTBO J'IIOI[GI\/‘I, KakKk



paBuiIo, YACISIOT 0OJIbIIIEC MIA MCHbIIIE BHUMaHMsA, YEM CJICJ0BAIO 6I)I, BEIIaM, KOTOPBIE TOT'O 3aCIY>KHUBAKOT, TOJIBKO
IIOTOMY, UYTO OHH HE O6J'I8.,Z[a}OT KpI/ICTaJ'H:HOI\/'I SICHOCTBIO MBICJIH.

Ecnu sawe cosnanue nycmo, OHoO 6 Jli06yi0 MUHYMY 20MO60 NPUHAMb 4no y200H0, OHO OMKpbIMO 0515 8ce2o.

Coanpu Cysyxu

Mo:xeTe Jiu BbI IPUITH B CBOE «COCTOSIHHE NPOAYKTHBHOI padoThl», KOraa 3To Heod0Xxoaumo?

BcnomMuute, korza Bbl B IOCIEIHUN pa3 NpOLyKTUBHO nopaboTanu. Ckopee Bcero, y Bac OblJIO 4yBCTBO, YTO BbI
KOHTPOJIMPYETE CUTYaLUIO0, Ha BaC HE JaBUIIH, Bbl ObLIM COCPEJOTOUYECHBI HA TOM, YTO BBI A€NAJIH, BPEMsl, Ka3anoch,
IIPOJIETEI0 MTHOBEHHO (MOXKET, 3TO ObUIO BpeMs 00enia?), v Bbl 4YyBCTBOBAJIU, YTO CYLIECTBEHHO MPUOIHU3UINCE K
KeJaeMoMy pe3ynbTaTy. XoTeiau Obl Bbl 3T0 HOBTOPUTH? A eciM Bbl UyBCTBYETE Ce0sl COBCEM, HY COBEPILEHHO HE TaK
— 4yBCTBYET€, YTO yTPATUIIM KOHTPOIb HaJ CUTyallnel, Bac BEIOWIIO U3 KOJIEH, BHUMaHHE PACCEesTHO, BaM CKYYHO —
MOXETe JIU Bbl BEpHYThCA B 3TO cocTosiHUe? IMEHHO Teneph Bce, YTo 3aCTaBIseT Bac OYpHO pearupoBaTh WIIH
pearupoBath BSUIO MOXKET B3sITh HaJl BAMU BepX. [ OHO 3TO 4acTEeHBKO JenaerT.

Mbi mooicem denamov moavko ymo-mo 00no. CuacmauguuKy dce Mo2ym cOeiams 3mo, UCHOAb3YA MOAbKO C8OU
SHYMPEHHUL NOMEHYUAT.

Mui mosicem bbimsb 6 meme.

Mbt mooicem... mooicem y0€HMMb 6Ce C60€ BHUMAHUE OMKPbIEUIUMCSL nepe() HAMU BO3MOMNCHOCNIAM.

Mapx

MeTon0510THsI BBITOTHEHHS OKaXET CHIIBHEHINeE BIMSHNAEC Ha BAIly KH3Hb, TOKA3aB KaK COXPAHITh KPUCTAIBHYIO
SICHOCTb MBICJIH, pa00Tast IPX 3TOM B MOJIHYIO CHITY.

[punnun: 3¢pdekTHBHBIE JelCTBUS ¢ BHYTPEHHUMH 00SI3aHHOCTSIMH.

3a ABaauaTh €T NPAKTUKY s IpULles B OaHalbHeHIed HCTHHE — INIaBHAs PUYKHA CTpecca 3aKII4aeTcs B TOM, 4TO
JIIO/IA HETIPABWIIBHO PACHPEIEIISIOT U 00paIaoTes C 003aHHOCTSIMH, «IBIPaMI», KOTOPbIE HaBsSI3bIBAIOT caMu ce0e U
KOTOPbIE UM IIPUXOAUTCS BHINOJIHATH. be3 coMHEHUs, Te, KTO HE HaXOIUTCS B COCTOSIHUU CTpecca OCTOSHHO, CMOTYT
jerye paccnabisThesi, ObICTpee KOHLIEHTPUPOBATHCS U paboTaTh ¢ OOJIbIIEH 3Hepruel, Kak TOJIbKO OHU Hay4yaTcs
pacIyThIBaTh CBOM «TOPAMUEBHI Y3IIbD».

HagepHsika Bbl, HE oT1aBast ceOe OTUeTa, HE pa3 NPUBOIMWIN cede Kyuy apI'yMEHTOB U JOBOJOB, ropa3o OobliIe, yeM
KKETCSI, M KaXK]IbIM U3 HUX, MYCTh JIaXKEe CaMbIii MEJIKUH, ObLI LIETUKOM MPOCIICKEH MOJICO3HAHUEM. ITO U €CTh T
caMbIe «IBIPBD) U 0053aTeIBCTBA, KOTOPEIE S ONPEeI ObI KaK HEYTO, OTBJIEKAIONICe Balle BHUMAHUE, HEUTO, YTO
KPYTHTCS COBCEM HE TaM, IIe eMy ObITh IOJI0KeHO. TaKuMM JbIpaMi MOKET CTaTh YTO YIrOAHO, HAUMHAS OT TAKUX
no3uuuu B «to-do» — nucre, kak «Hakopmuts rononatoiee [loBomkbe», yepes MyHKT «HaHITh HOBOTO aCCUCTEHTa»
JI0 TAaKUX MEJIOYEH, KaK «3aMEHUTH JIEKTPOTOUMIIKY». BIIoJIHE BO3MOKHO U ceidac y Bac Ha 3a/IBOPKax CO3HAHUs
uzaet OOl MBICTMTENIBHBIX MTPOLIECCOB, YeM KaxeTrcs. [lomymaiiTe TONbKO, Kak MHOTO JIeTajeil BaM HaJl0
MIPOAYyMaTh, €CIIM Ha BaC JIGKHT IIyCTh Aa)ke HEKpYyIMHas 00s3aHHOCTh. Hanmpumep, y Bac MOCTOSHHO MastYUT MBICIIb O
TOM, YTO HaJI0 Pa300paThCs co BCel AIEKTPOHHOM MOYTOH U TOIOCOBBIMH COOOIICHUSIMH.



Bce, umo nescum ne na mecme — smo «()bzpa», omejeKkaruaa eauie BHumaHue.

U yx KOHEYHO, CyIIeCTBYEeT MHOKECTBO MPOEKTOB, KOTOPBIE HAXOASATCS B Balllel BEIOMOCTH, 1IeJIei, HeMPOsICHEHHBIX
e 3a1a4, 1a ¥ BOOOIIe )KU3Hb, KOTOPYIO HaZ0 ObI IPOCTO MPOXKUTH.

U BBl yCTaHOBMIIM HEKUM ypOBEHb BHYTPEHHEH OTBETCTBEHHOCTH 3a BCE B Balllell )KU3HU U 3a paboTy, KOTOpast TOXKE,
B OOILEM-TO, SIBIAETCS «IBIPOI».

Cobepure U paccopTHpYIiTe Bce TO, YTO MMOCTOSHHO HAIIOMHUHAET O cebe, U 3aINTaHupyiTe, Kak CO BCEM 3THUM
CIPABUTHCS, €CIIH XOTUTE, YTOOBI Baia padorta Obiia a3 dexTuBHOM. HecMOTps Ha KaxkyIIyrocs IpOCTOTY,
OOJIBIIMHCTBO JIIO/ICH HE MPENCTABIISAIOT, KaK 3TO MOKHO OCYLIECTBHUTb.

OcHOBHbBIE TpeﬁOBaHI/Ifl AJIsA OpraHvm3aluu 00513aTeJIbCTB.

Opl"aHI/BaHI/IH 0053aTEILCTB Tpe6yeT BBIITOJIHCHHUSI HEKOTOPBIX OCHOBHBIX JEUCTBUN U ocoboro IMOBCACHUA

§ BO—HepBLIX, €CJI BBl ACPIKUTE 00s13aTe/ILCTBA B TOJIOBE, TO CO3BHAHHUE YK€ HE MOXKET OBITH KPUCTAJIbHO YHUCTBIM.
BCE, YTO BbI CHHUTACTC HA ,HaHHLIﬁ MOMCHT HE3aBCPUICHHBIM, JOJIKHO OBITh co6paHo 1 ynopssaA04€Ho rae-T1o, HO HE B
TOJIOBE, B KAKOM-TO MECTE, Ky/ia BbI 6yneTe NEPUOANYIECCKHU 3arIAAbIBaTh.

§ Bo-BTOPBIX, BbI IOJDKHBI YETKO YSACHUTD AJIS ce0sl, B UeM COCTOUT Ballle 0053aTeIbCTBO U YTO UMEHHO BB JOJIXKHBI
MPOJIETIaTh, YTOOBI MPOIBUHYTHCS OJIFKE K PE3YIIbTATy.

§ B-TpeTLPIX, KorJaa BbI pacriucaid BCE A€jia, KOTOPbIE HGO6XOI{I/IMO BBIIIOJIHUTB, HAJ0 paCCTaBUTh HA HUX
HallOMHWHaHUA.

BakHoe ynpaskHeHHe: IPOBepPKA 3TON MoJeJIH.

S npemuiararo BaM paciucaTh Ha Oymare Balll IPOEKT WM CUTYalMIo, B KOTOPOH BbI ceiiuac paboraere. Kakue
MO3HLIMH BaC MOCTOSIHHO pa3paxarot? UTo Bac OTBJIEKAET, a YTO HANPOTUB, HHTEpeCcyeT? DTO MOXKET OBbITh pabouuii
MIPOEKT, JISKAIIUK Ha BAC B JAHHBIA MOMEHT WJIM IPOCTO CUTYalusi, KOTOPYIO BaM HEOOXOAUMO Pa3pyiIHUTh, U YeM
ckopee, TeM Jrydiie. Bo3aMoKHO, BaM IPEICTOUT MyTEIIECTBHE B KAUECTBE OTIYCKa U BaM HEOOXOJUMO PaCKBUTATHCA
C OCTaBIUIMMHUCH Jienamu. Wiy jxe BaM B HacJI€ACTBO JOCTAIMCh 6 MUJUIMOHOB JOJJIAPOB, U BBl HE 3HAETE, KaK
MOCTYNUTH C HANHYKOU. be3 pa3HHIIbL.

[onsitHO? OTanuno! Teneps, B 01HOM NMPENTIOKEHUN OMUIINTE YCTIEHIHbIN pe3ybTaT, K KOTOPOMY BBl CTPEMHUTECH.
Wnaue roBopsi, Kak Bce TOHKHO BBIMISAAETh, YTOO BBl CMEIO MOTJIHN CKa3aTh «paboTa OKOHYEHa». MOXKHO HaNKMCaTh
YTO-TO TPOCTO, BPOJIE «yeXaTh B OTIYCK Ha ['aBam», «pa3pyluTh CUTyalMIO ¢ 3akazuukoM X XX», «IlepecmoTpeTh
cuTyauuio B mkoje y Cpro3any», «I[IposiCHUTh HOBYIO CTPYKTYpY pa3ielieHuss MeHemKMeHTay. Bee nonsatao? Cynep!

Teneps 3anumuTe Balle cieayrollee AeicTBHE, KOTOPOE Bbl COOMPAETECH IPEANPUHATD, YTOObI CeIaTh NepBbIii war
B 1ieie. Bam BooO11ie ysxe 00oJibllie HeUero JenaTh, HO Bbl 3aCTONOPUWINCH Ha 3TOM. UTo ceituac caenaere? Kaxoit
copepmmte mwar? MoxeT, Bo3bMeTe TpyOKy 1 03BoHHTE? MOXKeT, HAUIIUTE 3JIeKTpoHHOE mHckMo? CsiieTe 3a CTod,
BOOPY>KUBLINCH PYUKOW 1 OymMaroi, u ycTpoute caM ¢ co0oit mo3roBoii mtypm? [loroBopure ¢ cynpyrom, ¢
CEKpeTapeM, ¢ aiBOKaToM, ¢ HayaibHuKoM? [loiinere B Mara3uH crpoliMarepuaioB U Kynure reo3au? Uro?

OTBETUIN HA 3TOT BOHpOC? I[BI/IFEICMC}I JaJIbIIC.



Brina mu 1 Bac mosp3a B TEX IByX MUHYTax pa3MbliuieHni? Ecnu Bel, Kak ¥ OONBLIIMHCTBO CIyIIATENIeH MOUX
CEMMHApOB, BBIMOJIHUIN 3TO YIPaXKHEHHE, TO 3TO yXKe IOMOXKET BaM, [0 KpaiHel mepe, paccinabuThes,
CKOHIIEHTPHPOBAThCS U HAJIAAUTh YCUICHHBIM KOHTPOJIb. BBl Takke MoJIyduTe HETJIOXYI0 MOTHBALIMIO IPEIIPHUHATh
4T0-1100 10 NpobiieMe, 0 KOTOPOH BbI A0 3TOTO €/1Ba JIM 33y MbIBAIHCh.

Ecnu BbI M3BIIEKIN U3 3TOI'0 YIPAXKHEHUS XOTh YTO-TO IOJIE3HOE AJ1s ce0sl, 3ayMaiTech: 4YTo n3MeHuI0ch? Yto
TaKOro CIIyYHIJIOCh, YTO CO3JANNCh YIYyYIleHHbIC YCIOBU JUIs Balleil padoTel? [Ipobiiema yxe cTana MaTepHaIbHOM,
o KpaitHeit Mepe, B husmueckoM Mupe Benieil. Ha caMoM ke 1iesie BBl IPOCTO TOTYYHIIN YSTKAH BUA Pe3yIbTaTa ’
BaIlIero CIEIYIONIEro AelcTBuUs, He Oosee Toro. Ho uto 310 mopoauno? Oteet: pa3mbinuienue. He Tak yx muoro. Ho
JIOCTaTOYHO JJIsl TOTO, YTOO ONpENeNnTh Bally 00sI3aHHOCTb U PECYPChl, HEOOXOAUMBIE, 1 €€ BBIIOJIHEHHUS.

Ilymatime, kax wenogex dena, oeucmeaylime, KaK 4ei108eK pazymd.

T'enpu bepacon.

PeanbHbIi TPy MHTELIEKTYAJIbHOIO TPYyAA.

JTo6po 1oKaIoBaTh B peasibHbIil MHP HHTEIUIEKTYaIbHOTO TPY/Ia, Tie IeHCTBYET OCHOBHOM MPUHIIUIT: «/J0NIICHO
060yMbI8amb 8010 pabomy MmuamenvbHel, Yem Gbl CYUMAen HyJiCHbIM, HO He MAK YJiC 8be0NU60, KAK bl C YiHCACOM
npedcmasnsemey. Ilurep [pykep nuiet: «B HHTENICKTYaIbHOM Tpyae HeT 3aaa4. Mx Hano moctaBuTh. KakoBs
0XKHIaEMbIE PE3yIbTaThl PA0OTHI?» — BOT OCHOBHOMU BOIIPOC, TI0 KOTOPOMY OIPEAEIAETCS MPOLYKTUBHOCTb
MHTEIUIEKTYaJIbHOTO TpyAa. M 0TBeuast Ha 3TOT BOMPOC, BBI B JII000OM ciiyuae puckyere. OObIYHO, IPaBHIBHOIO OTBETA
HE CYyIIECTBYET, HO €CTh U3 4ero BbIOparh. U pe3ynbTaThl JOKHBI ObITh YETKO OMpE/eieHbl, Toraa paboTta Oyner

3¢ HEKTHBHOM.

BonbmHCTBO Jr01EH JKajeeT CUIT Ha TO, YTOOBI IPOSICHUTS JJis ce0si CBOM MpoOJieMbl U ena. Hac Hukoraa Hurie He
yuar, 4To MPEexkJie, YeM IMPUCTYIATh K padoTe, He0OX0AUMO e€ 00TlyMaTh: 0OJIbIAs YaCTh THEBHBIX MEPEMEILICHHI
yKe oIpenesieHa 3a HaC TOpoi Belllel, KOTopsie ené He caenanpl. OHM HaBaTMBAIOTCA HA HAC, KaK TOJBKO MBI
MIPUXOJIUM Ha PabOTY; 3TO CEMbsI, KOTOPYIO HY’KHO KOPMUTB; TPsI3HOE Oellbe, KOTOPOE HY>KHO NMEPEeCTHPaTh; JIETH,
KOTOPBIX HAJI0 XOPOIIO 0JeTh. O4eHb HEMHOTHE CUUTAIOT CBOUM JOJITOM KOHCTPYKTUBHOE 00yMBIBATH KEJIACMbIi
pe3yibTaT. Ha camom nenie, 00 1yMbIBaHKe pe3ysibTaTa — 3TO CaMblil 3 (PEKTHBHBIN CIIOCOO CIeNaTh MEUTHI
PEaTbHOCTHIO.

Ilouemy aesa KpyTSATCS B roJi0Be.

Qame BCETO HpH‘IHHOﬁ TOT'0, YTO YTO-TO KPYTHUTCA B BallIUX MBICIIAX, ABJIICTCA Balll€ KXEJIAaHUE U3MEHUTDH 3TO YTO-TO,
OJTHAaKO:

§ BrbI emé He orpenesui 4eTKO JKeNaeMblil pe3yabTar

§ BrI em€ He pemin, KakuM OyeT Ball CIeAYIOMINH 1Iar, YTO Bbl COOMpaeTech NPeAPUHST

§ Brb1 He mocTaBuIM HaOMUHAHUS.

Tocmosnnoe, nenpodykmusHoe pazoymvleanue Hao 0eiamu, Komopble cied08auno Ovl coenams — SMo CAMbliL
APOACOPIUBLLL NOTIOMUMENL 8PEMEHU U CU.



Kennu.

BoT nouemy 3T0 MOCTOSIHHO KPYTHUTCS y Bac B MbICIsAX. Jlo TeX MOp, MOKa MBICIIN HE YHOPSAOUMIIUCH, PELLICHUS HEe
OBUIH MPUHATHI U KeJlaeMble Pe3yJbTaThl He ObUIM PACCOPTHUPOBAHBI IO IPUBBIYHOM BaM CXeMe, BBl OyeTe
MOCTOSIHHO MBICIIEHHO BO3BPALIATHCS K MPpobdiieMe, CO3HAHUE TaK MIPOCTO OT He€ He oTAenaeTcs. Bel Moxere
00MaHyTh KOT0 yroJHO, HO TOJIBbKO He CBO€ co3HaHue. OHO-TO YK TOYHO 3HAET, IPULIIM BbI UM HET K HY KHBIM
PELIEHUSAM, BBIIHCAIA JIM BBI JKellaeMble PE3yJIbTaThl M paCCTaBUIIU JTX HAIOMUHAHUSI TaK, YTOOBI UX JIETKO OBLIO
pemakTHpoBath. [Ioka BEI 3TOr0 He MpOJENaIy, CO3HAHUE HE OTKIIOYHUTCS. Jlaxe eCl BBl OMPEEIUIINCh CO
CIIEAYIOIIMM LIaroM, Ballle CO3HAHUE Bac HE OTILYCTHUT, [I0Ka Bbl HE IOCTaBUTE HAIIOMUHAHUS, 1a TaK, YTOObI TOUHO
OBbITh YBEPEHHBIM, YTO OHa cpaboTaeT. Heo6xoaumocTs cuenarh 310 OyneT JaBUTh Ha BaC U TOJIBKO YCUJIMT CTpecc.

Baiue co3HaHue He HMeeT COOCTBEHHOI'0 CO3HAHUS.

B koHIIe KOHIIOB, Balll pa3yM B HEKOTOPOM CTETIEHH — JypaK, HO IypaK B HECKOJIbKO HETUIMYHOM cMbIcie. Eciu Obl
co3HaHue 00J1a1aI0 BPOXKIECHHBIM pa3yMOM, TO HAIIOMUHAJIO ObI BaM TOJIBKO O mex 0eax, KOmopble 8bl MOJCEme
6bINOJIHUMY.

Ectb 511 y Bac kapmaHHbIi oHApHK, B KOTOpOM cenu Oatapeiiku? Koraa Obl Bl TyManu, CO3HAHHE HATIOMHHUT BaM O
TOM, YTO MX Iopa 3aMeHuTh? Koraa Bel 3amerute, uto 31 yxe cenu! He ouenb-To 310poBo. Eciu Obl Baie co3HaHue
001a1a510 BPOXKICHHBIM pa3yMOM, TO OHO HaITOMHHUJIO OBl BaM O CEBIIUX OaTapeiikax TOrAa, KOria Bbl B Mara3uHe
IIPOXOIWJIM MUMO BUTPHUHBI ¢ OaTapeiikamu. [la emé u pa3mep 6arapeex HATIOMHUIIO OBl

CKOJIBKO pa3 BEI JYMAITH O TOM, YTO BaM emI€ HaJo cIejaTh MOMEHTa MPOOYKICHHUS CETOMHS YTPOM U 10 TEKYLIET0
MomeHTa? bonbiie ognoro pasza? [Touemy? [la 3To mpocTo TpaTa BpEMEHH U CHJI — TyMaTh O TOM, B 4YEM BBl BCE PABHO
HE MOJKeTe IIPOJBUHYThCA UMEHHO celdac. A 3TO POCTO JIHIIHEe OECIIOKOMCTBO MO IIOBOLY TOIO, YTO BaM CJIEA0BAJIO
OBl ienaTh, 1a BBl HE JIeaeTe.

Ka)KeTC)I, 6y,I[T0 OOJIBIIMHCTBO JIFOJICH MO3BOJISIIOT CO3HAHUIO CIIUIIIKOM Cy€TUTHCA, 0COOEHHO Korga 06001p;{eTc>1
CHUHAPOM «CJIMIIKOM MHOTO Haa0 CACIaTby».

anaeﬂmlmepwyMOM Uuilu OH cam HavyHem eamu ynpaeiimao.

BO3MO)KHO, 1 BBI IIOCBAIIAIA MHOI'O BHUMAaHUA TaKUM KaTCTOPUAM KaK «pa3HOEC», «AbIPbD», U BCAKOI'O poaa
Pa3MBIIIICHUSM.

IIpeBpamenne «Paznoro».

I/IHTEPECHafI I BacC 3aga4da, OJis KOTOpOI\/'I, OJJHAaKO, BbI emé He ycnenn onpeacinTb KOHEUYHBIHN peE3YJIbTAT U
NOCJIEAOBATCIIBHOCTD BBIITOJIHCHUS — 3TO U €CTh «Pa3HOCH. JIroau meITanuch OpPraHu30BaTh «Pa3HOC», KOTOPOC emgé He
OBLIO TpaHC(l)OpMI/IpOBaHO B ACJIa — BOT IpU4HUHA, I10 KOTOpOf/’I OOJIBIIMHCTBO CUCTEM CaMOOpraHu3aliiu OKa3bIBaJINCh
HECOCTOATEJIbHBIMU B IMTPAKTUYICCKOM IPUMEHEHUH.

I[O TEX MOP MOKa Aejia HaAXOAATCs B KATCrOpHUU «Pa3HOC», CTPYKTYPHUPOBATH X HEBO3MOXKHO. BoapmmacTBO «to-do» —
CIITMCKOB, KOTOPBIC MHE JOBOAUJIOCH BUAETH COCTOSIN I10 OOJIBLICH CTEIEeHN U3 «PasHOro» — U 1pu 3TOM HHUKaKOM
pe3}’J'H>TaTI/IBHOﬁ pa60T1>1, KOTOPYIO HAaJO BBITIOJIHUTD. D10 OBIIM HATIOMUHAHKS MHOXECTBA HEPCIICHHBIX HpOGJ’IeM,
KOTOpBIC el Taxe He ObLIH OPEACTABJICHBI B BUC )KCIIACMBIX PE3YJIbTATOB U IMOCICA0BATCIIbHBIX JIEMCTBUI — BOT
OHH, TC ACTAJIN U MCJIIOYH, KOTOPLIC BJIAACIICIL HO,Z[O6HOF0 CIIKMCKa JOJDKEH NIPOoACaTh.



Heobxooumo npespamumo «pasHoey, KOMopoe Mbl RbIMAEMC MPAHCHOPMUPOBANb 8 HEUMO MAKOe, C YeM MONCHO
pabomamy, & NOCIEO08AMENbHOCHb OCLiCMEUIL.

«Pa3Hoe» — He Takas yx Iuioxas Bellb. To, YTo mpHBIeKaeT Hallle BHUMaHUE, TI0 TIPUPOJIE CBOCH KakK pa3 U ABISETCS
TEM caMbIM — pa3HbIM. Ho Kak TOJIBKO 3TO «pa3Hoe» BXOAUT B HAIY )KU3Hb, MBI TPOCTO 0OA3aHBI ATO «Pa3HOE» AJIS
ce0st MPOSICHUTE U KJIACCU(PHITPOBATh. JTO HaIlla 00sS3aHHOCTh, KaK PA0OTHUKOB YMCTBEHHOTO TPYIa: €CITH XKe
«pasHoe» yxKe PazI0KEeHO MO MOJOUYKAM M OUYEBUIHO — BCE, HAIIl TPYA OOJIbLIe HE TpeOyeTcs.

B KoHIIE 0/JHOTO U3 MOMX CEMUHAPOB, CTAPIIUI MEHEKEP OOJIBIIION KOMIIAHUH, 3aHUMAIOIICHCS OMOTEXHOJIOTUSIMH,
B3TJISIHYJIA Ha CBOM «t0-d0» — CITMCOK, KOTOPBIN OHA IprHEcIa ¢ co00i 1 BockiukHya: «EnTe! D10 *%e
OecopMeHHas HeXXU3HECTIOCOOHas Kama!y». JTo, MoXKalyi, JIydliee ONHUCaHHe OTYT COCTABIIATEH CITUCKH I10
TEXHOJIOTHAM OOJIBIIMHCTBA CHCTEM CAMOOPTaHU3aINH, KOTOPOE 51 KOTaa-nrbo cibimai. OrpoMHOE KOJIMYECTBO
JIIOJICH MBITATKCh OPraHU30BATh CBOIO Pa0OTY MyTEM MEPEKOMIIOHOBKHU HEIIOJIHBIX, HEMOHATHBIX JIAXKE UM CaMHUM
BEIIei; OHM JJaKe HE MOHSUIN, YTO U CKOJIbKO UM HaJI0 OPraHU30BaTh, YTOOBI IOCTHYB CTOSIIETO pe3yibrara. Eciamn
OHH XOTST, YTOO yCHIINS, 3aTpayeHHBIC Ha OPraHU3aIUI0 ONPABAAJIHMCh, TO CTOUT COOPaTh BOSTUHO TO, YTO HYIKHO
00ymMathb 1, COOCTBEHHO, 00 TyMaTh.

IMpouecc: 3xoHOMMUS eiicTBUIA

Bb1 MOKeTE TPEHUPOBATHCS, KaK CIOPTCMEH: TPEHUPOBATHCS, YTOOBI OBITH OOJIee OTBETCTBEHHBIM, 00JIee aKTHBHBIM,
Ooree cocpeJOTOUECHHBIM Ha YMCTBEHHOM Tpye. Bel Moxere mymats 6omee 3ppeKTHBHO U peryTupoBaTh U
KOHTPOJIPOBATh PE3YIIBTATHI C OOJBIIEH JIETKOCTHIO. BBl MOXeTe MIHUMH3NPOBATH BPEMEHHBIE XBOCTHI BO BCEX
cepax )KHU3HN — IpodecCHOHATFHON U JINYHON — U YCIIEBATh BBITIOIHATE TOPa3ao OOJIbIIe, 3aTpadrBast IIPH ATOM
MEHBIIIE YCHUIIMH, BBl MOXKETE TAKKe CO3aTh YHHBEPCATBHYIO CHCTEMY YIPaBICHHUS IS pabOTHI U JKU3HU.

Ho IMPEXKAC, YEM Bbl JOCTUTHETE XOTh YE€TO-TO U3 BBIIICIICPEYUCIICHHOI'O, BaM CIEAYET CAEIaTh HpHBBI‘IKOﬁ
cireayrmiee: He ACPKATh B rOJIOBEC HUYECTO JIMIITHETO. A croco6 JOCTHUYb OTOI'0 — KaK Mbl BUIHMM, 9TO BOBCC HC
OpraHu3anust BpEMCHU, OpraHU3alius I/IH(l)OpMaI_II/II/I WK OpraHu3anys MpuopuTeTOB. B KOHIIC KOHIIOB:

§ Brl He oprann30BBIBacTe 5 MUHYT, J1a ¥ HE 3aBOIUTECH, €CIIM 5 MUHYT MPEBPATHIINCH B O;

§ Bbl He opranusyeTe H30BITOYHYIO HH(POPMAIMIO — HHAYE BaM BIOPY OBbLIO ObI MOWTH B OHMOINOTEKY U YMEPETh TaM,
WUTH BEIATH B VIHTEpHET M MOKOHYHTH ¢ COOOH, a Take MPOCTO OTKPHITh TeJe(OHHBII CIIPAaBOYHHK U B30pBaTh cede
MO3T;

§ Brl He opranusyeTe IPUOPUTETHL — Y BAC OHU IPOCTO €CTb.

A KITIOYOM K TOMY, YTOOBI OPraHM30BaTh «Pa3HOE» SIBISIETCS OPTaHU3alUs OelCmBULL.

Opranuszanus aeiicTBuil — 3T0 NepBeiinas 3agaya.

Kak BbI ucnosnb3yere BpeMsi, Kak UCIOJIb3yeTe HH(POPMAILINIO, KaK Bl KOHIIEHTPUPYETECH MO MPUOPUTETAM — B
pacuere U3 BCero 3TOTr0 BbI U JOJDKHBI PaclpeieNsiTh CBOM pecypchl. BeIOOp TOTO0, YTO HA/lO /IenaTh B KaXIblii MOMEHT
BPEMEHHU — BOT peasibHas 3aaada. Opranuzanus 1elCTBUM — BOT OCHOBHAS II€JTb.

D10 KaxeTcs: o4eBUAHBIM. OJIHAKO, BAC, OBITh MOXKET, YJIUBUT, KAKOE KOJIMYECTBO JICUCTBUN 110 KAKOMY KOJIMYECTBY
3a]1a4 ¥ TIPOEKTOB TaK M OCTAIOTCSI HEMIPOSICHEHHBIMH. A 3TO IEHCTBUTENHHO CI0XHO — OPTraHU30BBIBATh JEHCTBHUS,
KOTOpBIE el Aake He ObLIH ompezeneHbl. MHOTO JTI0/iei 00peMEeHEHBI IeCSITKaMH JIEHCTBHA, KOTOPHIE UM



HEOOXOJMMO MPOAETaTh, YTOOBI MPOABUTATHCS 10 HECKOIBKUM MPOEKTaM MapajijieIbHO, HO OHU 00 3TOM emié He
3HAIOT.

H03TOMy W THIMYHAS )Kajgo0a «Y MeHS HeT BPEMCHHU Ha » (BHI/ICQ.TI) H}’)KHoe) BIIOJIHE
TIOHAATHA: MHOTUE MPOCKTHI KAXKYTCA HENOABEMHBIMHA, U OHU [[CﬁCTBPITCJII)HO HEMMOABEMHBEI ITIOTOMY, YTO HEJIB3s
BBITIOJIHHUTH L[eJ'IBIﬁ MIPOCKT I_IGJ'II/IKOM! MO3KHO BBITIOJIHUTH TOJIBKO ,Z[eI>'ICTBPIe, K 3TOMY IIPOCKTY OTHOCAIICECH.

Tepsuii wae — 3mo nonosuHa 1106020 ded.

I'pexu

Ha MHOTHE neiicTBUS TpaTUTCS BCEro MUHYTA WUJIHU JIBE, HO TIPOEKT-TO JIBIKETCS !

Pabotas ¢ TeicsuaMu po¢hecCUOHaNoB, g MOHSII, YTO HEXBaTKa BPEMEHHU HE SABJISIETCS U1 HUX IVIaBHON MpoOsieMoit
(XOTS OHH 3aIPOCTO MOTYT AyMaTh HMEHHO TaK); peajibHasi IpobieMa — 3TO HEAOCTATOK SICHOCTH U ONPEAETICHHOCTH
0 TIPOEKTY B LEJIOM, HESICeH U cieaytomui mar. [IposicHeHue aeraneii ¢ caMoro Hadana paboThl, a He KOraa
npobieMa yxe pa3pociiach, Cepbe3HO YBENNInBaeT 3¢ (heKTHBHOCTb.

Buinonnenue 3adau peoxko cmonopumes uz-3a nexgamku epemeru. OHO CIMONOPAMCA U3-3d MO20, YMO USHAYATLHO
3a0ayu He ObLIU YemKO OnpeoeieHbl.

HeHHOCTb moaxoaa «CHU3y BBepX».

3a oAbl pa6OTI>I Hag YIy4YIICHUEM JIMYHOU MMPOAYKTUBHOCTH S 11O JOCTOUMHCTBY OLICHUJI 3HAYUMOCTD IOAX0aa «CHU3Y
BBepx». [To yMy, caMblii IpaBUIIbHBIN CIIOCOO — 3TO paboTa «CBEpXy BHU3», T. €. BHAYAJIE ONPECICHNE
MEePCHEeKTHBHBIX LeIed BCEro MPOEKTa, OTOM — BTOPOCTEIEHHbIX Lieliel 1, HAKOHEll, ieTajieil BeinoyiHeHus . beaa B
TOM, YTO OOJIBIINHCTBO JIOCH HACTOIBKO HOTPA3IHU B pyTHHE. UTO UM JI0BOJIBHO-TAKH CIIOKHO CKOHILICHTPHPOBATHCSI
Ha 4eM-TO 0oJiee KPyITHOM M NEePCIEeKTUBHOM. Tak YTO MPaKTHKAa MOKa3bIBAET, YTO MOAXO] «CHHU3Y BBEpX» Ooiiee

3¢ deKTHBEH.

KOHHCHTpprﬁTeCB Ha TCKYIIHUX ACIax U HpHMeHﬂﬁTe MCTOAbI, KOTOPBIC ITIOMOTI'YT BaM HE cOUBaThLCS C KypcCa — 1 BCC
9TO HpHGJ’II/I?»I/IT BacC K MEPCICKTUBHBIM LEJISIM. ITosiBUTCSI HOBBIM MOTOK TBOp‘-IeCKOﬁ SHCPIuu, OTKPOIOTCS HOBLIC
TOPU3OHTHI, ITOSABATCS CBEXUE CUJIbI, 4TOOBI 3TH TBOPYCCKHUE NACH PCAITN30BaTh. Hap;mlee YYBCTBO CB060,Z[I>I n
BJAOXHOBCHUA IMOCCIIACT moneﬁ, KOTOPBIC YCEPAHO pa60Ta10T, 3aKaTaB pyKaBa, Hal PYTUHHBIMHU 3aJa9aMH.

Brb1 Oynere mydiie moAroTOBICHBI K TOMY, YTOOBI B35ITh HOBYIO BBICOTY, €CJIM BaIlld HHCTPYMEHTBI JJISl OPraHn3aliu
paboTHI CTaHYT YacThIO Ballero cTuiisl padoTel. ECTh Kyna ropasno 0osplie 3HaYUMBIX BEIIEH, HEXXENU Ballla pyTHHA,
0 KOTOPBIX CTOMJIO OBl 3alyMaThCsi, OTHAKO, €CJIM Ballla CAMOOPTraHU3alMs eIl He JOCTUTIIA JOJKHOTO YPOBHS, TO
3aHHMMATBCSI MEPCIIEKTHBAMHY — 3TO BCE PABHO, YTO IBITATHCA IJ1aBaTh B MEIIKOBATON OACHKIC.

Moux cirymarenei, ¢ KOTOPbIMH s IpopaboTan Bech JEHb HaJl TEM, YTOObI paCUMCTUTh UX CTOJ OT PYTHHHBIX
OyMakeK, Be4epoM MMOCETHIIO HACTOSIIee BAOXHOBEHHE, IPUIIMB TBOPYECKHUX CHJI 1 MHOXKECTBO UCH, KacaTeIbHO
Oyayero ux komnanuid. Takoil pe3ysbTar SBJIsIeTCs JOTHYHBIM NPOIOHDKEHHEM PYTUHHBIX ACHCTBHH.

Buoenus nedocmamouno — Heobxooumo oeticmeue.

He oocmamouno npocmo pasensdemv cmynenu — Hado no HUM NOOHUMAMbCSL.

Baynas I'asen.



«BepTukanbHOE» U KTOPU3OHTAJILHOE» YIIPaBJeHUe 1elCTBUSIMH.

BrimonHsTh 065138.HHOCTI/I, IMPOCKTHI U JIEHCTBUS MOXKHO ABYMsL criocodamMu — «TOPU30HTAJIBHBIM» U «BEPTUKAJIBHBIM».
((FOpHSOHTaHLHLIﬁ)) KOHTPOJIb MOAPa3yMEBACT CBA3b BCEX MPOLECCOB, B KOTOPBIX Bbl YHaCTBYCTC.

[IpencraBbTe, UTO Ballle CO3HAHUE MOCTOSIHHO CKAaHUPYET OKPY KAIOIIMKA MU, KaK MOJIUIEHCKUI pafap — OH MOXKET
3a7iep>KaThCsl Ha OJHOW U3 THICAY Pa3HbIX MO3UIMH, MPUBIIEKAIOIINX WU TPEOYIOIIMX BalIer0 BHUMAHUS B TCUCHUE
CYTOK: amnTeka, 1oMpaboTHUIA, TeTylKa MapTa, cTpaTernieckoe IiaHupoBaHue, o0el, 3aBsiiiee KOMHATHOE
pacTeHue, HeI0BOJIbHBIN 3aKa3uuK, HeuulleHble Ty(au. Bam Hago KynuTh Mapku, 3aKa3aTbh HOMEp B FOCTUHUIIE,
OTMEHUTH COBEIaHHUE, IOCMOTPETh BEUEPOM KHHO. BbI, OBITH MOXKET, Y IUBUTECH, KAKOE KOJIMYECTBO BELEH
MIOCTOSIHHO 3aHMMAIOT Balll MO3I U KaKO€ KOJIMYECTBO BEILEH BbI JOJDKHBI CeNaTh B OJUH AeHb. BaMm Hy)xHa ynoOHas
cHucTeMa, Kotopas OyJeT colepKaTh IEMOYKyY dTHX ACHCTBUS, HH()OPMAIIHIO O KaXKIOM U3 HUX, IPEIOCTABISATE ATy
MHPOPMAIHIO [0 TPeOOBAHHIO U MO3BOJIATH BaM MEPEKIIOUAThCA C OJHOTO ACHCTBHS HE APYTOE JIETKO U MPOCTO.

«BepTHKaIbHBIID KOHTPOIIE, HAIIPOTUB, YIPABIIET IBKEHHEM BHU3 U BBEPX I10 [IETTOYKE HHIMNBAAYAIBHBIX 337124 H
npoekToB. Hanprumep, Bam BHYTPEHHUH «ITOJIUIEHCKUH pagapy» HaTATKUBAETCS Ha Balll CIEAYIONINI OTITYCK,
KOTOPBIH BBl 00CYXXIAITH ¢ CYNIpyroi 3a 00e0M: Kylla U KOTJa BBI IIOEIETE, UTO BBl OyAeTe TaM JiefaTh, Kak
MOATOTOBUTHCS K IYTEIIECTBUIO U T. II.; WK )K€ BBl C HAYATBHIKOM COOMPAETECh MPOBECTH HEKOTOPYIO
PEOpraHU3aINIo0 OT/IENA; K BBl XOTUTE COOPATHCS ¢ MBICISIMH NIEpe/ NPEACTOSAIINM TeJIe(OHHBIM Pa3rOBOPOM C
3aKa349uKOM. DTO U €CTh «IDTAHUPOBAHKE 33]a9» B IIUPOKOM CMEICIE, 9TO (POKYCHPOBKA Ha OJTHOM €IMHCTBEHHOI
LIeJIN, CUTYaIllH, IEPCOHE M KOHKPETH3aLUs BCETO, YTO C 3TUM TaK WIIM HHA4e CBA3aHO, OYIb TO UJIEH, IPUOPHUTETHI,
JIETaJT| WU MTOCIIEA0BATEIILHOCTh OOCTOSTENIHCTB — CIIOBOM, BCE, YTO BaM MOXKET ITOHAIOOUTHCS JUIS PEIICHUS
poOIIEMBI.

Lens ropH30HTATBHOTO U BEPTHKAIBHOTO YIPABJICHHUS OJTHA U Ta )K€: OYUCTHTh CO3HAHKE W BHIMOJIHUTD 33/1a4H.
IIpaBusbHOE yIIpaBiIeHUE IOMOraeT BaM YyBCTBOBAThH c€0s B BOJOBOPOTE pabOThI U KU3HU KOM(OPTHO, a
MpaBUIIbHAS KOHIIGHTPALHs IOMOTAET BaM MPOSCHATH CUTYAIMIO U BCE COMYTCTBYIOIINE JICTAIIH.

OcHOBHOE U3MEHEHHE: BBIKMHYTb BC€ 3TO U3 IoJIOBbI.

HeBo3M0KHO JOCTHYG YyBCTBA PAcCiIa0IEHHOCTH U CIIOKOMCTBHS, KOTOPBIE s TYT HA00EIal, eciy AepKaTh Bce Jiena
B I'OJIOBE. KaK BbI yBI/IIII/ITe Jajee, I/IHI[I/IBI/IIlyaHLHLIe JIMHHUH ITOBCACHHS, OIIMCAHHBIC B 3TOI71 KHHUI'C — 3TO TO, YTO BBI
yke nenaete. PasHuIa Mex Iy TeM, UTO JEJar0 s, ¥ TEM, YTO JIENAI0T APYTUE B TOM, YTO 5 OPTaHU3YIO CTO MPOIIEHTOB
«Pa3HOTr0», HCIOJIb3Ysl MHCTPYMEHThI OpPraHN3alluH, KOTOPbIE Y MEHS 0] pyKOii, a He B rosioBe. M 3To mpaBuio
pacipocTpaHsieTcs Ha BCe Jiea — MEeJIKUe WK KPYIHbIE, IMYHBIE WITH PO eCCHOHAIBHBIE, CPOYHBIC HITH HECPOYHBIE.
Ha Bce.

Kaxk npasuno, mo, umo 6vl Hanpuoymvleanu, HaAxoOUmMcs 8 yxcacaroujen OUCNPONoOPYUY ¢ meM, Ymo yice COelaHo.

51 yBepeH, 4TO paHO WIIK MO3AHO, B BallleM MPOEKTE WU B KU3HHU HACTYIHUT CUTYyallMsl, KOTJIa BaM MPHUIETCS 3aCECTh C
pyuKoii 1 Oymaroil 1 cOCTaBUTh CIIUCOK. Ecii Tak OHO M POM301LIO0, TO BOT BaM U TOYKa OTCYETa, O KOTOPOi 5
TOJNKyI0. OnHaKo OONBIIMHCTBO JIIOCH yCAKUBAIOTCS 32 COCTABIICHUE CITUCKA, TOJIBKO TOT/IA, KOT/IA el HAaBaJIHIIOCh
HEBIPOBOPOT U HAJ0, B KOHLE KOHIIOB, XOTb YTO-TO ceaTb. OHU COCTaBIIAIOT CIIUCOK, OXBATHIBAIOLIUI TOIBKO
KaKyl0-TO OTJENIbHYIO 00J1acTh, KOTOpas ux Ooiiee Bcero 0ecrokouT. Ecu BB Bee JKe COCTaBHITH CITUCOK,
OXBaTHIBAIOLMH BCIO KApTHHY paOOThl WIIM JKU3HH LIEIUKOM (@ HE TOJIBKO [0 CaMbIM CPOYHBIM JI€JlaM), TO 3TO CTUIIb
YIPaBIeHUs «UEPHBII MOAC)» (30HA).

Hem nukaxozo cmvicia Oymams 00HY U My dHce MblCib 08axcobl. Eciu moavko eam ne docmaegisem yO0080.1bCmaue
cam npoyecc.

A CTaparoCh NMPUHATD HHTYUTUBHBIC PCIICHUA, OCHOBLIBASICh HA UMCIOIINXCA apIryMEHTAaXx, a HC pa3AyMbIBaTb HA/l
CaMHMHU apryMCHTaMH. Mmne H€06XO,Z[I/IMO OIWH pa3 3apaHCC XOPOIIECHBKO BCEC OG,I[YMaTB, a I[IOTOM YK s IpUHUMAro



peleHre B OAMH MOMEHT. S He JTr00II0 TpaTUTh BpeMs, 00 yMbIBasi BeIl OOJIbLIe, YeM SIUHOXKABI. DTO IIPOCTO
Hed( PEKTUBHOE MCIIOIB30BAHNE TBOPUYECKON SHEPTHH, HCTOUYHHK YCTAJIOCTH U HEYIOBIECTBOPEHHOCTH.

n noaaciaTtb 06,HYMI>IB8.HI/I€ BBI TOKE HEe cMoXkeTe. Bai pasym 6yz[eT mpoaAOJIKaTh pa60TaTI: Haa TEM, YTO HAXOOAUTCA
B IMOJABCIICHHOM COCTOSIHHUH. Ho ectb n TpaHULBI TOT'O, CKOJIBKO HEPECUICHHBIX npo6neM MOT'YT KPYTUTBCA B MO3T'Yy 110
TEX TOP, ITIOKa OH HE B3OPBCTCA.

UYactsp Baliero co3HaHus, Ha3blBaeMasi KpaTKOCPOYHON MaMsThIO — 3TO Ta YaCTh, KOTOpasi yMyIpsieTcsl yep>KaTh BCE
HeIoJIeTaHHbIEe J1eNla: HeTPHHATHIE PEIICHIs M HEOPTraHU30BaHHOE «pa3Hoe» — padoTaer noutk kak RAM (Random
Access Memory) Balero komiptorepa. Bani pa3sym, Kak 1 MOHUTOP KOMIIBIOTEPA — 3TO BCET'0 JIMIIbL HHCTPYMEHT
KOHIIEHTpAllUy, a He XpaHWIMIIE JaHHBIX. Bbl MOXeTe TyMaTh TOJBKO O ABYX MM TpeX Bellax oAHoBpeMeHHo. Ho
HE3aKOHYEHHbIE Jies1a Oy IyT COXpaHEeHbl B IPOCTPAHCTBO KPATKOCPOUHOH maMsITu Takxke, Kak 1 RAM, pasym
o0agaeT orpaHIYeHHBIMU BO3MOXHOCTAMHU. MHOTHE Noau aepxkat RAM Bo B3pbiBoOmacHOM cocTossHuH. OHA
COBEPLIEHHO 00€3yMeIH, CIIOCOOHOCTh KOHLIEHTPUPOBAThCS HapyllleHa U3-3a UX K€ COOCTBEHHON YMCTBEHHOM
HEeperpy3KHu.

Hanpumep, nepexitoyaincs 1 3a NOCIEIHNUE HECKOIBKO MUHYT Balll MO3T HA YTO-TO, HE NMEIOIEE HUKAKOTO
OTHOIIEHUSA K TOMY, O 4eM BbI 37ech unTaere? BozmoxHo. Ha uto umenno? Cxopee BCero Ha Kakylo-TO JbIpy, Ha
KaKoe-TO HEOKOHYEHHOE /1eN0. U BOT 3TO caMoe HEOKOHYEHHOE JEJI0 BBIOpAIOCh U3 IIIyOHH CO3HAHUS M HA0PaJIO Ha
Bac, HaloMuHas o cede — BOT U Bce. UTo Bbl MokeTe ¢ 3TUM nozenars? Hy, XoTs Obl 3anucaTh 3TO €10 U IOCTaBUTh
JUTS HETO HaIIOMUHAHKE — M 3TO TOpa3/io MoJie3Hee, ueM nepesscusams 3a Hero. [IpaBaa, ato He camast 3¢ exTHBHAs
JIMHYS IOBEACHUS: HUKAKOro mporpecca.

Henpocmo eecmu GOZZHy C mem, y Ko2o asannocm 6 sauell 2ooee.

Cannu Kemnmon.

JleficTBUTEIBHO Cepbe3Has MpobJieMa 3aKIIF0UaETCs B TOM, YTO Ballle CO3HAHUE HE MEPEeCTACT HAIOMUHAThL BaM O
JieNiaX TOrjia, KOrjaa Bbl BCE PABHO HUYETO HE MOXKETE ¢ ATUM moJienaTth. Kak TONBKO BBl TIOCTABUTE Tiepen coO0i
3ajady u nomectute € B RAM, kakasi TO 4acTh Bac OyJeT nocmosinio 00 3ToM aymarb. [loaToMy 3a1a4uy, KOTOPYIO
BBI CTaBHTE ceOe, HY)KHO clenath npimo ceuuac. CTpOTo ToBOpsi, KaK TOJIBKO Y BaC B AMSTH MOSIBIISIOTCS 2 331a4H,
TO 3TO YK€ Ballla JIMYHas OIMOKA — BbI )K€ HE MOXKETE BBIMOJIHUThL UX 00€ OJIHOBPEMEHHO. JTO MOPOXKIaeT (HhakTop
BCEIPOHUKAIOIIETr0 CTPecca U HAKAaK OT ero He n30aBuThcs. Ho MHOTHE ITI0M Tak 0T0 MPeOBIBAN B 3TOM
COCTOSIHUM, YTO OHO CTaJIO JJIsl HUX HOPMOM. OHO MOCTOSIHHO, KaK CHJIa MPUTSDKEHHS — TE, KTO MOBEPKEHBI TAKOMY
cTpeccy, Jaxe He MOI03PEBatoT 0 HeM. ENWHCTBEHHAs BO3MOKHOCTh Y3HATh, KAKOMY CHIIbHOMY JaBJICHUIO OHHU OBbLITH
MOJIBEPIKECHBI — 3TO N30aBUTKLCS OT HETO U OYYBCTBOBATh ce0s1 cCOBCceM nHave. MoxKeTe Ji Bbl H30aBUTHCS OT TAKOTO
crpecca? Crnopum? OcTaBmiasicss 4aCTh KHUTH PACCKaXKET Kak.

I'maBa 2. KoHTpoJib Haj )KM3HBIO: NATH (a3 ynpaBJieHHs pado4uuM MpoueccoM

OCHOBHOM IpoIIecC, KOTOPOMY 51 00y4aro C IEJIbI0 OBIAJETh HCKYCCTBOM CIIOKOWHO, BEITIONHATH YMCTBEHHYIO PaboTy
— 970 MATH(HA3HBIA METO OpraHU3auK padodero mporecca. HezaBUCHMO OT APYTUX YCIOBHUI, MBI JJOJDKHBI IIPOHTH
ISITH CTYIICHEH, 9TOOBI CIpaBHUThCS ¢ 3a1aueil. Ml (1) cobupaem «pasHOE», KOTOPBIE OTBIIEKAET HAIle BHUMAHUE;

(2) nposcHaem, 9To 3TO 3a Aea ¥ KaK C HUMH CIIPABIATHCSA; U (3) paccopmupogvieaem pe3ylbTaThl, KOTOPHIE MbI

(4) paccmampusaem Kax pyKoBOJICTBa K (5) deticmesuio.

DTO U COCTABJISET YIOpaBJICHUE «I10 TOPHU3OHTAIIN» — 0630p BCETO, 4YTO 3aHMMACT HAILIC BHUMAHUC B JIAaHHBIA MOMEHT.

B npuHIuIe 3ToT NpsIMOIMHEWHBIM METOJ] MbI B OOJIBIIIMHCTBE CBOEM UCIOJIb3yEeM B MOBCEIHEBHOW KHU3HH, HO B
JIIO0OM Cllydae, MOH OIBIT MOKA3bIBAET, YTO OOJIBIIIMHCTBO JIFOCH MOTIM Obl M YJIYUIIUTh B3aUMOJCHCTBUE ITUX ATH
(a3. KauecTBo Haleil pabOThI ONMPEIENISIECTCS CAMBIM CJIA0BIM 3BEHOM B 3TOH MSTU3BEHHOM 11ETTH, IO3TOMY BCE 3BEHBS
JIOJIXKHBI OBITh TPOYHO CBSI3aHBI U CTAHIAPTHU30BAHBI.



3uanus, komopule Mbl cuumaem 3HAHUAMY, HA CaMom Oene oxasviearomcs Oevcmeuamu. To, umo mel cetivac
noopasymesaem n00 3HAHUAMU — IMO UHGopMayus 6 OelUcmseuu, UHGOPMAYUS, HANPABIEHHAS HA Pe3YIbINam.

Humep @. /[pyxep.

BonpmmHCTBO J0/IeH HE CIIOCOOHBI CIIPABUTHCS € IIEPBBIM ITAIIOM — CO cOopom «pasHoroy. KTo-To Bce-Taku codpain
«paszHoey, HO He obpaboman coOpaHHyIo HH()OPMAIIHIO, HE PN, 3aU4eM OHa eMy HyXKHa M UTO ¢ Hell eJaTh.
OcrasbHble IPUHUMAIOT BEPHBIE PELIEHNUS O CYAb0E «pa3HOIro» HO BIOCIEACTBUU TEPSIOT UHTEPEC K IPOLIECCY
TOJIBKO MOTOMY, YTO HE OpeaHU306a1U PE3YIbTAThL, KaK clieayeT. Te ke, KOMY YAaeTcs CO3aTh XOPOIIYI0 CHCTEMY
HE nO0b3YIomcsl €10, ¥ OHa TIPOCTO BaysieTcst 0e3 aena. B moboM cirydae, eciti XoTs ObI OJJHO U3 3BEHBEB IICTTH aeT
ci1abuHy, TO OKOHYATEIbHOE AeHCTBHE, IPEANPHHUMAEMOE YETIOBEKOM, €€ CO3JaBIINM, BPSII JIN OKAXKETCSI BEPHBIM.

Heobxomumo pazobpaThest B QYHKIIMOHUPOBAHUN KaXKIIOTO U3 3BEHBEB U IT0100paTh yI0OHbIE HHCTPYMEHTHI TaK,
4TOOBI cAeIaTh paboTy LenH ONTUMAIBHON. S| 0OHapyXuI1, 4To pazjeneHue Aty a3 B TEUCHUE AHSA OYEeHb
IIOMOTa€eT, HE CKa3aThb, SIBJIETCA CaMbIM Ba)KHBIM BO BCEM IIpoliecce. bhIBalOT MepHoibl, KOIIa s X0y 3aHUMAaThCs
TOJIBKO cOOPOM HH(pOPMALIUK U HE MPUHAMATh HUKAKUX PElIeHuH. BBIBalOT epHoIbL, KOTa 51 X04y Pa3ieiInuTh BCe
MOHU JieNa, 4TOO OHM He MePETIeNUCh U He TIePeyTaIuch IpyT ¢ ApyroM. Mmu, ObITh MOXKET, S TOJIBKO YTO BEPHYJICS
13 JOJITOTO MyTEIIEeCTBHS U MHE HaJ0 paclpellesuTh U OPraHu30BaTh TO, YTO s HACOOUPAJ U Pa3IoKUII IO KyuKaM 3a
9T0 Bpems. MlHOTJa HacTymaeT BpeMsi, KOTr/ia MHE XOUYeTCs CHIeNIaTh MOJHbII 0030p npeacToseil paboThl MIH KaKoii-
TO €€ yactu. Y, KOHEYHO, MHOTO BPEMEHH 5 Tpady Ha TO, YTOOBI CTOSIIIE IIEpel0 MHOM 3a/1a4ui BBIIIOJIHUTb.

51 oGHapyKWJI, UTO IPHIMHA HEYAa4 B 00JIACTH CaMOOPTaHU3AINH 3aKITF0YaeTCsl B OECIPECTaHHBIX HONBITKAX
MIPOBEPHYTH BCE IATH (Pa3 OAHOBPEMEHHO. MHOTHe, e1Ba YCEBIIHMCH C PYYKOH M OyMaroi IUIst TOro, 4ToObI
«COCTaBHUTH CIIHCOK», TYT K€ MBITAKOTCS PACCTABUTH «CAMBbIE BaXHbIE J€JIa» B IOPALKE IPUOPUTETOB U COBEPILIECHHO
HE JIyMaroT, KaK 3TH JieJa BbINOIHUTh. Ho eciu BBl He permTe, Kak BCE-TaKy MIPOBECTH JICHb POXKICHUS BaIlIEro
CEKpeTapsi TONBKO MOTOMY, YTO 9TO «HE TaK YXK Ba)KHOY», 3TOT CaMBbIil JICHb POXKICHUS IPEBPATUTCS B HACTOSIILY IO
«IBIPY», KOTOpast OyAET BHICACHIBATH U3 BAC SHEPTHIO, CTOJIb HEOOXOIUMYIO s JEHCTBUTEIBHO BaXKHBIX JIEI.

B st10i1 rnaBe Bee mATh a3 moapoOHO onuchBaOTCA. [ 1aBel 4—8 comepikaT NouaroBble MHCTPYKIMK 1O KaXA0H ¢ase
C MHOECTBOM IPUMEPOB.

CoOupats.

BaxxHO 3HATB, YTO HY>KHO COOMPATH M KaK 3TO CAENaTh TaK, YT00 IOTOM JIeTKO ObLIO ¢ 3TUM padotaTh. C TeéM 4TOOBI
UCKITIOUUTH HCKYIICHHE C BUTY C XKapy MPUIETTUTHCS K CaMBIM MEJIKUM 33J1a4aM, BaM HEOOXOJMMO 3HATh, YTO Ha
caMoM Jierie Bbl coOpajii Bce, YTO MOTJIO KacaThCs Balleil paboThl M 4TO B caMOM OJikaiiiieM OyaymeM Bbl 3TO
obpaboTaere ¥ MPOCMOTPUTE MOIPOOHO.

Coopatp 100 % «XBoCTOB».

UToOBI UCKIIIOYHTH IPOPEXH B KOP3UHKE», HAJI0 COOpaTh BCE 3aIUIaTKU — BCE BEILU, KOTOPbIE KaXyTcs BaM
He3aBepIIEHHBIMU — BCe, paboyee WM JMYHOE, KPYITHOE UIIM MEJIKOE, CPOYHOE MJIM HE OU€Hb — BCE, YTO, 10 BallleMy
MHEHHUIO, [TOJUIEXKUT U3MEHEHHIO, 1 K YEMY BbI IMYHO UMEETe KaKOe-IH00 OTHOILIECHHE.

[oka BBl yMTaeTe 3TOT TEKCT, MHOTO BEIEH, KOTOPBIE BBI IOJIKHBI C/IENIATh YK€ COOpaHbI 32 Bac: COOOLICHUS JIeKaT B
TOJIOCOBOM TIOYTE, MUChMa — B IIOYTOBOM SIIIMKE.



OnHako HE0OX0AUMO coOpaTh MHHOPMALIMIO 3 OKPYKAIOIIET0 MUPA, a TAK)KE CBOM MBICTH U UJIEH U pa3HbIe Ipyrue
«XBOCTBI».

Bo3M0OxKHO, OHU HE TaK OUEBUAHBI, KaK HOBbIE COOOILEHHUS B [I0YTOBOM SILIKMKE, HO 3TH BOIPOCHI BCE XKe TPeOyIOT OT
Bac MPHUHATHUS KAKUX-TO PELICHUH — «IbIpa» NOJDKHA OBITH 3aKPBITa, HAJIO C 3TUM UYTO-TO caenarh. CTparernieckue
UJIeH, 3aTepsIBIINECS HA JIMCTOYKAX B OyMasKHBIX [DKYHIJIIX HA BaIlleM CTOJIe, GHMHTHQIFONIKY, 3aBaISBIIACCS B
SIIUKaX CTOJIa, KOTOPBIE HAaJI0 IOBECHTH HJIH YK BBIKHUHYTh, U CTaphI€ )KypHAIIbI Ha KOGEHHOM CTOJIMKE — BCE 3TO
MOMAJAET MOJ KATETOPHIO «XBOCTBI».

Kak ToapK0 KaXka0il BEIIU BbI MPUKPCIUIACTE APJIbIK «XOPOILIO 6])1», «Hago» u «065{33.TCJ'H>H0», 9TO ACJI0 CTAHOBUTCA
HE3aBCPIICHHBIM, T. €. KXBOCTOM». PeH_IeHI/IH, KOTOPBIC MO-TIIPEXKHEMY HA0 IPUHATL O TOM, CO6I/Ipa€TeCL JIN BBI U1K
HC CO6I/Ipa€TeCL 9TO ACJIAaTh — 3TO YK€ «XBOCTBID». «XBOCTBI» — 3TO M BCE BaIIIH «s CO6I/IpaIOCL», KOrJa BbI YK€
peUIniIvi 4YTO-TO CALCIATh, HO ell€ U majel o najiel Jjsi 3TOro He YAapuin; 3TO U BCE A€j1a, KOTOPBIE UMEIOT CTAaTyC «B
IPOLIECCE BBIITOJIHCHUSA» U AAXKE TC A€J1a, KOTOPBIC BbI YK€ BBIIIOJIHWINA, HO emié He HABECHUIIM Ha HUX SIPJIBIK
«B3aKOHYCHO».

UroOBbl yNIpaBIIATh «IbIPaMuy NPaBUIbHO, BAM HEOOXOAMMO COOpaTh UX B HEKUH KOHTEHHEP Ha BPEMEHHOE
npeObIBaHKE, [10Ka y BaC HE BbIIACTCs CBOOOIHAsI MUHYTA, YTOOBI PEILUTh, YTO ¢ HUMHU AenaTh. OHaKo, HE00X0IUMO
MIEPUOJMYECKH 3TH KOHTEHHEPBI OIYCTOIIATH JJIsl TOTO, YTOO OHH OCTaBaJIUCh PA0OTOCIOCOOHBIMH HHCTPYMEHTAMU
cbopa uapopmanmu.

B ocHoBHOM, Bce yxe coOpaHo, B caMOM MIMPOKoM cMbIcie. Eciu nadopmarms He Oblila OpraHiH30BaHa 110 Ballei
cOOCTBEHHOI! cHcTeMe, TOTJa OHA MO-TIPEKHEMY CYLIECTBYET B OcesuieM Ha 8auiux Mo32ax cocTostHu. Ha camom
JieJie, eClIy Bbl He IIOMECTHIIN 110 B TAaKOW KOHTEHHEP, 3TO eI He 3HAUUT, YTO BbI IPOMTHOPUPOBAIIN UIIH
MPOMYCTUIIHX €ro. 5| HacTanBalo Ha TOM, YTOObI HH(pOpMaLUs OblIa COOpaHa TIe-TO, HO MOIbKO He Y 8AcC 6 20106e.

HucTpyMeHTHI cOopa.

Cy1ecTByeT HECKOJIBKO TUIIOB MHCTPYMEHTOB. Bee onucanHOe HUXKe MOXKET ObITh UCIIOJIb30BAHO B KAUECTBE
«KOP3UHKW» JJIs1 COOpa BHYTPEHHETO KOHTEHTa U MHPOPMAIHH, ITOCTyMalouiel 13 BHE:

§ IpocToii 10TOK

§ 3amucu B OJTOKHOTaX M Ha JINCTKAX.

§ DnexTpoHHbBIE 3aNCHbIE KHIDKKH

§ 3BYKO3aIMChIBAIOIINE YCTPOIiCTBA

§ DnexkTpoHHas mo4Ta

IIpocToii JoTOK

[IpocTo¥i mIacTUKOBBIN, AEPEBSIHHBIHN, KOXKAHbBIN UM TPOBOJIOYHBIHN JIOTOK — CaMbli MOMYJISIPHBIA HHCTPYMEHT IS
cOopa MeyaTHOro ¥ pyKOMHCHOTO MaTepHana U JPYTuX MpeAMEToB, padoTy ¢ KOTOPBIMHU HAJ0 OPTaHU30BAaTh: MHCEM,
XKYPHAJIOB, 3aMETOK, BUSUTOK — Jlake U1 (POHAPHUKOB C CEBILIMMHU OaTapeiikamu.

3anucH B 0JIOKHOTAX M HA JIUCTKAX.



BiIOKHOTHI ¢ KJISHKUM MEPeryieTOM, Ha CIIMPAJIA WM MTPOCTO JIMCTHI U3 YITAKOBKH — BCE ATO OTIUYHO paboTaeT ajis
cOopa BHE3aITHO NPUXOIAIINX UaeH, HHPOpMaIMK U3 BHE, HEOOXOAUMBIX 00s3aHHOCTEH | T. . JIFo00H OyMaxKHbIH
HOCUTEIIb Ha Balll BKYC CT'OJTUTCSI.

3JIeKTp0HH]:Ie 3alIMCHbIC KHU/KKH.

DJIeKTPOHHBIC 3aMETKU B JIIOOOM CTydae ACNaloTCs ¢ LeNblo qalbHeliei oopadorku. [Iporpeccupyroiue
TEXHOJIOTMU PACIO3HABAHMS PYKOIMCHOIO TEKCTA, @ CHUMHU M BECh CIIEKTP JIEKTPOHHBIX YCTPOUCTB 1yt cOopa
nH(GOpPMAINH TOJKEH OBITh BXOY.

3ByKo3anuchiBaOIMe yCTPOHCTBA U yCTPOiicTBa 1JIsl IPOCIyLLIMBAHMS.

I[OCTyHHI)IC yCTpOﬁCTBa JJIs1 TIPOCITYIIMBAaHUA, TAKUE KaK aBTOOTBETYMKH, I'OJIOCOBas 1o4Ta, 3JICKTPOHHBIC U
JICHTOYHBIC [{I/IKTOQ)OHLI — BCE 3TO MOKET OBIThH ITOJIE3HBIM JUTA 3aIMCH IIEPEYHA ACJI, KOTOPBIC BaM CIIEAYECT IOMHUTH
1 KOTOPBIC TOTOM HAJA0 6yz[eT caearhb.

BﬂeKTPOHHaﬂ mo4ra.

Ecnu BBl CBsI3aHBI C MUPOM MOCPEACTBOM AIIEKTPOHHOM MOYTHI, TO Balll IIOYTOBBIM KJIMEHT pacrojaraet
OTIpEAEICHHBIM IIPOCTPAHCTBOM JUIS XPAHCHUSI BXOISIINX ITUCEM H (alliioB, 0 TEX MOp, TIOKa MIChMa He OyIyT
npouTeHbl U 00pabotanbl. TenedoHsl U MEHIKePhl TOXKE TAKOE MOTYT.

BbIcOKOTEXHOIOTHYHBIE YCTPOICTBA.

CeroniHsi KOMIIBIOTEPAM MOXHO HaIMKTOBBIBATh HH(OPMAIIHIO TaK JKe JIETKO, KaK BHECTH €€ Ty/la MOCPEICTBOM
Habopa. DJIeKTPOHHOE 0OLIEHNE OCTENEHHO BEITECHAET 00LIeHNe JIUYHOE; cOOMpaTh uaeu cranoButcs npoue. Ho u
00beM MH(OpMaLMK pacTeT B FeOMETPUIECKOI IPOrpeccui.

«Komnwromep!»

«/la, 1i6uo? »

«Mmne nysicen xneboy»

«[a, dotieuor.

Bce. Hy>xHblil MHE IPOAYKT HatioeH. A NMOCKOJIbKY OpraHM3allMOHHAs YacTh IpoLiecca YIIPaBIeHUs TOXeE
3aIporpaMMHpPOBAHa, «XJIe0)» aBTOMAaTHIECKH Oy/eT J0OaBIIeH K MOEMY TaCTPOHOMUYECKOMY CITHCKY, @ MOXKET OBITh
Jlake U JOCTaBJIEH.

Bce onmcannble BbIIE HHCTPYMEHTHI OTIMYHO CIIYXKAT B KaU€CTBE «KOP3UHOK» I cOOpa MOTEHIMAIBHO MOJIE3HON
HHpOpPMaHH, 00sI3aTENBbCTB U JOTOBOPEHHOCTEH. BO3MOKHO, BBI YK€ ceiiyac HCIOIb3yeTe YTO-TO U3 3TOTO.

DakTopsl, BIUSIONINE HA YIAYHBIA cOop.

K coxasieHbI0, 0JTHO JIMIIh HATHIHE «KOP3UHKI HE MOXKET caeaTh e€ QyHKIHOHANEHOH. boapmmHCTBO moneit
MMeEeT Te WU UHbIe HHCTPYMEHTHI I cOopa HH(MOPMALIUK, OJHAKO, KaK IIPABUIIO, OHU HE YMEIOT UMHU



pacrniopsbkaThes. PaccMoTpuM Tpu TpeOOBaHMs, BBIIOIHEHHE KOTOPBIX HE00X0IMMO, YTOObI (paza cOopa JaHHBIX
3apaboTana:

1. Kaxnas «AbIpa» OJOJKHA HAXOAUTHCA B Ballle cucTemMe c60pa, a HE y BaC B I'OJIOBC.

2. Y Bac IOMHKHO OBITh HECKOJIBKO XPaHUIUII HH(OpMaIuu.

3. BbI 10JIKHBI MX PETYJISIPHO OIYCTOLIATb.

BbIKHHBTE BCE 3TO U3 I'0JIOBBI.

Ecnu BbI Bee elé nblTaeTech Jep)kaTh CIMIIKOM MHOT'O Bellel B IaMsTH, Bac, CKOpee BCero He yOeIuT MOTUBALUA
HCIOJIB30BaTh U MEPUOINYECKH OIMYCTOLIATh «KKOP3UHKW». BOJIBIIMHCTBO JI101€H OTHOCATCS K 3TUM MHCTPYMEHTaM
JIETKOMBICIICHHO ITOTOMY, YTO OHH OCO3HAIOT, YTO HHCTPYMEHTHI HE MPEACTAaBIIIOT COOO0H TUCKPETHOM CHCTEMBI: B HX
KOP3HHKE — HEKOTOPOE KOJINYECTBO HE3aKOHUEHHBIX 1€, HO U UX TOJIOBE TOT XK€ CaMblil CIIMCOK, a CTalo ObITh, UX
CO3HaHHE U M0JICO3HAHNE MPOI0IKAIOT paboTaTh. ITO BCE PABHO, YTO MBITATHCSA UIPaTh B MMHOOJ B aBTOMATE, B
CTOJIE KOTOPOTO CIUIIKOM OOJBILINE IBIPHI, IAPUKH BCE PABHO MPOJODKAIOT BHINAAATh Yepe3 HUX: KAKOH CMBICIT
TaKy[0 UTPY NPOJOIDKATh? DTH HHCTPYMEHTHI AJ1sl cOOpa HH(pOpMAIMK TOJKHBI CTaTh YACTHIO BAILIEr0 KU3HEHHOTO
CTHJIAL.

I[epxcme HuX 1mpu ce6e, " HC BAXXHO, I'’I€ BBl HAXOJUTCCh, BBl BCErJa CMOXKETC 3aHCCTH B Balll CIIMCOK ITOTCHIIUAJIBHO
TOJIE3HYIO UACHO — cz[enaﬁTe Ballli MTHCTPYMCHTBI TAKUMH KC HCO6XO,Z[I/IMBIMI/I BaM, KakK 3}’6Haﬂ mETKa, BOOAUTCIBCKHEC
paBa Uik OYKH.

COKpaTHTe YHUCJT0 «KKOP3HHOK» NJIA c60pa.

V Bac 10JKHO OBITH CTOJIBKO KOP3WHOK, CKOJIBKO HY?KHO JIMYHO BaM, HO B TO K€ BpEM: UX YHCIIO AOJKHO OBITh
TaKHuM, YTOOBI IPOCMOTP UX BCEX HE ObLI AJIs1 BaC YTOMUTECIICH. Ba)KHO, 9T00 OHM OBLIH JAOCTYIIHBI BaM BE€31€, IOTOMY
KaK HY>XHBIC BaM BE€IIU MOT'YT BCIUIBITH, I'’/I€ YTOOHO. Ecmu Y BacC CJIIMIIKOM MHOTO «KOP3WMHOK», ¥ BaC HE 6YI(€T
BO3MOXHOCTH MPOCMATPHUBATH NX NMEPHUOJUICCKH U TPOCMATPUBATH BHUMATCIIBHO.

UpesmepHO 00JBIIOE KOTUIECTBO KOP3MHOK PEAKO MOXKET CTaTh NPOOIEeMOH B cly4ae, €Cii Bbl UCIIONb3yeTe
ANIEKTPOHHBIE HOCUTEINH; pealbHast BO3MOXXHOCTD YTy YIICHHS JJIs OOJIBINIHCTBA JIFO/IEH Bee e Ha CTOPOHE IPOCTHIX
HHCTPYMEHTOB, B OCHOBHOM, 3TO OJIOKHOTHI M HACTOJBHBIE JOTKH. PyKOIMCHEIC 3aIMCH Ha JINCTKAX JOJDKHBI OBITH
CITOXKEHBI B HAJUTE)KAIIEM MECTE€ BMECTO TOTO, YTOOBI BAISITHCS B SIIUKAX CTOJA HIIH MEXIy CTPAaHHIl B OJIOKHOTAX.
ByMakHbIe MaTepHaibl JOIDKHBI JIEKATh B JIOTKaX BMECTO TOTO, YTOOBI OBITH pa30pOCAaHHBIMHE HITH CBAJICHHBIMH B
Ky4H, rae Obl TO HU OBLIO.

Mo mMepe ycnoxHEHUS Barieil paboThl HEOOXOIMMOCTh B CTAHAAPTHBIX HHCTPYMEHTax cOopa nHdopmarmu 6yaer
BO3pacTaTh. 3a roabl paboThl Bbl, CKOpPEE BCEro, 00paTuiIi BHUMAaHUE, YTO BalllM JIyYIINe UAEHU 110 padoTe MPUXOAUIN
BaM B TOJIOBY BOBCE He 6 oghuce. BO3MOKHOCTP TTOIKPEITUTH MBICITUTEIBHBIH MPOLEcC ¢ HOMOIIBIO HHCTPYMEHTOB
cOopa nH(OPMAIHX — KITIOY K ITOBBIIICHUIO MPOIYKTHBHOCTH PabOTHL

PeryasipHo onycromaite «KKOP3UHKY».

JlomxHO OBITh, MOCIeNHUE (hakTop ycrexa coopa HHPOPMAIMH OYSBHIICH: €CITH BBl HE OITyCTONIAeTe KOP3UHKY U HE
obpabarsiBaere e€ colep>)KMMOe, TO BaIlld OHAa HE CMOXKET CITY)KUTh MHAUE KaK XpaHMIUIIEM OecriopsI09HO
cBasieHHOTO XJaMa. OMyCTOIIeHHe KOP3UHBI — 3TO BOBCE HE JOBEICHUE JIeNa JI0 3aBEPIICHUS, 3TO 03HAYAET TOIBKO
TO, YTO JOJDKHO M3BSTh MaT€pPHall M ONPEAETIUTbh, YTO )K€ 3TO TAKOE M YTO C 3TUM JIeTIaTh, U TOJBKO TOTOM
OpraHM30BaTh B HEKOTOPYIO cucteMy. M He Halo ckiaabpiBaTh Aena oopaTHo! He omycTomarsk KOp3UHKY — 3TO BCe
PaBHO, YTO HE BBIHOCUTH MYCOPHOE BEAPO — MPUIETCS MOCTOSTHHO MOKYIAaTh HOBBIE, YTOOBI YMECTHTh BECh
HAaKaTUIMBAIOIIHIICS MyCOp.



Tenuanvrvle moou Haubonee akmueHvl npu 6blnNOJIHEHUU camoil MeKou pa60mbz.

Jleonap.

Jli1 TOro 4yTOOHI BHI MOIVIM BO3BpAILAThCA K IIyCTOM KOp3MHKE, HA/l0 JepKaTh BCE CUCTEMY YIPaBJIEHUs JeHCTBUAMU
B nopsiike. CIUIIKOM MHOTO MaTepHajIOB CKAIJIMBAIOTCS B KOP3MHKE TOJIBKO II0TOMY, YTO HE OPraHW30BaHa CUCTEMa
€ro MepeMeIleHNs JabIIe 110 Halllel MATU3BEHHOM enodke. YacTo ropaszo Mmpolmie OCTaBUTH JieIa B KOP3UHKE, €CIH
HaBepHsKa 3Haelllb, YTO HUYEro C HUMU IPsMO ceiuac cAesIaTh Bce paBHO He Moxkelllb. COOp B KOP3UHKY, OCOOCHHO
9TO KacaeTcs JIOTKOB AJisl OyMar M 3JIEKTPOHHOM MOYTHI, 3TO, MOXKaIYH, Jydiliee, YTO MHOTHE JIIOAXU BOOOIIE MOTYT
CZeNnaTth B LEJAX OpraHu3aluy pabodero npolecca — OHY, 0 KpaliHel Mepe, 3HAIOT, YTO 20e-mo HYKHBII UM
Matepuai ecTb. K coxaneHsro, 3T0 yI00HOE NOI0KEHHE CTAHOBUTCS BEChbMa IIATKO, KaK TOJIBKO 00BbEM JeT BBIXOAUT
H3-TIOJl KOHTPOJIS MJIN CIIMCOK MPHIIEANINX TUCEM HE YMEIAETCsl Ha OTHOW CTaHHMIIE.

Korna Bl n3yunTe BTOpyIo a3y u y3HaeTe, Kak 00pabaThBaTh HCOKOHUYEHHBIE JIesla OBICTPO U JIETKO, «KOP3HHKa»
BHOBb HauHET BBINOJHATH CBOU TPaJUIIMOHHBIE 00s13aHHOCTH. JlaBaiiTe mepeiieM K ToMy, KaK BCe-TaKH OIyCTOILATh
«KOP3MHKW» U IIOYTOBBIE AIIMKU, MUHYS HEOOXOAMMOCTh BBIIONHATH paboTy NpsAMO ceiyac.

Oo6padoTka.

OcBoeHHE MOIIaroBoro MCTOAa MBIIIJICHUA, HGO6XOI{I/IMOFO JJIA TOro, 4TOOBI OIIyCTOIIATh «KOP3UHKY» ABJISACTCA,
BO3MOXHO, KpUTUIYHBIM MOMEHTOM BO BCeH pa60Te 110 TOBBIIECHUIO TPOAYKTHUBHOCTHU. TaK, 10 KpaﬁHeﬁ MEpe ObLIO
IOo4YTHU CO BCEMHU, C KEM MHE JTOBOAHJIOCH paGOTaTI).

Korzaa rnaBa KpyImHOTO OT/€Na TUTAaHTCKON KOPIIOPAIMK 3aBepIInia ¢ MOeH TOMOLIBIO 00pabOTKy BCEX CBOUX /€,
OHa OTKMHYJIAaCh B Kpecyie U cKa3alia, 4YTo, HECMOTpPS Ha TO, YTO OHA M PaHBILIE MOTJIa MO3BOJIUTH cede paccnabuTbes
10 TIOBOJLY BCTPEY U COBEIAHUH, MoJIarasich Ha CBOW €XeIHEBHHK, OHa HUKOT/[a HE YyBCTBOBAJIA TAKOTO JKe
o0J1eryeHus 1o MoBOly OCHOBHOM Macchl CBOMX O0s13aHHOCTEH U /1e11, KOTOphIE MBI C HE BMECTE TOJIBKO YTO
nposicHIIH. KOoHKpeTHBIe AeHCTBUS U HHPOpMALHs, 0 KOTOPOH e ClieI0BaJI0 HATOMHHATH, TETeph ObLIH
paccopTUPOBaHbI B UETKYIO M HAJIEKHYIO CUCTEMY.

Uro BaM clieyeT 3HaTh O KaKIOM M3 COOOLICHUI B TOJIOCOBOM MOYTE, O KAXKIOM SIIEKTPOHHOM IHCHME, 3aMETKE WIIN
TOJIBKO 4TO poJUBLIEHCS uaee? DTOT KOMIOHEHT yIpPaBiIeHHs JeHCTBUSIMH COCTABIISIET OCHOBY Balleil
camoopranusauuy. MHOrue Jitou, NbITasich HAJIaUTh CAaMOOPIaHU3ALMIO, IEIAl0T CEPbE3HYIO OILUOKY, IIBITAsCh
00paboTaTh HEOKOHUYEHHbIE JieNia. BBl He MoXkeTe OpraHu30BaTh HHPOPMAIUIO, TPUXOASIIYIO U3 BHE, BBl MOKETE
TOJIBKO coOpaTh 1 00paboTats e€. BMecTo 3TOT0, BB OpraHu3yere NeHCTBHs, KOTOPBIE CIIEAyeT MPEAIIPUHATS,
OCHOBBIBAsICh Ha MPUHSATHIX perieHnsx. CyTh 00enx ¢a3 — o6paboTKH 1 OpraHU3alru — OTPaKEHa B EHTPATbHOM
cTosI01e MOJIeN IepeBa IPUHATHS PELIEHUH, TOKa3aHHOH HUKe.

B crnexyromux riuaBax s paccKaxky BaM O KaKJOH COCTaBIISIONIEH mpouecca. A Tenepb s Mpeaaraio BaM BeIOpaTh «to-
doy» — cIrCoK MM CTONKY OyMar U3 Bameld «KOP3MHKN» H, IIPOCMOTPEB HX BCE, BHIOPATh HECKOJIBKO B 00paboTaTth nx.

Yro 3T0?

DT0 BOBCE HE TIYIBINA BOIPOC. MBI TOBOPWIIN PO «pa3Hoe». I Mbl roBOpHIIH O JIOTKaxX it cOopa nHpopmaruu. Ho
MBI eIl He 00Cy>KIaly, UTO Ke ITO «pa3zHoe» U3 ce0s MPEeCTaBIseT, U YTO ¢ HUM Aenarh. Hanpumep, MHOTUE U3
Oymar, KOTOpbIe TaK XU HOPOBSIT BEIOUTHCS M3 HAIlIEH CUCTEMBI OpTaHU3ALNH, PECTaBIAIOT c000i OechopmeHHbIE
00pa3oBaHUs, KOTOPBIE MbI IIOJY4aeM OT IIPAaBUTEILCTBA WM OT Hallleil KOMIIAHUH — HAJI0 JIM ¢ HUMH YTO-TO Oenams?
Kak, HarmpuMmep, HacdeT MEKTPOHHOTO MUChbMa OT COLMANIBHON CITYKObI, YBEAOMIISIONIET0 HAC O TOM, 4TO OJa-0ma-
Ona Terepb HaXOIUTCA B BeIOMOCTH Ona-0ia-6ma?



51 packonan KUIbl 3aMETOK M 3alTUCOK Ha CTOJIE U B SIIIMKaX Pab0vero croiia, KOTOpble ObUIN OTIPABIICHBI Ty
TOJIBKO [IOTOMY, YTO B CBO€ BpeMsI KIIMEHT HE IIOTPaTUII HECKOJIBKO CEKyH]I Ha TO, YTOOBI OIPEAEIUTh Ul ce0s, UTO
TOT WJIM HHOW JOKYMEHT U3 ce0sl MpeaCTaBIseT.

MOXHO T ¢ 3TUM paboTaTh?

Ha stot Bompoc cymectByet aBa anprepHaTuBHbIX 0TBeTa: 1A 1 HET. Ecnu Bol orBeuaere HET, 10 Hukaxux
Oeticmeuti He mpebyemcs. Torna ecTb TpH BapuaHTa:

1. DT0 HUKOMY HE HYXHBIH MyCOp.

2. Ceituac nenaTh HUYETO HE HAJI0, HO Yepe3 HEKOTOPOe BpeMsl, BO3MOXKHO, ipuaeTcs. (OTI0XKUM 3TO)

3. DTO MOXKET OKa3aThCs MOJIE3HBIM, BO3MOKHO 3TO MOHAIO0HUTCS depe3 HeKoTopoe BpeMs. (CrpaBogHast
nH(pOopMAIHS)

OTuMu TpEMs BapraHTaMHU TOXKE, B O6HI€M—TO, MOXHO YIIPaBJIATh, U MBI BEpDHEMCA K HUM B CICAYIOIIUX I'JIaBax. A
ceiluac Bam HOHaZ[06I/ITCﬂ Ballla MyCOpHas KOp3WHa U KHOIIKA «KyJaJIUTb», OTHCHLHLIﬁ q)aﬁn, YTOOBI 3aIMCaTh
«OTIIOKEHHOEC» U XOpoI1uas cucTteMa IJist CHp&BO‘IHOﬁ I/IH(l)OpMaHI/II/I.

To, ¢ uem modcHO pabomamsb. ITO MaTepuall HaXOAUTCA B rpymnme «JA», 370 MaTepua, ¢ KOTOPBIM MOXHO paboTaTh.
Tunuyzele ero npumep — 3T0, HalIpUMep, OTBETHI Ha 3JIEKTPOHHbIE TUCbMA, YYaCTHE B IPOEKTE KOPIIOPATUBHOIO
cepBHUCa, BCTpeua TeT-a-TeT ¢ BUIEC-IPE3UICHTOM KOMIIAHUH T10 TOBOAY HOBOTO MPOEKTA.

Mo kaxaOoMy MYHKTY, C KOTOPBIM MOXHO paboTaTh Ha/I0 ONPEASIUTh JBE BEIIHU:

1. Kakoro BbI xesnaere JOOUThCS pe3yibrara?

2. Kakoe nelicTBrue HEOOXOIMMO MPEANPUHSTE B TIEPBYIO OYepeIb?

Ecnu mamepuai OmHOCUMCA K npoeKknty ... BaM HaJ10 BBINIUCATh OKUAA€MbIC PE3YJIbTAaThI B eIuHbIi criucok. OH 6y,IlCT
BaM HAIIOMHHATBH O «OBIPCH. ExenenenbHbIi IPpOCMOTP JIMCTA 6yz[eT HaIlOMHMHATE 00 3TOM IIO3UIHNH, KaK O
He3aBepmeHH017I. Ona 6yz[eT OoCTaBaTbCsa aKTyaJ'ILHOfI B BallleM CIIMCKE N0 TE€X IIOP, [TOKa HAa HEC MOXKHO 6yz[eT
HABCCUTD APJIbIK «BBIITOJIHCHO» WU KOTMCHCHO».

UYro penath panblie? ITO KpUTUUHBINA BOIIPOC U1 BCe COOpaHHOM MH(OpMAIMK; €CIM Bbl OTBETUTE IPaBUILHO, Y Bac
MOSABSITCS BEIIM KOTOPBIE YXKE PeasbHO MOYXKHO OyJIeT OpraHH30BbIBATb.

He max yaic mnozo cun Haoo, ymobsl umo-mo coenams, Kyoa 2opazoo 60avuie mpedyemcs Ha, Y¥moobbl peuums, Ymo
denamo.

Onbepm
«Crnenyrolee KOHKPETHOE IEHCTBHE» — 3TO TAKOE JCHCTBHE, KOTOPOE OyIET OLLyIaThCs (PU3NIecKH, KOTopoe OyaeT
HUMETh BUIAUMBIA pe3yJIbTar.

Bot nmpumepsl «caeayromux AeHCTBUN»:

§ IlepezBonuts @peny 1o HOMeEPY # 10 MOBOAY Tapaka, KOTOPbIM OH pEKOMEH0BaI



§ IIpUKMHYTH CIIMCOK MPEUIOKEHUH K COBEIIAHMIO 110 TIOBOAY Oro/KeTa

§ IToroBoputhb ¢ AHXKeNoi o GaitioBoii cucTeMe, KOTOPYIO HaJl0 YCTAaHOBUTH

§ Ilouckate nporpamMmsl Ui ynpasjeHus 0azamu AaHHbIX B CeTu.

Bce 310 dusnueckue nelcTBYs, UMEIOLINE peallbHbI pe3ysbTaT.

Hanomunanus 00 3ToM OyayT NepBbIMU 3€pHAMU C MEJIBHUIIBI Balllel IMYHON IPOYKTUBHOCTH.

Coenaiime amo, nepenopyuume uau omaodcume. Kak TONbKo BbI ONPEIEIHINCE CO CIEAYIOMNM IIaroM, Y Bac €CTh
TpU BapHaHTa:

1. Coenamw smo. Eciut 17151 BBIIOTHEHHS TPEOYETCSl MEHBIIIE IBYX MUHYT, TO 6bIHOHUMb ITO CIEAYET Cpazy XKe.

2. Ilepenopyyumsv smo. Eciiu BeInonHeHue TpeOyeT 0OJIbIle IBYX MUHYT, CIIPOCHUTE Ce0s, S JIM JIOJDKEH ATO JeIaTh?
Ecnu oTBeT HET, TO MEPENOPYUUTE ITO HAJIEHKHOMY YEIOBEKY.

3. Omnoowcume smo. Ecii IMEHHO BEI JOJDKHBI PEIIUTE 3Ty 3a7a4y U pelleHue e€ 3aiiMer OoJbIe IByX MAHYT, TO
otnoxure e€. OHa OyZeT BHECEHA B CIIEAYIOIINI CIIMCOK KOHKPETHBIX ACHCTBHH.

Opranunzanus.

BHelHee Koub10 AuarpaMMsl pabodero nporecca okasplBaeT BOCEMb AUCKPETHBIX KaTeropuii HATOMUHAHUH U
MaTepHAaIOB, KOTOPBIE CTAHYT Pe3yJIbTaTaMH Balllell OpraHu3alliy «pa3Horo». BMecTe OHM COCTABISIOT EIUHYTO
cucTeMy Bce 00paboTaHHOH HH(POPMAIIIH.

Marepuaibl, ¢ KOTOPEIMU paboTaTh HENb3s1, MOYKHO IIOMECTHTH B OJIHY U3 TPEX KaTETOPHUH: MYycop, Omaodicentble
dena v xpanunuwje cnpasounou ungpopmayuu. Eciu He TpeOyeTcs HUKaKUX ISHCTBHI, CMENO OTMETANTE 3Ty
HH(pOPMAIHIO, OTIOKUTE JJISI OCIIETYIOIET0 IePecMOTpa WITH COXPAHUTE TaK, YTOOBI BB MOTIIH OOPATUTHCS K HEMY
py HEOOXOAUMOCTH.

Jns yripaBieHus BeIaMu, ¢ KOTOPBIMH MOKHO paboTaTh BaM IMOHATOOUTCS CHUCOK NPOEKMO8, XPAHULUWE Ul
omoenbHbll hatin 0ist NAAHO8 NO NPOEKMY U CONYHCMEYIOWUX MAMEPUANO8, eHCEOHEGHUK, CHUCOK HANOMUHAHULL O
CeOYIOUUX KOHKPEIMHBIX OelCMEUAX U CHUCOK HANOMUHAHULL O 0ele2UPOBAHHLIX 0eNax, GblNOIHEHUs KOMOPbIX 6bl
oorcuoaeme.

Bce 310 101KHO OBITH KaK-TO OpraHU30BaHO Gu3nyeckd. Koraa s roBopro 0 «CHUCKax», s MOIpa3yMeBal0 HEKOTOPBIH
JIMCT ¢ HAaTIOMUHAHUSIMH, KOTOPBII MOKHO IIPOCMOTPETh, Oy/Ih TO JIUCTOK U3 OyokHOTa Wiy daitnsl. Hampumep,
CIHCOK TEKYIIHX MPOEKTOB MOYKHO JIEPKaTh B €XKEAHEBHUKE, MOKHO — Ha CTpaHHUIIE «t0-do» B HaJIaJOHHUKE X B
¢aiine nox HazBanueMm «Crnucok MpoekToBy». OTKIIaapIBaHUe HAlIOMUHAHUH («B MapTe sl I03BOHIO MOEMY areHry,
YTOOBI HA3HAYUTD BCTPEUY») MOXKET XPAHUThCA B (haiiie OTI0KEHHBIX A€ WIH B €KEIHEBHUKE.

IIpoexThI



S onpenensito npoexm, Kak HEKHiA JKeTaeMblid pe3yabTarT, Uil JOCTHKEHHSI KOTOPOTro HEOOXOJUMO MPoAenaTh Oolee
OJIHOT'O I1ara. DTO 3HAYUT, YTO HEKOTOPbIe HEOOJIbLINE A€, KOTOPbIE Bbl HE IIPUBBIKIM CUUTATh OTAEIbHBIMU
MIPOEKTaMH, BCE-TaKH MOMAAYyT B Balll CIMCOK MPOEKTOB. 3a OAMH ILIar HEJb3s BBHIIIOIHUTH [0 HETUKOM H
HE00X0JMMO ITOCTaBUTh HAIIOMUHAHUE, YTO €0 eLlé He 3aBepIIeHO — BOT IPUYMHA, [10 KOTOPOIl 1 Aan Takoe
omnpexnenenne. Ecnm ske y Bac HET XpaHWIHIIA HHPOPMAIIUH, TI0 KOTOPOMY BB MOTJIH OBI TPOCMATpHUBATh
HaIllOMMHAHMs, 3TO JeJI0 aBTOMAaTHYECKU 3aiiMeT MPOYHYIO MO3ULUIO B Balleld naMaTi. MOXKHO Take paccMaTpuBaTh
€r0 U KaK «IBIpy».

YacTHUHbIH «CITHCOK MPOEKTOB»

Haiimu o020 meneddcepa no nepcoHany 6 wimam co8MecmHo20 nPeonpusmus o 6U0EOnPOeKmy.

Omnyck 6 agzycme

Coenamvp HO8bIL 0OYUAIOWUT OUCK

Yeonums enewimammuwix compydnukoe

Cocmasums pacnucarue cemMuHapos Ha ciedyiouui 200

Onybnukoeams KHUZy

Chopmynuposame 0CHOBHYIO UOEIO BbICTTYNICHUS.

3asepuiums anepetio

Hepenucamb 3aeeuianue

Hayyumwbcsa nonvzosamucs sudeokoupepenyuamu

3axonuums pacnpeoenenuto 6100xcema

3asepuiumsv HOBYIO TUHUIO NPOOYKMOG

Coznacosams ycnogus mpyooycmpoucmea

Hanaoumw noewiti konmaxm

Tlocmasums honapu 6 cady 3a domom

Yemanosums popmansvuvie omnowenus ¢ FO2om

Coenams xonuu co cmamuu u3 scypuana Fortune

Hatimu nybnuyucma

3axonuums vicaxrcusamso pacmeHust 6 C(l()y



Kynums noeoe kpecno 6 cocmumnyio

He nano pacnpeaciiaTb MPOCKTLI B KAKOM TO 0COOCHHOM MOopsiAKE, MO pasMepPy WK 11O IPUOPUTETAM. Onu Bce IpocToO
JOJI’KHBI OBITH Ha OJHOM JINCTE, YTOOBI BBI PEryJISAPHO CMOIJIA UX MMTPOCMATPHUBATH U ITPOBEPATH, IIPABUJIBHBIC JIN ObLITH
TPUATHBI PEIICHUS T10 MMOBOAY KaXXI0T'0 KOHKPETHOTO MMOCJICA0BATCIBHOTO JICUCTBUSI.

Bbl He BhINOTHsIETE IPOCKT. BhI BBIMOJIHAETE TOJILKO KOHKPETHBIC JICUCTBUS, K HeMy oTHOcsmecs. Koraa yxe Ob110
MPEANPUHATO TOCTATOYHOE KOJIMYECTBO BEPHBIX JIEUCTBUM, KOT/Ia PE3yIbTUPYIOMIAsi CUTYaIUs YK€ JOCTaTOYHO
MPHOJIM3WIACE K TOH, KOTOPYIO BBl M3HAYAIBHO TPECTABIISIIN, BOT TOTA BBl CMOXKETE CKa3aTh, YTO AEJIO CACIIAHO.
Crimcok mpoeKkToB — 3TO HAbOp yCTaHOBOK, KOTOPBIE MbICaMu cebe 3a7aeM, YTOOBI He MTO3BOJIATH HAIIUM PEIICHUSIM
OTKJIOHSITHCS OT BRIOPAHHOTO Kypca.

ConyTrcTBylomue MaTepuabl.

Jly11 MHOTMX IIPOEKTOB BbI OyJieTe cCOOMPaTh BaXKHYIO MH(OpMALNIO, KOTOPYIO BIIOC/IEACTBUM 3aXOTUTE OPraHU30BaTh
0 TeME WJIHM [0 UMEHH TpoeKkTa. Bee meranu, miaHbl, U COMyTCTBYOMIAas HHPOPMAIHs, KOTOPask MOKET MPUTOJAUTCS
BaM BO BpeMsI pabOThI HaJ] pa3HBIMH IPOEKTaMH JJOJDKHA COJEPIKaThCs B CIICIMANBHBIX MANKax, (Gpaiirax, OJIOKHOTaX
WM MOUINBKAX.

COI’ZyI’I’lCWIByIOWU€ mamepuaiibl U cnpasodHasl UHd)OpMaLﬂUZ. Kak TonbKO0 BBI OpPraHn3yeTe COMyTCTBYIOIIHNE
MaTepualibl 110 TEME, Bbl 3aMCTUTEC, UTO Ty K€ CUCTEMY y,[[06H0 HCIIOJIB30BaTh U JJIA cnpaBquoﬁ I/IH(l)OpMaL[I/IH.
EI[I/IHCTBCHHOG OTJINYUEC 3aKII0YACTCA B TOM, UYTO B ClIy4a€ aKTHUBHBIX IPOCKTOB, CIIpaBOYHAasA I/IH(i)OpMaIII/IH Tpe6yeT
Ooltee THIATCJIBHOI'O U3YyYUCHHS.

Kak npaBuiio, s pekOMEHIYI0 XpaHUTh CIIPABOYHYIO WH(POPMaLUIO OTAeNbHO. Ecin y Bac ectb 10OpoTHas
CIpaBOYHAs CHCTEMA MO PYKOM, BBl YBUIHTE, YTO 3TO CAMBIN MPOCTOH cI10co0 OpraHu3alii MaTepraioB IOA0OHOTO
pona. Koneuno, BpeMeHaMu ObLI0 Obl y100HEe, YTOOBI MaTepHaibl ObLIM HA BULY U IOCTOSHHO JIOCTYIIHBI, OCOOCHHO
€cIH BBl paboTaere HaJl CPOYHBIM IPOEKTOM U CITPABKH MOT'YT OBITh HY>KHBI BaM 10 HECKOJIbKY pa3 Ha JIHIO.
XpaHeHue B ManKax, pa3IoKeHHBIX 110 JIOTKAM — CaMblil MOAXOASIIMN C1OcO0 1JI TAKOTro BUA TeKyllel paboThI.

Kareropuu cjenynonux KOHKpPeTHbIX AedCcTBUIA

Kak nokaspiBaeT nuarpaMma pado4ero npouecca, IPUHITHE PEIIeHHUs O CISAYIOMEM AUCTBUH KPUTHIHO. DTH
PELLEeHUs JOJKHBI CTaTh CBOETO POJA «3aThIUKaMMU» Ul BCEX 0€3 UCKIIIOUEHUS «IbIP.

Bce nByXMHUHYTHEIE JIena 1 T€ Jielia, C KOTOPBIMH BB YK€ PacIpaBHIINCh, OPTaHU3AINH, KOHEYHO XKe, He ITOIeXaT. A
BOT YTO JICHCTBUTEIHHO HY)KHO OpPraHH30BaTh: COOBITHS, KOTOphIE HAMEUYEHBI Ha ONpeeTIeHHOE BPeMs B
OTIpEAEIICHHBIN ICHb OTMETHTE UX B €XXEIHEBHHKE); I€Na, KOTOPBIE JOJKHBI OBITH BHITTOJTHEHEI PSIMO ceifyac (uxX
3aHecHuTe B «CIIHCOK CIEAYIOUIMX KOHKPETHBIX ACHCTBUIA») U BCE TO, YTO BHI AEJIETUPOBAIH U TEIIEPh 0XKUAACTE
pe3yabpTaToB (MX 3aHecHTe B «JIUCT oxuIaHU»).

ExeqHeBHUK

Hanomunanus o Aciax ACIATCA Ha ABC KaTEropuu: T€, YTO HAMCUYCHBI Ha YCTaAaHOBJIEHHOE BPEM U TC, YTO JOJIXKHBL
OBITh CACJIaHbI YEM CKOPEEC, TEM JIYUIIC. HepBOMy TUITY HAITOMMHAHHUI MECTO B CXKCIHCBHHUKCE.

B Bamem CIKCIHCBHUKE JOJIXKHBI OBITH OTMEYEHBI TpU BELIN:



§ Hlena, mpuBsi3aHHbIE K KOHKPETHOMY BPEMEHH;

§ Jlena, npuBsi3aHHbIE K KOHKPETHOMY JHIO;

§ Mndpopmanus, npuBsi3aHHast K KOHKPETHOMY JTHIO.

Hena, npussazannvie k Konkpemmnomy epemenu. 1o BCTpeur. OUeHb 9acTo OJIIDKaUIINM COOBITHEM B MPOEKTE
SIBIISIETCS TIOCEILICHNE BCTPEUH, Ha KOTOPOId 3TOT MPOEKT OyaeT obcyxkaaThes. OueHb BayKHO MPOCTO 3aMUCcaTh 3TO B
€)KEJHEBHUK.

Hena, npusazannvie Kk KOHKpemHOMy OHI0. DTO BEIU, KOTOPHIE BbI JOJKHBI C/ICTIATh B TEYEHHUE OMPECIICHHOTO JHS,
HO He 0053aTeNbHO B onpedeneHHoe BpeMs. BoaMoxHO, BbI mooderan Mroko NO3BOHHUTE €1 B MATHUILY, YTOOBI
MIPOBEPUTH, YTO AOKIAJ, KOTOPBI BBl OTIPABWIIN €i, B opsiake. OHA HE MOIYYUT €ro JI0 YeTBepra, a B cy000Ty oHa
ye3KaeT, Tak 4TO MATHHULA — CaMblil YAOOHBIN AJIs 9TOTO Jefia JeHb — B ISTHUILY B JI000€ BpeMsi. Y JOOHO
MIOJIB30BAaThCsl €KEAHEBHUKOM, B KOTOPOM MOKHO OTMEUaTh KaK IPUBA3aHHbBIE KO BPEMEHU JIeNa, TaK U JIea,
MIPUBSI3aHHBIE KO JTHIO.

Hupopmayus, npusiasanuasn Kk KOHKpemHomy OHi0. ExXXeTHEBHUK TaKKe CITY)KUT XpaHWIUILEM HATIOMHUHAHUN — BbI
MOXeTe ObITh YBEPEHHBIM, UYTO OHH TOSBATCS B HYKHBII J€Hb — IIyCTh HE 0053aTENIBLHO 3TO OYAYT Aesa, KOTOpPhIE BB
JIOJDKHBI ClIeNaTh, HO MH(OpMAIHs, KOTOPast MOXKET OKa3aThCsl MOJIE3HOM HMEHHO B ATOT JIeHb. DTO MOTYT OBITh
HaIlOMMHAHUS O BCTpEYax, Aeja CeMEHHbIE WK UHTEPECHBIE COOBITHS.

Ckaxure HET exeJHEBHbIM «to-do» — crrckaM. TOJIBKO TO, YTO OTMEUYEHO B ©XKeHEeBHUKE — He Oouiee Toro! 4 3Hato,
YTO 3TO B KOPHE NPOTUBOPEUYHUT TPAAULIHMOHHOMY TaliM-MEHEKMEHTY, KOTOPBII CUNTAeT exelHeBHbIe «to-do» —
cnucku nananeed. Ho peaabHO 9TH ciMcku He padOTaroT, M HA TO €CTh ABE MPUYHHBL.

Bnazocnosennut eubkue — onu Huxo20a He nomepsiom opmy.

Muxaun.

Bo-11epBbIX, OCTOSIHHO MPHOBIBAIOIIAs HOBAsl HH(POPMAIUS U IIePETacOBKA TAKTHICCKUX IIPHOPHTETOB MEHSIIOT
JTHEBHOH KypC TaK pe3Ko, 9YTO COCTABHUTH aJeKBATHBIA pabOTOCIIOCOOHBIH CIIMCOK MPAKTUUECKH HEBO3MOKHO.
Koneuno, o0miuii mian TpyI0BOTO JHs HE MOMEIIAET, HO OH JOJIKEH ObITh HACTOIBKO THOKHM, YTOOBI €10 MOYXKHO
OBUIO U3MEHUTH B 10001 MOMEHT. [IOTBITKY 3amucaTh B €XXKEJHEBHUK BCE Jieia, KOTOPhIe TIOTOM BCE PaBHO IMPUAETCS
MePENHCHIBATh HA IPYTYIO CTPAHUILY TIOTOMY, YTO OHH HE OBLIM BBIITOJHEHBI — 3TO MycTas TpaTa BpeMeHu. « CIIHCOK
CIIEYIONINX KOHKPETHBIX NEUCTBHIN», KOTOPHII MpONaraHAupyIo 51, OyAeT colepKaTh BCE STH HATOMIHAHHMS O BCEX
Jienax, 1ake O CaMbIX CTPOTO MPHUBS3aHHBIX KO BpeMeHu. U He Ha/o OyeT UX KaXKAbli JeHb MePenuChIBaTh.

Bo-BTOpBIX, B THEBHOM «t0-dO» — CIIHICKE €CTh Jiea, KOTOpPhIE BOBCE HE 00SI3aTENFHO BHITIOIHIATH MMEHHO CETOJIHS,
OHM OYJyT TOJBKO OTBJICKATh BHUMAHKE OT JIeJ, KOTOPhIC UMEET CMBICI BBITIOJIHSTh TOJIBKO B 3TOT JieHb. Eciu MHe
HaJI0 TIO3BOHUTH MHUOKO TOJILKO U TOJILKO B TSITHUILY, TIPU 3TOM S IOOABJISIIO B JIHEBHOM CITUCOK elIE MATh
TeneOHHBIX 3BOHKOB, a B T€UEHHE AHS paboTa 3aKHUIIaeT TakK, YTo A0 MHOKO J1€J0 MOXET U He JoWTu. M B rojose
OyJIeT OCTOSIHHO CTy4aTh HAIIOMUHAHKE, YTO Y MEHS €CTh SIUHCTBEHHAs! BO3MOXHOCTh CJIENaTh-TAKH 3TOT 3BOHOK,
9Ta BO3MOXXHOCTbH — CETOTHS. A 3TO €CTh HENMPaBUIHHOE HCIIOJIH30BAHNE HAIIEH CHCTEMBI.

E)KG,Z[HeBHI/IK — CBATaA 6YM3.)KKa. Ecnu BBI 4TO-TO 3anKChIBAcTE B CXCIHCBHUK, 3TO JOJDKHO OBITH CACJIaHO TOJIBKO U
TOJIBKO B yKaSaHHLIﬁ JCHb UJIN HE CACTIaHO BOBCE. Hckmrouenue MOT'YT COCTaBJIATH IIEPECHECECHHBIC BCTPEYH.

«CnMcoK cieAyonX KOHKPETHBIX JeilcTBHID



Tak, rie ke MeCcTo BCeM BaIllMM HarloMUHaHUAM? B crrcke «KOHKPETHBIX [, KOTOPBIN HApATY C €XETHEBHUKOM
COCTaBIISIET CEPJILIEBUHY OpTaHM3allMy pabOYero mpouecca.

Bce nena, JuinHHEe 1ByX MUHYT, KOTOPBIE BBl HE MOYKETE NEPENOPYUHUTh, JOJKHBI OBITh KyAa-TO OTJIOKEHBI.
«[lo3Bonuts xumy CMHTY TIO TIOBOJLy COBEIIaHHA MO Oro/xKeTy», «[lo3BoHNTh MaMaMm Peituen u Jlyaps! o moBoy
JIETCKOTO 03/10pPOBUTENBHOTO JIareps», «3anucaTh UAEH 10 MOBOY €KEroJHON KOH(pEpEeHLUH 110 TOPTrOBIIe» U BCe
OCTaJIbHbIE HAIOMUHAHUS O IEHCTBUAX, KOTOPBIE TOJDKHO AEPKaTh B CIIMCKAX WM JIOTKAX, YTOOBI B 000 MOMEHT
MOKHO OBIJIO 3HATh, UM CeHYac CIIeayeT 3aHNMaThCS.

Ecim y Bac Takux nmen 20 wu 30, TO MOXHO AepiKaTh X M Ha OJHOM JIUCTE O] 3aTr0JIOBKOM «CIeayIomIie
KOHKPETHBIC ACHCTBH», KOTOPHIHA BBl OyeTe MpOoCcMaTpuBaTh, Kak TOJIBKO Y Bac MOSIBUTCS cBoOogHOE BpeMs. OqHako
JUTst OOJBIIIMHCTBA YHCITIO TAKUX Je Koiebnercst ot 50 mo 150. B TakoM cirydae nMeeT CMBICT pa3JeuTh BCe BaIlll
«KOHKpETBIHE JIeTIa) Ha KaTeropuu, Takue kak «Tenedonnbie 38B0HKI» Wi «OCHOBHBIE BOIIPOCHI IIPOEKTA: 3a7aTh Ha
eXXeHeaeNsHOM OpuuHTeY.

Bce oonoicno 6bimb nacmoabko npocmsiM, HACKONMbKO MmO 60061(46 803M02icH0. Ho He npouye.

Anvbepm Diinwmeni.

He-neilicrBus

VY Bac m0omKHa OBITh YETKasi XOPOIIIO OPraHM30BaHHAs CUCTEMa JIell, KOTOpbIe He TpeOYIOT KOHKPETHBIX JeicTBriA. Bee
He-JICHCTBUSL JENATCS Ha TPU KaTETOPUU: MYCOpP, OMA0NHCEHHble Oeld N CHPABOUHAS UHPOPMAYU.

Mycop.

Mycop nomxeH ObITh oueBuaeH. CMeNo BHIKUABIBATE Bce HEPAOOTOCMIOCOOHOE U BCE, UTO HE MPECTABIISIET HHTEPEC
B Ka4yecTBe CIPaBOYHOI0 MaTepuaia. Eciu xke Bbl OcTaBUTE 3TOT MyCOp, OH IIepeMellaeTcs ¢ JpyruMU MaTepraiaMu
u OyneT 1e30praHu30BbIBaTh CUCTEMY.

OT.10:KeHHBIE 1eJ1a.

ITomMumo mycopa, ecTh eni€ e IpyIbl, KOTOpbIE HE TPEOYIOT HEMEUIEHHbBIX JeHCTBUMA, HO BbI Obl XOTEJH ATy
HHPOPMALIIO COXpaHUmMb. 31€Ch OISTh Ke OUSHb BYKHO OTJEIHUTD TO, YTO MOHAA00HUTCS B paboTe OT TOro, 4TO B
JTaHHBI MOMEHT HepaboTOCHOCOOHO, B IPOTUBHOM CJIyyae Bbl BHOBb BEPHETECh K CBOMM HalKaM, KUIaM U Ipyaam
MaTepHAaIOB, HE 3Has C Yero HauaTh U YTO C STHM JIeNaTh.

CKa)KeM, Bbl HAIIJIM HHTEPECYIONIYIO BaC MBICJIb B KaKOM-TO 3aIlMCKE WIN IpoYIv MIUCbMO, HATOJIKHYBIICC BaC Ha
XOPOIIYIO UCH0, KOTOPYIO MOXKHO OBLIIO OBl UCTIONB30BATh 6 OdIbHetuUX NPOeKmax, HO He ceiiuac. Bam XoTenoch Obl
BCIIOMHHTB 00 3TOM B Oy/yIIeM, TaK YTO BBl MOXKETE MIEPEHECTH 3TO JCHCTBHE HAa HEKOTOPHIN OTAAIEHHBIH CPOK.

Hanpumep, Bbl oy4aeTe MO IOYTE pEKIaMHbII IPOCIIEKT C paclMCaHueM KOHLEPTOB B (unapmonuu. [Iporpamma
Bac cpasy 3aMHTEpecoBaa, HO 0 Heé-To enIé axk 4eThIpe Mecsla, U Bbl ceiiuac He 3HaeTe, CMOXKETE BBl IIOCETUTH ATU
KOHIIEPTHI WJIK HET, HO €CIIK Y Bac OyAeT Takasi BO3MOXKHOCTb, BBl ObI MoUuIH. YTO BaM € 3TUM JenaTb?

Ectp nBa Bua cucrem «oTkiansiBanus»: «CIUCKA KOTIa-HAOYIb MOXKET OBIThY U (aill HAOMUHAHUH.



«Cnucku K020a-HuoOyob moxcem o6vimo». Takoi CIMCOK MOXKET 0Ka3aThCs TOJIE3HBIM /IS COCTABJICHUS TEKYIIErO
CIIKCKa JieJl, KOTOPBIC BbI XOTENH OBl C/IeNaTh KOTIa-HUOY/Ib, HO He ceiyac. DTO HEUTO BPOJE APKOBKH IS
HpOeKTOB, KOTOpI)Ie ceﬁqac HEC HpeHCTaBHﬂeTCﬂ BO3MOKHBIM JBHI'aTh, HO HpO KOTOpLIe HE XOTECJIOCH 6I>I 336LIBaTI>
HAcOBCEeM. BbI ObI XOTeNH MPOCTABUTH BIUTBIBAIOIIKE BPEMsl OT BPEMEHH HAIIOMUHAHUSI.

Tunuunblii npumep «Cnucka Koraa-HUOyAb MOXKeT ObITH)

Kynumb pe3unogyio 100Ky 015t pulOaiKu;

Coenams npomo-6udeo 0 KOMNaHuu,

Buiywumo ucnanckuii;

Toumu na mMacmep-Kiacc no pucoeanuio akeapeivio,

Kynums yugposyro euoeoxamepy,

Kynumwv 6ygpem onst kyxuu,

Ilymewecmeue no cesepy Umanuu,

Kynumwv Kampun ckymep;

Toxamamucs na 6030yuHoM wape;

Coenamsb cmouKy 071 GUHHBIX OYMBLIOK,

Oyugpposamv cmapwie homoepaghuu u 6udeo;

Yempoums eeuepunky ¢ cocedamu,

Hszyuums Photoshop;

Hacmpoumbw yoanennwiti docmyn K cepgepy u3 ooma.

«Crcok KOFI[a-HI/I6y,Z[B MOJKET OBIThY» MOYKET COACPIKATh:

§ CD, KoTOpBIE 51 XOUY KYITUTH\IOCTYLIATh;

§ BHJICOKACCETHI HA ITPOKAT,

§ KHUTHU, KOTOPBIC XOYCTCA MPOYCCTh,

§ BUHA, KOTOpPBIE MOYKHO OBIIIO OBI TOMTPOOOBATH;

§ IIOC3AKH Ha BBIXOJHBIC,



§ mocernieHne CeMUHAPOB.

Bawm nano 6yZ[CT MIpOCMAaTpUBATh 3TOT CIIMCOK NNEPHUOAUICCKHU, €CIIN BbI c061z1paerecr> H3BJICYb U3 HET'O ITOJIB3Y. s
TAKXXC IIpeajiarato BaM BKIIIOUYHUTH 0630p €Tro COACPIKAHMS B E>xeHenenbHbIN HpOCMOTp.

Daiin nanomunanuii. CaMblid SJIETAaHTHBIN CIIOCO0 OPraHU3aLUK IPOCMOTPOB ATOT (haiiyl HAMOMUHAHWH, HHOT A
Ha3bIBaEMBIH TAKKE «IOJBEIIEHHBIM (haitiom» ninn «(ain ciegoBanus». JTa cUcTeMa MO3BOJISIET BECTH MOYTH
JTUTEPATYPHYIO MEPEMUCKY C CAMUM COOOH, KaK ¢ KOPECTIOHACHTOM M3 OyIyIIero.

Bamr exxeZIHEBHUK MO>KET BBITIOHATH TY K€ QYHKIUIO. BBl MOXKeTe MOCTaBUTh, CKaXeM, Ha 15 MapTa HallOMUHAHHE,
YTO BaM uepe3 MecsL IpuaeTcs IUIaTUTh HAJIOTW, UM HarloMuHaHKue Ha 12 ceHTs0ps, uto «Jlebenunoe o3epo» B
pamkax ractposeit bonbioro teatpa coctourcs uepes 6 Helemb.

Bosee geranpHO 3TO ommcaHo B riiaBe 7.

CrnpaBo4yHbie MaTepHAJIbI.

Bospiias yacts nH(OpMaIy, KOTopast ONajaeTcs BaM Ha IJ1a3a, HE MOXKET ObITh HAalpsAMYIO HCIIOIb30BaHa B Jeiax,
HO MPECTABIISIET HEKOTOPYIO IEHHOCTh B KAYECTBE CIIPABOYHBIX MaTepHaioB. Bel, ObITh MOXKET, 3aXOTUTE COXPAHHUTh
e€ 1 oOpalaTbcs K Hel pH He0OX0IMMOCTH. MOXKHO COXpaHUTh €€, Kak B OYMaKHOH, Tak H B IIU(poBoii hopme.

Bymaxkublil MaTepuai — 3TO Bce, HAUMHAs MEHIO U3 OJrbKaiflliero pecropana A0 IJIaHOB, WIIIOCTpaLui, nHGopmanun
IO CAENKAM — CIIOBOM, BCE€ YTO YTOJHO, YTO MOXKET OBITh IIPEKPACHO COXPAHEHO MPH MOMOIIHU (PU3UIECKUX CUCTEM
XpaHeHHs. ITO MOTYT OBITh JINCTHI B KETHEBHHUKE CO CIIUCKOM JIFOOMMBIX PECTOPAHOB WM TENC(GOHHBIX HOMEPOB
YYaCTHUKOB LIKOJBHOTO KITy0a MU JaXke LeJIble MAKH, BhIIeJICHHbIC IS PeBU3HHA JOKYMEHTOB.

DJIEKTPOHHOE XPAHIIIHUILE MOKET COAEPKATh BCe, HAYMHAsI OT 0a3bl CETEBBIX MH(YOPMAIIMOHHBIX UCTOYHUKOB JI0
CHEUaTN3UPOBAHHBIX CIIPABOYHIKOB M apXUBHBIX MAIlOK. Ba’kHO He 3a0BIBATH, YTO CIIPABOYHBIH MaTepHAIl — 3TO
HMMEHHO, JI0 Yero HeCJI0XKHO 100paThes npu HeoOxoanmocTH. CUCTEMBI CIPaBOYHOM HH(OPMAIINH, KaK MPAaBUIIO,
ObIBaIOT IBYX THTOB: (1) 00BEKTHO-OPHEHTUPOBAHHBIC XPaHIIHUINA U (2) cripaBoYHas WHGopMaIHs o01ei
HanpaBlieHHOCTH. [1epBblil THII ompeaenseTcs TeM, Kak TaM XpaHUTCsl HH(OpMaLus, B KAKOM MOPSIKE — HAIPUMED,
arnka ¢ KOHTaKTaMH, [arka, coaepKanias KOHPHICHIMATEHYIO HHPOPMALIUIO O CITYXKaIIUX KOMITaHHH, PSII ITaIloOK
TS OTPaHMYEHHOTO J0CTYTIA.

Cnpasounas ungpopmayus odowei nanpasiennocmu. BTOpoil TUI CLIPaBOYHBIX CUCTEM — 3TO CUCTEMA, JUIs XPAHEHHUS
CHEUaTN3UPOBaHHON HH(POPMAIINH, KOTOpasi He OTHOCUTCS K KaKOM-TO ompe/ereHHOH kareropun. Bam xe Hago
XPaHUTB IIe-TO, CKaXKeM, HHCTPYKLHIO 110 HUCIOIB30BAHUIO COTOBOTO Tesie(hOHA, 3aIUCKHU ¢ COBEIIAHUS MO TTOBOLY
npoekTa CMHUTa U T€ HECKOJIBKO HeH, KOTOPBIE BBl HE YCIETH Pa3MEHATh BO BpeMs nocieqHei noe3aku B Tokuo (u
KOTOPBIC BbI 00s13aTEIHHO UCIIOIB3YETe B CIASAYIONIMI pa3).

Henmenne xoporrero xpanuiiia HHGOPMAaIN 00IIei HapaBJIeHHOCTH MOXKET 0Ka3aThCs y3KHM MECTOM B
coznanun (Y (HeKTHBHOHN ITepCOHATBHON CUCTEMBI yIIpaBiIeHus AeicTBIsAME. Ecnn xpanenue B daiinax He KaxeTcs
BaM OBICTPBIM M yIOOHBIM (WJIM IIyCTh a)e NPUKOIBHBIM! ), TOTIa XpaHUTE TOKYMEHTHI TOJOOHOTO poja Ha
cTeyuaxax. Eciy Balm cripaBovHbIe MaTepralibl HE UMEIOT YeTKUX TPaHuI], TOT/1a U TPaHUIa MEXITY
paborocmocoOHbIM 1 HepaboTOCIIOCOOHBIM Oy IET AJIsl BaC TOCTENIEHHO CTHPAThCS, BU3YAIbHO U ICUXOJIOTHYECKH, 1
Balll pa3yM OyZeT 3aXBadueH IUIeH On3HecoM B resioM. Co3aHne Ka4eCTBEHHOW paboTOCIIOCOOHOH CUCTEMBI IS TAKHX
MaTepHAaIOB OYEHb BaXKHO 715l 0OeCreYeHus MPOAYKTUBHOCTH U BO H30€KaHHE CTPECCOB. MBI pacCMOTPUM 3TO OoJee
JIeTaBHO B TJ1aBe 7.

00630p.



OJHO €710 3anucaTh, YTO BaM HY)KHO MOJIOKO, & BOT OKa3aThCsl B Mara3uHe U 6CHOMHUMb 00 3TOM — COBCEM JIPYToe.
To4HO TakXe, 3aIUChIBAHUE TOTO, YTO BaM HY>KHO IIO3BOHUTH JIPYTY, IOCOBETOBATHCS HACUET aJBOKATA COBCEM HE TO
JKE CaMoe, YTO BCTIOMHUTh 00 3TOM, KOT/Ia y BaC MOSIBUTCS HEMHOTO BPEMEHU U TeAe(OH MOOIU30CTH.

BaMm HE00X0AMMO UMETh BO3MOXKHOCTH 0030pa IMOJTHOW KapTHHBI KHU3HU 1 PaOOTHl Ha HY)KHBIX BPEMEHHBIX OTpE3Kax
Y HA HYXXHBIX ypOBH:X. 711 OOJIBIIMHCTBA JIIO/ICH BOJIIEOCTBO YIIPpaBICHUST pabOYNM IIPOIIECCOM CTAaHOBHUTCS SBBIO
IIPY TIOMOIIX TIOCIIEI0BATEIBHOTO MPoX0xkaAeHHS (hazbl 0030pa. IMEHHO 371ech BBl eXKEHEIeNTbHO OXBAaTHIBAETE BCE
BaIllF IPOEKTHI U «IBIPB, KaK 51 ToBopIo, ¢ 10 000 ¢pyToBO# BEICOTHL. JTO Balla BO3MOKHOCTH OTCIIEIUTH BCE YiKE
ompeesieHHble JeUCTBUS U YCIOBHS NMPEX/e, YeM MPUHATH PEIISHHs 10 TIOBOLy KOHKPETHBIX JIeHCTBUI B OyayIem —
OHa OTKPOET Tepe] BaMH 0O0JIbIIyI0 CBOOOY BBIOOpA.

Korna u mo kakum TaHHBIM J1eJ1aTh 0030p?

Ecnu BbI co3ganuTe nepcoHalIbHY0 OPraHU3aMOHHYI0 CUCTEMY C TAKOM CTPYKTYPOH, KaK PEKOMEHYIO 51, CO
CITUCKOM ITPOEKTOB, €KEIHEBHUKOM, CITUCKOM CJIEYIOIINX KOHKPETHBIX JEHCTBUN U CIIHCKOM OXHJIaHUS
BBITIOJIHEHHMS ICTIETUPOBAHHBIX e, AJIs €€ paboThl HUYero 0oJblle U He OTpedyeTcs.

Yamie Bcero BbI OyzieTe MpOCMaTpUBaTh Balll €KEAHEBHUK, KOTOPBIH OyAeT HAMOMUHATH BaM 0 OOSBOM ITOJIOKEHUH —
TO €CTh O TOM, KaKue Bellly YHIyT B HEObITHE, €CIIM Bbl UX HE ClleNaeTe CeroHs1. DTo BOBCE HE 3HAUUT, YTO
3alMCAHHBIE TaM JIeJIa CaMBbI€ «BaXKHBIE» B IIMPOKOM CMBICIIE — 3TO 3HAYUT TOJIBKO TO, YTO UX HAJO CAENATh.
ITocTosiHHAst OCBEJOMIIEHHOCTh O TOM, YTO U KOT/1a IOJKHO OBITh CAEIaHO, CO3JaeT IPOCTPAHCTBO Ul MAaHEBPOB.
[IpocMoTpeTh NpeAcTosIINE JIeNIa B eKESTHEBHUKE ITOCIIE TOT0, KaK Bbl OTMETHIIA TaM KaK0e-TO COOBITHH — 3TO
T10JI€3HAs IPUBbIYKA.

Hpoczwampueaﬁme eauiu cnucKu mak yacmo, umoobwvl OHU camu yxoduﬂu U3 20710860l.

ITocne Toro, Kak Bbl 3aIVIIHYJIH B €XKEIHEBHUK, Bbl, CKOpEe BCETo, poBepuTe «CIHUCOK CIEAYIOUINX KOHKPETHBIX
neiictBuii». OH cofepKUT IepeueHb CIEAYOINX AeHCTBUH, KOTOPBIE BBl MOXKETE IPEAIIPUHATD, €CIIH Y BAaC MOSBUTCA
cBOOOHOE BpeMs B TeueHue nHs. Ecnu nena opranu3oBaHbl 00bEKTHBIM 00pa3oM («Jomay, «Kommy», «Berpeua ¢
JIxopmkem»), TO 3TH Jiefia BBIHIYT Ha IOBEPXHOCTb, TOJIIBKO KOTZIa K TOMY OYIyT pacrojaraTb 00CTOSTEIbCTBA.
Crucku «[IpoekTsr», «OKunanus nenerupoBanHoro» u «Korma-HuGyas MOKeT OBITEY JOIDKHBI OBITH IPOCMOTPEHBI
TOJIBKO TOTJIA, KOTJa BBl CYATAETE HY>KHBIM CIENaTh 3TO, YTOO IepecTarh AyMaTh, a 4TO JKe TaM IO CIHCKY.

OcHoBHOI dakTop ycnexa: eskeHededbHbIN 0030p

Bce, 4TO MOTEHIMATBEHO JOKHO OBITH CAETAaHO, JOJKHO MPOCMATPUBATECS C HEKOTOPOU PETYIISIPHOCTHIO JJISI TOTO,
9T00BI OCBOOOJHUTE Balll MO3T OT HEOOXOANMOCTH 3aIIOMHHAHUS M HAIOMHHAHUS. J{JIs TOTO, 4TO OBI C YBEPEHHOCTHIO
PYKOBOJICTBOBAThCSI HHTYHUTUBHBIMH [TO3BIBAMHE P IMIPHHATHH PEIICHNH, BaM HaJI0 IIEPUOAMIECKH JeTaTh 0030p e
1 00sI3aHHOCTEH Ha KAKOM-TO 00J1ee BBICOKOM ypOBHE. MoH OIIBIT (@ 3TO OMBIT THICAY JIFOAEH) MOKa3bIBAET, YTO
MOCTENEHHO eXEeHEeTbHBII MPOCMOTP MIPEBPAILIACTCS B IPUBBIUKY, 00ECIICUNBAIOIIYIO YCTIEX.

Bce Bammu «ABIPBD» (Har{pHMep, HpoeKTBI), ,HeﬁCTBYIOHIHe mIaHel B «CIIMCKH CIICAYIOIINX KOHKPETHBIX ACI»,
«HOBeCTKy JH, «Criuckm OXKUJaHus ACJICTUPOBAHHBIX ACID» U OaXKE ((KOFI[&-HI/I6YI[L MOYET OBITHY JOJIXKHBI
IPOCMAaTpUBATHCA pa3 B HEACIITO. DTO TaKxke JaCT BaM BO3MOXXHOCTb y6em/m>c;1 B KpHCTaHBHOﬁ YHUCTOTEC BALICTO
CO3HaHMA.

Kusnennvie 3a60mul 61UAI0M U HA UHMEPECDL, U MOM, KIMO NbIMAENCS pa3pyIUmb 00HO U3 0el, He CHUMAACH C
OCMANLHBIMU, ONPedeNIeHHO He NPUCNOCOONEeH K MOMY, Ymo0Obl KOHMPOIUPOBAmbs 0end Mupd.



Lceiime @enumop Kynep.

Bb1 MOTIIH 3aMETUTB, YTO B CHTYal[il MHTEHCUBHOM AEATEIILHOCTH Jeja UMEIOT TeHICHLUIO BEIXOIUTh U3-TI0]
KOHTPOJIA. DTO BIOJIHE MpeacKa3yeMo. Bl Bpsi 1 cTaHeTe OTPBIBATHCS OT pabOoThI TOIBKO AJISl TOTO, YTOO
BOCCTaHOBHUTbH KPHCTAIBHYIO SICHOCTh. HO B 1ensix moanepxanusi paboTocrnocoOHOro COCTOSHUS BaM, CKOpEe BCETO,
TpUIETCs pa3 B HEJENIo AeaTh yOOpKy.

§ ExxenenenbHbBIN — 0030p 3TO BpeMst JUIsS TOTO, YTOOBI:

§ CobOpatb 1 00paboTaTh BCE «pa3HOLY;

§ IIpocMOTpeTh U IEPECMOTPETH BCIO Ballly CUCTEMY;

§ OOHOBUTH BCE CITUCKH;

§ BeLaenuTs caenaHHoe U TeKyIee.

BosbnMHCTBO MH0/iel He UIMEIOT 3aKOHYEHHON CHCTEMBbI, HE UMEIOT OHH U peaIbHOW oTAa4u U 3G (deKTa 0T IpocMOoTpa
JIeJT TI0 TOH JIMIIb PUYHHE, YTO X IPOCMOTP HE SIBJIACTCA MOJIHBIM. X Bce-Taku He IOKUAET Ha30MIMBOE YyBCTBO,
YTO YEero-To MOKET He XBaTaTh. BOT mouemMy oT/a4a OT BCEro 3TOro MPEANPHUATUS OyeT paCTH B TEOMETPUUCCKON
MPOrpeccHu: YeM OoJiee MOJIHYI0 CHCTEMY BbI CO3J]a/IUTE, TeM OoJiblie OyieTe el JoBepsATh. A ueM OOJbIle BbI €i
JoBepsieTe, TeM OOJIbIIe IPUYHH JIJIS TOT0, YTOOBI e¢ Ha TOJDKHOM YPOBHE noddepoicusams. ExxeHenensHplil 0030p —
3TO KIIIOYEBOH MOMEHT I IO AACPpXKaHW CTaHgapTa.

Bonvuuncmeo nooeii bonvuie gce2o nobsam ceou pabomy 3a Hedemo 00 OMNYCKA, HO 808Ce He NO NPUYUHe OMNYCKA
Kax makosozo. Yem vl 3anumaemecs 68 nocieoHIo Heoenio neped mem, KaxK yexams @ bonvuioe nymewecmeaue? Bol
noouuwjaeme, 3axKpuvléaeme, NPoACHseme U nepecmampusaene 8ce 8auii 002080peHHOCmY ¢ coboli u ¢ opyaumu.
NPOCMO NPEOaazaio 8am 0erams Mo Kaxncoylo Hedeo, a He pas 6 200.

HeiictBust

OcHOBHas IIeJTb BCETO 3TOTO YNPAaBICHUS pad0YnM MPOIECCOM — 3TO BHIOOP ONTHMAIBHBIX PELICHUH TOTO, YTO BbI
Oyznere denams B Kaxabplii MOMEHT BpeMeHH. B 10:33 B moHenensHUK, perias, To i Mo3BOHUTHh CHHAM, TO JIH
3aKOHYUTH PAbOTY HAJl KOMMEPYECKUM MPEJI0KEHUEM, TO JIU IIPOCMOTPETH MOUTY, BbI 00513aTEIbHO MHTYUTHBHO
MOJIOWIETE K BEPHOMY PEIICHHIO, HO C JOJKHBIM MPEABAPUTEIBHBIM TNIAHUPOBAHUEM BBl OyIIETe YYBCTBOBATH CE0s
ropaszio yBepeHHee. Bol MoxeTe nmepeiTy OT MOJUTHKH «Ha aBOChY K MOJIMTHUKE YBEPSHHOCTH, MOMEHTAJIEHO
TIOBBICHB TEM CaMbIM CKOPOCThH Ballell paboThl U ee 3pPEeKTUBHOCTD.

Jhoboe pewenue deticmgeosams unmyumugno. Ho mooicno sice nepetimu om npeononodicenus,, 4mo vl oeticmeayeme
NPAsUILHO K Y8EPEHHOCU, YO MO UMEHHO MAK.

Tpu Moje/ M NPUHATHS peLeHust

JlaBaiiTe mpeaCcTaBUM Ha CEKYH]y, YTO BbI HE pa3pyJiMBaeTe Balle «pa3Hoe». 1 orpoMHBIN CIMCOK Bellei, KOTOpbIe
BBI He Oeldeme B KaX]Iblii KOHKPETHBIN MOMEHT, Oy/IeT MOCTOSIHHO pacTh. M kak Bbl coOMpaeTech peiiarh,
YTO Oeliamb W 9TO He Oelams Y TIPU 3TOM YyBCTBOBATh Ce0s1 HOpMaJIbHO?



OtBet: no nHTYUIMH. Eciu ke BBl cobpanu, oopabomanu, opeanuzo8aiu u npocmompeny Bce Ballll TeKyIIne
00S13aHHOCTH, BBl MO’KE€TE COBMECTHTH Ballli MHTYUTUBHBIE CYXICHUS C PA3yMHBIM M IPAKTHYHBIM MOIX0J0M K
Balleil paboTe U BalllUM I[CHHOCTSIM.

S pa3pabotain Tpu MOAEIH, KOTOPBIE TIOMOTYT BaM HACTPOUTH CUCTEMY NPUHATHSA pelieHnid. OHU He JagyT BaM
OTBETOB, IO3BOHUTS JI DperieprKy, HAIICATh JIX MMCHMO B IIIKOJTY BaIlleTO CHIHA WM IPOCTO MONTH MTOOOITATh C
ceKpeTapeM, HO OHU MMOMOTYT BaM (hOpMYIHPOBAThH YCIOBHS OoJiee BIyMYHBO. A 3TO TO, YTO TPATUIIMOHHBINA TalM-
MEHEKMEHT U MEHEIDKMEHT IPUOPUTETOB CAETIATh He 8 COCMOAHUU.

Y 6ac copazoo 6onvuie den, yem vl Mozau 6vi coenamo. M sam npocmo HeobXoo0umo uyecmeosams cedsl y8epeHHbIM 8
CBOUX peULeHUSIX.

1. YerpIpexkpuTepuaibHasi MO/eJb NPUHATHS PellleHN B TaHHBIH KOHKPETHBIH MOMEHT

Uro BbI Oynere nenatsb B 3:22 B cpenry? BoT ueTbipe KpuTepHsi, KOTOpbIe Bbl MOXKETE UCIIOJIb30BaTh B JAHHOM CIIy4dae:
1. KonTekcr

2. Nmeromeecs Bpemst

3. Umerommasicst sHeprus

4. Ilpuopurer

Konmexcm. HekoTopsle eia MOKHO JienaTh TAe YToIHO (HarpuMep, HabpacklBaTh HIICH TI0 MMPOEKTY), HO OOoJbIIast
4acTh JeJ BCe-TaKH TPeOyeT ONpeeNIeHHBIX YCIOBHHI (oMa, OHC) WK K€ HAJTMYUsI CPEICTB CBSI3H HIIH
KOMITBbIOTEPA. DTO MepBble (haKTOPHI, OTPaHMYUBAIOLINE TO, YTO BBl MOXKETE A€JaTh B JaHHBI MOMEHT.

Hmeroweecs gpems. Korna Bbl JOJKHBI JenaTh 4To-T0 ewe? [IpoBeneHne BCTpeyuy Ha NATh MUHYT HE HafyT JeaTh
Jienia, KOTOpble TpeOyIOT ropasio 6oblie BpeMEeHH.

HUnmerowasca suepeus. Kak MHOTO y Bac sHeprun? HekoTopble aemna, KOTOpbIe BaM ellle TOJIBKO MPEACTOAT, TPEOYIOT
3amaca CBeXeil, TBOpUECKOl SHepruu, Apyrue TpeOytoT Oomnblie (U3NIecKuX CUIl, a AJIs BHITIOJTHEHHUS TPEThUX —
SHEPTUH BOOOIIE HY>KHO COBCEM MAJIO.

Ipuopumemsr. Kakoe u3 1elcTBUH NpHUHECET BaM HanOOJBLIYIO OTa4y NIpHU NPOYUX PaBHBIX? Y Bac €CTh yac
BpeMEHH, BHI B o(hrce, KOMIIBIOTEP U Tene(oH Mo pyKoi U Ballly SHEPTHIO MOKHO OTMETUTH Kak 7,3 u3 10. UTto BeI
czenaere: EPe3BOHUTE JIM KIIMEHTY, TopaboTaeTe 1M HaJl KOMMEPUYECKUM MPEIUI0KEHHEM, ITPOCITyILIaeTe roJI0COBYIO
MOYTY MJIM CO3BOHHUTECH C CYIIPYrOM IPOCTO, YTOO y3HATh, KaK y Hero/ueé aemna?

BoTt 31€ech-To BaM 1 CTOUT JIOBEPUTHCS CBOCH MHTYHUIIUU. B paMKax mambHEHIIEero UCCleI0BaHUs 3TOW KOHIICTIIUN
pPaccMOTpUM ABE IPYTHe MOJENH JUISl OTIPEIETICHNS BalllNX JICUCTBUHN B TaHHBI KOHKPETHBI MOMEHT.

2. TpoiiHasi MofieJIb OLleHKH THEBHOH padoThI

Koma BbI p€IIACTE 3a1a4n U pa60TaeTe B CaMOM IIUPOKOM CMBICJIE 3TOI'0 CJIOBA, BbI BBIIIOJIHACTE TPU OCHOBHBIX
Buaa ACATCIIBHOCTH.

§ 3ammaHnpoBaHHBIC 33]a4H



§ Heoxxunanuele 3aga4u

§ [ImanupoBanue 3ama4y

3anaanuposannvie 3a0auu. Korma BB peraeTe 3aIIaHUpOBAaHHBIC 3a1a4H, BBl paboTaeTe cTporo 1o cBoeMy «CIHCKy
CIIEAYIOMINX KOHKPETHBIX IEHCTBUID — TO €CTh LIEIMKOM B pPaMKaXx yIpaBieHus: pabounM mporeccoM. Bel nenaere
3BOHKH, KOTOPBIE HaJl0 C/IeNaTh, HaOpacklBaeTe UACH B PAMKAX 3alUIAHUPOBAHHOT'O MO3TOBOTO IITYpMa HIIN
COCTaBIISIETE CIIMCOK BOIPOCOB, KOTOPBIC HAZI0 OOCYIUTH C aJBOKATOM.

Heoorcuoannvle 3a0ayu. Yacto aemna NOABISIOTCS BHE3AMHO — HEOXKUAAHHO, HEMIPEABUIECHHO, U Y BaC HE OCTAETCs
BbIOOpa — UX HaJl0 00s3aTeNbHO pa3pyiuTb. Hanmpumep, k BaMm B ohuc npuesxaer Balll IapTHEP C TBEPABIM
HaMepeHueM 00CYIUTh 3aIyCK B MPOJaXKy HOBOTO MPOAYKTa, U BaM MPUXOIUTCS OeceaoBaTh C HUM BMECTO TOTO,
4TOOBI 3aHUMATHCS JPYTUMH AedaMu. Kaxplii JeHb IPHHOCUT CIOPIPHU3BI — HETIPeICKa3yeMble JleNa, Ha KOTOPbIE BaM
HaJ0 TOCTapaThCs U BBLACTUTH-TAKU XOTh HEMHOT'O BpeMEHU. BbI nieTe Ha MoBOAYy Y TaKUX JEJ, BO3BBILIAS TEM
CaMBbIM UX IPHOPHUTETHI A0 MEPBOCTECIIEHHBIX.

IInanuposanue 3a0ay. IlnannpoBaHue 3aa4 BKIIOYAET IPOYUCTKY Ballell «KOP3UHKW», IPOCMOTP MOYTHI, TOJIOCOBBIX
cO0OIIeHNIA, HATOMUHAHUHI O BCTpeyax 1 pa30MeHre HOBBIX MTPOEKTOB Ha OoJiee MEJIKKE, JIETKO BBITIOTHUMBIC JTAITbL.
IToka BB paboTaere Hax MH(GOPMAITHEH, BB HE IIPUMEHUTE BBHITIONTHATE H T€ J1elIa, KOTOPBIE He TPeOYIOT OOIbIIe IBYX
MHUHYT BPEMEHH, BbI TAK)KE Pa3I0KUTE O TankaM u (ailiaM MeJKHe CpaBoOvHbIe JaHHbIe. HeManeHbKyro 10710
paboThI COCTABUT COPTUPOBKA JIeJl, KOTOPBIE HYXKHO CJeNlaTh Koraa-HuOyIb, HO He mpsiMo ceidac. B xoze takoi
pa0oThl BBl BHECETE IIPABKU BO BCE BAIIM CIMCKH.

Kak ToJBpKO BBI OIPEeNIiNCh CO BCEMU O0SI3aHHOCTSIMU U JISNIaMH, BBl MOKETE OBITh YBEPEHBI, YTO BAIIH CITHCKHU /T
IIOJIHBIE U HE TPeOYyIOT AOIOJIHEHUN. A yCI0BUs, BpeMs U SHEpIus Bce e1lE MO3BOJISIOT BaM cZieaTh OoJIbllie, YeM
onHy Bellb. M, HaKOHel, HaI0 ONPEICIUThCS C MPUPOJOH Baleld paOboThI, LENAMH, CTAHAAPTAMH.

3. lllectuypoBHeBasi MoAeIb 0030pa Baneil coOCTBEHHOI padoThI

ITpruopuTteTs! HOMKHBI YIPABIATH BAalllUM BEIOOPOM, HO OOJIBIIMHCTBO NpEAaraeMbIX MOAeNe! 11l ynpaBiieH s
MIPUOPUTETAMHU OKa3bIBAIOTCS HECOCTOATENBHBIMY MIPU peasibHOK pabote. /it Toro 4ToObI ONpeAeNuTh IPUOPUTETHI,
HAJI0 YEeTKO 3HaTh, B 4eM 3aKiroyaercs padorta. U ecTs, 1o kpaiiHeil Mepe, ecTh TOUeK 3pEeHHsI, OTHOCHUTEIBHO
KOTOPBIX 3TO MOKHO OMNPEETUTh. ITO YTO-TO BPOJIE IECTH BBICOT HAJl YPOBHEM MOPSI.

§ 50 000 byToB 1 Gosee: KU3HD

§ 40 000 ¢yTOB: Tpex— MATUICTHSS MEPCIICKTUBA

§ 30 000 ¢hyToB: OTHO— IBYXJICTHUE LIETH

§ 20 000 ¢pyToB: KpyT 00s3aHHOCTEN

§ 10 000 ¢pyToB: TekyIIe TPOEKTHI

§ YpoBeHb Mopsi: TEKyIIue aena

Haunem cHu3y criucka:

YPOGQHb Mops: meKkywue odena. D10 O6”be,£[PIHeHHLII>i CIIMCOK TEKYLIUX JCJI, TAKUX KaK Teﬂeq)OHHBIe 3BOHKH, ITMCbMa,
Tpeﬁy}oume OTBETA, paCCblJIKH, KOTOPbIC HeO6X0,Z[I/IMO CAeJIaTh U BOIIPOCHI, KOTOPLIC HAA0 O6C}’Z{I/ITL C HA4YaJIbHUKOM.



Bam noHago0unock Obl OT TPEXCOT 10 MSATHCOT YaCOB Ha BHIMOJIHEHHWE BCETO 3TOTO M 3TO MPH YCIOBUH, YTO MUP
BOKPYT 3aMpeT, 1 HUKaKasi HOBasi HH(OpMAaLHs [I0CTyIIaTh He Oy eT.

10 000 ghymos: mexywue npoexmul. Bee nefcTBUSA, KOTOPBIE BaM HEOOXOIUMO BBITIOJTHHUTH PACCPEIOTOYHBAIOTCS 110
HekoTopoMmy (o1 30 10 100) KoIU4eCTBY MPOEKTOB. DTO OTHOCUTEILHO KPATKOCPOUYHBIE 1[€JIH, KOTOPHIX BbI
CTPEMHTECH JOCTHYb, TAKHE KaK, IOCTABUTH JIOMa KOMIIBIOTEp, OPraHU30BaTh KOH(DEPEHIIHIO MO MPOIaKaM HITH
nocemaTh JaHTHUCTA.

20 000 ¢pymos: kpye ob6s3annocmeii. Bol BeneTe OONBIIMHCTBO MPOSKTOB B PaMKaX CBOUX 00s3aHHOCTEH, KOTOpbIE
Ut OOJBIIMHCTBA JIFOJiel MOTYT OBITh onpeneneHbl 10—15 kateropusiMu. 3TO OCHOBHEIC HAIIPaBICHHUS, 10 KOTOPHIM
BBI XOTUTE TOOUTHCS KaKUX-TO pe3yNbTaToB. Bamma pabota MOKeT BKIIFOUaTh TaKUe 00SI3aHHOCTH KaK CTPAaTErHIecKoe
IUTAaHAPOBAHKE, aAMUHUCTPATHBHAS MOICP)KKA, YKOMIDIEKTOBAHHE IITAaTa, HCCICIOBAHUS PHIHKA, 0OCITy)KHBaHUE
KITMEHTOB. U B IMYHOM KHU3HU IPUMEPHO TAKOE K€ YUCIIO cep: 3A0POBbE, CEMbs, (PHHAHCHI, JOMAIIHUE JIeJa,
IYXOBHOE, OTIBIX | T. I. COCTaBICHHE U MMPOCMOTP CITUCKOB 3THX 0053aHHOCTEH co3aeT Ooliee MONMHYIO CTPYKTYPY
TS OTIpeeNIeHNs IICHHOCTEW BallluX POCKTOB.

30 000 ¢pymos: 00Ho — dsyxaemnue yeau. Bee, 94To BBl XOTUTE TIONPOOOBATH B )KU3HH U B paboTe B OyvKaiIme onuH
— JIBa TOJIa, OTKPOET HOBBI TOPH30HT TS OIPENeNICHNUs Ballled paboThl Kak TaKOBOW. YacThIil MpocMoTp 1eneit u
HarnpaBJieHHH Ballleil paboThl TOTpeOyeT MHOM TTyOrHBI (POKYCHPOBKH, MPOSIBATCS HOBBIE 00s3aHHOCTH. BO3MOXKHO, 1
B JINYHOH JKM3HU €CTh BEIIN, KOTOPHIC BBl XOTEIH OBI CAENATH WIH 3aUMETh, OHH-TO U 100aBST BYKHOCTH HEKOTOPHIM
acreKTaM Balleid )KU3HU U 3aHU3SIT BAXKHOCTH IPYTHUX.

40 000 pymos: mpex — namunemuss nepcnekmuga. Il1anupoBanue Ha 3—5 neT B Oyayiee 3aCTaBIsIeT MBICIUTh
Ooree MacIITAOHBIMI KaTETOPUSIMH: OpTaHM3aLHs CTPATETHH, Kapbepa, 00CTOSTEBCTBA, KOTOPHIE U3MEHSIET JKH3Hb.
JInuHbIe 1eNn KacarTcsl KAapbepHBIX MEPCIIEKTUB, CEMbH, (PMHAHCOBBIX Leneil. Paboune nenn — 3To n3MeHeHus,
KOTOpBIE MOBJIMSIOT Ha Bally paboTy, TaKue KaK HOBBIE TEXHOIOTHH, MI00aTH3aIHs, MAPKETHHTOBBIC TCUCHHS U
KOHKYpeHIMs. PemieHns Ha 5TOM ypOBHE JIETKO MOTYT BUAOU3MEHUThH Bally padoTy Ha MHOTHX HHU3IIMX YPOBHSIX.

50 000 pymos u 6onee: sncuznb. ITO TMONHBIA 0030p MEpcHeKTUB. KakoBbI IIeJIH CyIeCTBOBAHHUS Balllel KOMITaHUH?
KaxoBa nens gauteco cobcmeennozo CymecTBOBaHMA? DTH LEIH OMPEACISIOT, YTO 3TO HA CAMOM Oefie TAKOe —
pabota. Bee menm, BuneHus1, HarpaBiIeHHs1, TPOCSKTHI M ACHCTBUS HAYMHAIOTCS OTCIO/IA, ONIPEACIIIOTCS 3TUM H K
aTOMy e BeayT. ObecreubTe MOJIe3HYI0 CTPYKTYPY PabOThI, OHAKO, IOMHUTE O €€ MHOTOTPaHHOH MPUPOJIE U O
KOHEYHBIX Pe3yJbTaTaX, K KOTOPBIM BBl CTPEMHUTECH.

OueBUAHO, MHOXKECTBO (PaKTOPOB IOJDKHO OBITh YUTEHO AJIS TOTO, YTOOBI BB UyBCTBOBAJIM C€0s1 YBEPEHHO I10 MOBOAY
IIPaBUJIBHOCTH U CBOEBPEMEHHOCTH Ballero pelieHus. «PaccTaHoBKa IPUOPUTETOBY» B TPAAULMOHHOM CMBICIIE
OpHUEHTALlMHU Ha JAIeK0 UIYIIHe 1IeTH, 6ecCopHOo, He00X0AMMa, HO OHA BCE-TaKH He 00ecreynBaeT IPAaKTUYHOM
CTPYKTYpHI 17151 OOJIBIIMHCTBA PEILIEHUH U 3a1a4, ¢ KOTOPBIMU BbI paboTaeTe KaXkIblil 1eHb. YIIpaBisis pabounm
MIPOILIECCOM Ha BCEX YPOBHSIX, BHI MOMMeETE, 4TO paboTa o0ecreunBaeT, Kyaa ropasno 0osnee HeiabHbIi crocod
BBITIOJIHEHHMS 33/1a4 U YBEPEHHOCTHU B MPABHIBHOCTH IPUHUMAEMBIX PEIICHHH.

Bropas yacTh 3TOM KHUTH COAEPKUT CHEIU(PUISCKIE TPSHUHTH HCIIONB30BAHMUS ATUX TPEX MOAEIEH MPUHSITHUS
peLeHUH, KOTOpble BKyIle ¢ METOAUKOM cOopa, 00pabOTKH, OpraHu3alyy, IJIaHUPOBAaHUA U 0030pa IIOMOI'YT BaM
JIOOUTHCS ycrexa.

I'maBa 3. TBopueckuii moaxoa Kk padore

Ha mostHoM xony: naTh ¢a3 IIIaHUPOBAHMS NPOEKTOB.



,Hymazime 0 2/IA6HOM, K020d 803UMech ¢ MEI0YaAMU — Mo20d MU MeloYlU He ()adym eam coumscsi ¢ nymu.

Anveur Togpghnep.

OCHOBHBIE YCIIOBHS, HEOOXOIUMBIE JUTS CTAOUIBHOTO KOHTPOJIS B CIIOKOWHOM 00cTaHOBKE — 3TO (1) 4eTko
OmpeleNICHHBIC KeaeMble Pe3yJbTaThl U CICAYIONINE KOHKPETHBIC ICHCTBUS, HEOOXOIUMBIC T TOTO, YTOOBI K 3TUM
pe3yJbTaTaM ABUraThes | (2) HAaOMHUHAHYS, BRICTPOCHHBIE B HAJIC)KHYIO CUCTEMY, KOTOPYIO BBI OyIIeTe PEeryJsipHO
MPOCMAaTPUBATh. DTO Sl HA3BIBAIO TOPU3OHTAILHON (POKYCHPOBKOM. HecMOTps Ha KaXyIIyrOCsS MIPOCTOTY MpoIiecca ero
peanu3anusi MOXKET MPUBECTH K CYIIECTBEHHBIM PE3yJIbTaTaM.

YcraHoBka «BepTHKAIBHOI0» GoKyca

B GonpmmHCTBE cCUTYanuii HEOOXOIMM TOIBKO «TOPU30HTANBHBIIN» (hokyc. OIHAKO HHOTIA BAM MOKET IIOHAT00UTHCS
u Gonee o01Iast KOHIEHTPALUS I TOTO, YTOOBI B3STh MPOLIECC MO KOHTPOJIb, OMIPEICITUTHCS C BLIOOPOM HIIH
YIIOCTOBEPHUTHCS, YTO BCE MMPUHSTHIC PEIICHHS BEpHBI. BOT TyT-TO M MOHANOOUTCS «BepTHKANbHAS» (POKYCHPOBKA.
YMeHue MpoAyKTHBHO MBICTHTh B «BEPTHKAIBEHOMY CMBICIIE — 3TO BTOPAask BaKHAs JUI UHTEIUICKTYaJIbHOTO TPpYyAa
CHOCOOHOCTb.

HUmak, nawa yens — uzbagume coO3HaAHUE OM 6CeX HABUCUWUX NPOEKNOE, HO He YIYCIMUMb Npu JMOM HOMEHYUATLHO
NOJE3HYIO UOEIO.

DTOT BUJI MBIIIICHUSI HE TIPE/IIOIAraeT THaTeIbHONH MPOPadOTKH.

Bonpiryio yacTs BpeMEeHHN BaM MPUACTCS TyMaTh He(OPMAIIBHO, TO, UTO 51 HA3BIBAIO «IUTAHUPOBAHUE Ha 000POTHOMH
CTOpOHE KOHBEPTa» — INIAHUPOBAHUE B CBOOOJHOM (hopMe MITH Ha calipeTKe B Kade BMECTE C KOJUIETOH, KOT[a BBl
obcyxmaeTe IIaH MEepONIPUSATHH HIIM CTPYKTYPY IIpe3eHTallly ToBapoB. Ha Moif B3I, 9TO caMblif IPOXYKTUBHEIN 1
9HEPTOEeMKHUH crocol mmanupoBaHus. Ha camom fene BaM MOXKET MOHaA00UThCA pa3paboTaTh U GOpPMaIbHYIO
CTPYKTYpY WM TIaH, 9TOOBI IPOSCHUTH KOMIIOHEHTHI, COTJIACOBAHMUS WM MPUOPUTETHL. bosee peranpHas cxema
MOHAIOOUTCS JIJIsl TOTO, YTOOBI KOOPIMHUPOBATH 0OJIEE CIOKHBIEC CUTYAIIMU — €CIIH YCIIOBUS TPEOYIOT
COTPYAHUYECTBA MO Pa3HOOOPA3HBIM MPOEKTaM, HallpUMeEp, WK €CIH Hal0 HabpocaTh OU3HEC-TUIaHbl, YTOOBI
0OBSCHUTh MHBECTOPY BalIH AeicTBHsA. Ho, Kak mpaBmiIo, BEI MOXKETE OBITH OYEHBb M OYE€Hb KPeaTHBHBIM, HMes IO
PYKOH TOJIBKO pydKy M OymMary ¥ HH4ero OoJee.

Camas 0onbliasg He0OXOAMMOCTh B MPOEKTHOM MBIIUIEHHH, KOTOPYIO sl KOTIa-T1100 BCTpeUYall B ICJIOBOM MHpE, HE
npeHa3HaveHa i1 GopMabHBIX Mojenel. OOBIYHO IO, KOTOPHIM TaKUe MOJIEIH HyYXKHBI, UX YXKe UMEIOT WU JKe
MOTYT MOJYYUTh UX B KypCe aKaleMHYECKOTO WM MpoQecCHOHABHOTr0 00yueHns. BMecTo 3Toro s 00HapyXui1, 4To
MOJIe/Ib KOHIIEHTPAIMK Ha IIPOEeKTe — OOJIBIION Ipolest 11t ocTaibHbIX. HaM HY>KHBI yTH A1 000CHOBAaHUS U
MOJAEPKKU HAIIETro IyTH MBIIIJIEHUS, HE BaXKHO, HACKOJIbKO HedopmanbHoro. @opmasbHble INIAHEPKU U JIOMOBBIE
HMHCTPYMEHTHI, (Takue Kak coT) KOHEYHO, MOTYT OKa3aThCS OYEHb MOIE3HBIMH, HO 9aCTO YYaCTHUKH ITOJOOHBIX
MEpONPHUATUI UCTIBITHIBAIOT HEOOXOUMOCTh IIPOBECTH Opy20e 3ace0aHue — BCTpedy «Ha 000POTHOHM CTOpOHE
KOHBEpTa» — JUI TOr0, YTOObI OXBAaTUTh B3IJISIOM BECh 00BEM paboT U B3ATh €0 Mo KOHTpoJb. DopMasbHble U
YETKO CTPYKTYPUPOBAHHBIC TUIAHEPKU UMEIOT TEHICHIINIO, 38 UCKIIIOYEHUEM O0CYKACHUS OCHOBHOU Yeau TIPOCKTa,
MPOCKAKMBATh Kak ObI MEMO. JINOO ke OHH MPEIOCTABISIOT HEAOCTATOYHO BPEMEHH Ul MO3TOBOTO IITypMa,
Pa3BUTHUS MBICIIH, O KOTOPYIO HUKTO HE CUMTAJ IEPCIIEKTUBHOM U HHTEpecHO!. 1, HakoHel, peaKo Takue BCTpedn
MIPUBOIAT K CEPhE3HBIM IIOJBMKKAM B PEIICHUHU HACYET CIECAYIOINX IaroB ¥ HA3HAYEHUIO OTBETCTBEHHBIX 110
Pa3IMYHBIM aCIEKTaM IUIaHa MPOEKTa.

OpHaKo eCTh ¥ XOPOLINE HOBOCTH: MPOAYKTHBHBIN CIIOCOO 00AyMBIBaHHS IPOSKTOB U CUTYaIMid, KOTOPBIA IPHHOCUT
MaKCHUMAJIbHYIO [10JIb3y IPU MUHUMAJIbHBIX BIIOKEHHUSAX CHJI U BpEMEHH cylecTByeT. OKa3bIBaeTCs, 4YTO 3TO CIIOCO0
HAILIETO ecmecmeenHo20 MBIIIIICHUS U TUNIAHUPOBaHHA, HO He 003aTeJIbHO ISl HAC OH SBIISIETCA HOpMAIbHbiM. Ha
MO¥H B3IJIsL, KOT/IA JIIOAH IUIaHUPYIOT OoJiee eCTECTBEHHBIM 00pa3oM B CBOOOIHON GopMe, OHM HE TAIOT CTPEcCy
OBJI/IETh UMH U IOCTUTAIOT JIyUIIUX PE3yJIbTaTOB.



EcrecTBeHHas1 Moelb NJJaHUPOBAHUA.

BbI ye 3HAKOMBI ¢ caMBIM KJIACCHBIM U KPEATUBHBIM IJIaHUPOBIMKOM B MUPE — C BAIIMM pa3yMoM. Bsl camu 1 ecTb
MalllMHa [0 IJIaHUPOBaHUIO. Bel milaHupyeTe, Koraa ofeBaerech, 00eaere, XOAUTe 110 Mara3uHaM WM Jake IIPoCTo
Oontaere. HecMOTps Ha TO, YTO 3TOT MPOLECC KAKETCA XaOTUYHBIM, BallleMy pa3yMy HEOOXOIUMO MPoAeIaTh
JIOBOJIBHO CIIOKHYIO IIETh XOIOB JJIS TOTO, YTOOBI YTO-HUOYIb PEaTbHO OCYIIECTBUTE. UTOOBI BUPTYaJIBHO
BBITIOJIHUTH KaKOe-JIM0O0 3a/laHKe, Balll Pa3yM COBEpILAET MATh [I1aroB:

1. Onpenenenuie NeTd W MPUHIAIIOB

2. BuzeHue xenaeMbIx pe3yJIbTaToB

3. Mo3rogoii mrypm

4. Opranuzanus

5. OmnpenenexHue CiaeayoIero KOHKPETHOTO AeUCTBUS

Cambiitl onvlmuwlil 8 Mupe RAAHUPOBUUK — IMO 8AUL MO32.

IIpocroii npuMep: MJIAaHUPOBAHUE BHIX0JAA B PpeCTOPaH

Bcnomuure, korza Bbl ObLIIM B PECTOPaHEe MOCIEIHUIN pa3 — YTO MOCITYKHIIO IIOBOAOM K TOMY, YTOOBI Ty/1a CXOJUTb.
Ha to Moro 0bITh HEKOTOPOE KOJMYECTBO MPUUYHH — KEIaHUE YTOIUTH TOJION, BCTPETUTHCS C APY3bSIMU, OTMETHTD
KaKoe-TO COOBITHE, MOJINICATh JeIOBOM KOHTPAKT, POMaHTHYECKOe cBUAaHue. Kak TOIBKO KaKOK-TO U3 ATUX MOBOIOB
o(opMuUIICs, BB CTall pa3lyMbIBaTh HaJl MIaHOM. Baie HamepeHue ObU1o Balieil 1ebl0, 1 OHO aBTOMAaTHYECKH
MOJTOJIKHYJIO Balll BHYTPEHHUH MPOLeCC MNIaHUPOBaHus. Bamm npunyunsl co3gany orpaHUdeHUs AJIs BaIIero IUIaHa.
Bo3MorxHO, BBI 1 HE 1yMalli OCO3HAHHO O BAIIMX NMPUHIMIAX, IUIAHUPYS MTOXOJ B PECTOPaH, HO BbI Pa3MBILIUISLIIN B UX
KOHTEKCTE: CTaHIAPTHI €Abl U 00CITy)KUBaHMUs, JOCTYITHOCTD, YIOOCTBO ¥ KOM(pOPT — BCE 3TO MOTJIO CHITPAThH
ompeieNieHHYI0 poJib. B 1000M ciydae, Baia 1esib ¥ Ballld IPUHLUIIBEI ONPEASIISUTH KaK JBIKYLIYIO CHITY, TaK U
TPaHUIIBI BAIIETO IUIAHA.

Kak ToibK0 BbI BO3HAMEPMIINCH JOCTHYb LI€/I1, KAaKOBbI OBLIM Ballli NIE€pBbIe peayibHble MbIcau? CKopee Bcero He
«yHKT I1.A.3.b murana». Cxopee y» Balld MBICIH ObLIH MPUMEPHO TAKOTO conepxkanus: «TanbsHCKYIO KYXHIO
noxaroT B J[»koBaHHM» WITH «3a cToirKaMu y okHa B Kage buctpo ogeHs Xopomo 1 yIoTHO». Bo3MOKHO BBI
MIPEACTAaBUIIN KaKyl0-TO MPHUATHYIO KaPTUHY TOTO, YTO BBl MOTJIM ObI TOYYBCTBOBATh WJIM KAKOW UCXOM IIPUMET BEUEp
— Jofie, KoTopble OyAyT ¢ BamMu, Wi aTMocdepy. DTo ObLIO Ballle BUAeHHe pe3y/bTaTa. Torna Kak Baia Lejb
ObLIa OTBETOM Ha BOTIPOC, 70%eMy BbI MOILIHA B PECTOPaH, TO BUIECHHE ObLIO Pa3bsCHEHHEM, KaK 3TO IPOU30HIET, YTO
BbI OyJieTe BUJETh, CIBIILIATh U YyBCTBOBATH, €CJIM Ballla 3aTesl YAACTCA HAMIYYIIHM 00pa3oM.

UYro nenait Bail pa3yM B TOT MOMEHT, KOT/Ia BbI TIOJTYUHIIN 3pUTEIBHBIN 00pa3 pe3ynbrara? «Bo cKOJbKO MbI
noiiiem»? «Ceronus oTkpeiTo?» «Hapony 0yner muoro?» «Kakast morona?» «lIlepeoneBarscst Hano?» «beH3nuHy B
MallliHe XBaTUT?» «MBbI CHIILHO XOTUM €CTh?» DTO ObII MO3roBO# IITYpM. Bonpockl — 3TO YyacTh €CTECTBEHHOTO
polecca, KOTOPBIN CIydaeTcst MPH 00lyMBIBAHHUH HEKOETO COOBITHS, KOTOPOE €Il He MPor30IL10. Bamn coznanue
3aMevaeT MPOMacTh MEXK/y TEM, IJIe BbI HAXOJUTECh CeiUac U TeM, Yero Bbl XOTHTE JOCTHYb, U TBITACTCS 3TOT
«KOTHUTHBHBIHM TUCCOHAHCY» YCTPAHUTH IYTEM 3aIIOJIHEHHUS OCIBIX MATEH. DTO U €CTh HaYaslo (a3bl «KaK»
€CTECTBEHHOI0 TUIAHUPOBAHUS. MBICIUTENLHBINA TPOIECC HECKOJIBKO Xa0TUYCH U criennduieH. MHOXKECTBO aclieKTOB
MPUOJIMHKAIONIETOCS Y KMHA HAMIPHITMBAIOT HA Bac. KoHe4HO, BaM He HAJ[0 BCe 3TO 3alKMChIBAaTh Ha Oymare, HO HEUTO
110/106HO€ BEI IPOM3BOANTE B yMe. 2



Korzaa BbI Habpany JOCTaTOYHOE KOJIMYECTBO UIEH, BBl HE MOYKETE HE HAa4aTh UX OPraHU30BBIBATH. BO3MOXKHO BB
MOJyMaJI WJIH CKazanu: «Jjis Hayana HaJlo Obl BBIACHUTH, OTKPBIT JIM pecTopan» Win «JlaBaiiTe MO3BOHUM
AHzpeceHaM U CIIPOCHM, ITOHAYT JIM OHU ¢ HaMu». Kak ToJIbKO BBl HAOpOCAU pa3InvHbIe MBICIH IO TPOEKTY, Balll
MO3T HAYMHAET aBTOMaTHIECKH PACCOPTUPOBHIBATE UX TI0 KOMIIOHEHTAM, IPHOPHUTETAM H/HIJIH TIOCIIEI0BATEIEHOCTH
coobrtuit. Cocmasnsiowue 310: «HaM Halo ONPEAEIUTHCS ¢ MECTOPACIIOIOKEHAEM H

IIPUTTIAIeHHBIMIY. [Ipuopumemsi 310: «Ba’kHO BBIACHUTH, JEWCTBUTENBHO U KJIMEHT X04eT MOHTH Ha 3TOT

yxkun». [locredosamenvrocms 310: «J1J11 Hayana HaJo y3HaTh, OTKPBIT JIM PECTOPaH, MOTOM II03BOHUTH AHJEPCEHAM
1 TOJIBKO MTOTOM HAapSIKAThCS».

U, HakoHer (YIHUTHIBAsI, YTO BBl IEHCTBUTENHHO PEIIUTEIHHO HACTPOCHEI MO TIOBOAY MIPOEKTA, B TAaHHOM CITydae —
YKHHA B PECTOpaHe), BB KOHIICHTPUPYETECh Ha CJIEAYIOIIEeM AefiCTBIMH, KOTOPOE BaM HAJIO IPEIIPHHATH, YTOOBI
TEPBBII MYHKT peann3oBaiics. «[[03BOHUTE U y3HATB, OTKPHIT JIM PECTOPaH, M 3aKa3aTh CTOJIHMK». Bee msath das
MIPOXOIAT caMK COOOH eCTECTBEHHBIM 00pa3oM, Kakue Obl 3aa4d BbI HU pelaii. DTO Balll CIocod co3/1aBaTh HOBOE —
OyIlb TO YXKUH, BeUSPHUI OT/JbIX, HOBBIH MPOAYKT HIIK HOBast KOMIaHus. Bam HE00XOIHMO 4TO-TO CHENATh, BB
MPE/ICTABIISETE PE3y/bTaT, HaOPaChIBACTEe NOAXOIAIINE UICH, COPTHPYETE UX M OMPEACIISIETECH C PealbHON
JIESITeTBHOCTBI0, KOTOPas IOMOXET 3TH HJIEH OCYIIECTBUTh. Bee mpoucxoaut camo coboii, 6€3 0COOBIX yCHITHH.

EcrecTBeHHOE INIAHUPOBAaHUE He 00513aTe/ILHO SIBJIsSIETCA HOPMOIi.

Tax 5 Bamt IT-oTnen roToBUTCS K yCTaHOBKE HOBOM cucTeMbl? Tak Jii Bbl OpraHu3yeTe cBaib0y WM IUIaHUpYeTe
MOTEHIUAIIBHOE CIMSIHUE KOMIaHUNH? Bbl IPOSICHUIM OCHOBHYIO 11€J1b IPOEKTa U IOHECTH €€ 10 BCEX YYAaCTHUKOB?
Bb1 foroBopuiiuch HacYeT CTaHAAPTOB U JIMHUM OBEJEHUS, KOTOPBIX BaM CIIEAyeT IPUAEPKUBATHCS, YTOOBI IPOEKT
Obu1 yciemHbIM? BBl CLIpOTHO3HMPOBAIN YCIICHIHBIA UTOT M BCE BHITEKAIOLINE PE3yIbTaThI?

Bui MMPOCMOTPEIIN BCE BO3BMOXHBIC HACH — BCE, KOTOPbIC MOI'JIN OBl TOBJIUATH HA pe3y.]'H)TaT? Bri OIMpCACININ
CTPAaTCrn4eCK BaXXHbIC KOMIIOHCHTBI U KPACyTrOJIbHBIC KaMHH? BBl OIpEACINIIN BCC ACIICKTHI IIPOCKTA, 3a KOTOPBIC
MOKHO OBLIO OBI B3IThCS apsaMo ceﬁqac, KaKOBO CIE€AYIOIIEC KOHKPETHOEC JIEUCTBUE JUIST KKJIOTO MOAIIPOCKTA U KTO
3a 3TO OTBeYaer?

Bul yoice npedcmasunu outenomumenvusiil ycnex?

OTBETOM Ha BCE 3TH BOIIPOCHI, CKOPEE BCETO, 6YIICT KHET». HaBepHSIKa €CTb €111€ KaKhe-TO KOMIOHEHThI MOJEIHU
€CTCCTBCHHOTI'O INIaHUPOBAHUsI, KOTOPBHIE BbI HE YYJIH. I/IHOFIla Ha CEMUHAapax s IMpoCHUII MOUX cnymaTeneﬁ B34ATh Ja
3alIaHupPOBaTh KaKOM-TO IPOECKT, UCIIOJIB3Ys MOJACIIb €CTECCTBEHHOTO IIJTAHUPOBAHUA. Onn IPOXOJUIN BCE IISATH (1)33
3a HECKOJIbKO MUHYT, U ObLTH COBCPUICHHO OILICJIOMIICHBI PE3YJIbTATOM 10 CPABHCHHUIO C TEM, YTO OHH IBITAINUCH
ACJIaTb paHEee. O,Z[I/IH JOKCHTJIBMCH ITOJOIIECI KO MHE ITOCJIC 3aHATHA U CKa3all: « JaXE€ HC 3HarO0, 3JIMTHCA Ha BaC WU
6J1aFO,Z[apI/ITL. Sl TOJIBKO YTO 3aKOHYMII 6H3HeC-HJ’IaH, Ha KOTOpHI\/’I, Kak s AymMajl, JOJIKHBI ObLTH yﬁTPI MECAIbI, U
ceiuac Y MEHA HET COBCPIICHHO HUKAKNX OTMAa30K, 9TOOBI HE HAYATh IIPUBOAUTH €TI0 B HCIOJIHEHHE!»

Moxere monpoOoBaTh MPSMO ceifyac, eciu XoTure. Beibepute HOBBII MIPOEKT, UK MPOEKT, KOTOPBIKA 3aCTOTIOPUIICS,
WK IPOCTO Kakoe-To noiiesHoe aeno. [logymaiite Hag nensto. Ilogymaiite: kak ObI BBl XOTEJIN YTOOBI BBIIISIEN
PE3yNIBTAT: KaK 3TO CKa)KETCsI Ha Ballled peryTauy U (PHHAHCOBOM COCTOSTHHU? Y CTpOHTE MO3TOBOH IITYypM IO
MOTEHLIUAIBHBIM IIaraM, KOTOPbIe MOXHO ObLI0 ObI IIpeAnpuHATh. Opranusyire Bamm Mbicau. ONpeaeauTecs co
cneayomumu geiictsusimu. Hy 4To, IposiCHUIIOCH J1M TO, TO BbI OBl XOTEJIN MOJIyYUTh U KaK 3TOro JOOUTHCS?

HeecrecTBeHHasi Mojesib MJIAaHUPOBAHUSA.

I[HS[ TOI'0 YTOOBI MMOAYEPKHYTH BaX)KHOCTDH UCIIOJIB30BAHUA MOJECIIN €CTCCTBEHHOT'O TNIAHUPOBAHUSA IJIA CJIOKHBIX
IIPOCKTOB, B KOTOPBIX MbI Y4aCTBYEM, z[aBaﬁTe CpaBHUM eé ¢ bonee «HOpMaJ'IBHOfI» MOZECJIbIO, KOTOPYIO Hali€ BCECTO U
HCIIOJIB3YIOT. Sl Ha3bIBaIO €€ HEECTECTBEHHBIM IJIAaHUPOBAHHUEM.



Korna «Xopomas unes oka3biBaeTcs Uaeei niaioxou

Be1 Buztenu korma-HUOY b, 9TOOBI ONBITHBIA MEHEIDKep HaUMHAI coBentanue ¢ ¢ppassl: «Hy uTo, y Koro ects 1o
3TOMY NOBOLY Xopouue uneu?» Uro 3nech He Tak? IIpekae ueM HauMHAaTh POXKATh «XOPOLIME UIIeN», Hallo
MIPOSICHUTD LENb, MPOSICHUTH MEPCIIEKTHBBI, COOPaTh BCIO COMYTCTBYIOIIYIO U HE00X0ANMYI0 HH(OpMAaIHIo (MO3TOBOH
LITYpM) U NIpOaHaIU3UpoBaTh €€ (opranusanus). «Uro xe 310, Xopolas uaes?» ITOT BOIPOC YMECTEH TOJIBKO TOTa,
Korja Bbl yxke ooaymanu 80 % npoekra! Hauunams CTOUT UMEHHO TETIEph — Ceifyac MONpPEeT KpeaTuB.

I[OCTI/IFHYTL pe3ysibTaTa cpasy, 4To MMPOTUBOPCYUT YCTAHOBKE €CTECTBEHHOI'O INTAHUPOBAHUSA, HE TaK-TO IIPOCTO.
Jronu HEPECAKO NPCANIPUHUMAIOT TaKHUE MMONBITKU, HO OHU HE IPUBOAAT HU K YHEMY, KPOME CTpECCa U ITOJIHOM
TYMAHHOCTH I10 IIPOCKTY. Ecnu Bl PBETECH CO CBOMMH «XOPOIIUMH UACAMMN» MPEKIAEC, YEM OIpPEACICHA LECJIb,
TICPCIICKTUBBI, c06paHa COIMyTCTBYIOIIIAasa I/IHq)OpMa]_II/IH H BCC INIOXHUEC UJCHU, TO BaM HE MEIIAJIO OBl OXJIAAUTh CBOU
OBbLI.

Ecnu b1 ocoeme nossnenust xopoutux uoeti npesxicoe, yem 6000wue Kakue-mo uoeu NoAGUIUCH, OHU K 8aM U He NPUOYMI.

JlaBaiiTe 00BUHMM MHccuc BuiabsiMc

Ecnu BB OTHOCUTECH K HaI€My KYJIbTYpPHOMY CJIOIO, TO BalllK ITOCJICAHUEC YIIPAXKKHCHUA 110 IINIAHUPOBAHUTIO U
OpraHu3alry Bbl CKOPEEC BCEI'O BBITTOJIHAIN 6yIlyLII/I KJacce B IIToM wiH mectoM. U ecnu JaXeE 5TO

HE eOUHCMBEH bl OTIBIT TAKOI'O pona, KOTOpLIﬁ BBI IIOJIYYHJIN, CKOPEC BCETO, OH OKa3aJlIoChb CaMbIM
3alIOMHUHAOIIUMCA.

Muccuc Busbsmc, MOsl yUUTEIbHULA B IIECTOM KJIAcCe, YUMjla HAC OpraHU30BbIBATh MBIIIIEHUE (3TO CTOSJIO Y HEE B
y4eOHOM Iu1aHe). Mbl JOJKHBI ObLIIM HAYy4YUTbCS UCATh 00KIAO0bl. HO 4TO MBI OJDKHBI OBITh HAIlUCATh, IPEXKAE YEM
HaIMCaTh XOPOIIO CTPYKTYPUPOBAHHbIH, ycremHbli noknan? IpaBuisHo — koncnexm!

IIpuxoannocs a1 BaM 3TO AeNaTh — CHayaj1a KOHCHEeKT? BpIBajio Jiu, YTO BbI IOJOJTY CHUAENHU IEepe]] IyCThIM JIUCTOM
Oymaru ¢ puMckoi nudpoi I u gymanu, 4To KOHCIIEKTHPOBAaHUE BIIEpea ACUCTBHMA — 3TO He It Bac? Bo3aMoxHO.

Ilotom s Bce-Taku Hay4UuJICAd NHUCATh KOHCIICKTHI. Tonbko s cHauana nucan JOKJIa/, a YK IIOTOM A€Iall KOHCIIEKT.

ﬂeﬂamb 66160001 npocmo, eciu cravana Hanucan o0oxnao.

Bot 3Tu-T0 3HaHUSA MO TIJIAaHUPOBAHWIO W BBIHCCJIN OOJILIITHHCTBO J'IIO,Z[eﬁ W3 Hallel CUCTEMBI 06pa30BaH1/15[. Ns J0 CUx
TIOP BMXKY OTH KOHCIICKTBI, HAITMCaAHHBIE TOJIBKO IJId TOT'O, 4TOOBI y6.]'[a>KI/ITI) Ha4aJIbCTBO. B JACJI0BOM MHUPE UX 4aCTO
Ha3bIBaIOT «HCJ’[I/I» nnu «OcHOBHBIE MOJIOKeHUs». Ho HAa camMoM JACJIC OHU HUKAK HEC CBA3aHbI C TCM, YTO JIFOAH
JACIar0T UJIN C TEM, UYTO UX BAOXHOBJIACT. Ot JOKYMEHTBI IBUIATCA B SIIIUKAaX CTOJIa UKW CKAIlJIMBAIOTCA B IIOYTOBBIX
SIUKaxX 1 HUKaK HE COOTHOCATCS € pCaJIbHOCTBIO.

Mopeib CKOPOCTHOTO IUIAHMPOBAHUS

HeecrecTBenHast MoJenb MIIAHUPOBAHUS — 3TO TO, YTO JIFOJH B OONBIIMHCTBE CBOEM CUHTAIOT «IJITAHUPOBAHHEM)
BooOIIe. OTHAKO OHO MOYTH BCET/Ia UCKYCCTBEHHO M MAJIO COOTHOCHUTCSI C pealibHON paboToi, HOATOMY JIFOAH U HE
IaHUPYIOT. OHU CYUTAIOT MUHYTHI 10 KOHIIA TNTAHEPKH MJIM COBEIIAHHS M0 CTpaTernieckoMy IiaHupoBanuto. Ho
YTO MPOUCXOANT, €CIU BBl He TuiaHupyete 3apanee? Karactpoda! («Te1 He kynun 6unersi?! S qyman, Tel codupancs
970 caenathb!»). Korna Han BaMu yxe TOBHC MeY, aKTUBU3UPYIOTCS BAIll MOJEIIH CKOPOCTHOTO TUIAHUPOBAHHSL.



Ecnu 6vl yoice 6 Ame — nepecmaeat?me Konamb.

Yunn.

Ha kakom 3tare Bce B orice HaUMHAIOT cXOIUTh ¢ yma? ABpan! JlelictByiite! PaGoTaii myume! Hyxubl nronu! He
oTBIIeKalTech! B 3TOM cTpeccoBoil cuTyannn oka3pIBalOTCsS MHOXKECTBO Jrosei. Korma ske coopuiie ioaei,
raBKaIOUIMX JAPYT HE JApyTa, HE MOTYT CIIACTH CUTYAIUIO, HAXOUTCS YMHHK, KOTOPHI roBoput «Hamo

Bce opranmu3oBath!» (Teneps?) Torna a0 HAYMHAIOT BHIACISATE CTPYKTYPHBIC SIEMEHTHI IPOOJIeMbl M BElIaTh Ha
HUX spybIkU. Vmu nepesvidensims HOBBIE U nepegeiusams SpIbIKy.

B kakoif-ToO MOMEHT OHHU TOHUMAIOT, YTO TPOCTasl IEPECTaHOBKA KOMIIOHEHTOB NMP00JIeMbl HA K YeMY He MPUBEET,
TOrAa KTo-To (emé O0MbInii yMHUK) TOBOPHUT, YTO K 3TOMY HaJ0 IOAONTH TBOpUYECKHU. «J]aBaiiTe yCTpOoHM MO3roBOM
mrypM!» Y HaualbHUK CHpalIMBaeT y BeeX, MIPUCYTCTBYIOLIMX B KOMHATE: «Y KOro ecTh xopowas uaes?» (Cnacubo,
Mmuccuc Bunbsamc). Korga e u 370 He IPUHOCUT IUI00B, HAYAJIBHUK MOKET PELIUTh, YTO €ro NOJYUHEHHbIE
YTPaTUIM BCSKYIO KPEaTUBHOCTD MbllIeHus. [lopa HaHATh KOHCYIbTaHTa! ECiy KOHCYIbTaHT TOJIKOBBIH, TO paHO
WM TIO3[JHO OH 3aJacT CakpaMeHTaIbHbII Bonpoc: «Tak 4To BB 34€Ch 8000uje NBITAETECH CAETATH?» (1ieJIH,
nepcneKkTUBbl). CKOPOCTHOE IIIAHUPOBAHUE — 3TO MPOTUBOIIOIOKHOCTD €CTeCTBEeHHON Mozenu. OHa Becerna Oyner
BO3BPALIATECS K «BEPTUKAJIBHOM» KOHLEHTpaluu. byoem au NIPUMEHEHa MOAETb €CTECTBEHHOTO INIAHUPOBAHUS —
TaKOro BOMPOCA HE CTOUT, CTOUT BOIIPOC Ko2da OHA OyNeT MpUMEeHeHa U KaKoi [IeHOM.

He naoo oenams umo-nubyow» npocmo max. Haoo denams ¢ kakoii-mo yenvio.

Powenv Maiiep.

EcrecTBennoe mianuposanme: Ilsare ¢as.

He cronno Ob1 TOBOPHUTE 00 3TOM, HO 5 cKaxy e pa3: 3¢ (heKTHBHOE 00 yMbIBaHHE IPOCKTOB U CUTYaIlHid MOXKET
YCKOPHTB XO[ BEILleH, clieNiaTh UX BBIIIOJHEHUE JTy4lle u OblcTpee. MTak, Hall pa3yM INIaHUPYET €CTECTBEHHO: KaKoi
YPOK MBI MOXEM U3 3TOr0 13BiIedb? Kak MBI MOKEM HCIONIB30BATh ATY MOJIENb, YTOOBI IIOIyYUTh JTy4IINe
pe3ynbTaThl?

PaCCMOTpI/IM KaXAYyrO0 U3 IISTU (1)&3 €CTCCTBCHHOTI'O INIAHUPOBAHUS.

Hean

Huxorna He clI0)KHO CIpoCUTh «3auemy». [1louTu Bce, 4To BHI ceifuac aenaere, MOXKeT ObITh TPOCTUMYJIUPOBAHO HIIH
Jlake YCUJIEHO IpU OoJiee BHUMATEIbHOM PACCMOTPEHMH KOHEUHBIX Lieneil. 3aueM Bbl HIEeTe Ha Ballly CJIEAYIOILYIO
BcTpeuy? 3aueM BbI IPUIJIAIIAETE APY3eH Ha IIAIIIBIK Ha Aady? 3a4eM BaM HaHUMaTh MapKETHHIOBOI'O AUpeKTOpa?
3adeM BaM BooOIIE OIOIKET?

DTO HE YTO MHOE, KaK 3paBblil CMbICI. 3HATh U NOHUMATh LM 10001 paboThl — 3TO NPSAMOH MyTh K SICHOCTH,
TBOPYECKOMY Pa3BUTHIO U YCIIEIIHOMY COTPYAHUYECTBY. Ho 3TOT 31paBblil cMBICH B OOJIBIIMHCTBE CBOEM
HUTHOPHPYETCS TOIBKO ITOTOMY, YTO JUIsS HAC MPOIIE CO34aBaTh BEIH, MOMAJaThCs K HUM B JIOBYIIKY W PBaTh BCSIKUE
CBSI3M C PeaJbHBIMU IIEPBUYHBIMU LEISIMHU.

[To 1MYHOMY OTIBITY MHOTHX YaCOB, IIPOBEJCHHBIX B 0(hricax 04eHb HEMPOCTHIX JIFO/ICH, 51 TOYHO 3HAIO, YTO BOIPOC
«TIOYeMy» UTHOPUPOBATh Henb3s. Korjga MHe jkanyroTcs Ha HEBEPOATHOE YHCIIO BCTPEY, MHE IIPUXOAUTCS
CIIPAIIMBAaTh O LIESX ATHX BCTped. Korga coBeTyroTesl, KOTO MPUTTIACHTh Ha COBEIIAHUE 10 IUNITAHUPOBAHUIO, 5



CHpaIlMBar0, KakKe Y 3TOoro coBemmanus uenu. [loka He OyayT mosydeHsl OTBETHl Ha MOM BOIIPOC, HET HUKAKOM
BO3MOKHOCTH BHSITHO OTBETUTH HA X BOIIPOCHI.

Danamuszm — 3mo yosoenue YCuiull, ko2oda 8vl yce no3a0bLIu 0 yeu.

JDicopooc.

3HaYMMOCTh 0O TyMBIBaHUS BCEX «3auemy».

BoT Heckoapko IIPUYHH 3a1aTbCA BOIIPOCOM «3aUEMM»:

§ Onpenenenne ycrexa

§ Co3nanue KpuTepust IPUHATHUS PELIEHUI

§ BrisgBienue pecypcos

§ MotuBanus

§ IIposicuenue nenen

§ Pacmmpenue ycnoBwuii

JlaBaiiTe paccMOTpUM KaKIYIO U3 HUX IOApoOHee.

JIoou mobsm nobexcoams. Eciu bt e onpedenunucsy ¢ OKOHUAMenbHOU Yeblo, WAHCo8 Ha nobedy Y 8ac Hem.

Ue]lb onpe()eﬂﬂem ycnex. L[eJ'H) — OCHOBHAasi TOYKa OTCUCTA I I/IHBGCTI/IHHﬁ OHEPrunu U BpEMECHU.

B Hamm qHM JTR0H KKy T modea. Mbl JJF0OUM UTpaTh B UTPhI, U MBI JJFOOUM MOOESKATh, HITU XOTS ObI OBITH B
MOJIOKEHHUH, KOTIa MBI Mo2/iu Obl TOOETUTD.

Tpazonyiime moboe npoodsudicenue. He ynosaiime na ayuuee

Anna Maxl'uu Kynep

Bb1 MokeTe 4yBCTBOBATH ce0si yBEpPEHHBIM Ha COOpaHUH MEPCOHANA, €CIH TOJIBKO YETKO 3HAeTe, 3a4eM 3TO COOpaHHe
ObUIO OpraHU30BaHO. 11 eciiu BBl XOTUTE KPEIIKO cHaTh, TO Jydile Obl BaM IIOJrOTOBUTH YECTHBIA U yOeAUTEeNbHbII
OTBET, KOT/ja Ballle HAYaJIbCTBO CIIPOCHT, 3a4eM BbI YBOJIHIH MUcTepa XXX C M0oCTa MapKETHHIOBOTO JUPEKTOPa U
HaHsIM MucTepa YYY B KaueCTBO HOBOTO (pMHAHCOBOT'O AMPEKTOpa. Bl HE y3HaeTe, XOpOoIl Wil II0X Balll Ou3Hec-
IUTaH JI0 TeX MOp, MOKa He IIPOBEPUTE €r0 KPUTEPHEM OTBETA Ha BOIPOC «3adeM HaM BOOOIIE HYKeH OU3Hec-I1aH?»

Coszoanue kpumepust npunsmusi peutenutl. Kak Bbl peiaere, MoTPaTUTh JH JIEHbIM HA Me4YaTh OPOIIIOPHI B MATh
LBETOB MJIU K& 000MTUCH ABYXLBETHOW? Kak BBI pelaeTe, CTOUT JIM pa3MeIaTh 3aKka3 Ha MOJAEPKKY B OOJBIION
cTyauu BeO-an3aitna?

Bcee CXOJHUTCA K LICIIH. B 3aBucumocTu ot TOT'O, YTO BbI XOTHUTE MMOJY4YUTH, PCIIUTE, I[eflCTBPITeJILHO JIn Tpe6YIOTCH
3aTpaThl pECYPCOB U KAKUE UMEHHO. W HeT HMKaKoi BO3MOKHOCTH OMPEACINTD 10 TEX MOP, ITOKa HE IMTPOSACHEHA L EIIb.

Hepeoxo eduncmesennwiil cnocob namu peuteHue mpyoHou 3a0ayu — Mo 6036pan K yeJu.



Buidenenue pecypcos. Kak HaMm OTpaTUTh YacTh OI0JKETa, BBIACTICHHYIO Ha repcoHan? Kak HaM HCMoab30BaTh
MpUOBUIL HAWITYYLIMM 00pa3oM, YTOObI YKPEIUTh HAlllY [TO3ULIMHU KaK pUaJITOpa Ha cienyroumii ron? Ha uro Hazno
MOTPATUTh OOJIbIIIE ICHET Ha MBEACKHUNA CTOJI HJIM Ha CIIUKEPOB [T €)KEMECIYHON BCTPEUH acConraiuu?

OTBETHI HA ATU BOIIPOCHI B KaXKAOM KOHKPETHOM CJIy4a€ 3aBUCAT OT TOT'O, YETO MBI XOTHUM I[O6I/ITI>CH u 3adem.

Momusayus. JJaBaiiTe mocMOTpHUM TIpaBje B IJ1a3a: €CIH I Jea HeT XOpolLleld IPUYUHbI, He CTOUT U Opatbces. S
4acTo ObIBaKO MOPaXKeH, KaK MHOTO JIFOJIEH MPOCTO 3a0BIBAIOT, 3a4eM OHH JENA0T TO WK MHOE U KaK OBICTPO MPOCTOH
BOIpPOC «3a4eM BaM 3T0?» BO3BpAILAET UX HA HYKHbIH MYyThb.

Ilposacnenue yenu. Korna Bbl OCHOBBIBA€TECH HA PeaIbHOM LieNIU Balllel AeATeIbHOCTH, 3TO CEPhE3HO MPOSCHSIET
Bemy. [ToTpaTkTe Bcero ABe MUHYTHI Ha TO, YTOOBI BRITUCATh NPUYMHBI BalllMX ASHCTBUN — 3TO MpUAAET
HEOOBIYaliHYI0 pE3KOCTh MEPCIEKTHBE, KaK OyITO BBl IOCMOTPENIN Ha MPOEKT B OMHOKIIB. YacTo MPOEKTHI U
CUTYyalluH, KOTOPbIE HaYalli 3aTyMaHUBAThCS, MPOSICHAIOTCS, KOTJJa KTO-HUOYIb BO3BpAIlaeT Bcex ¢ Heba Ha 3eMITI0
BONPOCOM «YHero Ha caMOM JieJie Mbl TYT IIbITaeMcsl 1OOUThCA?»

Ecnu vl He ysepenvl, 3auem 6bl 5mo denaeme, bl HUKO20a He 008edeme 2mo 00 KOHYA.

Pacuupenue epanuy. HeBeposTHO, HO (haKT — HECMOTPS Ha TO, YTO LIEJIb 3aCTaBJIsIET YeTUe CKOHLIEHTPUPOBATHCS Ha
MpeJMeTe, OHA OTKPHIBAeT OoJiee MIMPOKUE TOPU30HTHI BOZMOXHOCTEH. Koraa Bbl ONMOUIMHHO 3HAETE IPUIHHY
IIpoBeeHHs KOH(EPEeHIMH, KOPIIOPAaTUBHOI BeUepUHKH, BHIOOPOB Ha MO3ULIUIO MEHEIKepa UM CIUSHUA — 9TO 1aeT
BaM OOJIBILINIA MPOCTOP IS IOUCKA UACH TOTO, KaK 3TO OCYIIECTBUTD. MIHOTIa Ha MOMX CeMUHapax sl MPOILy
CiymiaTenel BbIIKMCATh eI CBOUX MTPOEKTOB. Brocie1cTBUM OHM YacTO ONMUCHIBAIOT CBOM OIIYILEHUS, KaK CBEKUI
OpH3 B UX TOJIOBE, NPOSCHSIOMINI MEPCHEKTUBEI TOTO, YTO OHU JEJIA0T.

JlocTaTouyHo 1K sICHa U OlIpe/iesieHHa Balla 1iesb? Ecnu Bbl 4yBCTBYETE IPEUMYIIECTBA LieNeNnoaraHis — MOTUBALIUIO,
SICHOCTb, KPUTEPUH NIPUHATHS PELIEeHUll, ollpeieNieHne pecypcoB U KpeaTUBHOCTh — TOT/la Ballla

LEJb OelicmaeumenbHo TOCTaTOuHO onpeaeneHHa. Ho MHOTHe «1ielieBbIe YCTaHOBKID) CIMIIKOM Pa3MBITHI AJIS1 TOTO,
YTOOBI IPUHOCUTD PE3YIbTaThl. «BbITh XOPOLIMM OTAEIOMY, HAIPUMED, 3TO KaKasi-TO OUCHb PACIUIbIBYATAs LIEb.
Uro, B KOHIIE KOHIIOB, 3HAYUT «XOPOIINN OTAEM»? DTO IpyIa MHUIUATUBHBIX, YCIICIIHO B3aUMO/IEHCTBYIOIINX
moaei? Yinu 310 oTaen, KOTopblil He BBIXOAUT U3 OropkeTa? MHBIMU clloBaMu, BbI J1ake HE 3HAaeTe, KOIa Bbl yKe
JIOCTHUIIIN CBOEH LIENU MK KOTJa BBl COMJIMCH C Kypca — Yy Bac HET peallbHbIX oprueHTHpoB. Ha Bompoc «Kaxk s y3Haro,
YTO 3TO NPOTUBOPEUUT MOEH1 Lienn?» OTBET JOIKEH ObITh YETKUM.

IpuHIMIBI

B kauecTBe cTaHIapTOB U IIEHHOCTEN AJIs1 MPOBEACHUS IPOEKTa IPUMUTE BaIllM MPUHLIMIIBI U IIeHHOCTU. HecMmoTpst Ha
TO, YTO JIFOJIM PEJKO 3TO OCO3HAIOT, OHU, KaK IPABUJIO, TaK U MOCTYMaroT. Eciau e 3To mpaBuiio HapyIIeHo, TO
pe3yabpTaToM OyJeT TOIBKO CTpece u Hu4uero Oosee. Xopouuid crnocod chopMyaIupoBaTh CBOU MPHHLUIIBI — 3TO
3aKOHUYUThH NPEATIOKEHUE: «S MpenocTaBIo APYTUM MOJTHYIO CBOOOY PacOpsIKaThCs 3TUM, €CIIH TOJIBKO OHH. ..)» —
yro? KakuM npaBuiiaM, MUCaHbIM WIH HENIUCAHBIM, BbI CJIEyeTe NIPH BBINOJIHEHNUH JeiicTBuil? «Ecnu ToIbKO OHU He
BBIIIYT U3 pamok OromkeTan? «Eciu yroadar 3aka3zuuky»? «Eciau co3naayT xopoluryro pabouyro koManay»? «Ecnu
CO3J1alyT XOpolllee BlieyaTIeHUe»?

BMermaTenscTBO ApYyruX M UX HETO3BOIUTEIBHOE Ha Balll B3TJIAA] MOBEJICHUE MOXKET CTaTh OCHOBHOW MPUYHHON
ctpecca. Eciin Bam He IPUXOAUTCS CTATKUBATHCSA C MOJOOHBIM — MOYKETE CUUTATh 3TO yaauei. Eciu ke npuxonutcs,
TO KOHCTPYKTHBHas Oeceja C BEISICHEHHEM OCHOBHBIX IIPABHJI OBEICHHS M CTAHJAPTOB CMOKET IIPEIOTBPATUTH
KOH(JTUKT.

Bb1 MoxeTe HaunHaTh ¢ Bonpoca: «Kakoe rnmoBesieHne IpOTUBOPEYUT TOMY, UTO S5 A€Jat0, U KaK s MOTy 3TO
MPeAOTBPaTHTH?» DTO OyIeT XOpOoIleil OTIPaBHOM TOYKOW AJIS ONpeieNieHHs BallluX CTaHAapTOB.



Jpyras BaxxHast NpUYMHA KOHIIEHTPAIIMY HAa NPUHIMIAX — 3TO TO, YTO OHU 00ECIICUHBAIOT SICHOCTh U OTIIPABHYIO
TOUKY I IO3UTUBHOI'O BeZeHUs NpoekTa. Kak Bbl XOTUTE B3aUMOJEHCTBOBATh C APYTUMH B pabOTe HaJ 3TUM
MIPOEKTOM, 4TOOBI 00ecreunTh ero ycrnex? Kakoit ctuip Bammx neiictBuit ontumanen ais Bac? Llenenonaranue
oOecreynBaeT CyIHOCTb ¥ HallpaBJI€HKe, a IPUHIIMIIBL ONPENENA0T apaMeTphl AeHCTBUN U KPUTEPUU
ONTUMAJILHOT'O NTOBEJICHHUS.

IIpocmoie, nonsmuvle yeau — 3mo 3a102 2ubko2o u 060ymannozo nogedenus. CrodlcHvie npasuaa u peyauposKu
ROPOAHCOAIOm NPAMONIUHENIHOe, MYnoe nogeoeHue.

Huu.

IlepcnexTnBa/Pe3yabTaT

st Toro yToOB MOOMIIN30BATH BAIIM CO3HATENFHBIE U HECO3HATENIbHBIE PECYPCHI, BAM HAJI0 MPEACTABUTD YETKYIO
KapTUHKY ycliexa: Kak oH OyJeT BBITJISAETh, Kak OH OyZIeT 3By4aTh, Kak OH OyzeT naxHyTh. Llenenonaranue u
MIPUHIMITEL 00ECTIEYNBAIOT CTUMYII U COOTIOJICHHE IPaBMII, TOT/Ia KaK MEePCIeKTHBA NPEA0CTaBISIeT PEabHbII OTTUCK
KOHEYHOI'o pe3ynbraTa. «4To» BMeCTo «roueMy». UTo OyaeT npeacTaBisaTh U3 ce0sl 3TOT MPOEKT, €CIIU OH BCE-TaKu
peanuzyercs? Hanpumep, ciymiareny Baliux CEMHUHAPOB JEMOHCTPUPYIOT 3HAHUSI 110 MPEAMETY, IPUMEHEHHbIE Ha
IIPaKTUKe. Y IeNbHBIA BEC KOMIIAHMM B 000POTE PhIHKA BBIPOC Ha 2 IPOLIEHTa B CEBEPO-BOCTOUHOM PETHUOHE 3a
nociIeHUH (UCKaIbHBINA ToA. Bama 104b moHsu1a Baly TpeOOBaHKS U BBHITIOIHAIA UX HAa IPOTSKEHUH I1EPBOTO
cemMecTpa yueObl B KOJUIEIKE.

Biaacrbs KOHIEHTpaUMHU

Hauunast ¢ 1960 ro1oB ThICSYM KHUT YBEPSAIM B BaXKHOCTH PEABAPUTENBHOTO IPEACTaBIEHHUS PE3yJIbTaTa U
KoHIeHTpauy. KoHlleHTpanys Ha pe3yabTaTe Jaxke cTajla KIF0UEBbIM 3JIEMEHTOM B TPEHUPOBKAX CIIOPTCMEHOB-
OJIMMITUHIIIEB, aTJIEThl MPEACTABISLIN ceOe MO3UTUBHBIN pe3yIbTaT Ul TOTO, YTOOBI 00eceYnTs cede
ONTUMHUCTUYHBIA HACTPOH MPU BBHICTYIUIEHUH Ha COPEBHOBAHUSAX.

Kak Mbl 3HaeM, KOHIIEHTpaLysl BIUSIET Ha TO, YTO Mbl YyBCTBYEM U KaK MbI JeicTByeM. DTO TaKke BEPHO AJIs UIPhI B
rosb(, KaKk 1 JJIs COBELaHUs IIepcoHaja WK sl Cepbe3HOr0 pa3roBopa ¢ cynpyrom. S xe xouy NpoaBUHYTh
JTUHAMUYECKYI0 MOJIENb KOHLIEHTPALK, KOTOPYIO MOXHO UCIIOIb30BaTh Ha IIPAKTUKE U B OCOOCHHOCTH
MIPUMEHHUTENFHO K paboTe HaJl MPOEKTaMH.

Boobpaoicenue sasicnee 3nanuil.

Anvbepm Dtinumerin.

Korna BBl KOHIIEHTpUpYETECh Ha YeM-TO — Ha IPHOIMDKAIONIEMCST OTIYCKe, Ha IPECTOSIIEH BCTpede, Ha IPOAYKTE,
KOTOPBIH BbI IPOJBUIAa€TE Ha PHIHOK — 3Ta KOHLEHTPALUS IOCTOSIHHO MOPOXKIAET U1 U I1A0JIOHBI MBIILUIEHUS, 10

KOTOPHBIX BBI OBl HE IOILIH HHBIM criocoboM. /laske Bama (GMU3HOJIOTHS pearnpyer Ha BooOpakaeMblil 00pa3, Kak Ha

pEaNbHBIN.

Cemuamas cucmema axmugayuu. B Beimycke xypnana «Hayunas Amepukay (Scientific American) 3a mait 1957 rona
ObUIa CTAaThsl 00 OTKPBITUH CETYATOH KOHCTPYKIMU Ha 6a3e Mo3ra. CeryaTasi KOHCTPYKIHS 9TO, TIIaBHBIM 00pa3oM,
MyTh K Ballell 0CO3HAHHOH OCBEIOMIEHHOCTH, 3TO KHOIIKA, KOTOPasi BKIIIOYAET Ballle BOCIIPHATHE HICH
uH(opMaImu, To, 9TO MOMOTAET BaM yCHYTb, JaJke KOT/Ia BKJIIOYEHA MY3BIKa, HO 3aCTaBISIET BAC MMPOCHYTHCS, €CIIH B
coceqHel KOMHATE BCXJIMITBIBACT PEOCHOK.

Kak u onepannonHas cucteMa KOMIBIOTEpa, Balll MO3T HajlesieH (pyHKIHMEeH MorcKa U KyAa ropasao oonee
coBepreHHOW. KaxeTcs, OyaTo oHa 3amporpaMMHpOBaHa Ha TO, Ha Ye€M MBI CKOHIICHTPHUPOBAHEL. JTO IOJIOKEHHE, Ha



CUET KOTOPOro MHOTHE JIFOAU OTHOCAT MapaaurM, KOTOPbIE€ Mbl YCTaHaBJIMBAEM. MEI 3aMedaeM TOJIBKO TO, 4YTO
YAOBJICTBOPSCT Hamen BHYTpeHHeI\/'I CUCTEME BOCIIPpUATUA, TO, YTO Mbl XOTHM 3aMCTUTD. Ecnu Bl OKYJIUCT, BbI
3aMCTHUTEC BCCX JIIOI[CFI B KOMHATE€ B O4YKax, €CJIU Bbl apXUTEKTOP, Bbl 3aMETHUTE U3BAHBI U HaO60pOT mpeuMynieCcTBa
KOMHaThl. Eciiu BbI npAaMo ceifgyac CKOHICHTPHUPYETECh HAa KPACHOM U OINITHETC KOMHATY Ha MPEAMET KPaCHbIX
Bemeﬁ, TO 3aMCTHUTC Ja>X€ CaMbIC MAJICHbKHEC U3 HUX.

Ha o0wsicHenmst, kKak paboTaeT 3TOT PUIBTP — KaK U3 MOJCO3HATEIBHOTO MBI U3BJIEKAEM OCO3HAHHYIO HH(POPMAIIHIO —
YHIET HECKOIBKO MONHBIX CEMUHAPOB. J{0CTaTOYHO MPOCTO CKa3aTh, YTO KOT/IA BBl CO3AETE YETKYIO KAPTHHKY B
BalIeM BOOOPaKEHUH U KOHIEHTPUPYETECh Ha HEld, B BallleM MO3TY IIPOUCXOJIAT YyJECHBIC BEIIH.

Baw aemomamuyeckuti co3uoamenvuslii MEXAHU3M SGIAeMCs YeIeHaANnPAIeHHbIM. MO 3HAYUMN, YMO OH onepupyem
NOHAMUSAMU YeNeBbIX YCI0GUU U KOHEUHbIX pe3yibmamos. Kaxk monvko vl nocmasume onpeoeyieniyio yeib, bl
Modwceme 008epUmMbCsl e€ nymesoOHOU cucmeme, KOMOpAst U Npueedem 8ac K OOCTHUNCEHUIO MO Yelu 20pa300
JIyyue «8acy, eciu Obl 8bl NLIMAIUCL COENIAMb MO Jce Camoe, UCTOb3YsL OCO3ZHARHYIO MblClb. Bl Oymaeme, umo smo
861 OBUNCEMECH K YellU, HO HA CAMOM 0efle 3d 8ac Mo 0elaem 8aul A8MoMamu4ecKutl CO3UOamenbHulli MexaHusMm.

Maxcsenn Moamec.

HpOﬂCHeHI/Ie JKeJIaeMbIX pe3yJbTaTOB

Ectb npocToli, HO HaIeXKHBII NPUHIIUI, KOTOPBI BEITEKAeT U3 MOHUMaHHS Pa0OTHI Ballero GUIIBTPA: 8bl He notimeme,
Kax umo-mbo coenams, noka ne npedcmasume cesi, 8bINOTHIIOUWUM SMO 3d0aHUe.

[Mpomie npencTaBUTh, KaK YTO-TO IPOUCXOAUT, €CIH 3TO YKe IPOUCXOIUIIO paHee MK BBl YK MOI0OHOHN emn
nocturany. OfHAKO HE TaK YK MPOCTO — IPEACTaBUTh ceOe pe3yIbTaTUBHEIA 00pas3, eclu 3a1a4a NPOUCXOAHT K3
HOBOM Jy1s Bac 001acT pabOTHI — €K BbI HE BPaILlAJIUCh B ATOH cdepe AesITeNbHOCTH, He TPOOOBaIA CBOM CHIIBI HA
5TOM MOTIPHILIE, €CIIH Y BaC MaJio OIbITa B TAKOTO POJIa Jenax.

Yacmenbko Ha0o CHAYANA SbINOJIHUMb YIMO-NO 6 yme, npewcde uem 6pambc;1 30 MO HA CamMom oere.

MHorHe U3 HaC yIEPKHUBAKOTCS OT TOTO, YTOO MPECTaBUTh KOHEUHBIH PE3yNIbTaT A0 Te€X MOp, IOKa KTO-HUOYAb He
YKaXKeT HaM, KaK e2o docmuyb. K cokaleHbI0, M3BACHSICH B TEPMUHAX TOTO, KaK HAIl pa3yM TeHEPUPYET H
pacro3HaeT peleHns: ¥ MEeTOAa, 3To ar Ha3aa. OJUH U3 CaMbIX LIEHHBIX HABBIKOB B MUPE HHTEJUIEKTYaJIbHOTO TPYAa
U OJINH U3 TeX, YTO ACHCTBUTEIFHO CTOUT PAa3BUBATH U OTTAUMBATH, 3TO YMEHUE MPOSICHATD JKeNIaeMBIe PE3yJIbTATHI.
OpHaKo, 3TO HE TaK OYEBUIHO, KAK MOYKET IOKa3aThesl. Ha BceX ypoBHIX 3aa4y HaM HAJI0 YETKO YCTAaHOBHTH, YTO
MBI ITBITAEMCSI BBITIOJHUTD, U TIEPEHANPABUTE PECYPCHI Ha BBITOIHCHUE MMEHHO 9TOTO 33/IaHHS CO BCEH BOZMOXHO

3¢ HEKTHBHOCTEIO.

Kak Oyzer BBITTISIETH IPOEKT, KOrAa oH Oyner BoimosiHeH? Kakoro pacrosiosxeHust KIMEeHTa Bbl XOTHTE JOOUTHCS ?
Kakue MbIcIM 1 4yBCTBa BBl CTApaeTECh €My BHYIIUTD 3TOH npe3eHTauuei? Kak Bbl IpoJBUHETECH 110 KapbepHOH
JIECTHMLIE 32 TpU Hocneayromux roga? Kak 1omkeH uaeanbHbli ((MHAHCOBBIM JUPEKTOP BBIIOIHATH CBOO paboTy?
Kax Oyzmer BBITIISIAETH Balll caiT, M Kakue OyIeT TaBaTh BO3MOKHOCTH, IIOCIIE TOTO, Kak paboTa HaJ HUM OyneT
3aKOHYeHa?

A 6cecoa xomena 6vime kem-mo. Mue Haoo KOHKpemu3upoeams C60U IHCENAHUAL.

Jlunu

Pesynbrat/Busenne MoryT BapbUpoBaThcs OT IPOCTOMN MOCTAaHOBKU IIPOEKTA KaK HapuMep, «3aBepIInTh YCTaHOBKY
CHCTEM Ha KOMIIBIOTEPHI» A0 CI0KHOCOUMHEHHOTO CLIEHapusl, IPEJCTaBIIAIOLIero o0pa3 pe3yapTaTa B MelbYalux
ogpoOHOCTSAX. BOT Tpu OCHOBHBIX 11ara Juis pa3BUTHUs BUJECHUA:



1. [TocMoTpUTE Ha MPOEKT KaK OBl B I€Hb €r0 3aBEePILCHNUS

2. IlpencraBpre «CHorcumbaTensHbli yerex»! (IIpeqnonoxure «/la, Ho...»)

3. 3armoMHHTE YCPThI, aCIICKThI, KA4€CTBA, KOTOPBLIC BbI IIPEACTAaBUIIN.

Korna s 3acTaBnsio qr04eil CKOHLIEHTPUPOBATHCS HA YCIEIMIHOM CHEHAPUH UX IPOEKTa, OHU KaK MPaBUJIO OUEHb
OXKUBIISIFOTCS, Y HUX MPUOABJISIOTCS DHTY3UA3Ma U B TOJIOBY NPUXOJISAT HEOObIUHBIC, HEOXKUJAHHBIEC U MHTEPECHBIC
ujen, KOTOpBIE 10 3TOT0 HE MPUXOAUIN BOOOIIE. «ITO OBUIO OBI CyIep, €CiH. ..» — BOBCE HE TI0XO0H crocod HavyaTh
00/TyMbIBaTh CUTYAITHUIO.

Mos3srosoii mirypm

Camvtil 1yuuuii cnoco6 noxyyums XopouLyio U0er — Mo NOLYUUMb MHONCECTHEO UOElL.

Jlunyc Ilaynune.

Kak Tonbko BbI ONpeenuInch ¢ TEM, YTO XOTHUTE MOJIYYUTh U 3a4eM, 3HAUUT 110Pa 3aIlycKaTh MEXaHN3M «Kkak». Kak
TOJIBKO Y Bac B MO3TY MOSBHJIACH KAPTHHKA JKEJIAEMOTO pe3yibTara, BBl TYT jK€ HAaUMHACTE 3allOTHATH MPOOEIIBI
MEXIy 5TOW KapTHHKOW U TEMepenTHel CUTyarue. 3To U Ha3bIBaeTCsS MO3TOBOW HITYpPM.

Baw pasym xodem 3anojiHumbs l’lp06€.7lbl Mewcdy «ceuyacy u «nomomy»? Xouem, HO KAKUM-TO XAOMUYHBIM cnocobom.

Wnen cplmaTcsi B HECKOJBKO XAaOTUYHOM TOPAIKE: MEJIKHe, OOJbINe, yaadHble U He O4eHb-T0. Kak mpaBuiio, 1is
OOJIBIIMHCTBA JIIOJEH 3TO BHYTPEHHUH IIpoliecc, U 3Toro aocratouyHo. Hampumep, Bl AymaeTe, 4To cKa3aThb
HadaIbHUKY, TI0KA HIETE TI0 KOPUIOPY K ero kabuHety. Ho 3anuchiBast uieu ik oTMedasi iX KaKHM-TO HHBIM
croco0oM, BBl OTKpBIBaeTe OECUHUCIICHHBIE BOBMOXXHOCTH POIYKTUBHOMY O01yMBIBAaHHIO.

Coop uneii

3a mociieiHAe HACKOJBKO ACCATHICTUH MOSIBUIIOCH MHOTO IpaueCKH-OPHEHTHPOBAHHBIX CHCTEM Il MO3TOBOTO
mrypMa. ITO TaKHe BEIU KaK KapThl mamsaTu (mind-mapping), KiacTepu3anusi, MOIEINPOBAaHNE, CETH U CKEJeT
pBIOBI. HecMOTpst Ha TO, YTO aBTOPHI 3THX TEXHUK NO3UIHMOHUPYIOT UX KaK Pa3InYHbIC, I HAC, KOHEYHBIX
MOJIb30BAaTENEH, OHU BCE IPUMEPHO OJMHAKOBBI, — [MIABHOHM MX LENBIO SBJIAETCA 3a()MKCUPOBAThH BCE, aOCOIIOTHO BCE
UJIeH, ¥ IOTOM yX B3AThCS X PacHpeNelsiTh U PelaTh HOMIyT OHU B JIeI0 WM HeT. ECITi BBl He UCIIONB3yeTe NHEIC
BO3MOKHOCTH THX CHCTEM (2 X MOXKET OBITh MIJUIHOH), TOT/Ia OHH JIAIOT BaM, 110 KpaltHeH Mepe, OCHOBHYIO
BO3MOKHOCTE — COOMPATH B Ky4y MPHUXOISIINE CaMH cO00I WIeH IS TOr0, YTOOBI TOTOM HE OBUTO HEOOXOIMMOCTH
YCaXHUBATHCSI CHOBA IIPUAYMBIBATH UACHY.

Camas nommyJsipHasi U3 9TUX TEXHHUK — 3TO KapThl IaMsTH, HA3BaHUE KOTOPOH Al aHIJIMHCKHIA UcCIeq0BaTeNb paboThl
Mmo3ra Tonu brrozen (Tony Buzan). OTta TexHuKa 03BOJIsIET BU3yalIn3UpoBaTh IPOLIECC MO3roBOro mrypmMa. B kaprax
[aMsITU OCHOBHasI Ujes NpeACTaBlIeHa B LIEHTPE, BHITEKAIOIINE €U PACIIONI0KEHbI Ha OTBETBIICHUSX OT HEE.
Hanpumep, ecnu 4 3atesn nepeess; opuca, 1 JODKEH NOJyMaTh O IEpEBO3Ke KOMIIBIOTEPOB, HOBBIX BUSUTHBIX
KapTOuYKax, HOBOW MeOeln, YTO-TO C/AeIATh ¢ Tele(OoHaMu, 3aakoBKa, PAaCakoBKa U T. 1. DTO JOJKHO BBITJISIETD
IIPUMEPHO TaK:

Bb1 MokeTe genarh Takue KapThbl IAMATH C ITIOMOIIBIO KEJIThIX KJIEeHKHX JINCTKOB, KOTOPBIC MOKHO ITPUKPEIUIATH K
Oemnoi JOCKEC, HJIN UCITI0JIb30BAaTh AJIA 3TOI'O CHeHI/IaJ'II/ISI/IPOBaHHHﬁ CO(bT.



Pacnpeuenem{oe BOCIIpUATHE

BaxxHoe mpenMyIecTBO BU3yalu3alii MO3rOBOI0 LITypMa — 3TO TO, YTO B JOOABJIEHUE K 3aXBaTy BallMX
OpUTMHAJIBHBIX HJIEH, OHA TOMOIaeT eHePUPOBATh MHOXKECTBO HOBBIX, KOTOPbIE, BO3MOKHO, U HE IIPUIILIM OBl BaM B
TOJIOBY, €CJIM OBl BBl HE HCIIOJIB30BAIM 3TOT MEXaHU3M, KOTOPBIN IEPKHUT BCE BAIllM HISH Nepes Iiaa3aMu. DTO KaKk
eciu Obl Ball MO3T ckasail: «[ s, st Mor'y IpelocTaBUTh Te0e CTOJIBKO MJIeH, CKOJIBKO Bbl B COCTOSIHUHU 3()(heKTUBHO
peanuzoBaTh. Eciu ke Tbl He Oyaelb cOOMpaTh MX KaKUM-HHOYIb HaZCKHBIM CIIOCOOOM, s TeOe CTOJILKO MHOTO U HE
BbliaM. Ho eciu oHu Tebe qelicTBUTENBHO HYXKHBI U ThI Cpa3y ¢ HUIMH YTO-TO CJIeNaelllb, yCTh JaXke POCTO
3aIMIleIb, TO BOT, Ha TeOe emé! A ¥ BOT emié: 3Ta HAIIOMHIIA MHE el KOe-0-4eM U eI KOe-0-4eM U T. [I.»

Huumo ne moocem dvims maxum ONAcCHbIM, KaK u()eﬂ, HO MOJIbKO 6 mMOM caydae, eciu oHa 'y eac eOUHCINBEHHAS.

Omunou Kapmoe

[Icuxonoru cramu Ha3bIBATh ATOT M CXOXKHE MPOIECCH «PACTIPEACTICHHOE BOCIIPUATHEY». JTO MPOLIECC U3BJICUCHUS
MBICJIE U3 Balllell TOJIOBHI U IIPEICTaBlIeHHE UX B (hopMmare, KOTOPBI MOYKHO MOTOM ITPOCMOTpeTh. Ho Moii
MPETOoIaBaTeNb aHTJIUICKOro B CTapIIeH HIKOJIE HE JOKEeH ObLUT 3HATH 00 3TOW TEOPUH, YTOOBI 1aTh MHE KITIOY — OH
roBopwi: «JI3BH/I, ThI MONCIIH B KOJUIC/PK U TeOE TaM MPUAETCS MHOTO ITUCATh. 3aMUChIBAll BCE CBOU 3aMETKH U
nuTarel Ha Kaproukax 3x5. Toraa, korna tebe mpuaeTcs OpraHu30BbIBATh MPOIIecC 00YMBIBaHMUS, IPOCTO Pa3IOKU
VX Ha TOJIy, IIOCMOTPH, KaKasl MoIydniIachk CTpyKTypa U TOCMOTPH, 4ero Tede He xBaTaeT». Mucrep DAMyHACOH
HAy4YWJI MEHSI OCHOBHOM COCTaBIISIIOIIEH €CTECTBEHHOTO TUNIAHUPOBaHMS !

Tonvko mom, Kmo iecko onepupyem ce6ouMu UOesIMU — UX NOOTUHHBLIL XO3SUH. A MOm Kmo AGIAemcst XO35UHOM CE0UX
udeﬁ, He cmoakcem nonacnib K HUM 6 NJIeH.

Jlun Amane

HemHorue 1011 MOTYT KOHLIEHTPUPOBATLCS HA OHOM TeMe 0oJiee IBYX MUHYT 0€3 KakoH-I1M00 BCIIOMOTraTelbHON
CTPYKTYpBbl, MHCTPYMEHTA WX BOJIIIEOHON KHONKHU. Bo3pmute 1106011 KpyIHBIH NPOEKT, HaJl KOTOPBIM BBl ceifuac
pabotaere, U ocTapaiiTech He JyMaTb HU 0 yeM Oosee B TeueHre 60 cekyHa. DTO JOBOJIBHO TPYIHO, €CIIU BbI HE
BOOPY>KEHBI pyUKOi U OyMaroil u He UCIIOJIb3yeTe T€ «KKOTHUTUBHBIE apTe(daKThh» KaK SKOps A1 Bamux uaei. Torna
BbI CMOXeTe paboTaTh HaJl MPOEKTOM YaCaMH.

Bot nouemy mpoaykTHBHOE 00AyMBIBAaHHE MOXKET CIIYYHUTHCS, KOTAa BbI padoTaeTe HaJl JOKYMEHTOM IO MPOEKTY Ha
KOMIIBIOTEPE, COCTaBIIAETE KapTy NaMsITH Ha cal(eTKe B PeCTOpaHe WK NPOCTO MPOBOAUTE COBELIAHUE 110 IPOCKTY B
KOMHaTe, IIe €CTb HHCTPYMEHTHI AJ1s1 cOOpa KOHTEKCTa (HapuMep, JOCKa ¢ MapKepaMH).

Ki1roueBble No3MIUM MO3r0BOI0 ITYypMa

[ TOoro 4yT0661 06JErYUTH MO3TOBOM IITYPM U MOXHO MCIIOJIb30BaTh MHOXKECTBO HHCTPYMEHTOB. OJIHAKO OCHOBHBIE
MIPUHIIMITEI COOPAHBI HUXKE:

§ He cynure, HEe nmpuaupaiiTech, HE OIIEHUBANTE U HE KPUTHKYUTE

§ PaboTaiiTe Ha KOIMYECTBOM, a HE HAJl KAYECTBOM

§ OcTaBbTE aHAIN3 M OpPraHU3aHUIO KaK (POHOBYIO 32129y

He cyoume, ne npuoupatimecsw, ne oyenugaiime u He kpumuxytme. Bo BpeMst MO3roBOro mTypMa MOXKHO 3apOCTO
BBISIBUTh YPOJCKOE JIUIIO MOJIEIU HEeCTECTBEHHOTO IIAHUPOBAHMUS, KOT/Ia JIIOAM HAYMHAIOT KPUTHKOBATh UJICU U
JIeNaTh NpexkIeBPEMEHHbIC HEOOOCHOBAHHbBIC BBIBOIbI. JaXe €Clii BBl XOTh UyTh-4yTh 33JlyMaeTeCh HAJ| TEM, UTO
TOBOPHUT KPUTHK, Balll SMOIIUOHAIIBHBIH MPOIIECC pa3siauTcs, OKa BEIOYeTe MOAOKPATh MOAXOISIIUE CIOBA.



I'panuna Mexxay Tem, 4TOOBI yAepKaTh MO3TOBOM IITYpM B HalpaBJICHUH 1€ U 3aIyIIUTh TBOPUECKHIA TPOLIECC
O4YEHB NPU3pavHa.

OdeHp Ba)KHO O3UIIMOHUPOBATh MO3TOBOH IITYPM, KaK CTEP>KEHb MPoIiecca MNIaHUPOBAHMSI, TOTOMY YTO €CJIH BaM
MOKAXETCS, YTO BBl IIPOBOJUTE €0 MPOCTO PaId TOrO, YTOOBI MPOBECTH, OH OYAET COBEPILICHHO HE K MecTy. 1
HaIpOTHB, €CJIA BBl TIOHIMAETE ero Kak He0OXOIMMBIN MpOoIlece Nepe] MPUHATHEM OKOHYATETFHOTO PEIICHHS, BB
cMOXKeTe ¢ OoJblIel YBEpEHHOCTBIO OTAATH TOJHKHOE ATOH (hase MIaHupOBaHUS.

Xopowutil cnocob nposchume, Ymo OOIHCHO NPEOCMABIsMb U3 CeDsl 0el0 — MO GbIACHUMDb, YeM OHO OblMb He
O0IIHCHO.

Bosce He 3HAYUT, YTO BbI JOJDKHBI OTKIIOYUTH Balll€ KPUTUYCCKOEC MBIIIIJICHUE — ITPOCTO Ha 3TOM CTaauu Uurpa JOJIKHa
ObITh YecTHOM. HemanoBaxkHo TIOHATH, KaKOI'0 poaa UACHU U MBICIIU BaM IIPUXOJAT, U IPUIIACTHU UX, YTOOBI TOTOM
MIPUMEHUTD C moJip30M. I'maBHOM LEJIbIO JOJIPKHO CTAaTh pa3BUTHE N paCIMPECHUEC, @ HC OrpaHUYCHUC.

Pabomaiime nao xonuuecmeom, a ne nao kavecmeom. PaboTa Hag KOIMIECTBOM 3aCTABIISIET BAC MBICIHTS LIHPE.
YacTeHbKO BBl M HE [TOJI03pEBACTE, XOPOIlia Ues WK HEeT, oKa He 00aymaere e€. 11 mHOTIa BBl OCO3HAETE BCIO
LEHHOCTh HJEH WK Ha000pOoT, e€ 0e31apHOCTh, HECKOJIBKO Mo3Ke. Bbl HaBepHsKa 3HAaETe, YTO HIOMIUHT B OTPOMHOM
TOPrOBOM LIEHTpE YA00€H IOTOMY, YTO TaM BbIOOp OoJIbIle. DTO OTHOCUTCS U K 00 {yMBIBaHUIO NTpoeKTa. Yem
MOIIIHEee HISHHBII MOTOK, ¢ KOTOPBIM BBl paboTaeTe, TeM 0oJiee MacIITaOHbIH TTOJUTOH [UIS MOCIEAYIONMX BEIOOPOB
peLIeHUH BBl CMOKETE CO3aTh.

Ocmagvme ananus u op2anuzayuio 6 kauecmse hoHoswix 3a0ay. AHanIN3, OIEHKA U OPraHU3AIMS BAIlIUX MBICICH
JIOJDKHBI IPOXOJMTH B TAKOM jke CBOOOAHOM (hopMe, KaK 1 TBOpUECKOe MblluieHre. Ho Ha cTagny MO3roBoro mrypma
KPUTHYHOCTH HE JOJDKHA BRIXOANTH Ha NepeqHuil uaH. K coCcTaBICHHIO CIIHCKA TOXKE MOKHO ITOJJOHTH TBOPUYECKH,
TaK K€ KaK M K YOeKICHHIO JTI0Jel BCTYIHTH B Bally pa0odylo KOMaHAy, KaK U K COCTAaBICHHIO MOJIb30BATEIBCKUX
TpeOOBaHUI K IPOrpaMMHOMY 00ECIIEIEHHIO MIH K KOMIIOHEHTaM Om3Hec-iana. [Ipocto npoxomkaiite Habuparts u
HaKaIUTMBATh HIEH 110 TeX 0P, ITOKa HeOOXOJMMOCTh ITPOIIOIIKH HICi» U HX OPTaHU3aIMU HE CTaHeT OYEBUIHON —
9TO U OyZET Ha4aIo Cleayrome Gassl.

Opranuzanus

Ecnu BbI Ipozienany 0OCHOBATENbHYIO paboTy 110 IPOUYHUCTKE MO3TOB OT HEH, HaXJIbIHYBIIUX BO BPEMs MO3TOBOTO
LITYpMa, BBl 3aMETHUTE, YTO MPUIIJIO BPEMsI €CTECTBEHHOM opranuszaiuu. Kak rosopui Mol npenojaBateib
aHIIMICKOI0, KaK TOJIBKO BbI IIEpEHECEeTe BCE Ballll MJIEU U3 TOJIOBBI Ha OyMary U B3IJIIHETE Ha HUX, TO CTPYKTYpHbIE
CBSI3U MEXIly HUMH HaMeTATCA caMu co00iil. ['0BOPS 0 «IIPOEKTHOM IIAHUPOBAHUNY OOJIBIIWHCTBO JIFOICH CCHIIAOTCS
MMEHHO Ha 3TO CBOMICTBO.

Cranus opraHu3aliy HaYMHAETCA, KOT/Ia Bbl HAYMHAETE UACHTU()UIMPOBATH COCTABIIAIONINE M MTOIKOMIIOHEHTHI,
COTJIACOBAHMA M COOBITUS H/WJIM PUOPHUTETHI. UTO e JOIKHO OBITh MPOU30UTH, YTOOBI PEATM30BaJICSI KOHEYHBIH
pesynerat? KakoBa mocinenoBaTeIbHOCT COOBITHI? UTO BaskHEE BCETO IS TOCTIKEHHS 11en?

Ha sT0ii cranun Bam oHano0sATCA pa3Hble HHCTPYMEHTHI IUIAHUPOBAHMSA, HAYMHAS OT KapaHaila, KOTOPBIM MOXKHO
4yepKaTh Ha 000POTHOH CTOPOHE KOHBEPTA, A0 CIENUaIu3UPOBAaHHOTO coTa, Takoro kak Microsoft Project. Eciu
MIPOEKT TpeOyeT OCHOBATEILHOTO KOHTPOJIS, BaM MOTPeOyeTcs Kakas-TO HepapXudecKasi CTpyKTypa ¢ KOMIOHEHTaMH
Y TIOAKOMIIOHEHTaMH 1/WJIK cBOeoOpa3Has Tabinuia, 0ToOpakaromiasi IpOeKT, paCUCaHHBIN 110 BPEMEHH, C
3aBUCUMBIMH 1 HE3aBUCUMBIMH YaCTSIMHA M OTMETKAMH OTHOCHUTEIBEHO BCETO MPOEKTA.

«Ilnan npoexkmay onpe()efz}zem MajlenbKue pe3yjibmamal, Komopvle nomom mocym Ov1me CNJaHUpO6aHbl
ecmecmeeHHbIM 06])6130]1/1.



TBoOpUecKoe MBIIUICHHE Ha 3TOM HE 3aKaHYUBAETCsI, IPOCTO OHO MpHOOpeTaeT nHyto Gopmy. Kak Tonpko BbI
pa300pajiuch ¢ OCHOBHOM CTPYKTYPOH, Ballle CO3HaHUE CTAHET IbITaThCs «3alloIHUTG ITpobensy. Hanpumep, koraa
BbI OTIPENENIMIN TP KITFOUEBBIX IMO3UIIMHU POEKTA, BHITUCAIHN UX HA JMCTOK U B3TJISTHYJIM CBEKHM B3IJISZIOM, BaM B
TOJIOBY MOXKET IIPUITH U YeTBEpTas, U MATasl.

OcHOBBI OpraHu3zanuu

Bor kitoueBbie maru:

§ OmnpenenuTe BaXHbIC YaCTH

§ OTcopTupyiiTe Mo OAHOMY Wiu Ooee

§ Kommonenry

§ CorracoBaHHUIO

§ [Ipuopurety

§ IIpoperanu3upyiire ¢ 3a1aHHON TOYHOCTHIO

51 HuKOT/Ia HE BUEN JBYX OJWHAKOBBIX MPOEKTOB, 0 KOTOPBIM Obl TpeOoBaIach OJMHAKOBAS CTETICHD ATAIN3ANH U
KOHKpETHU3alUU CTPYKTYPBI C LIETbI0 YCIEIIHOT0 NMpoABMKEeHN. Ho mouTH Ko BceM MPOeKTaM MOKHO HalTh
TBOpUYECKUH MOAX0] 10 KaHBe «UTo y Hac Mo riany?».

Caenyomue KOHKpeTHbIe AeiicTBUSA

duHanbpHas cTagus MIAHUPOBAHUS — 3TO PACHPEAEICHUE U NIepepacipeiesieHie pecypcoB, HEOOXOAUMBIX, YTOOBI
poekT crapToBaj. Camplil I1aBHBIN BoIpoc Ha 3ToM ctagun: «KakoBo cienyroiiee KOHKPETHOE AEHCTBHE?

Kak MBI oT™MeTUIN B npem)mymeﬁ TJ1aB€, 3TOT TUII APTYMEHTUPOBAHHOI'O MBIIIJICHUS, BKYIIC C IIPOSICHEHUEM
JKEJIaeMOT'0 pE3yJibTaTa, COCTABJIACT CYIITHOCTh MHTCJUICKTYAJIBHOT'O TpyAa. Moii onpIT IIOKa3bIBacT, YTO COCTABJICHUC
CIIMCKA TOr0, YTO pCAJIbHO MMPEACTABJIAIOT U3 ceOs Bam IMPOCKTBI U AKKYPAaTHOEC PACITUCBIBAHUC CIICAYIOIINX
KOHKPCTHBIX IIAroB — 3TO 90 % TOT'O, UTO OOBIYHO HA3BIBAIOT IJIAaHUPOBAHUECM IIPOCKTA.

DTOT MOAXO0/]| KIIOJUTOHHOTO YPOBHSI» 3aCTABUT BAC OBITh «4€CTHBIMY ¢ co00ii: Bbl cephe3Ho atoro xorure? Kto 3a
3TO OTBeTCTBeHEH? BbI mocTaTouHO X0pomo Bce 00aymanu? B kakoii-To MOMEHT pelIeHHe O CIeNyIoIeM
KOHKPETHOM JIeHCTBUM TOJLKHO ObITH IpHHATO.2! OTBET Ha BOmpOC, YTO MMEHHO BHI C/IETAeTe HAa YPOBHE
(m3nyecKoro AEUCTBYS, €CITH BaM OOJIbIIIe HEYETO JIeTaTh — 3TO JJAKMYyCOBasi OyMakKa, TIOKa3bIBaIOIIas CTEIIEHb
3pENIOCTH BalllMX PEUICHUH MO MPOoeKTy. Eciu BBI elI€ He TOTOBBI OTBETUTH HA 3TOT BOIPOC, BaM CTOUT BEPHYTHCS Ha
OJ/IVH U3 HaYaIbHBIX ATANOB €CTECTBEHHOTO TUIAHUPOBAHUSL.

OCHOBBI
§ OnpenenuTech Co CASIYIONIMM KOHKPETHBIM JICHCTBHEM, MO BCEX INBHIKYIIUMCS YacTsIM MPOCKTA

§ OnpenenuTech CO CISAYIONIMM KOHKPETHBIM JISHCTBHEM MPOIIECCa TUIAHUPOBAHUS, €CIIH 3TO HEOOXO0UMO



Axmusuzayus «/Jeudicywyuxcs uacmeii». M0OXHO cKa3aTbh, YTO IMPOEKT pacIJIAaHUPOBAH KakK CIEAYET, €CIIH OTNpPeAETICHbI
Clleyronye KOHKPETHRIE ASHCTBHUS IO BCeM (PpOHTaM, II0 KOTOPHIM BOOOIIIE MOYKHO YTO-TO CAENATh, HE TOKHIAICH
BBITIOJTHEHUS JPYTUX COCTABISIONIMX. ECIM MPOEKT COCTOUT U3 MHOKECTBA MOJIPOEKTOB, TO K KaXKAON €ro yacTu
cleAyeT NOJONTH € BOIPOCOM: «MOJKET JIM KTO-HUOY/b HauaTh YTO-HUOYAb A€NAaTh 110 3TOM YacTu NpsMo cedyac?»
Hanpumep, Bbl MOIJIM ObI HHCTPYKTUPOBATh BBICTYNAIOIIMX Ha KOH(QEPEHIUH, a Balll HOMOLIHUK B TO K€ BpeMs
MIOJBICKUBAJ AJIs 3TON KOH(EPEeHLIMH NOX0Ad1Iee IToMeLeHHe. B HEKOTOpBIX Cilyyasix NpsiMO ceifuac MOXKHO PELIUTh
TOJIBKO OJTHY 3a/1a4y, & BCE OCTAJIbHBIE COCTABIIAIOLINE IPOEKTa OyayT 3aBHCETh OT €€ pe3ynbTaToB. Torma KOHEUHO,
MOJKHO MPHUHATD PELIECHHE 10 MOBOLY TOJILKO OJJHOTO CJIEAYIOLIET0 KOHKPETHOIO AEUCTBUS, a y’K OHO-TO IMOATOJIKHET
1 OCTaJIbHbIE YACTH MPOEKTA.

Ymo ewé naanuposams? UT0 NenaTh, €CIIM Bbl UYyBCTBYETE, UTO IOCJIE TOT0, KaK Bbl 3aIUIAHUPOBAIIHU CJIELyIOIHe
KOHKpETHbIE JeWCTBUS, HaJl0 INIaHUPOBaTh YTo-To elé? Ilepexoaute K cnenyromeMy Iary — IjaHupOBaHHUE 3TO
TOXeE npoyecc. Kakoii crnenyromuii mar B aesne riaHupoanusi? HabpaceiBats emé naen. Hanucats Mapuu u Illony,
YTOOBI OHU TIOJYYHIIM HEOOXO0AUMBIE UM MaTepualibl. [lopydnuTh MIOMOLIHUKY YCTPOUTDH IUTAHEPKY ¢ KOMaH/IOM,
MIPOU3BOJISAIICH TAaHHBIM KOHKPETHBIN TPOTYKT.

I[HS[ YCTaHOBJICHUSA CTaOMIIBHOTO KOHTPOJIA B CITOKOMHOM 00CTAHOBKE OCHOBHBIM HABBIKOM SIBJISICTCS HaBBIK
MPOACHCHHS CJIICAYIOLICTO IO NPOCKTY KOHKPETHOTO ,I[CI\/'ICTBI/I)I.

Ecnu creoyrowee konkpemmoe oeticmeue nopyyeHo Komy-mo opy2omy ... Jlaxe eciu 3a ciaeLyromuii nar
OTBETCTBEHHBI HE BbI, BAM BCE PABHO CJIEAYET MPOSICHUTH, KTO ATUM 3aHUMAeTcs (MCcronb3oBanus «Crnncka
JIeJIETUPOBAaHHBIX Je/» N0 Ha3HadeHuto). Ecnu Bel paboTaere B KOMaH€e, TO K&KIOMY Y4aCTHUKY KOMaH/Ibl He
00s13aTeNbHO 3HATh, KTO 32 YTO OTBETCTBEHEH HA YPOBHE KOHKPETHBIX ILIArOB B KaXKI0W 4acTu npoekrta. Kak mpasuio,
JOCTaTOYHO OBIBAaCT HA3HAYUTH OTBETCTBEHHBIX 32 KAXKIYIO YacTh IIPOEKTA U IIPEAOCTABUTH UM BO3MOKHOCTh PEIIaTh,
KTO Yy HAX OyJeT UTO Jenars.

Taxoe B3anMoeiicTBHE CITIOCOOCTBYET OPraHU3ALMOHHOM NPo3payHOCTH. [10ABISAIOTCS pa3HOTIACHS U IETAJIH,
KOTOpBIE HE3AMETHEI JI0 TEX MOp, MTOKa KTO-HUOYh He HAUMHAET METaThCs B ITIOMCKAX PEabHBIX PECYPCOB JIJIs
BBITIOJTHEHUS 33/1a4 ¥ HE CTaBUT BCEX C HOT HA TOJIOBY. DTO MPOCTON MPAKTUIECKUN X0, KOTOPBIM 3HAUUTEIHHO
YCKOpSET paboTy, BHISIBIISET cllabble MeCTa U CTUMYJIHPYET.

Kak MHoOro Bam peajibHO NpHuaeTcsi IJIAHUPOBAThH?

Kak ganexo u rimy00Ko BaM pealbHO IPUACTCS MPOABUHYTHCS MO MOJEIH IUTAHUPOBAHUS U C KAKOW JeTanu3anneii?
OTBeT NpOCT: Tak AaJEKO, YTOObI BEIOPOCUTH MPOEKT U3 TOJIOBHI.

I'maBHOe, 4TO HE TAET BaM IOKOsI, TaK 3TO COHAHUE TOTO, YTO HE BCE CICAYIONINE ACHCTBIS OBUTH PacIUIaHHPOBAHEI
W/WIIH HEe BCe HAIOMUHAHUS OBUTH TIpocTaBiieHbl. K TOMy ke BBI, BOSMOKHO, HE pa3padoTaly AeTalu, NePCIeKTHBEL U
pEeLLeHUs TaK, 4YTOOBI BIIOCJIEACTBUY CBOEMY ILIAHY H0BEPATH. [l TOro, 4ToOb! OOJIBLIIMHCTBO MHOTOIIATOBBIX
MIPOEKTOB MepecTany ObITh HABA3YMBON Heel, HEOOXOIUM BCEro JIUIIb CITUCOK JKETaeMbIX PE3YJIbTaTOB U
CIEeIYIOINX KOHKPETHBIX JeiicTBUNA. Bam Hy)keH HOBBIH OnprkeBoit Makiep? Beero To M Hajo0, 4TO MO3BOHUTH APYTY,
CIIPOCUTh PEKOMEHJAIMU. XOTUTE YCTaHOBUTH foma npuHTep? I[Ipocmorpure B CeTn MOAETBHBIN Pl M LIEHBI. S
yTBepkKAato, uTo 80 % MpPOEKTOB eCTeCCTBEHHBI. Bbl OyneTe COCTaBIsATh MOTHYIO MOJIENb TNIAHUPOBAHUSA, HO BB
OyzeTe MpOAENbIBATh 3TO B yME — IOCTATOYHO MPOCTO BBISIBUTH CIEAYIOLIHE ASHCTBHUS U HAYaTh UX BBIMOIHSATD, TIOKA
pe3yiabTaT He OyaeT AOCTUTHYT.

Ecnu npoeknt mak u He ocmaseJjisiem 6ac 6 nokoe, mo HAOO niaHupoeanto eu;e

Emg 15 % npoexToB MOTyT OTPeOOBATE 10 KpaitHEH Mepe MO3TOBOI0 ITypMa — OBITH MOKET, COCTaBUTh KapTy
MaMsITH WM HabpocaTh HeCKoIbKO ¢i10B BWord’e. DToro OyaeT J0CTaTOYHO LISl TUIAHUPOBAHUSI TPOrPaMMBI BCTPEYH,
Balllero OTIIyCKa WIX IOATOTOBKH ITyOJIMYHOTO BBICTYIUICHUSL.



Ocrapmmecs 5 % MPOEKTOB MOTYT NOTPeOOBATh OCHOBATENILHOTO MPUMEHEHUs OJHOH min Ooitee a3z mogenu
€CTECTBEHHOI'0 IIJIaHUPOBaHUA. MoJiesib oOecrieyuBaeT NpaKTHYECKUE PELeNThI AJ1s PeIeHNs HepellaeMbIX 3a1a4 1
3¢ HEKTUBHOTO MPOJIBUKEHUS 110 TPOEKTY.

Bam u3BecTHO 0 HEOOXOIUMOCTH OOJIBIIICH ICHOCTH M YETKOCTH, 00JIee aKTUBHBIX JCHCTBUN MO KAXJIOMY U3 BalllUX
npoekToB? Eciu a, To UCMoNb30BaHUE STON MOJIEIN HEPEIKO MOXKET CTATh KIIFOYOM K 3((HEKTHBHOMY Pa3BUTHIO.

Emé 6oabme sicnoctu?

Ecnu BBl uyBCcTBYeTE HEOOXOAUMOCTB OOJIBIIEH ICHOCTH, HAYHUTE MBICIMTH HA HOBOM ypoBHE. YacTo moau ObIBaroT
OueHb 3aHATHI (Jeticmesue), HECMOTpPsI Ha Hepa30epuXy ¢ ONBITOM M HEOCTATOK YeTKOCTH HampasieHus. Torga Hazno
00paTUThCs K TIaHy WM )K€ CO3aTh ero (opeanusayus). Eciiu Ha ypoBHE TUIaHUPOBAHUS HEAOCTATOYHO SCHOCTH,
OUYEBHUIHO, HAJI0 BEPHYTHCA K ATAIy M03206020 wmypma v HabpaThk MoOO0IIbIIe HACH AJIs pa3padOTKH HAACKHOTO
1aHa. Eciu ske MO3roBoi IITYpM NMOTPsi3 B TYMAaHHBIX PAaCCYXAECHUSX, CIEAYET BEPHYTHCS K CTaANU

¢dbopmupoBanus obpasa pesynbrata. Eciu jenaeMblil pe3ynbTaT HesiCeH, BaM ClielyeT BHOBb IPOAHAIM3UPOBATh, YTO
BBI XOTUTE MOIYYHUTB OT 3TOTO NPOEKTA, TO €CTh OISITh BBIIBUTB €TO Yeau.

BboJabie aelicrBuii?

Ecnu BbI 4yBCTBYETE HEOCTATOK AEUCTBUH, TO BaM CJELyeT ABUTAThHCS MO MOEIHN IJIAHUPOBaHU Janblie. MoKHO ¢
9HTY3Ma3MOM ONPENENATh yeau MPOEKTa U IIPU TOM COBEPLIEHHO HE IIOHUMATh, YTO HY)KHO CHeNaTh Ui €ro
BBITIOJIHEHUS. Iy, HarmpuMep, Ha MOBECTKE JHS MOXKET OBITh 3a/1a4a «IOBBIILIEHHS Ka4eCTBa PadOTh», HO MPH 3TOM
II0JIHAs PACIUIBIBYATOCTD 8UOUMbIX pe3yabmamos. Hago nogymats o ceniuke BUIEHHUS pe3yJibTaTa, CIpOCUTE ceds
cHoBa: «Kak OyzeT BBITJISIETh Pe3ynbTaT?

Ecnu oTBeT Ha 3TOT BOMPOC rOTOB, HO /IO TaK M HE TPOHYJIOCh, TO CaMOE€ BpeMsl pa3o0paThcs ¢ HEKOTOPHIMU
YCTAaHOBKAMH «KaK» U JI€TaJIIMU BBIIOIHEHUS (8HO8b Nposecmu M0320601 wimypm). Y MEHS 4acTo ObIBAIOT KJIMEHTHI,
KOTOpBIE NOJYYMIIN Ha PYKH COBEPLIEHHO SICHBIN U YETKHUH MPOEKT, Takoi Kak «Co3/1aHue HOBOM CUCTEMBI IPOCMOTpa
BoicTyIuieHui» (Implement the new performance review system), HO KOTOpble HE MOI'YT CABUHYTBLCSI C MEPTBOM TOUKU
MOTOMY, YTO HE YIOCY>KWIHCH MOTPATUTH JBE MUHYTHI Ha TO, YTOOBI HAOPOCATh HECKOJIBKO UAEH 1O TIOBOLY TOTO, YTO
3TO MOKET 33 COOOM ITOBIIEYb.

Ecnu M03roBo# ITYpM NPUTOPMAKUBAETCS (a2 9aCTO MMEHHO TaK M MPOMCXOAMT U3-3a HEXKEIaHHs [IPOIYCKaTh
JypauKue UJer), BOSMOXKHO, €0 CTOUT BOOOIIIE 3aMOPO3UTh, YTOOBI OLIEHUTh MIPUHATHE PELICHHIA IO BAXKHBIM JIJIs
IIPOEKTa AeIerMpOBaHUAM, KOTOPbIE HAZl0 OCYIIECTBUTD (opeanusayus). DTO Kak pa3 TOT clydail, Korga
HedopMaibHas IJIaHEepKa, Ha KOTOPBIA ObUIO IPEAIOAKEHO MHOXKECTBO UAEH, OKaHYMBAETCS, a €€ YUaCTHUKU TaK U He
IIPUILIM K KaKoMy Obl TO HY ObUIO PELIEHHUIO 110 MOBOY CIIEIYIOLIMX KOHKPETHBIX e CTBHM.

Ecnu mnan yxe cymecTByeT, HO JeN0 elié He TPOHYJIOCH, TO KTO-TO JODKEH OIEHUTH KaXKIYI0 COCTaBISIONLYIO
npoekTa BorpocoM «KakoBo cienyromiee AeHCTBHE U KTO ero Oyzer aenats?» OnuH MeHepKep, KOTOPBIN ObLI
OTBETCTBEHEH Ha MPOTSHKEHUU MHOTHUX MECSIIEB 32 OPTaHU3aINI0 €XKEeTOJHOH KOH(PEPEHINH, CIIPOCHIT MEHS, KaK
TIPEIOTBPATUTh KPU3UC, B KOTOPHIH IToTaja ero padodasi KOMaHza repes A3JIalHOM B IIPOILIOM TOAY, KOTAa BCEM UM
TIPUXOJIMIIOCH 3aCIKUBATHCS B oprce nonosnHa. Korna oH coctaBuII cXxeMy KOMITOHEHTOB TIPOEKTA, 51 CIIPOCHIT
«Kakue KOMIIOHEHTBI MOXKHO OBbLIO ObI HAYATh BBIMOJIHATE MPsMO ceiuac?» [locie Toro, kak Mbl OTIPEACITHIIN C
TTOJITIOKUHBI TAKUX KOMITOHEHTOB, MBI TIPUHSUIN PEUICHHUS IO CIIEIYIOIUM KOHKPETHBIM JICUCTBUSM 110 KQXKIOMY U3
Hux. Jleno momwio.

B nocneanux nByX riaBax s pacckasall, KaK OCTaBaThCs CIIOKOMHBIM U COXPAHATH CTAOMIIBHBIN KOHTPOJIb,
IIPUKJIa/bIBAs 71l 3TOr0 MUHUMYM YCUIIMH, 110 IBYM OCHOBHBIM HalpaBJIEHUSM B pabOTe U B KU3HU: ACHCTBUSAM,
KOTOpBIE HaM MPUXOIUTCS MPEANPUHUMATE U ITPOEKTaM, KOTOPbIE 3TH JEHCTBUS MOPOKIAOT.

OCHOBBI BCE T€ ke — BbI IOJDKHBI COOpaTh «pa3sHOe», OPraHN30BaB PE3YJIbTAThI IO CXEME «CBEPXY BHU3Y, H
pacmopsiANTECA PE3yJIbTaTaMH MPH MOMOIIH OpTaHU3aIKK, 0030pa 1 JeHCTBHM.



Wcnomnp3yiiTe MoJIeNb €CTECTBEHHOTO MJIAHUPOBAHUS [T BCEX CUTYaIMi, KOTOpPBIE BaM HAJI0 pa3pyJIUTh — OHA
0€e3011M00YHO IIPUBEAET BAC K pe3yIbTaTy. DKCIUIyaTUPOBAHUE ITOH MATUCTYIIEHYATON MOJIENIU CeNaeT ABUKEHUE
0 MIPOEKTY MpoILe, OBICTPEe U MPOAYKTHBHEE.

OTa MoJeNb NOHATHA U [TPOCTa B UCIONb30BaHuM. EE€ MpuMeHeHne nNpuBOAXT K BhIJAIOIIMMCS pe3yibrataM. Bam He
HYXHBI KaK1e-TO 0COOEHHbIE HOBbIE HaBBIKH — BEJIb BbI )K€ YMEETE 3aIllChIBaTh BEIlH, IPOSICHATh PE3yJIbTaThl,
MIPUHHUMATh PEIICHUS O CIEAYIOIUX AEHCTBUAX, pacpeAessiTh 3a1a4M [0 KaTeropusM, IpoCMaTpuBaTh BCE 3TO U
JienaTh BbIOOp. [Ipsamo celiuac Bbl MOXKETE CKOHLIEHTPUPOBATHCS Ha )KEIaeMbIX YCIIEIIHBIX PE3YJIbTaTax, IPOBECTH
MO3TOBOM IITYpM, OPraHU30BaTh UJIEU U CIENATh MEPBBIC IIary 110 HAIIPABJICHHUIO K EH.

Bam ne HYJICHbl KAKUEe-mo HOBble HABbIKU ons moceo, umoowl yeeaudunmsv eauty npOt)meuGHOCl’}’lb — d MOJIbKO HO8A:l
noseoenyecKas nojaumuka, onpe()eﬂﬂ}ou;aﬂ, Ko20a u 2oe NPUMEHANTb YIHce UMerouuecs.

Ho cokpoBeHHOe 3HaHuE ITUX IIpeMyapocTeil elé He JacT pe3yabTaToB. MIMes TOJIBKO 803ModcHOCHb PAbOTATh
IIPOAYKTUBHO, OBITH CIIOKOMHBIM M KOHTPOJIMPOBATh CUTYaLUIO — €IIe HE 3HaYUT €10 BOCII0JIb30BaThCsl. OJJHAKO BbI
MOJKETE HCITOJIB30BaTh TPEHAXKEP — TAKOM, KOTOPBIN IIar 3a IIaroM MpPOBENET BaC 110 3TOMY OIBITY M MOKaKET 10 IIyTH
0coOBI€ TPIOKH, TTOKA 9Ta TEXHUKA HE MPEBPATUTCS B BaIll CTUJIb yIIPABICHUSI.

Bce 310 BBI HaliieTe BO BTOPOM YaCTH KHUTH.

Yacts Bropas. [IpakTuka 6e3cTpeccoBoii NpOAYKTHBHOCTH
I'nasa 4. IIpuctynum: pa3depemcsi co BpeMeHeM, MECTOM U HHCTPYMEHTAMM

Bo BTOpOIi YacTH MBI IepeiieM OT KOHIENTYaTbHOW CTPYKTYPBl M OPraHUYEHHOTO YIIPaBJIEeHUS Pa00OYHM IPOLIECCOM
KO BCEOOBEMITIONIEMY MPUMEHEHUIO CAMBIX YCIIELTHBIX MEeTOAHK. [IpoxoskaeHune 3Toil mporpaMmMbl BBIBOAUT JIO/ICH Ha
HOBBI YpPOBEHB CTAOMIIBHOTO KOHTPOJISL B CIIOKOWHON 00CTaHOBKE, KOTOPBI UM HE yIaBAIOCh YCTAaHOBUTD IPEXIE,
OJIHAaKO, KaK IPaBUJIO, B KAYECTBE KaTaln3aTopa TpeOyeTcss MPOHTH HACKOJIBKO MOIIArOBBIX HPOLEAYP, YTOOBI 10
3TOr0 YpOBHS KOHTPOJIS A00paThes. B KoHLE sl MpUBEy JIOTMYECKYIO IIOCIEN0BaTEIbHOCTD BelLlel, KOTOpble
HE00X0JMMO MPOAENaTh, YTOObI MAKCUMAaJIbHO OOJIErYUTh IEPeX0 ] Ha HOBBIM YPOBEHb yIPaBJIeHUs U U3BJICUb U3
MIPEJIOAKEHHBIX METOJAUK MAKCUMYM I10JIb3BI.

BHeapenne — yacTHYHOE WJIM IOJTHOE — ITO MOYTH LETHKOM HA0OP «TPIOKOB»

Ecnu BBI He HAaCTPOEHBI N3y4YaTh,  TOTOM U IPUMEHSTh 3TH METOAMKH LIEITHKOM, TI03BOJILTE MHE 3aBEPUTH BAC, UYTO
OCHOBHAS TI0JIb3a OT 3TUX MATEPUATIOB — 3TO OMUCAHHBIE 3/1ECH «TPIOKW». BBIBaeT U Tak, 4TO OAUH TaKOU TPIOK CTOUT
TOTO, YTOOBI IPOYECTH BECHh STOT Marepuall, ObIBaIIO, JFOIM TOBOPUJIM MHE, YTO CaMO€ IIEHHOE, YTO OHU BBIHECIH C
MOETO JBYXJAHEBHOTO CEMHHApa — 3TO COBET UCIOIB30BaTh (Daiin HAMOMHUHAHUHN. DTH «TPIOKW» B HEKOTOPOM POJIE
YOPaBISIOT HAIUM T10/ico3HanueM. JIroan. JlocTurimme BEICOKOTO YPOBHS JIMYHOH 3P PEeKTUBHOCTH, CACTAIN
«TPIOKW» 00s13aTENILHON COCTAaBJISIIONICH CBOCH KHU3HU. DTO TaK ke OTHOCUTCS U KO MHe. Haille co3HaHue npuHuMaeT
pelieHust O ACHCTBUSX, TOTa KaK HAIlIE MOICO3HAHKUE ITOYTH aBTOMATHYECKU BhIpaOaThIBAET NMOBECHHE,
CIOCOOCTBYIOIIEE JOCTHIKEHUIO XOPOIIIUX PE3yJIbTATOB. Mbl XUTPOCTBIO 3aCTaBIIsIEM Ce0sl )K€ CaMHX JieJaTh TO, YTO
caenarh Hajo. HanpuMmep, eciiu BBI MBITAETECH PETYISIPHO 3aHUMATHCS CIIOPTOM, TO BO3MOXKHO, Y BaCc €CTh HEKOTOPHIE
XUTPOCTH, KOTOPBIE BBl HCIIOJIB3YETE CaMH K€ JIJIsi ce0s1, 9TOOBI 3aCTaBUTh ce0s1 3TO enarh. Moi caMblil Tydmmi
TPIOK — 3TO Hapsidcanue — OICK/1a, KOTOPYIO 51 OJIEBal0 MIIM CHUMato. EcIT Ha MHE CTIOPTUBHBINA KOCTIOM, TO MHE yXKe
XOYETCsI MOWTH Ha MPOOEKKY, CITH XKe 51 er0 CHUMAIO, TO ATO JKEJIaHUEe PE3KO OTIaaaeT.

Topa3zoo npowe eecmu cebs cOOOPA3HO CEOUM OWYWEHUAM, YeM YYBCMBO8AMb cebsl CO0OPA3HO C80UM OeUCMBUIM.

O. X. Moype



BoT npumep neiCcTBUTENBHO MOJIE3HOTO TPIOKA. BEI B35 paboOTy TOMOMA, M BB JOJKHBI €€ BBITTOJIHHUTE K
3aBTpalIHEMYy yTpY, ObiBaeT Takoe? COBEpIIEHHO HEJOMYCTHMO 3aBTpa ¢ yTpa 00 3TOM 3a0bITh. I'1ie BBl €€ Buepa
octaBunu? Bel monoxxunu e€ Ha TyMOOUYKY B KOPHIOPE U Ha KIIIOYW Ha CTOJIe, YTOOBI TOUHO He 3a0bITh? [Ij1st 3TOT0 BBI
[oJIy4aju Belcuiee oOpa3zoBanue? Kakoil c10)KHOCOYMHEHHBIM TUI caMoopranu3anuy bl 3amytunu! Ho Ha camom
Jienie, Bce BepHO. Baiie co3HaHue yuiio, 4To ¢ yTpa Bbl OyJeTe Kak Myxa coHHas. «HTo TyT Ha TymOouke y Bbixona? O,
9T0 % Mo manka! TowgHo, €€ jke Hazo B3ATH C CO00H Ha paboTy».

DTO U eCcTh (1)0Ky0 «[TomoxuTth Belb HaIIpOTHUB BXOJ4, Y ABCP». I[J'IH HacC «ABEPb» — ABCPb HALLICT'O CO3HAHUA, a
BOBCE€ HE ABEPH BAIET0 JOMaA.

OTKpoiiTe exeIHEBHUK U IPOCMOTPUTE 3alllcy Ha OJpKaiiliie Be Heleny — BaM Ha IJ1a3a MoNajgeTcs X0Ts Obl OHO

«O! Touno! Hano e caenatb ». Ecnu Bl nocTaBuTe cede Ie-To MOCTOSHHO BCILIBIBAOLIEE
HallOMHMHAHHUE, BaM yXK€ CTaHET JIy4llle, CO3HAHNE YK€ HEMHOTO MPOSCHUTCS. DTO HEKUTANCKasi paMoTa — 3TO IPOCTO
HEXUTPBIA TPIOK.

Ecnu BbI focTaHeTe YMCThIN IMCT OyMaru U pyuKy, ¥ yCEBLIMCh C HUM, CKOHILIEHTPUPYETECh Ha MPOEKTE, KOTOPBIH B
OCHOBHOM 3aHUMA€T Ballll MBICIIU, TO Bbl HAaBEPHIKA CMOXKETE IPUIIOMHUTS U BhlnucaTh He oHO «O! Touno! Hano
XKE PELIUTh HacueT ». 3aluUInTe 3TO U MOJIOXKUTE Ha BUIHOE MecTO. Bbl He cTaHeTe yMHee,
yem 10 MUHYT Ha3aj, HO BBI CHIENIAETE KOE-TO MOJIe3HOE sl pabOThI U ISl YKU3HU.

Bui cywjecmsenno nogviuiaeme auunyio npooyKmueHocms, ko20a 060ymvieaeme HyscHvle 0eld 8 HYJHCHOe 8peMs U
NOCMOSIHHO UMeeme No0 PYKOU UHCMPYMenmbl, Ymobbl couU uoeu 3ahuKcuposamo.

OcHOBHas ues Kak JOCTUTHYTh BHICOKOKIIACCHOTO YPOBHS YIIPaBJIeHUS pab0dnM MPOLECCOM 3aKITI0YAEeTCs B TOM,
YTOOBI JIep>KaTh 10J] pyKOIl HEOOXOIMMbIE HHCTPYMEHTHI U IBUTaThCs TaK, YTOOBI MBIIIJIEHHE aBTOMAaTHU3UPOBAJIOCh —
TaK ropaszio Jierde BTAHYThCA B UTpy. [locnenyromue npeanokeHus o I0BOAY BPEMEHH, IPOCTPAHCTBA U
HMHCTPYMEHTOB — BCE 9TO HAJECKHBIE METOABI AJISI PELICHNUS 3a7jad Ha Ka4eCTBEHHO HOBOM YPOBHE.

Ecnu BBI cepbe3HO HACTPOEHBI HA MPEOIOJICHNE TNIABHOTO NMPEMATCTBHS Ha IyTH K Balllel IMYHOM CHCTEME
YIPaBIIEHHUs, 51 COBETYIO BaM 00paTuTh 0c000€ BHIMaHUE Ha JIETaId U CIeJ0BaTh YKa3aHHUsM, IPUBEACHHBIM HIKE.
Llenoe — 310 JydIIe, YeM COBOKYIMHOCTh YacTel. BBl Takyke 0OHApYKHTE, YTO BBIIOIHEHUE 3TON MPOTPaMMBI OKaXeT
peanbHOE BIUSHUE HA pealIbHbIE BEIM, KOTOPbIE IPOUCXOAAT B Balllel )KU3HU MPsIMO ceiyac. MHOroe u3 Toro, 4ro
BBI XOTUTE CIETATh, MBI CAeTaeM HOBBIMH 3()()eKTHBHBIMHA CIIOCOOAMH, KOTOPHIC BAC HECOMHEHHO Y IUBST.

OcrtaBbTe BpeMsi B IOKoe

51 pekOMeHy10 BaM BBLICIUTH 0CO00€ BPeMs TOJIBKO Ha TO, YTOOBI ITOJITOTOBUTH TIOJIUIOH ¢ HEOOXOAMMBIM
MIPOCTPAHCTBOM, MeOENbI0 U HHCTpyMeHTaMu. Ecii Barie mpocTpaHCTBO OPraHU30BaHO Pa3yMHO, 9TO YMEHBIIHUT
MOJICO3HATEIbHOE HEXKENaHHe B3auMOACHCTBOBATh C BAIlIMM MIEPCOHAIIOM U JIaKe CIIENIAeT AJIS Bac pa3pyiuBaHHe
3a7a4 npugrekamenvuvimu. J1ast OONBIIMHCTBA IO ONTUMAIILHBIM SIBISIETCS OTPe30K B ABa AHA. (He mepexupaiite,
€CJIM BBl HE CMOYKETE BBIIEINTH CTOJIBKO BpeMEHH. Bee 9TH AeficTBYS MOIe3HH! B JIF000M citydae, Kak Obl MaJo HU
OBLIO BpeMs1, KOTOPOE BBl MOXKETE MM YACIUTH KKIOMY U3 HUX. [IBa AHS — 9TO HE TpeOOBaHUE JJISI ATUX TEXHUK,
MPOCTO Yepe3 JBa JHS OHH HaYHYT MPUHOCHTH BUANMEIH pe3yibTar). BHenpenne Bcero mporecca MOXKeET 3aHATh
LIECTh YacoB, a 00paboTKa M MPHUHATHE PELICHUH M0 IOBOAY BCell HHPOPMAIH, KOTOPYIO BBl XOTEIH ObI
HCIIOJIH30BATh B Ballled CHCTEME — eI 9acoB BOCEMb. BbI, KOHEUHO, MOXKeTe cOOMpaTh HHPOPMAIIIO OOIBIIIMA
MOPLHAMH, HO OyZIET ropasio Mpollle, eClIi Bbl CMOXKETE OPraHU30BaTh ATY MOPLUIO B OANH MPHCECT.

Camoe nyuiniee BpeMs 1J1s1 TAKOM paboThl — 3TO BBIXOHbIE WM OTIIYCK IIOTOMY, YTO B 3TO BPEMS BEpOSTHOCTH TOI'O,
YTO Bac IIOTPEBOXKAT PE3KO yMeHbIIaeTcs. Ecnu Bbl coOOpalluch 3aHMMAThLCS 3TUM B OOBIYHBINA OyIHUI J€Hb, CTOUT
yOenuThes, 4TO He Ha3HAUeHO HUKAKUX BCTPEY WIIM 3aCEeIaHui, HCKITIOYEHNE COCTABIISIOT JIMIIb BHE3AIMHO BO3HHUKILIUE
9KCTpEHHBIE JIelIa; Ha TeJe(OHHBIE 3BOHKH ITyCTh OTBEYAET aBTOOTBETYHK WITH CEKpeTaph. S He peKOMEHIYIO
3a7iep>KUBaThCs Ha padoTe it Takux Jei. K KOHILy JHS BBI yKe IOPSAJ0YHO YCTAlld  PUCKYETE MOMATh B «3as4Ui
KalKaH».



Jyst OOJIBIIIMHCTBA TEX, KOTO 51 KOHCYJIETUPYIO, 3aCTABUTh MUD IMOJI0K/IATh J{Ba JIHS — 9TO 33j]]a4a BEChMa HENpPOCTast —
CJIO’KHO U30aBUTHCS OT HEOOXOAMMOCTH OBITh MMOCTOSTHHO JOCTYITHBIM JIJIsl BCTPEY M MIePEeroBOPOB, KOTA BbI B o(huce.
Ecnu e BbI paboTaere B 00111l KOMHATE, TO BBIJICINTH HECKOJIBKO YaCOB B JICHb JJIsl TAKOW padoThI OyaeT enié
CIIOXKHEE.

Buidenume npoyeccy opeanusayuu paboyezo mecma 06a OHs U OHU CIO paA3 OKYHAMCSA NOMOM 803POCUiel
NPOOYKMUBHOCHIBIO U CNOKOUCBUEM.

Cama 1o cebe mporueaypa OpraHu3aluy He SBISIETCS «CaKpaJbHBIM 3HAHUEM», IPOCTO ISl TOTO YTOOBI cOOpaTh U
00paboTaTh OrpOMHOE KOJIMUYECTBO «PAa3HOI0», HAJI0O MHOTO CHJI U BpEMEHH, 0COOEHHO, €CIIU 3TO «pa3Hoe» ObLIO He
3aKOHUYEHO, HE MEPEroPYICHO WK 3aCTONOPWIIOCH. [IpephIBaHus U OTBICYCHUS MOTYT YBEIHYHUTD TpeOyromeecs
BpeMs BaBoe. Eciii B KakoM-TO Jiesie Bbl CMOITIM J00paThes 10 NMOJHOI'O €ro 3aBepIIeHHs 3a OJJUH IPUCECT, Y Bac
TMOSIBJIIETCS] IPOYHOE YYBCTBO KOHTPOJISL, CIIOKOMCTBUSI U MOpPE HOBOM HEBECThH OTKY/1a B3SIBIIECHCS TBOPUECKOM
sHeprui. ITo3ke Bl cMOXeTe HalaKUBaTh Ballly CCTEMY B 00Jiee KOPOTKHE CPOKH, PhIBKaMH, BEIOUpask BpeMs MEXIY
JieylaMU B Te4eHue pabouero JHsl.

Opranun3amnusi NpocTpaHcTBa

Bawm nonano6urcs ¢pusnyeckoe mpoCcTpaHCTBO, KOTOPOE OyeT CIY>KUTh EHTPaIbHBIM KOHTPOJIBHBIM MMyHKTOM. Ecin
y Bac y)Ke e€cTh CBOH CTOJ WJIH Jaxke KaOMHET, 3T0O OyJeT Jrydlield crapToBoii miomaakoi. Ecnu Bel pabotaere noma,
Torna smo OyAeT BamuM noiuronoM. Ecii BeI coBMeraere paboTy B odrce U Gpu-TaHC, BBl 3aXOTHTE YCTAHOBHUTH
UAECHTUYHbIE B3aUMOJONOIHAIOIIE CUCTEMBI B 000MX MECTax.

OcHOBOW co3fianusi pabo4ero MPOCTPAHCTBA SIBJISIFOTCS MUCHbMEHHBIM CTOJ M MECTO, Ky/1a MOXHO COOMPATh BXOAHYIO
nHpopMaryio. HeKoTopbsIM JTIO1IM, TAKMM Kak MEHEKEp TOPrOBOT'0 3ajia B Mara3uHe aBTOMOOWIIEH, MIIN MEJICecTpa,
WJIM TIPUXOJISAIIAS HSAHS, 3TOTO OYJIET BIOJHE JOCTATOYHO. J[yist o/eli, MHOTO 3aHUMAIOIIMXCS MTMCbMEHHON paboToi,
pabouee MeCTO 3TO emE U KOMIBbIOTEP, TeAC(OH, JOTKH JUIs KICHKUX JIUCTOUYKOB, SIUKH I pab0dnuXx Oymar, MoJK:
JUTS TIAMOK ¢ JOKyMeHTaMu. HekoTopsIM MOKET MOHA00UThCS (hake, MPUHTEP MK 000pyI0BaHUE IS
MYJIbTUMEIUNUHBIX KOH(DEPEHIIHH.

Hanmmune gyakunoHansHOTO pabodero Mecta KpuTiHaHO. Eciy y Bac TakoBOTo emié HET, TaK 3aBEIUTE. ITO OTHOCUTCS
U K CTyJIeHTaM, U K (ppuiiaHcepaM, U K IEHCHOHepaM. Y Ka)I0ro JOJKEeH ObITh (PU3UUECKHUIA MyHKT KOHTPOJIS, U3
KOTOPOTO MOYKHO pa3pyJiuBaTh Bce octanbHoe. Ecnu Ob1 MHE Hato OBLIO COOPYAUTH padoyee MecTo 3a 2 CEeKYHBI, 5
Kynui Obl ABEPb, BOAPY3HI €€ Ha ABE TYMOOUYKU B KaUeCTBE CTOJICIIHUIIBI, TOCTABHI Obl Ha HE€ TPH JIOTKA s Oymar
Y TIOJIOXKMIT OBI pyuky. M 310 ObLTa OBI MO 06a3a. Eciin 661 y MeHs emié ObII0 BpeMs, YTOOBI TIPUCECTB, 51 ObI U CTYI
Kyt [loBepbTe, s 9acTeHbKO OBIBAI B 0rcax, TAe U Takas-To GYHKIIMOHAIBHOCTE Pad0YNX MECT He o0ecIedcHa.

Jaxe eciu BbI pagoTaere B oduce, 10Ma BaM BCe PABHO HY:KHO paGodee MecTo

He npenedperaiite pabounm Mectom oma. Kak Bbl BIIOCIECTBUU MTOHMETE, BAXKHO, YTOOBI JJoMa ObLIO XOTS Obl
CITyTHUKOBOE 0pucHOMY pabouee mecto. MHOTHE U3 TEX, C KEM MHE CITy4anoch padoTaTh, ObLIN COBEPIICHHO
00€30pyKEHBI CTENEHbIO OecropsiAKa y HUX JioMa, 1o cpaBHeHUI0 ¢ oucom. U oberianue camuM cebe HaauTh
TaKOM e MOPSI0K JoMa ObLIO JIISl HUX BECbMa IMOJIE3HO.

Ecnu Y BacC CX0KHUEC Hp06HeMLI, TO, IOCBATUTE BbIXOJHBIC, OPraHU3alii BallI€ro pa60qero MECTa noMa, 1 Bbl YBUIHUTE
— 9TO NPOU3BEACT MAJICHBKYIO PEBOJJIIOLHIO B BalIeH caMOOpraHu3alu.

IlepenocHoii oguc



Ecnu mo paboTe BaM NPUXOJUTCS MHOTO €3[JUTh HITH BBl MPOCTO BeJETe MOOMIBHBINA 00pa3 )KU3HHU, BaM BCE PaBHO
ObUI0 OBl HE JIMILIHE OPraHU30BaTh NepeaBIKHON MUHU-0(1c. CKopee Bcero, 3To 0yaer noprdeins, 4eMOAaHUYHK WK
PIOK3aK ¢ HeOOXOAUMBIMH OTJEICHUSMH U TAKaMH.

YacTo BO3MOKHOCTH paboTaTh MPOAYKTHBHO TEPSAETCS TOIBKO, IOTOMY YTO OOJBIIMHCTBO JIO/EH HEe HUMeeT ¢ co0oii
HEOOXOJMMBIX paOouuX NPUHAUIEKHOCTEN U HE MOTYT € TI0JIb30H HCIIOIBb30BaTh BPEMEHHBIE AbIPhI, HEPEIKO
CITy4YaIOIINECs], €CIIM Bbl HAXOJUTECh B ITyTH. XOPOLIUK CTUIIb paOOThI, TPABUIBHBIC HHCTPYMEHTHI U XOpOoLIast
CBA3YIOLIAs CUCTEMA JJOMAIIIHETO U 0()MCHOTO paboYMX MECT MOTYT CHeNIaTh yTEIIEeCTBUE BECbMa IPOAYKTHBHBIM B
CMBICJIE BBIIIOJIHEHUS OIIPENEIEHHBIX BUIOB €.

He neaurtech cBoMM npocTpaHcTBOM!

VY Bac 00s13aTeNbHO JOKHO OBITH Ballle cCOOCTBEHHOE pabodee MECTO HIIH XOTS Obl MECTO, KyJia MOXHO CKJIa/IbIBATh
MIPUXOAAIIYI0 HH(OPMALIUIO MM MaTepHaibl U (PU3NIECKOE MPOCTPAHCTBO, B KOTOPOM MOXKHO OBLIO OB paboTaTh C
Oymaramu. CIMIIKOM MHOTHE CYIPYXECKUE aphl, ¢ KOTOPEIME MHE CIyJaJIOCh Pab0TaTh, NBITAINCH OPTaHU30BATh
OJTMH Ha 1BonX padounii croi. Korma ke oHM BCe-Taku MEPEeXOIMIIH K pa3IelbHEIM CTOJIaM, OHU OIIYIIAIH, YTO
pa3HuIIa ObIIa Kak MEXIy HeOOM M 3eMyIell. ITO He TOJIBKO «pa3/ieieHHe, KOTOPOro OHH OKUAAIN — OHH H30aBHIIHCH
emé U OT CTpecca M3-3a HEOOXOANMOCTH ITepeMEIINBATh KU3HU.

OpHa yera pemmia Jaxe yCTPOUTh pabodee MeCTO B MUHHATIOPE Ha KyXHe TaK, YTOOBI MaMa, KOTOpasi CHIHT C
peOeHKOM, MOTJIa 3aHUMAThCsl CBOMMH JIefIaMU U B TO K€ BPEMsI IPUIJIABIBATH 33 MaJIBIIIOM.

HexoTropble opranu3alyy NObITaloTCs POJABUHYTh UJIEI0 «OTEJI» — TO €CTh OPTaHU30BaTh paboyee NPOCTPAaHCTBO TaK,
4TOOBI y COTPYAHUKOB OBbUIM MOOWIIBHBIE padOvne MECTa, 1 OHU MOTJIM BKIIOYAThCSI B Pa0OTY B JIIOOOM MeCTe 34aHUs
OpraHu3anyy U pabortarhk OTTya. JIMIHO ST COMHEBAIOCH B IPAKTHIECKOM ycIiexe 3Toi uaer. OIuH MO 3HaKOMBIH,
y4aCTBOBABILHUI B OpraHu3anuu «oduca Oyaymero» B Bammarrone, ans npaButensctBa CLIA, sxanoBancs, 4yTo uaes
«OTeJIs» C TPECKOM MPOBaJMiIach U3-3a hakropa COOCTBEHHUECTBA — JIIOJH XOTEIH UMETh

CBOH coOCmeenHble JOKYMEHTBI U MaTepualbl. 5 mosarato, 4To y 3TOro npoBaia 0ojee TiyOOKne MPUYHHBL: Ha
[I0JICO3HATEIbHOM YPOBHE Y HAC HE JOJDKHO ObITh HUKAKOTO HEMPUATUS K UCNONb306AHUI0 TAKUX CUCTEM.
ITocTosiHHast HEOOXOAUMOCTh IepedupaTh Hallly KOP3UHKY, Hallly CUCTEMY XpaHEHHs U U3MEHATh Hall o0pa3
00pabOTKU U OpraHU3aluy MaTEPHAJIOB MOXKET BbI3BATh TOJBKO HENPEPHIBHbBIE OTBICYECHUS.

Hanuuue cobcmeennozo pa6oue20 mecma KpumuiHo. Bam npudemc;z NONb308AMBCS COEL CUCMEMOL, A HE MOJIbKO
Pa3Mbluliizimsd O Hell.

Bbl MoxeTe paboTaTh yJaJIeHHO TJI¢ YTOJIHO, €CJIU Y BAaC €CTh YHCTas, KOMIIAKTHAs CHCTEMa M BbI 3HAETE, KaK
00OpabatbeiBaTh MaTepuaibl ObICTpo. Ho Bam Bee-Taku Hys)kHA TOMaIIHssA 0a3a, XOPOIIO OCHAIICHHAs Ha0opoM
WHCTPYMEHTOB U JIOJDKHBIM IPOCTPAHCTBOM JIJIsl BCEX COMYTCTBYIOIIUX MAaTEPUAIIOB, KOTOPbIE TOHAI00ATCS BaMm,
KOTJIa BbI TPU3EMIIUTECh. BONBIIMHCTBY JIFO/ICH, C KOTOPBIMH s paboTar0, HYXKHbI XOTS ObI 4 AIIMKa I UX
MaTepHaioB OOIIeH HANPABICHHOCTH U COMYTCTBYIOIIMX MPOCKTY TOKYMEHTOB — JIOBOJILHO CJIOXHO MPEICTABUTh,
YTO BCE 3TO KOTAa-HUOYIb BOOOIIE Oy IeT MOOMIBHBIM.

C0op NHCTPYMEHTOB, KOTOpPbIe BaM NMOHA1005ITCA

Ecnu BaM mopyueHo moyiHOe BeieHHEe POeKTa, Ui Hayajla BaM MOHAJ00STCs HEKOTOPbIe OCHOBHBIE HHCTPYMEHTHI U
obopynosanue. 1o myTu Bam NpUAETCS IPUBBIKATh MCIIOIB30BATH HOBBIE HHCTPYMEHTHI, Aatouiye Ooratbie
BO3MOKHOCTH, HAPAAY C YK€ IPUBBIYHBIMHU BaM.

3amMedy, 4TO HY>KHBIE BEIIM He 0053aTeNIbHO caMble Toporue. briBaer, uTo ueM 0oJiee «MCHOTHUTETbHBIMY KaKeTCs
peaMeT, TeM Oosee PyHKIHMOHATBHO Oe31apHbIM OH OKa3bIBAETCSl Ha TIPOBEPKY.



OcHOBHBIE HHCTPYMEHTHI 00padoTKH

Hpe,ZlHOJ'IO}KI/IM, Bbl HAUMHACTE C HYJIA. ITomumo croina Bam HOH&,Z[O6$ITC)IZ

§ toTkM 17151 GyMar (XoTs Obl ITYKH TPH)

§ mauka Oymar popmara A5

§ pyuka UM Kapanaain

§ JKenToie KIeHKue TUCTKU

§ ckpenku

§ mpuenku Uit OONBIINX Mavdek Oymaru

§ cTamnep

§ ckoTu

§ mactukx

§ armapar JJis HAaKJICUBaHUS STUKCTOK

§ manku s Gymar

§ eXKeTHEeBHUK

§ MycopHast Kop3uHa

JloTku i Oymar

Bam noHao0uTCst 0OIMH JIOTOK JJIsl MPUOBIBAIOIINUX JOKYMEHTOB; eI OJIMH — JIs JOKYMEHTOB, KOTOPBIC BbI YXKe
MTOITOTOBHWIIN; M €UIE MapovKa — JJIsl MaTepHalioB U JJOKYMEHTOB HETIOCPEJCTBEHHO OTHOCSIINXCS K TEKYIIEMY
MIPOEKTY WM TEeKyIIUX MarepuaioB. CaMbie ynoOHBIE JOTKH — T€, B KOTOPBIE MOXKHO YKJIaJbIBaTh OyMaru CTOMKO;
Ha TaKHX JIOTKaX HE IOJDKHO OBITh BHICTYIAIONIMX KPAEB WM KAHTOB, KOTOPHIE MEIIain Obl BaM BBITACKUBATH JINCTKU
10 OTHOMY.

IIpoctas 6ymara

XOoTUTE BEPhTE, XOTUTE HET, HO 3aIIMChIBATh KAXKAYIO UJCI0 Ha OTIEJBHBIN JIUCT NEHCTBUTEIILHO OYEHb TI0JIE3HO.
BonpmmHCTBO MI0/1e# MPeNnoYUTaIOT AeNaTh 3aliCH B €XKESTHEBHUKE WU OJIOKHOTE, ¥ TOJIBKO MaJias 4yacTh
HCTIOJIB3YIOT CUCTEMY 3aIIMCH «II0 OJHOM MBICIH Ha JUCT». B m060oM ciiydae Hanugue 00JIbIIOro KOJIM4eCTBa YHCThIX
TcTOB HebobIoro ¢popmara (Hanpumep, AS) HeoOXoauMo a1t ynoOcTBa (PMKCALMU BHE3AITHO MPUXOISAIINX
HEOXUIaHHX HJeil.

Eorcemunymmuuiii coop, opeanuzayus, 06pabomka u 060ymvisanue 0060.IbHO HANPALAIOM — N03abomvmecs 00
UHCIMPYMEHMAX, MAKCUMATbHO 001e24arouux pabomy.



Kuneiikue JIMCTOYKH, CKPENIKHU, CTINJIECPHI H IIP.

Kneiikue IMCTOUKHU, CKPENKH, CTIIUIEP, CKOTY M CTEPKU MOTYT IPUTOAUTHCA B pyTUHHOH padoTe Haj JOKyMEHTaMu U
IIPU UX COPTHPOBKE. MBI e11€ He 3aKOHUMIIM paboTaTh ¢ Oymaramu, (€CiI Bbl 3aMETHUJIN), U HEXUTPble KaHLEIIPCKUE
MIPUHAJIEKHOCTH MOTYT OBITh OUY€Hb KCTaTH.

ArmapaT AJId HAKJICHUBAHUA ITUKETOK

BoITh MOXET, BBl HUKOT/Ia HE 33yMBIBAJIMCH HAJl 3TUM, HO 3TUKETKH B Halllel padoTe KpUTUIHBI. ThICSun
po(ecCUOHANOB U (pU-JIAHCEPOB, C KOTOPBIMU s paboTall, ceivac 3aBesiu ce0e CBOU COOCTBEHHBIE STUKETKH, U MOH
paboure apXUBBI MOJHBI KOMMeHTapHeB Thma «HeBeposiTHO — a 51 u He BepuJl, kKakas Oyner pazuunal» «HakineuBarenn
ATUKETOK» MOXHO UCIOJIb30BaTh, YTOOBI «O0O3TUKETUTRY BAIIH MAIKU C IOKYyMEHTaMH, MTOAIIUBKYA OyMar u
MHOKECTBO JIPYTUX BeEIIEH.

JIMYHO 51 peKOMEHYIO «HAIIJIETIBIBATENN STUKETOK» (upMbl Brother, oHu caMble yaoOHbIe B HcIoab30BaHuU. Kynute
caMblil HeIOPOTOH, U3 TEX KOTOPBIA MOXKHO TIOCTaBUTH Ha cToJ. K HeMy KynuTe 1 HaOOK STUKETOYHBIX JICHT.

MosxHOo Ac€aTb HAAIMUCH AJI9 OTUKETOK, UCIIOJIb3Ys CIICHUAIU3UPOBAHHOE IIPOTrPpaMMHOEC obecreuenue u MIPUHTEP, HO
s COBETYIO IMMOANMCHIBATh UX BPYYHYIO.

Ecnu BBI 1OXKMIaeTeCh, IOKA JOKYMEHTBI CKOTIATCS, YTOOBI Pa3JIOKHUTh UX IO MANKaM U OOKJIEUTh ITUKETKAMH, TO BBHI,
CKOpEe BCEro, He CTAHETE 3aBOAUTH OTIEIbHBIX IPO3PauHbIX (PallInKOB U1 KaX 00 JIUCTOUKA, TOOABUTCS TaKxKe
¢axrop GopManEHOCTH, KOTOPHII Ha CAMOM JIeJIe IPUTOPMaKHBAET BCIO CHCTEMY.

MManku aas 6ymar

Bam moHago6uTCss MHOTO MAToK It OyMar (ecii Mo)KeTe, TOCTaHbTe Manku Heboubimoro gopmara). Bo3mosxHo, Bam
MOHA00SITCS M HECKOJIBKO OAMHAKOBBIX SIIIUKOB [UIS Marok. Bamma cuctema xpaneHus: HHGOpManny o0Iei
HaNpaBJICHHOCTH JOJKHA MPENICTABIATH COOOH OOBIKHOBEHHYIO OHOINOTEKY.

E:xenHeBHUK

Jlaxxe eciny Bbl U HE UCHOJIb3YeTe ©KEAHEBHUK JUISl 3alIMCH HE3aKOHUEHHBIX JIeJ1, Bbl 00S13aTENBHO CTOJIKHETECH C
TaKUMH 33Ja4aMi, KOTOPbIE JOIDKHO OyAeT Tyna 3aHecTd. Kak st y)ke roBopuil paHee, e)KeTHEBHUK HE JOJDKEH
IIPEBPALIATHCs B CIIMCOK 1€, KOTOPbIE HY>KHO ClIeNIaTh, OH AOJIXKEH OBbITh IJIAHOM OOEBBIX JEHCTBUM C yKazaHUEM
COOBITHIA, HA3HAYEHHBIX Ha ONPEIICHHOE BpeMsl WIIM Ha ONPEe/ICIICHHBIN JICHb.

CeFOﬂHH 60J'H>IHI/IHCTBO MCHC[[)KCpOB CBOU KaﬂeHI{apHLIe CUCTEMBbI HAJIaIWUJIN. CI/ICTCMI)I 3THU OYCHb pa3H},Ie:
KapMaHHbIe OJIOKHOTHKH C BO3MOYKHOCTBIO 0030pa HeJIeH [ETUKOM; OJIOKHOTBI, U3 KOTOPBIX MOXHO BBIPHIBAThH
JIUCTKH C TUTAHOM Ha JIeHb, HEJIENI0, MECSI WITU T'OJl; HHAWBUAYaAIbHbIC SKCHEBHUKN B HATAJOHHUKE; OOJIbIINE
JIOCTYITHBIE TPYIIIIE JIFOACH 3JEKTPOHHbBIE €XKESTHEBHUKH, KOTOPBIC UCIIOJIB3YIOTCS BCCH KOMITAaHUEH, HanpuMep,
Outlook unu Lotus Notes.

E>xenHEeBHUK HEPEIKO SIBISIETCSI OCHOBHBIM MHCTPYMEHTOM CaMOOpraHu3aiun. M 9To Ha caMoM Jenie )KU3HEHHO
HEOOXOJMMBIH JIEMEHT YIpaBJIeHUs] HEKOTOPhIMU BUJAMU JaHHBIX M HAIIOMUHAHAMU O COOBITHSX. CKaxeM, y Bac
MHOI'O HaIlOMHUHAHUS U HECKOJIBKO J1aT, KOTOpbIE BBl XOTeNIN Obl BHECTH B Balll eXkeJHEBHUK. He crout Ha 3TOM
OCTAaHABIUBATECS: HAZO OOBEAHHHUTE BAIl ©KSTHEBHUK C IPYTHMH HHCTPYMEHTAMH OpraHH3aliy HHYOPMAIHHU B
OoJiee MOTHYIO THOKYIO CHCTEMY, KOTOpasi CIIaKEHHO 3apaboTaer, KaK TOJIBKO Bbl HAYHETE IPUMEHSATH HAIll METO/I.

BawMm HaBepHsika 3aX0ueTcs BBIACHUTD, KAKOH €KeIHEBHHUK OYAET ONTHUMAIIbHBIM HMEHHO JUTA Bac, 5l pacCKaxy 00 3TOM
nogpoOHee B clenyroleii rinase. A ceiffuac mpocTo MpoAoJKalTe HCIOJIB30BaTh TOT, KOTOPBIH y Bac yxke ecThb. Kak



TOJIBKO BbI BbIpaboTaeTe Balll HHAUBHUYaIbHBIA CUCTEMHBIN ITOAXO/, Y Bac OyaeT Ooblie OCHOBaHHIA AJist BBIOOpa
OoJiee MOAXOAALIET0 MHCTPYMEHTA OrpaHU3aLuy.

Kop3una 1151 HeHy:KHbIX Oymar / Mycopka

Becema BeposTHO, UTO BaM MPHIETCS BBIKUABIBATH TOpa3ao OOJbIle, YeM BBl AyMaeTe, TaK YTO 3amacuTech OOJbIION
KOP3HHOM AJIs1 HeHY)KHBIX Oymar. HekoTopble MeHeKepbI, C KOTOPBIMH 51 padoTa, HaXOAUIH YPE3BbIYAHO
yIIOOHBIM — TOCTABUTH OOJIBIION MyCOpHBIH OaK mpsMo 3a JBepsMH oducal

Hy:xen 1 Bam opranaiizep?

Hyxen BaMm opranaiiep Wi HET, 3aBUCHT OT HECKOJIbKUX (hakTOpoB. BbI yrke MPUBBIKIM UM MOJIb30BaThca? Kak BB
XOTeNH Obl BUIETH Ballld HAIOMUHAHUS O COOBITUAX, TIOBECTKAX JHs U mpoekTax? ['1e u kak 4acTo BaM Hajuo Oyaer
nepecMarpuBaTh nx? Baia rojiosa — 3To He CKJIaJ sl XpaHEHHs] HAOMUHAHUA 00 005A3aHHOCTSX, TI03TOMY BaM,
OUYE€BHUJIHO, HaJI0 OyIeT KaK-TO YIPaBJIATh UMHU BHEIIHUM 00pa3oM. MOKHO HajlaAuTh OYMa)KHYIO CUCTEMY: XPaHUTh
JIUCTHI B TIANIKAX; MOYXHO MCIOJIb30BaTh OJIOKHOT WIIH TNIAHUPOBIIMK WK JK€ 3JIEKTPOHHYIO BEPCHIO 3THX
HUHCTPYMEHTOB. JIn0o ke Bbl MOXKETE KaK-TO 3TO BCE CKOMOMHUPOBATb.

Koeoa el yotce peuduaiu, Kak 06pa6amb16amb ceou mamepuaisbl U Hmo UMEHHO Haoo opeaHuzoeams, mo 6ce, 4mo 6am
0CManocy coenams — Mo COCMAGUMb CRUCKIL.

Bce BrllenepeuncieHHbIe THCTPYMEHTBI MOKHO MCIIOJIB30BaTh AJIsl cOOpa, 00paboTKH U OpraHu3aliy, HalpuMmep,
MIPOCTBIE JIUCTHI U JIOTOK oA HUX. [Toka BbI paboTaere co cBoel KOp3WHKOW HH(OpMALINH, BaM MPHUIETCS BHIIOJIHATD
MHOKECTBO MEJIKUX €1, TPEOYIOIUX MEHBIIIE AIBYX MUHYT, 15l HUX-TO BaM M MMOHAA00ATCS CTAILIED, KEThie
KJICHKHE JINCTKU U CKPEIIKH.

XKypHanbl, cTaTbu 1 00BEMHBIC 3aMETKH OTIPABSITCA B IPYTUe JOTKA. BO3MOXKHO, 3TH JOTKH OYIyT CIIYKUTh TOJIEKO
JUISL XpaHEHHsI — @ Y>K XpaHUTh-TO BaM MIPHUJIETCSI MHOTO uero. UTto e He yuTeHO: yCTaHOBKU IPOEKTHOI'O peecTpa,
BBIYMTHIBAHME 3aIIMCEH, IOBECTOK JHS U HAIIOMUHAHUHN B €KEAHEBHUKE U OTCIIEKUBAHUS U OTMETKH Jell,
BBITIOJIHEHHSI KOTOPBIX BBl 0’KUIA€TE — BCE ITO MOTPEOyeT CIIUCKOB B HEKOTOPOH (hopme.

Paborath co circkaMy MOKHO HAIPSIMYIO — IIPOCTO IIEpECMaTpPHUBATh JIUCTHI B MANKE (HAIIPUMEp, OTAEIBHBIE JUCTHI C
HMMEHaMH JII0/IeH, KOTOPBIM HaJl0 TO3BOHUTS, B Manke « TeneoHHbIe 3BOHKIY); INOO MOKHO UCIIONB30BATh KAaKUE-TO
HWHCTPYMEHTHI, HallpuMep, OJIOKHOTHI, U3 KOTOPBIX MOJKHO BBIPBIBATh JIUCTKH, TUIAHUPOBIIHUKH (CTPaHHIIA
«TenedoHHBIE 3BOHKN» CO CIIMCKOM UMEH); HJIH XK€ UX dJIEKTPOHHBIE Bepcuu (Hampumep, kateropus «TenedoHHbIe
3BOHKM» B pazzaene «To Do» B HanamoHHUKe WK B pazaene «3aganus» B Microsoft Outlook).

Kpome xpanenus HH(GOpPMAINH O CBS3H (51 IMEIO BUY TelIe(hOHHYIO U aIpecHYI0 KHHUTY), OpraHai3epsl
MIPUCTIOCOOIIEHBI ell€ U UIA TOTO, YTOOBI COCTAaBIATh CIUCKU. (Bar exxeJHEeBHUK — 3TO B CYIIHOCTH CITUCOK C
OIpEeIeNIEHHBIMHU 110 BPEMEHH U 10 AHAM J€JIaMH, PAacIOI0KEHHBIMU B XpoHoJorudeckoMm nopsiake). C 1980-x rogos
Ha pBIHKE OBLIM MPECTaBIICHBI THICIYM MOJIENIEi OpraHaii3epoB, OT paHHEro kapmanHoro Day-Timers 1o
CEroIHSAIIHNX HOBOMOJIHBIX M TEXHUYECKH OCHAILEHHBIX HATaJIOHHUKOB U KOMITBIOTEPHBIX ITPOrpPaMM BPOJE
Microsoft Outlook u Lotus Notes.

Cranere 1 BBl pa0OTaTh HAJl HOGblULEHUEM CE0ell I heKmUusHOCmU, UCTIONB3YS T€ HHCTPYMEHTBI, KOTOPBIE BB
UCTIONIB3YeTe ceifuac, iM 3aBeeTe HoBble? OTBET: 4TO, Ha CAMOM JIeJIe IOMOKET BaM U3MEHHUTh CBOE MOBEIEHUE — TO
u ucnons3yite. ®akrop 3¢ dhexTHBHOCTH 37ech KpuTHyeH. [lomyyaere Jin Bl MHOTO 3JIEKTPOHHOU MH(OpManuwy,
KOTOPYIO ObLIJIO OBI Jierde 00padaTbIBaTh 1 OTCIEKHUBATH CIICIHAIBHO 3aTOYEHHBIMH TI0J1 3TO JIeJI0 IpOorpaMMamu?
HyxHo 1 BaM 3anMChIBaTh BCE Bl BCTPEYH B OYMaXKHBIH exeqHeBHUK? HyXHBI 11 BaM HATOMUHAHHSA O
Tesne()OHHBIX 3BOHKAX, IIPH TOM, YTO BaM HEYZOOHO TaCKAThCS C MankaMu U OJOKHOTaMu?

U tax nanee. Ectp Taxke scTeTrueckuii pakTop u paxrop komdopTa. S He peaKo nenaro BaKHBIC TIOMETKH U
MIPOCMAaTPUBAIO JIeJla TOTAA, KOTAa CIIy4aeTcsl MPOCTO KPYyTUTh HAIAAOHHUK B PyKaX, HAlpUMep, B OXKUJIAaHUHU 3aKa3a B
pecropase.



Korza BbI pemaere npuoOpeTarh JId ¥ UCIOJIB30BaTh JIM OpraHaisep, M eClid TaK, 4TO KaKoi, TOMHHTE, YTO BCE, UYTO
BaM IPHUIETCS JIeNaTh — 3T0 paboTarts co cnuckamu. Koryia BEI y3HaeTe, 4T0 BHOCHTH B CITUCKH M KaK 9TH CIIUCKH
MIOTOM HCIIONIB30BaTh, HHCTPYMEHT CTAHOBUTCS YK€ He BakeH. [Ipu BEIOOpE OHOTO HCXOAUTE U3 COOOpaKEeHU
IIPOCTOTBI, CKOPOCTH U YAOBOJIBCTBUS.

OO0um u3 ayumux cnoco6o8 yayuuieHusi npoOYKMUBHOCHU OP2AHUIAYUU — IO UCNOAb30BAHUE UHCIPYMEHIOE,
Komopule eam Hpasamcea. Ecnu eawa cucmema xpanenus ne asnsaemcs 6bicmpoul, QyHKYUOHANLHOU U KIACCHOU, OHA
b6ydem mopmo3ums 6ecb npoyecc.

JK¥3HEHHO Ba)KHBIM SIBIISICTCS] HATMYHE TIPOCTON M (DYHKIIMOHAIBEHOM NEPCOHAIBHOM CHCTEMBI XpaHEHUS
uHpopManuu od1el HanpaBieHHOCTH. [Ipexae, yueM HadyaTh paboTaTh B KAKOM ObI TO HU OBLIO oduce, 1 OLIEHUBAIO
cucreMy xpaHeHus. Kax s roBopmit Bo 2if r1aBe, OTCYTCTBHE XOPOIIIEH CHCTEMBI JOKYMEHTOB OOIIIeH HallpaBIeHHOCTH
MOXET CTaTh OJHOW U3 CAMBIX KPYITHBIX TPYIHOCTEW NPH CO3AaHUM JIMYHON CUCTEMBl MEHEIXKMEHTA, 1 MHOTHUM
MeHe/KepaM, KOTOPBIX Sl TPEHUPOBAJ JINYHO, B TOM HAIPaBJICHUH eIE padoTaTh U paboTaTh. YacTEHBKO 5 €311 C
KJIMEHTOM B KaHIIEISIPCKUI MarasuH M IOKYNaJ SIIAKU U JIOTKH JUIS XPAaHEHHs, [TAITKH, alllapaThl IS HAaKJICHBAHHS
ITHUKETOK, YTOOBI MBI MOTJI OPT'aHU30BATh JOCTOMHYIO CHCTEMY, B KOTOPYIO MOYKHO IOMECTHTh JIBE TPETH XJIama,
BaJISFOLLIETOCS HA CTOJIE, HA TTOJIKAaX U JAake Ha MOJy.

Utak, nens 1aHHOTO 3Tara — CO34aTh CUCTEMY CCBUIOK O0IIeH HAampaBIEHHOCTH — OTAEIBHO OT APYTHX CHUCTEM,
MOCBSIIEHHBIX KOHTPaKTaM, (MHAHCOBOW HH(OPMALIH U IPYTHM KaTEerOPHsIM JaHHBIX, KOTOPBIM HYXKHO BBIICIHTh
oco0oe MecTa U NPOUHAEKCUPOBaTh. MaTepuaiibl 00LLeH HanpaBIeHHOCTH MOTYT COJEP)KaTh CTaTbu, OPOLLIIOPEI,
JIMCTKH, 3aITUCKH, 3aMETKH, PacledaTky, (pakchl — BCE, YTO BBl XOTUTE COXPAHUTH, TIOTOMY YTO 3TO HHTEPECHO FIIH
TMIOJIE3HO, U TO, YTO HE BIIMCHIBACTCS B BAILly CIEIUATU3UPOBAHHYIO CHCTEMY XpaHEHHsI, HO M HE JOJDKHO BaJISIThCS Ha
TMOJIKE MPOCTO TaK.

Ecnn y Bac eCTbh acCUCTEHT WM CEKpETapb, KOTOPBIN U 3aHUMAETCSI COPTUPOBKON MAaTEpPHAIIOB ISl BAC, TO BBl MOXKETE
MIPUKJIEUTh HAa JOKYMEHT XEJITHIM JUCTOK, HarucaTh TaM «JlokyMeHT VKc» U OTIpaBUTh €My — IICTh ITOJIOXKHT, Ky1a
cnenyer. Ho 3agaiiteck BOpocoM, OCTaJICs JIM Y BaC HHTEPECHBIN JINYHO BaM HMIIU TIOJIE3HBIN B I€JI€ MaTepual,
KOTOPBII JOJKEeH OBITh IOCTYIIEH B JTI000E BpeMs, JaKke KOria cekperaps HeT Ha Mecte. Eciu 9To Tak, TO BaM Bce-
TaK¥ HyKHa OyzeT Bala COOCTBEHHasI CHCTEMa, JIN0O Ha CTOJIe, JINOO TC-TO PSIIOM.

q)aKTopr ycnexa B UCIOJIB30BAaHUU CUCTEMbI XPpaHCHUA

51 KaTeropuuecKy peKOMEHIYI0 BaM HaIaJUTh Bally COOCTBEHHYIO CUCTEMY XpaHeHUs, KoTopas Oyaer Bceraa mox
pykoil. JloctaTb U3 KOP3UHBI C «pa3HbIMY TOKYMEHT, pacledararb Kakoe-JI1n00 MUChMO, PEIMTh HaJlo JIU C HUM YTO-
TO CAEJATh U UMEET JIM OHO MOTEHIUATIbHYIO LIEHHOCTh U IIOMECTUTD €0 B HaJIS)KHYIO CUCTEMY — TaKHe 3a1a4u
JIOJDKHBI 3aHMMAaTh y BaC MEHbIlIe MUHYTHI. Eciu )ke y Bac 3T0 3aHUMaeT 00JIbllle MUHYThI — BaM €CTh HaJl 4YeM
nopaboTatb. KpoMe OBICTPOTHI, cucTEMa JOIKHBI OBITH €IIE U MPUKOJIEHOM, IPOCTOM M 3aKOHYeHHOH. VIHaue BbI
OyzeTe MoJCO3HATEIBHO MPOTUBHUTCS TOMY, YTOOBI BHITpeOaTh U3 KOP3UHKHU «Pa3HOE», 3Has, YTO TaM €CTh YTO-TO, YTO
HAJIO OTPENEeNIUTh B CUCTEMY XPaHEHHS U BBI Jake HE 3aX0TUTE CMOTpeTh Ha Oymaru. [ToBepbTe MHE Ha CIIOBO: 5
BH/IEJI, KaK COPTUPOBKA MaTEPHAJIOB MPEBPALIANIACh JJIs JIFOJCH U3 TATOMOTHHBI B HACTOSIIEE yIOBOJIBCTBUE, CTOMIIO
TOJIBKO YCTAaHOBUTDH U HaIaJUTh CUCTEMY.

BbI 10/DKHBI 4yBCTBOBATh CE0s OIMHAKOBO KOM(OPTHO, KOT/Ia KJIajieTe JIF000H JOKYMEHT, YCTh 3TO IaXe MPOCTON
0OTpBI3EHHBIH JINCTOK B OTIEIBHBIN MOJIUATHICHOBBIN (aitnuk. JItoqu yacTo npeHeOperaT COPTUPOBKOM
rH(pOpPMAIMK TAKOTO POJIa, TAK KaK MOHAYATY 3TO JTOBOJLHO TPYAOEMKUH MPOIIECC, OHU MPEATNOYUTAIOT HAOUBATh
pa3HOO0pa3HbIMK OyMaXXKaMH, TUTIA MEHIO U3 PECTOPaHA WM PACITUCAHUS TIOE3/I0B CTAPhIC SIIUKH.

YTtoObI BaM HU OBLIO HYXXHO IJIs TOrO, YTOOBI HaJlaIUTh 6LICT}')YIO 1 YCTKYIO CUCTEMY CCBIJIOK — caenaiTe 3To. Most
CHUCTEMA pa60TaeT 6e3ynpequ — 3TO0 MO€ MHCHHEC U MHCHHUC TCX, KTO HpO6OBaJ’I €O ITOJIB30BATHCA. Z[J'Ii[ JOCTHIKCHUA
HUACAIIBHOI'O pe3yiibTaTa 1 pEKOMEHAYIO BaM CJIEA0BATH HMKCIIPUBCACHHBIM PEKOMCHIALIUAM.

JepxuTe MaTepuaJibl 001eld HANPABJIEHHOCTH MO/ PYKOI



[TomereHue B cucTeMy XpaHEHHUs TOJKHO OBITh MTHOBEHHBIM H MPOCTHIM. Ecin Bam mpuaeTcs BcTaBaTh ¢ MECTa
KaXJIpli pa3, KaK TOJbKO y BaC HEOKUIAHHO MOSIBIIAETCA KaKOM-HUOY b JOKYMEHT UM OyMaykka, KOTOPYIO Hazo Obl
COXpaHHTh, BaM OyneT ynoOHee CKIIaJbpIBaTh UX CTOIIOYKON Ha CTOJ BMECTO TOTO, YTOOBI ONPENEISATh B CHCTEMY
xpaHeHus. Bac nozxco3HarensHo OyIeT TSHYTh IPOUTHOPUPOBATh BECH ITpoLiecc 00paboTKH CONEPIKUMOT0 KOP3UHKU
BOOOIIE (IOTOMY KaK Bbl 3HA€TE, YTO TaM MOXKET 0Ka3aThCs JOKYMEHT, KOTOPBIH MPUIETCS IIOMELIaTh B CUCTEMY
XpaHeHus1). MHOTHE U3 TeX ¢ KeM 51 paboTall cIeialy B orce NepecTaHOBKY TaK, YTOOBI YETHIPE SIIHUKa C
MaTepHaiaMu o0IIel HapaBIeHHOCTH CTOSIIHN B MPEAeIax JOCATaeMOCTH ¢ paboyero Mecta 1 He Hajo ObLIO HATH K
HUM 4Y€epe3 BCIO KOMHATY.

AJsipaBUTHAS cUCTEMa

51 monb3yroch BCEro OJJHON CUCTEMOM, MPOUHICKCUPOBAHHOM B andaBUTHOM mopsiake. JIoau TSIroTeroT K
KCIIOJIb30BAHHUIO CUCTEMbI XPAHECHHUS B KAYECTBE CUCTEMbI CAMOOPTaHU3aIUH, TOITOMY OHU U MBITAIOTCS
CaMOOPTaHU30BATHCS, COPHEHTUPOBABIINCH HA IIPOEKTHI M TOUKH KOHIEHTpauu. Takum o0pa3oM 4UCIIO BO3MOYKHBIX
MECT HaXxOX/ICHHUSI HEKOT/Ia 3a0bITOTO BaMU JOKYMEHTA «HKC» PACTET B FEOMETPUYECKOU porpeccuu. B omHoi
MPOCTOM a(haBUTHOM CHCTEME MOXKHO PaCIpe/IeNITh BCIO HHOPMAIIHIO IO TeMaM, IPOEeKTaM, MEPCOHAM HITH
KOMIaHMSIM, YTOOBI ObLIO TOJILKO TPY WJIM YEThIPE BapUaHTA € MECTOIOJIOKEHUS, Ha CITy4aii, €ClTd BbI 3a0y/eTe,
Kyza e€ nenu. Vcnonb3yiTe TOIBKO OJWH YPOBEHDb BIOKEHHOCTH ITO/ITEM Ha OJIHY STHKETKY, HAIIPUMeEp
«Can0BoCTBO — TOpIIKH» U «CaJ0BOJCTBO — HIEH». DTO OYAET XpaHUThCA oA OykBoit «Cx». Celvac st iepxy
YeThIpEe MATKU JIJIS IAHHBIX O0ILei TeMaTUKH, U Kax/1as U3 3TUX MaroK nomevyeHa OykBamu andasuta «A-E», «K-M»
Y TaK Jlajiee — KaK TOJIBKO 51 IOCTaBWJI ATHKETKY Ha KaKOM-TO JOKYMEHT — MHE YK€ HE HaJI0 33 JyMbIBaThCs, Ky/1a €ro
ONPECITUTD.

Ilepuoauuecku 1o Kakoi-To U3 TeM HaKaIUIMBAeTCs Takoil 6€3yMHOE KOIMYECTBO MaTepUaoB, YTo Ul He€ Hallo
BBIZIENIATH OT/IENIbHYIO Nanky. Ho eciu 3Tu MaTepuansl He 3aHUMAOT U [TOJIOBUHBI HOBOI! IaNKH, s BCe-Taku
PEKOMEH/TYI0 OCTaBUTh HX B MPOCTOH ayi(paBUTHOH CHCTEME XPaHEHHSI.

IlycTp y Bac 6yaeTr MHOTO MyCTHIX MANOK

IMpexxne yem cecTh 3a pa3dop COAECPKUMOT0 KOP3UHKH BXOISIICH HH(OPMAIIHH, 5 3a11acaloCch OOJBIINM KOJTHISCTBOM
HOBBIX IYCTHIX IMarmok. Het HU4ero xyxe, 4eM CUTyalus, Korja y Bac MHOTo nH(opMarmy Ha 00paboTKy, a
CKJIaJbIBaTh €€ HeKyna. S mpeArnoynTao BCeraa UMeTh B HATMYMK HEKOTOPOE KOJIMYECTBO IMyCThIX namnok. IlpaBuiio
OOJIBIIOTO MaJbIa: PEOPTaHU3yHTE CUCTEMY, TOIBKO KOTIa YUCIIO MAIMOK MePEeBajIHio 3a COTHIO.

I[epmnTe SAIIUKH, 3aII0JTHECHHBIMU MEHEE, Y€M Ha TPH Y€TBEPTH

Bcerna crapaiitech nepxarp SIIMKU C JOKYMEHTaMH 3aIl0JIHEHHBIMU MEHEe, YeM Ha TpH 4eTBepTH. Eciin oHn
3axJIaMJICHBI, Bbl Oy/IETE MOJCO3HATEIILHO MPOTUBUTHCS CKIIAIBIBATE TY/a BEIIH, & CTAl0 ObITh, U CTOIKA JJOKYMEHTOB
Ha BamieM crolie Oynet pactu. Eciu BBl 4yBCTByeTe, UTO SINMUK Hayaa 3a0HBAThCs, TO BBl MOTJIM ObI HEMHOTO
pa3o0parh ero, Moka 0KuAaeTe OTBETA M0 TeIePOHY, HAPUMED.

51 BooOI11Ie HE 3HAIO TaKHX JIOJEH, KOTOpBIE HE CTpagaiiy Obl MpoOIIeMoH IepenoTHeHHBIX SIUKOB. Ecn BB He
XOTUTE IEePEIOMAaTh HOT'TH U €CJTH BBl XOTUTE M30aBUTHCS OT ITOJICO3HATEIHHOIO OTTOPIKEHHUS K BHECEHHIO
JIOKYMEHTOB B CUCTEMY XPaHEHHs, TOTAa BaM CIEAyeT Jep KaTh ALUIMKH HEMOJIHBIMH TaK, YTOOBI BB MOTIIN 03 Tpyaa
00aBIATH HOBBIE TOKYMEHTHL. «Tora st KyImo emé sSIiKe!» — ObIBaeT M TaKasi peakiisl Ha 3Ty Ipo0iieMy — Kak
OyATO 3TO YTO-TO ykacHoe. Ecni nHpOpManus CTOUT TOro, YTOOBI €€ XpaHUTh, TOTAA U XPaHUTD €€ CTOUT TaK, YTOOBI
oHa OBLITa JIETKO TOCTYIHA, TaK BeAb? ['0BOPSAT, UTO MBI XHBeM B 310Xy VHpOpMamum; eciu 3T0 XOTh Kak-TO
000CHOBAHO, 1 €CIIU BBI JIJIAETe 4Mo-mo, YTO 3aTPYJHIET BaM )K€ e€ UCIOJIb30BaHHUE. .. HY HUUETro XOPOILEro.

Bo3MmoxHO, BaM MpHIETCs ClieNaTh elIé OJHY CUCTEMY XpaHEHHs I TOr0, YTOObI 00ecTiednTh KOM(pOPT BallIero
pabouero Mecra 1 o0ecreuuTs HaJau4yue HeoOxoauMol nHdopmauu noa pykoi. Takue MaTepuarbl, Kak
3aBEPILIECHHBIN POEKT U (haIIbl IPUCIIAHHBIE OT KIIMEHTA, C KOTOPHIM BBl OOJIbIIIe HE padoTaeTe, Hy)KHO BCE-TaKH
XPaHUTh, HO MOXKHO XPaHHUTh U B OTJAJICHHBIX MECTax Hy WM XOTs Obl He B mpezienax paboyero mpocTpaHCTBA.



ITocTaBbTe HA Ballld NANKH 3TUKETKH

HanedaraHHble 3THKETKHA U3MEHSIOT BAIllM MAIKHU U Ballle K HUM OTHOIIEHHE. [Tankuy ¢ 3THKeTKaMu pUsATHEE
JIepKaTh Ha CTOJIe; KaXKAbIil MOXKET OIPEAeNUTh, YTO TaM; Bbl BUAUTE, UTO ATO 3a IANKU U3AajeKa, UX Heo0A3aTeIbHO
BBIHMMATh U3 MOPTQENs; 1 KOTJa Bbl OTKPHIBAETE BAILU AMIMKH JUISl XPAHEHHUS, BBl B IEPBYIO OUepeab CMOTPUTE HA
STHKETKH ManokK. Tenepb OTKPBIBATh AIUK, CKJIaJbIBATh Ty a MallKW WIA HaXOANUTh HY>KHOE CTAHOBUTCS Jaxke
MIPUSTHO.

BriTe MOXeT B 21 Beke yueHBIE 1alyT, HAKOHEI, Kakoe-HUOyIb 3aIlyTaHHOE 00bsSCHEHHE, OCHOBAaHHOE Ha padoTe
HEHPOHOB TOMY, I0UYEMY HAIKU ¢ STUKETKaMu paboTatoT Tak 3¢ddexTuBHo. IToka 3TOro He MPOU301LI0, IPOCTO
nosepsTe MHe. Kynure annapat 11 HakJIeHKku 9TUKeTOK. JIJis Toro 4To0bl 3aCTaBUTh CUCTEMY paboTaTh
Oecriepe0oiiHO, BaM Hazo OyeT, YToOBI 3Ta MITYKa Beeraa Obliia oA PyKOH, 4TOOBI P MOMEIEHIH TOKYMEHTA B
CUCTEMY XpaHEHHs Bbl MOTJIM €10 BOCIIONb30BaThCs. U He nenutech ero Hu ¢ keM! Eciii BaM ciiy4uTcsi MPOCTaBUTh
9TUKETKY Ha NAaIKy ¢ BHOBb NPHILIEIIINMHI MaTepHalaMy, a «HaKJIEUBATeIbHOIO allaparay He OKaKeTcs o PyKoil,
BBI ITPOCTO 3TY MAINIKy OCTABUTE HA CTOJIE, BMECTO TOTO, YTOOBI HAWTH el TTOAXOASIIEEe MECTO B CICTEME XPaHCHHUSL.
Taxol annapaT JOJKEeH CTaTh 110 BaXKHOCTU B PAJ CO CIIIIEPOM.

Kynure kauecTBeHHY10 Mebeb

kadsl ¢ mankamu — 3TO HE TO MECTO, I'/le HaJl0 SKOHOMHTH Ha KadecTBe. HeT Huuero xy»xe, 4eM OTKPBITh IKad u
YCIBIIATH KYTKUI CKpHIl! A 3TO 3aIIPOCTO MOXKET CIIYYUTHCSA, €CIIM BBl 3aJlyMaeTe MOKymnarh mkad A Oymar Ha
KakoW-HUOYb cynep-pacuponaxe. Bam HyxeH Takoi mkad, sIIUKA KOTOPOro OYIyT JIErKO OTKPBIBATHCS U
BBIJIBUT'aThCs, 1aXKe €CJIM OHM 3aII0JIHEHbI Ha TPU YETBEPTH, a ABEPLIbI OYAyT 3aKphIBAaThCS JETKO U IIaBHO, KaK B
HEMELIKUX aBTOMOOWIIAX. S He mryuy.

I/I363BLTeCL, €CJIM MOJKETE, OT HEeo0X0IMMOCTH BellaTh MANKH HA KPIO4YKH

Puckys HaHecTH THYHYIO 00Uy, 1 BCE-TaKH PEKOMEHYIO JIIOJISIM, KOTOPbIE paHee UCTIONB30BAII CUCTEMY
Pa3BelICHHBIX M0 KPIOYKaM IATloK, HOTHOCTHIO0 OTOMTH OT He€ M MCIONB30BaTh MPOCTHIE Marka, KOTOphIe OyayT
cTosTh B Kady. «Bucsune» manku Kyaa ropaso MeHee yI00HbI, IOTOMY, YTO MPHU HEOKUAAHHOM TOSBICHHH
HOBOTO TOKyMEHTa IMPHUAETCS PHUKIIAIBIBATE YCIHS, YTOOHI €T0 B KaKyl0-HHOYIb U3 TTANlOK 3aCYHYTh — € JKe HaJ0
OyzeT CHUMATh C KPIOYKa.

BoT muceMo OT TIIaBHOTO MEHEKEpa, KOTOPBIN BCe-TaKK PEIIMIICS BOCIIOIB30BATHCS MOUM COBETOM MOCIIE ABYX JIET
KoJieOaHMit (OH BeIb YK€ MOTPATHJI IEHBI'H Ha MIKa(bl C KPIOYKaAMH):

«Bawa cucmema — smo npocmo PAHTACTUKA! A nonnocmoto nepeopeanu306ai Mou cucmemvl XpaHeHus
O0OKYMEHMO8 Ha pabome u 0oMa — 6ce emecme Mo 3AHANO0 Yemblpe OHsL, 3amo s nepeuies K npocmo aipagumuou
cucmeme. Kpymo! Ona nacmoiavko npowe. ¥ mensa u cmon cman yuuje u akKkypamuee 63 3mux 02pOMHbIX, H08CHO0Y
PA3NONACEHHBIX CTHONOK, KOMOpble ,, HA00 pacnpedenums “!»

Ecnu na mo, umobvl nomecmumay 8 cucmemy XpaneHusi Hogvle npuxoosiue OOKyMeHmbl 6am mpebyemcs borvuiee 60
CEeKYHO, 8bl UX YOUupame He cmareme, 8bl UX OCIABUNE BATIAMbCA 8 CHONKE HA CMOe.

Ho ec.in BLI He MOIKeTe. ..

MHoTHe TI0AK IPOCTO BBIHYKACHBI TIOJIB30BAThCS «BUCIYMMMY MAMKaMH, TI0 KpaiiHeld Mepe Ha paboTe, TOJIBKO
MOTOMY, 4TO MAIKH 3TH BO MHOTHX (PUpMax SBJISAIOTCS KOPIIOPATHBHBIM CTaHAApPTOM. ECiK BBl BBHIHYK/AEHBI pab0OTaTh
¢ BUCAYMMH (paiitaMu, s COBETYIO BaM:

§ HpI/IKJ'IEI/ITI: OTHUKCETKH Ha IAallKW, a HE Ha KPIOYKH, Ha KOTOPbIX OHHU BUCAT. OTO MO3BOJIUT BaM B3ATh TarkKy Ha
BCTPpCUY WJIH B MOC3JAKY U HC TAIllUTh ITPU 5TOM 3a coboit KPrO1OK.



§ Ha kaoicovii kprouox éewatime moavko 00ny nanxy. Torna mkad OyJeT BU3yalbHO akKypaTHbIM. Heo0xoaumMocThb
nepeKanOpoBaTh ajJ(GaBUTHYIO CHCTEMY KX bl pa3, KOra Kakasi-HUOY b TMaIKa 3aoHAETCS — 3TO CIHIIKOM
XJIOTIOTHO.

§ Ilyctp y Bac OyJeT HECKOJIBKO CBOOOIHBIX KPIOUKOB M MYCTHIX MAIOK B 3amace, Tak YTOObI BbI MOTJIM OBICTPO
VIIPABIATHCS C HOBBIMH MPUXOSIIMMH MAITKaMH.

MpouniaiiTe Bamy XpaHWININA XOTHA ObI pa3 B roj

PerynﬂpHaﬂ IIPOYUCTKA BallIETO apXuBa HE JAaCT €EMY 3apOCTHU IUIECEHBIO, 9TO TAKXKE ITOTAKACT Barei IIPUXOTH
ACPKaTb BCC HA BUAHOM MECTC «HA CJ'Iy‘IafI, €CJIIn HOHaZ[06I/ITCH». Bui 3HACTEC, YTO 4€PE3 HECKOJIBKO MCCALICB B JIFOOOM
ClIyda€ BC€ 3TO 6y11eT MEPECMOTPEHO, U BBl MOKETE NMPUHATH IMOBTOPHOE PEHICHUE, YTO CTOUT XPaHUTh, @ YTO MOKHO
" BBIKMHYTb. Kak s YK€ TOBOPUJIL, 1 IPOYHIIAI0 MO0 CUCTEMY, KOT' A i XY, KOraa MHE OTBETST I10 TCJIC(l)OHy.

51 pekOMEeHIYI0 BceM OpraHu3alysaM yupeanTs Jlens Pasrpebanns Mycopa, Koraa Bce COTpYAHUKH OyIy IIPHXOANUTD
Ha paboTy B JPaHbIX JKMHCAX, OTKIIOYATh CBOM TeledOHbI U pasrpedaTh Bech HAKOMIEHHBIH MaTepuan.™ ¥ Beex
Oyner opunuaIbHOE pa3pelleHue MOTPATUTh IETbIH JeHb Ha yOOpKY. 3M0pOBO OBUTO OBI TOCTABUTH B IUIAH U
Wunusunyansueiii lens Pasrpebanus mycopa rae-HuO0yIb Ha BBIXOAHBIX WM KOT/a BB B OTIYCKE, B KOHIIE T0Jia, WU
paHHell BeCHOH, WM NpsAMO Iepell caadeii OyXrajlTepcKoi JOKyMEHTAalH, KOT/1a Bbl XOTUTE 3aBEPILIUTh BCE
(uHAHCOBBIE AeJa yXOAIIEro roaa.

U Hamocjienox...

Br1 Beiiemnm BpEMs, OpTraHU30BaIn pa60qee MCCTO, 03200 THIINCH HeO6XO,Z[I/IMLIMI/I HHCTPYMCHTAMH U
NMPUHAJIICIKHOCTSAMHU — CJIOBOM, BCEM, 4TOOBI HAYaTh BHCAPATH TEXHOJIOT'HIO.

Urto Teneps?

Ecnu BBl peliiiich BBIICIUTD ONPeIeICHHOE BpeMsl Ha OpraHU3allHio pabovyero MecTa, TOra BaM Hajlo clieaTh Koe-
410 enié, yToObI 3Ta opranusaims Obuia 3G HEeKTHBHOM — Ha BpeMs mpoliecca 00ycTpoiicTBa H30aBbTECh OT BCEX UHBIX
o0s13aHHOCTEN. ECiii BaM HY>KHO-TaKu C/IeaTh Cymnep-BaXKHbI 3BOHOK WM YTO-TO 3a0paTh y CEKpeTaps, Uiu
MOTOBOPHUTH C CYNPYIO# — clienaiite 31o celuac. VI xe pemmre, ko20a bl SmuM 3atimMenect U TOCTaBbTe
HANOMHUHAHUE, YTOOBI HE 3a0bITh. COBEPIICHHO HEOOX0IUMO, YTOOKI BCe Ballle (PU3MYECKOS BHUMAHUE ObLIO YJIEICHO
MPOIIECCY PEOpPTaHU3aIINH.

[Toutu 6e3 UCKITIOUEHNH, KOT/Ia 1 HAUMHAIO TPEHUPOBATH JIFOJIEH, Jake €CIIM OHU BBIJICIVIIN BpEMsI M ICHbI'M, OHU BCE
PaBHO He pa3JIeNIajkcCh C IeTIaMHy [ TOTO, YTOOBI BHINIACTH U3 KU3HU Ha Mapy THEH W 3aHATHCS CBOUM PadOYUM
MECTOM. «AX, 11a, MHE HaJI0 MIEPE3BOHUTH 3TOMY 3aKa3UMKy Ha AHSIX», TOBOPAT OHHU, HIIH «S1 TOJKEH CBS3aThCS C
JKEHOU, CIIPOCUTH, KYITWIIA JI OHA OMJIEThI HA CETrOHs». S ToJaraio, 4To eCiiM TaKOe KOJIMYECTBO JAJIEKO HE CaMbIX
MIPOCTHIX JIIOJICH UTHOPUPYIOT OTBETCTBEHHOCTD Tepe CO00M, ATO SIBHBINM TOKA3aTeb OMPEICIICHHON HEXBATKH
3peNoCTH Hallel KyJIbTypBl.

Pazo0panuce? Ominuno. Teneps camoe BpeMs BCe Ballle «pa3HOe» B OJTHOM MECTE.

I'maBa 5. Coop undopmanuu: codupaemM «pazHoe»



A1 yxe roBopui 00 OCHOBHOM Tporieaype coopa uH(HOpMALMU BO BTOPOi riiaBe. JTa riasa Oonee moapoOHO
TIOBECTBYET O TOM, KaK co0paTh BCe «pa3HOe», BCe He3aBEPIICHHEIE JIe)Ia B OJJHOM MeCTe. DTO IEepBHIi HEOOXO MBI
[Iar Ha IMyTH K «KPUCTAILHO YHCTOMY CO3HaHMIO». CoOepuTe XOTs Obl HECKOJIBKO JIell IOMUMO MPOEKTOB, HaJl
KOTOPBIMH BHI ceifuac paboTtaere, 1 BB YK€ CMOXETe IOTyBCTBOBATH ceds srydine. Korna e BBl cobepere Bee,
abcomnrotHo Bee 100 %, y Bac OSBUTCS HOBask TOUKA, U3 KOTOPOH BbI U OyzeTe ABUIaThCs K BEPIIMHAM JIMUHOM

3G HEKTHBHOCTH.

Han 3T0ii 4acThio OpraHu3alMOHHOTO Ipoliecca g1 paboTaro ¢ KIMEHTOM, KaK IpaBUiIo, 4acoB ILIECTh, IPaB/a,
OJTHAKABI MHE MOMAJICS TAKOH, KOTOPBIA KOBBIpsIICs Bee 20 (1 eMy MmoToM yixe ckaszai «JlagHo, Bbl 00IIyIO HACIO
MOHATH yxke»). COOp MOXKET 3aHATh O0JIbIlIE BPEMEHH, YEM Bbl PACCUUTBIBAETE, HO 3TO TP YCIOBUH, YTO BbI
BO3HAMEPUJIMCh CIIeNIaTh IOJIHbIM 0030p, Kak padouMX, TaK U JIMYHBIX JeJ. DTO Beb 3HAYUT, YTO BaM IPUAETCS Bce
001a3UTh U BCE OOLIAPUTD, B KaXIbIH YIOJl 3arysIHyTh, U B MalllMHE IIPOBEPUTH, U B JIOJKE U €IIE, I'7le Bbl TaM
obwuraere.

Ecnu y Bac B pacniopsi’keHHH HaBepHsIKa eCTh Yaca JIBa, TO BbI JIETKO CIPABUTECH CO COOPOM TOTO, YTO Ha
MIOBEPXHOCTU. A 11 OCTaJIbHBIX €N — JJI1 HUX HallMIIMTE HAIOMUHAHU, YTO-HUOYAb Bpoze «IIpoBeputh B rapaxxe»
Wi «3ariiiHyTh B BAHHYIO KOMHATY».

Ha camowm nene, Bam Bpsin jin yaactes coopatb 100 % nen 3a pa3 u moToM 310 Bee yaepxkuBaTh. Ckopee Bcero, B
TEYCHHUE HEeNIE)IU BbI OyIETe CIUIIKOM 3aHATHl M HE CMOXeTe 3aQMKCUPOBATh BCE BAIM MIICH U O0S3aHHOCTH I/1e-TO B
0ZIHO MecTe (TOJBKO He B rojioe). OQHaKo, MyCTh 3TO OyIeT BAIlMM 3TaJIOHOM JJIS MOJpaXKaHus, KOTOPBIi U Oy et
Bac MOTHBHPOBATh MOJICPKHUBATH «IUCTOTY B IOMUKE» BAIlIUX JeT U 00sI3aHHOCTEH, OyIb OHU CBSI3aHBI C OU3HECOM
WM C JIMYHOMN KU3HBIO.

ToroBr1? IToexanm...

BoT HECKOJIBKO BECKHX MIPpUYINH TOIO, 9TOOBI CHaYaJla BCe JAciia COGpaTI:, a YK IOTOM Ha4YHWHAaTh NX 06]9616(1]71!)1661)1’!&)2

1. BBl cMOkeTe 0CO3HATh M OLIEHUTH 00BEM BAIlHX Je U 00s13aHHOCTEH 2. BEI CMOKETe YBUIETH «CBET B KOHIIE
TYHHEJSD», Hy WM XOTs Obl, KAaKOW JJIMHBI 3TOT TyHHeNb 3. Koraa Bl 3aHATHI 06pabomkoti U opeanusayuetl, KpaiiHe
HEXKeJaTeNbHO, YTO0BI Oec(OpMEeHHAsI CYITHOCTh «Pa3HOT0», PACCPEIOTOUEHHOTO HEBECTh I'Ie, BAC TPEBOXKMIIA HEKasl.

Kak Tonsko Bce Aeja, 3aHuMaronue Bale BHUMaHHuE, COCPEAOTOUYCHBI B OJHOM MECTE, BbI I10JIYYa€TE BCC KapThI B
PYKH — MOXKETC CKOHIUECHTPUPOBATHECA HAa LEJIN U HEJIMKOM KOHTPOJIMPOBATH CUTYalHIO.

CoOparts pa3dpocaHHBIE, I'lIe IPUAETCS, IPEAMETHI B OHY KyJIy MOXET OKa3aThCs HE TAKOH yXK MPOCTOH 3amadeii.
Bonbmast 9acTe 3TOro «pasHOro» He SBIBIETCS KU3HEHHO HE0OXOIUMBIM, TOTOMY-TO H BaJLIETCSI, TAE rmomaio. Jlemo
M3HAYaIBHO HE OBIJIO CPOUHBIM, J1a U IO CHX HOP HUKAK O ceOe He 3asBUII0, IO3TOMY-TO 32 HETO HUKTO M He Opaics.
Tuma BUBUTKH, KOTOPYIO BBI KJIajJeTe B OyMaKHUK, YTOOBI IOTOM CBSI3aThCS C STHM YEIOBEKOM Kak-HUOYAb pH
CITydae; 3TO MOAYJIb IIaMSATH OT KOMIIA, 3aBaJISIBILUIICS B JalbHEM SIIMKE; IPUHTEP, KOTOPBIA BBl BOT YK€ IOJITOAa
HaMmepeBaeTech NepeBUHYTh B Ooee moaxosiiee A Hero MecTo. CIIOBOM, 3TO T€ BELIH, KOTOPBIE BUCAT HaJ BaMH,
HO BBI BCE eI€ He PeLIriin, OpaThes 3a HUX WITH JK€ BOBCE BBIUEPKHYTh MX M3 BCeX CIUCKOB. Ho 10 Tex mop, moka Bel
Oynere IyMath, 9TO 3TO MO0 Obi TIPUTOAUTHCS, OHU OYAYT AEp>KAaTh Bac B CBOSH BIIACTH U OTHUMATH IOPa3Jio
Ooutblire GU3NUECKON SHEPTHHU, YeM CTOMIIO OBl Ha HUX MOTPATUTh. 3alIOMHUTE: OLIyIIeHHe KoMpopTa npu
HE3aKOHYCHHOM JIeJIe BO3MOYKHO TOJIBKO €CIIH TOUHO 3HAMb, YTO IMEHHO BHI He nenaere. Camoe BpeMs Ha4aTh.
Brirpebure Bce M3 KOP3UHBI ¢ BHOBb IPUXOIAIIMMH JOKYMEHTAMHU, BO3bMHUTE CTOINKY YMCTBIX JINCTOB M JAaBaiTe. ..

...HAYHEM!



du3znyeckuii coop

IlepBoe, uTO HaJO CENATh, TAK 3TO OCMOTPETh OKPECTHOCTU HA IPEAMET HAINYMS KaKUX-JIN00 HEOKOHUYEHHBIX J1e
WM [IPEIMETOB, KOTOPBIE JIEXKAT HE TaM 1€ HAaJI0 WM HE TaK, KaK HaJ0, U CJIOKHUTH BCE ITO K BaM B KOP3HHKY C
npuxoaamen napopmanueil. Cpeau Mpodero BCTPETATCS U HEOKOHYEHHBIE JieJia U JIeNa, TPeOYIoe MPUHATHS
peleHus A JanpHelnero npoaswkenus. OHU TOXKe TOJDKHBI OTIIPABUTHCS B KOP3UMHKY — IIOTOM BbI pa3deperech U ¢
HUMH.

TpeHupyL?mer 3amedantv 6ce, 4mo Jedcum He Hd cCeoemM mecme.

YT0 N10/ZKHO 0CTABATHCS HENMPUKOCHOBECHHBIM

Cambrit J'Iy‘-IH.II/II\/'I crrocoo OIpEACIINTDb, YTO UMEHHO AOJI?KHO IOIMAaCTh B Ballly KOP3UWHKY — O9TO ONIPEACIIUTD, Y€ro TaM
OBITD He doicHo. Bot YETBIPE KaTCropuun BCHICfI, KOTOPBIC JOJKHBI OCTaThCA Ha CBOMX MECTaX MMCHHO B TAKOM
BUAC, B KAKOM OHH ceilyac U HaXOASATCH.

§ Kannenspckue npuHaaie;xHOCTH

§ ConyTcTByromue MaTepuaibl

§ DnemeHTHI feKopa

§ O6opynoBanue

Kanyenapckue npunaonexcrnocmu. .. 3T0 BCE TO, UM BbI YaCTO MOJIb3yeTeCh. BUSUTKH, MapKH, CTIILIEPHI, XKEIThIe
KIIEMKHE JIMCTKH, OJIOKHOTBI, CKPEIKH, CTEP)KHH ISl py4eK, I1a0JIOHbI JOKYMEHTOB, JIACTUKU — BCE B TAKOM poje. Y
MHOTHX JII0/iei Ha paboTe eCTh JINYHBIN SIMNYEK C OCBEKAIOIUMH MATHBIMU KOH(pETKaMu, candeTkaMu U Tak gajee.

Conymcmeyiowue mamepuanl. .. 3T0 BCE, YTO Bbl XPAHUTE, «HA BCAKUHN ciIydaily, HalpUMep, MaHyalKH 1o coPTy,
MEHIO HX OJIIDKalIIero pecTopana, paclucanie ypoKkoB Bamero pebenka. B oty kaTeropuro nonagaer tenedonHas u
aZipecHasl KHUTra, 1100011 MaTepuai 1o MpoeKTaM, TeM, CIIPaBOYHUKH, CJIOBApH, SHIMKIONEANH U AJIbMaHaXH.

Onemenmut dexopa... 310 Gpororpaduu Bamx OJM3KUX, KAPTHHKU Ha CTEHAX, CMEIIHBIE MATHUTHI Ha JOCKE, 3TO
MoryT ObITh U plaques, mementos U KOMHATHBIE PaCTCHUSI.

Obopydosanue. .. 3TO, OYEBUIHO, TeIe(OH, KOMIBIOTED, (hakc, MPUHTEP, MycOpHasi KOp3HHA, MeOelb U
BHJICOMarHUTO(OH.

Hagepnsika y Bac HallfyTCsl BelllM, KOTOpbIE MTOMAJAI0T B 3TH KATETOPUH — B OCHOBHOM BCE Ballld KaHIIENSIPCKUE
IIPUHAUIEAKHOCTU He TPeOYyIOT 0 OTHOLIEHUIO K ce0e KaKUX-TO OTIEJIbHBIX AeHCTBUM. Bee ocraibHOE TOKHO
OKa3zarbcs B Kop3uHKe. Ciydaercsi, 0IHAKO, YTO HEKOTOPBIE BEIIM, KOTOPBIE BBl OTHECIH OBl K OJJHOM 13
NIePEUNCIIEHHBIX KaTerOpUi, Bce-Taku Hy)KJa0Tcs B 0COOOM BHUMaHHUU IOTOMY, YTO OHH JI0 CHX I1Op HE HACTPOEHBI
TaK KaK IOJIOKEHO.

Hanpumep, MHOTHE nepKaT B SIIIMKAaX TaKUE MaTepHalibl, KOTOPBIE YXKE CTO JIET KaK IMPOCPOUYEHBI, UM IPOCTO UX
JIOJDKHO YIOPSAA0UYEHHO Pa3jIoKUTh Ie-HUOyIb B IpyroM Mecte. BOT OHU-TO U HOJIKHBI OTIIPABUTHCS B KOP3UHKY.
Wnu BoT emié npumep: ecinu Balll SIMK ¢ IPUHAIJICKHOCTSIMU [IEPETIONIHEH BCSIKUM XJIAMOM M [TOJIOMaHHBIMH
IIpeAMEeTaMU MM — 3TO TOXKE CUMTAETCs KaK HEOKOHUEHHOE /1€710, ¢ KOTOPBIM HaJio Obl pa3obpatbcs. Bl

XpaHuTe camvle ceedxcue hororpadum Bammx nereid? Ha creHe BUCUT MIMEHHO Ta KapTUHA, KOTOPYIO BBI XOmeau

Ovl TaM BUAETH? DTH HAIOMUHAHKS akTyansHbI? [logxoaut mu Bam Mebens? HacTpoeH i KOMIBIOTEp CENHATIBHO
nos1 Bac? KomHaTHbIe 1IBETHI HE 3a4axin? OJHUM CIOBOM, BCE BalllM MPUHAIEHKHOCTH, OKPYKAIOIUE MPEAMETHI



JOJIKHBI TOTIACTh B KOP3UHKY, €CJIM TOJIBKO OHM HAXOOATCS B HETTOJIOKEHHOM MECTE WJIN €CJIM OHU B HGHOHO63IOHICM
COCTOsSSHHUH.

HeckoJibko 3ameuanuii o coope:

§ Ha craguu cOopa, Bac MoJICTEpPErar0T HECKOIBKO JIOBYILEK:

§ Bce Bamm HeoOKOHUEHHBIE J€Jia 3a pa3 B KOP3UHKY HE IIOMECTATCA, NX 6OJII)HIC, YC€M OHa MOXKET BMCCTUTH

§ Br1 okaxerech Ha TpaHU MMOJIHOI'O IMOTPYKEHHUS B PACUUCTKY U OpTaHU3allHUIO

§ Koe-uTo BbI yke coOpany U OpraHu30BaIu

§ Bui PHUCKYETEC HpO6e)KaTLC)I TOJIBKO IO CaMbIM Ba>XHbIM [J1€JIaM, KOTOPBIC Bbl XOTCIIN OBl IMETH Ha BULY

Ymo ecau npedmem ciumkom 00beMHblil, YmoObl noMewams e20 8 KOp3uny?

Ecnu BbI pu3nueckn He MOXKeTe 3aUXHYTh YTO-TO B KOP3UHY, TOT/Ia HAMILUTE 3aMETKY 00 3TO# ITyKe U e€-TO U
IIOMECTHUTE B JI0TOK. Hampumep, ecnu feno kacaercs ocTepa Ha JBEpH Ballero KabuHera, IPOCTO HAMUILUTE «I10CTeP
Ha Bepu». U mocTtaBbTe Tam gaTy. ITO JacT BaM Mapy npeumMyiuecTs. Eciu B Baiel cucteme opraHuzannu
II0T1a/1a€TCs HECKOJIBKO 3aMETOK IOJJ0OHOI0 pojia, TO He JIMIIHE OyAeT 3HaTh, KOIla UMEHHO KaXkaas U3 HUX Oblia
caenana. BooOuie, 3To upe3BbIUaiiHO MoJie3Hast MPUBBIYKA — BCE KPYrOM AaTUPOBATh: KIEHKUE JTHCTKH, KOTOPHIE BbI
IepeiaeTe aCCUCTEHTY, IOJIOCOBYIO IIOUTY, 3aMETKHU, KOTOPBIE BhI JieflaeTe B X0e TeaegoHHOro pasrosopa. Tpu
MPOILICHTA CIIy4aeB, B KOTOPBIX 3Ta HH(POpMAIHs OKAXKETCs TIOJIE3HOM, TOTO CTOST.

Ymo ecau cmonka 6yﬂ4az CUMKOM OONLULAS U He nomewaemcs 6 K0p3MHK€?

Ckopee Bcero, Bbl pBaHeTeCh COOMpATh U HacoOupaeTe ropasao OoIblIe, 4eM MOXKET YMECTUThCS B KopauHke. Hy,
€CJIM TaK CIYYMUIOCh, TO CIOXKUTE BCE 3TO B CTOMKH BOKPYT JIOTKA M JaXKe HA MOy, N0 HUM. B KOHIIE KOHIIOB BEI
MOCTENIEHHO pa30bepere ux, 00padoTaeTe U OpraHu3yere Bee. TeM BpeMEeHEM HE MOJICHUTECh YOSAUThCS, YTO 3TH
CTOIIKH ¥ IPOYHE ITPEAMETHI Ha CTOJIE U B OKPYTE HE MEPEITyTaloTCs.

Buikuowigaiime cpaszy

Ecnu BBI BHIMTE XJ1aM HEBOOPY>KEHHBIM B3IJIAI0M, BEIKUBIBANTE ero 0e3 kojebanuid. [1J11 HEKOTOPBIX MOUX
KJIMEHTOB Ipolieaypa cOopa HEOKOHYEHHBIX JIeJl CTajla IepBhIM pa3oM, KOIZla OHY [IPOUUCTHUIN OCHOBHOM SIIUK
CBOET'0 CTOJIA.

Ecnu ke BbI He yBepEeHBI, YTO Belllb, HAWCHHAS BAMH MOXKET HA YTO-HUOYAb CrOIUTHCS, TIOJIOKUTE ¢€ B KOP3UHKY.
UYto BBI HE IOJDKHBI JI€JIaTh, TAK Bl HE JOJDKHBI TO3BOJISITH BelllaM OpaTh BaC B TUICH — HE nulmatimecs Nopemarh Bee
Jiena Ha Mecte. Bbl cenaere 3To mo3ike, Korjia Bellb yke OyZeT B KOP3UHKE, K TOMY )K€ BEIOOpP TaKOro pojia JieaTh
MIPOIIIe, €CITU BbI YK€ YBIICUCHBI ITPOLECCOM COPTHPOBKU. OCHOBHAS 11EJIb — COOPATh B KOP3UHKY BCE KAK MOJNCHO
Ovicmpee Tak, 4TOOBI HABEPHSKA PA3/IENaThCS CO BCEM JIMIIHUM M YETKO MPECTaBUTh ceOe MIaH OOEBhIX JCUCTBUI.

byovme ocmopooichvl ¢ 0cobo yceponou uucmroii u opeanusayuert!

Kak TosbKO JIt01 HauMHAIOT 3aHUMaTbcs COOPOM HEOKOHYEHHBIX JIeJ1 IoMa MJIM Ha padoTe, OHU CTAaHOBATCS
JKEPTBAMHU BHUPYCa YUCTOTHI M OPraHU3aluy. JTO HE CTPAILHO, ECJIM BIIEPEIU Y BaC IOCTaTOYHO BPEMEHH, HAIIpUMED,
uenas Hepenst. MiHaye, BaM npuiercs pa3oUTh BeCh IPOLIECC Ha YaCTH U paclucaTh I 3TUX YacTell HallOMUHAHUS,
Hanpumep, «PacuucTuTh yeThIpe siuKa B mkady» uiu «HaBecTy NOpsIoK B IMYHBIX SIIUKaX». Yero Bl He



00/CHbI IETIATh, TAK 3TO HECTUCH CIIOMsI TOJIOBY BHU3 110 KPOJIMYbEH HOpE U MOAOUPaTh OT/AETbHEIE Jeja, a TOTOM He
HUMETh BO3MOKHOCTH YCTaHOBHTH LEIOCTHBIH KOHTPOIIb HAJl IIPOIIECCOM. DTO MOXKET 3aHATH OOJIbIIEC BPEMEHH, YeM
BbI [yMaeTe, TOT/1a KaK Bbl XOTUTE BBIMTH HA (PMHUIIHYIO TIPSAMYIO U MOpa3oupath BCe Aea Kak MOXKHO CKopee.

Kax nocmynamos C ()eﬂwwu, Komopble yoice 6KII0UYEHbl 6 CNUCKU U YUCTAMCA 6 exceOnesHUKax?

Bo3MmokHO, y Bac yKe eCTh HEKOTOPbIE CIIMCKU M KaKasi-TO OpraHu3alroHHas cuctema. Ho ecinu BB emg He cpociuch
C CHCTEMOI opraHu3alnuy pabouero mpoiecca, Kak ¢ pOJHOMH, 5 BCE )K€ pEKOMEHAYIO IOMECTHTh 3TH CITUCKH B
KOP3UHKY ¢ npuObiBarolieil nHGopManueil 1 paccMaTpuBaTh UX KaK OTAEIbHBIE /1e1a, KOTOphIe Hal0 3aBepIInTh. Bbl
HaBepHsKa 3aX0THUTE, YTOObI cucTeMa Ballla Obula I10CIe10BaTeIbHON, U BaM OYyZET COBEPLIEHHO HEOOXOAUMO BCe
MIEPEOLICHUTD C ATOM TOUKH 3pEHHUS.

«Ho smo mne mep:ntb HElb35l HU 6 KOeM CJzyuae/..»

YacTeHbKO B Iporiecce cOopa Jien Mbl HaThIKaeMCs Ha KaKylo-HHOYIb OYMaXXKy U JOKYMEHT, KOTOPbIC 3aCTaBJISIOT
Hac BOCKIUKHYTh «boxe moti! Kak e s 00 arom no3adsut! MHe 00s13amenvHo Hado ¢ 3TuM pa3zooparbes!» I1o
MOXET 0Ka3aThCsl HATOMHUHAHUEM 00 OTBETHOM Tee(OHHOM 3BOHKE, KOTOPBIH HYKHO ObUTO clenaTh JBa JHS Ha3all,
WM KaKUE-TO 3aMETKH, OCTABIIMECs CO BCTPEUH C MApTHEPAMHU, C JeJlaMU, KOTOPbIE HA0 OBUIO YIaUuTh HECKOJIBKO
Hezenb Ha3all. U BOT MBI y)ke He XOTUM CKIIAJIbIBATh 3TOT JIMCTOK MITH JOKYMEHT B OOIIYI0 KOP3UHKY TOTOMY, YTO
OouMCs ero moTepsTh.

Ecnu takoe ciyuuiiock U ¢ BaMu, CIIpocHTe ce0st, deticmaumenbHo M HaJlo C 3THM pa3o0paThCs O TOTro, KaK BbI
BBITIOJIHUTE paboTy 110 OpraHU3allMi HEOKOHYEHHbIX Aeil. Eciu 310 Tak, To Jydiie paspyauTh 3TO cpasy ke, YT00 OHO
y’Ke Ha Bac He JaBuiio. Eciu jxe HeT, MOJIOKUTE STOT JIUCT B KOP3UHY H MpoIoJiKaiiTe codupars. CKOpO BBl BCE 3TO
oOpaboTaere U OpraHu3yeTe, Tak YTO HE BOJIHYHTECh — Balll CYNEep-JIUCTOK HE 3aTepsieTcs.

Ecnu BBI HE MOXeTe Pa3pyJIMTh 3TO ACIO MIPSAMO ceﬁqac, OJHaKO HAaIIOMHMHAHUEC O HEM muzcaem KpaCHOIZ ]lthI’lOllKOIZ,
Toraga CO3I[3B3.I71TC TAC-TO HETIOJAJIEKY OT JIOTKA C MPUXOAAIINMA 6yMaFaMI/I «CPOYHYIO CTOIIKY». STO, KOHCYHO, HE
J'Iy‘IH.II/Iﬁ BbIXOJ, HO MPUACTCA UM BOCIIOJIb30BAaThCA. HOMHI/ITe, YTO KaK TOJIbKO BbI MaJ1O-MaJIbCKH pa36epeTeCL Cco
CBOMMM A€IaMHU, Ha ITOBEPXHOCTHh BCIUIBIBET CpOYHAas 3a7a4a, Tpe6y10n1a;1 HEMEJICHHOI'O pCIICHUA.

Haunure co cBoero padouero croJa

I'otoBe1? OK. Haunnaiite nepeOupats Beuy a paboueM cTosjie, U T€ U3 HUX, KOTOpble TpeOyIOT 3aBepLIeHuS,
nepexiIagbiBaiiTe B KOP3UHKY (WIH B JIOTOK). HacTEeHBKO NPSIMO MO PYKOH HAXOJUTCSI HEMEPEHOE KOINYECTBO Belleil,
C KOTOpPBIMM Hazlo pa3oOparbes. HekoTopsle J1tou NCIIONB3YIOT CBOM pabounii cToJ1 Kak KOp3uHKY. Eciu 1 BbI
PELININ TOWTH STUM MyTeM, TO OyIbTe TOTOBBI K TOMY, YTO K Hayainy pa30opa uH(popMaluu Bel OyaeTe OKpYy>KEHbI
HECKOJIbKMMH CTOIKaMH J0KyMeHTOB. HaunuTe B Kpast Ballero croJjia M UCCIEIyWTe Kaxk bl €ro KBapaTHbIA
cantuMmetp. Kak npaBuiio, Ha MyTH BCTpEYaeTCsl CIeAyoLIee:

§ CTomkm mUceM U 3aMETOK

§ bymaxkku ¢ Tene)OHHBIMH HOMEPaMHU

§ Uyxne BU3UTKH

§ 3aMeTKH cO BCTpEY U COBEIAHHHA

CrapaiiTech He IOJ|IaBaThCS UCKYIIIEHUIO CKa3aTh ceOe: «Hy, s 3Ha10, 4To B 3TOM CTOIKE, 5 €€ TYT U OCTaBJIO». B
TaKOM cITydae OHH MaK U OCIMaHymcs HETPOHYTHIMU, TI03TOMY Cedyac MM caMO€ MECTO B JIOTKE C MIPUXOISAIINMU
JIOKyMEHTaMH.



[Toka BbI BO3UTECH HA CTOJIE, 3aalTECh BOIIPOCOM, HE TIOMEHSTH JIH YTO-HUOYIb U3 KaHIEIAPCKUX
npuHaiexHoctei. Tenedon HopmankHO paboTaer? Kak Hacuet kommbroTepa? A cam cron? Ecim 9yTo-T0 TpeOyeT
W3MEHEHUH, HanmuIuTe cebe HATOMUHAHNE U TIOJI0XKUTE €r0 B KOP3HHKY.

SImuKH cTojia

3areM nepexoauTe K SAIMKaM CToJIa, €CIIM TaKOBbIe UMeroTCs. TpedyeT in ux coaepkumoe ocodoro BHuManusi? Ectp
JIM TaM JOKYMEHTBI HJIH 3allUCH, C KOTOPBIMU HaJ0 pa3o0parscsa? MoxeT ObITh, TaM €CTh YTO-TO, YEro TaM OBITh HE
nopkHO? Ecy Bbl OTBETUIIM YTBEPAUTEIBHO XOTS Obl HA OJJMH U3 3TUX BOIPOCOB, CI0XKUTE JOKYMEHTBI, KOTOPbIE
TpeOyIoT 10pabOTKH, B KOP3UHKY WM HAaNUIINTE ceOe HAIOMUHAHUA O HUX U TOXe cllokuTe. Ecinu Bbl cOMHeBaeTech,
3aHUMAThCSI BaM SIIUKaMHU CTOJIa cefyac UM OCTaBUTh ATO HA IIOTOM, TO AJIs OTBETA IPUKUHBTE BPEMs, KOTOPBIM BbI
pacrosaraere 1 KOJIN4eCTBO «Pa3HOT0», KOTOPOE BaM Hajlo IepedpaTh.

Fopmmnanu—nme MOBEPXHOCTH

[IpomomxaiiTe ocMaTpuBaTh Baml KabuHeT, cOOMpast BEIIH C TIOJIOK, IKaQOB U TyMOOYEK, €CIIH OHH JISKAT B
HETIOJIOKEHHOM MecTe. Y Bac OyAyT CKaIUIMBaThCs CTOIKH XKYPHAJIOB, CTaTeH, BBIPE30K, KOHBEPTOB, MAIOK C
COITyTCTBYIOIIMMHU MpoeKTaM Marepuanamu. CoOupaiite Bce.

Bo3MoxHO, y Bac ecTh ClipaBOYHbIE MaTepHalIbl, KOTOPBIE BbI YK€ HCIIOJIB30BATH UIIH K€ OTIIoXUIu. Eciu 310 Tak,
€CJIM BB MOYKETE MEPENIOKNUTh UX B MAIKH BalIeH CUCTEMbI XPaHSHHUS CIPABOYHON HHPOPMAIUH, H 3TO HE 3aiiMeT y
Bac MHOTO BpPEeMeHH, Tak U crenaiire. [Ipsmo ceituac. OgHako noaymaiite, He MOHaJOOUTCS JIX OH BaM B CKOPOM
BpeMeHH cHoBa. Eciiu 1a, TO MOJI0KUTE B KOP3UHKY U €r0 — II0TOM pa3deperech.

Ha cresiaxax

Teneprs nocMotpuTte Ha cremuiaxax. Uro Tam? Tyza ske MOXKHO CBAIUTh TOPbI IOKYMEHTOB U CIIPABOYHBIX
MaTepUaoB, IOAXOAUT OHO U JUI XPaHEHUS APYTHX «pazHOCTel». MOXeT, TaM eCThb YTO-TO ClIOMaHHOe? YacTeHbKO
Ob1BaeT 1 Takoe. Cobepure BesikKe Oe31ey KU U MEJIKUe NoJapKu Ha IaMATh, KOTOpbIE, B 0OLIEM-TO, HE CHIIBHO
MHOT'0 3Hayat. | eHepasbHbIi MEHeKep OJHOM CTpaxoBOH KOMIIaHUH, HAIIpUMep, IPAMO-Taku pa30ylieBascs B
MIPOLIECCE BBIKMIBIBAHUS MEJIKOTO MYCOpa, KOTOPBINA CKAIUIMBAJICS Y HETO HA NMPOTSKEHUH HECKOJIBKUX JIET.

Tlooymatime, max au 6asicHuvl 0151 8ac 8awUU OE30ETYUIKU.

U omsth K€, €CJIN KaKOC-TO U3 3TUX MECT COBEPIICHHO BBIIIO U3 ITOJ KOHTPOJIA U UM HaJ10 00s13aTCIIBHO 3aHATHCH,
HaNnUIIUTEe ceOe HAITOMUHAHKUE U TIOJIOXKUTE €ro B KOP3HUHKY.

IToabl, cTEHBI, MOJKH.

MoskeT, Ha MarHUTHOM JTOCKE €CTh YTO-TO, YTO HAJI0 JoJeNaTh? MOXKeT, Ha CTeHaX BUCHUT YTO-HUOY/Ib HEOTpeOHOE?
Kak Hacyer kapTHH, TOCTEPOB U MPOUYMX JEKOPATHBHEIX Bemler? UTo Tam Ha OTKpHITHIX onkax? Kuuru, koTopsie
HaJI0 MpoYeTh Win nogaputh? Karamoru, Manyanku wiv NEepemnoTHEHHBIE CKOPOCIIUBATEIH, COACPKUMOE KOTOPBIX
JIaBHO ITPOCPOYCHO MITH TPeOyeT Kakoro-To ocodoro BHUManus1? Kakue-HuOyAb Ky4H WM CTOITKH OyMar Ha 1oy ?
[IpocTo meperamuTe UX B KOP3UHY — paz0epeTech MO3xKe.

OobopynoBanue, Mmedesb

MoXeT BBl XOTUTE YTO-TO U3MEHUTH B 00CTaHOBKE O(rca, CMEHUTh WJIH NepecTaBUTh Mebenb? Bee mu paboTaer Kak
Hano? Jlamnouku Bce Ha Mecte? Ecim 9T0o-TO Haj0 M01enaTh, BB 3HACTE, KaK C ATUM MOCTYIIUTH — HATOMHUHAHKE U B
KOP3UHKY.

Apyrue mecra



B 3aBUCHMOCTH OT TOTO, YTO BHI yKe 00CIIeoBaIU B Ipoliecce cO0pa, BBl MOXKETE MPOBEPUTH TAKMM 00pa3oM U
JIpyTHE MECTa, TJIe BBl YTO-TM00 Xpanute. Eciu BBl NeHCTBUTEIHLHO HAMEPEHBI OYUCTUTH CO3HAHUE, TO OBLITO OBI
MIPaBUIIBHO POYUCTUTH 8e30e.

HCKOTOpLIC MOMU KJIMCHTBI IIpUIIaliain MEH I[OMOﬁ C TEM, 9TOOBI 51 IOMOT' UM pa306paTL HCOKOHYCHHEIC ACJ1a U TaM.
YacTeHbKO OHU MO3BOJISIIN «HE TAKOMY YK BaXXHOMY ACIIYy» B UX ,Z[OMaI.HHeﬁ JKU3HM IIOMMAaTh ce0sl B JIOBYLIKY, 3Ta
€pyHIa BCC CWUJIbI X BbICaCbIBaJIa.

He noseonsiime «ne maxkomy Yic axCHOMY» 0eny OMHUMAMb 6CIO 8AULY IHEP2UIO OOMA.

HNurennexkryanbHblii coop: [Ipouncrka co3Hanus

Korza BbI yke coOpasnu Bce HEOKOHUEHHBIE Jiela BOKPYT Bac, BaM, BO3MOKHO, 3aX0U€TCsl OYMCTUTh U Bally
OIEePaTUBHYIO MaMATh. UTO emé 3aHuMaeT Ballle CO3HAHUE U B TO e BPeMs, He TONajio B TOM WK UHOH (hopme B
KOp3uHKY? BOT TyT-TO HaM U IOHAaIOOMTCS CTOTKA YHCTHIX JIUCTOB OyMard.

51 pekoMeHIyI0 BaM 3aIIUCBIBATh KaXIYI0 UACI0, KAKIBIH IIPOEKT, KAXKIYI0 MBICIIb, KAXKIyI0 IITYKOBUHY, KOTOpast
TpeOyeT BHUMAHUS Ha omoenvHom aucme 6ymazu. MoxeTe caenarh AIMHHBINA CIIMCOK Ha OJTHOW CTpaHulle, HO
ropaszio 3 dekTHBHEe pacucaTh Bce Ha OTAENBHBIX JncTtax. CKopee BCero, BaM HE MPUIETCS XPAHUTh BCE ATH JIUCTHI
BEYHO, HO JepKaTh UX IO PYKOH B IPOLIECCE COPTUPOBKHU BEChMa MOJIE3HO.

Bam HOTp€6yeTCH OT ABaAllaThH MUHYT 0 Yaca Ha TO, YTOOBI pacnucaTtb BCE, YTO 3aHUMACT Balll€ CO3HAHUE, HO 3TO
TOJIBKO nocje Toro, Kak Bbl pa3o6pam/1cr, CO BCEM OCTaJIbHBIM. BbI 3aMCTHUTC, YTO B JI€JiIa BCIOMHWHAIOTCA p33H060171 -
MCJIKUE, KPYIIHBIC, JIMYHBIC, pa60tme — 0€30 BCSAKOTO MOPAAKY.

PabotaiiTe Hax KonuuecTBOM. Jlyulie nepecraparbcs, 4eM YIIyCTUTh YTO-TO. XJIaM BbI BCETla CMOXKETe
MTOBBIKH/IBIBATh M03XE. BO3MOKHO, IIepBast MbICIIb, KOTOpasi IPUET BaM B rojoBy — «CriacTi 030HOBBIN CIIOI», a
notoM «Kymuts exy s komkm». Cobupaiite Bce. 1 He yAMBIIHTECH, YTO CTONKA OyMar B KOP3HHKE CTPEMHUTEIEHO
pacrer.

«Tpurrep»-cnmcox

B nene npouncTku co3HAHUS HEMIOXO ObLIO ObI 3aBeCTH CIHUCOK « TPUrrepoB HE3aKOHUEHHOCTHY, YTOOBI MOYKHO
OBLIO MPOCMATPUBATH €TO MYHKT 3a MyHKTOM U MPOBEPSTh, HE 3a0bLIH JM Bl Yero. M IOMHHTE, €CITH BaM 4TO-TO
BCIIOMHHTCS, 3aIMIIUTE 3TO HA JINCTOK U MOJIOKUTE B KOP3UHKY.

Cnucok «TpurrepoB He3akoHYeHHOCTEH»

Pabouee

HaanLIe, HO HCOKOHYCHHBIC ITPOCKTHI

HpOCKTLI, KOTOPBIC Ha10 HAYaTh

[Mopyuenus \ O6enanus Jpyrum

Hauanenuk \ [TapTHepsI



Komnern

ITomunnenHnie

Jpyrue coTpyaHUKU

JIroau «co CTOPOHBID»

3aKka3zyuku

Hpyrue oprannzanuu

CrieraanucThl

Cas3u

BuyTtpennue \ BHemnue

OTHpaBI/ITB CaMOMY HUJIM OTBETUTD!

TenedoHHbIe 3BOHKU

TI'onocoBas mouta

:‘)HeKTI)OHHaH no4dra

daxkcel

ITucema

3aMeTKu

[Jpyrast nucbMeHHast paboTa — 3aKOHYUTH \ IPEAOCTaBUTh K PACCMOTPEHHIO

OT4eThl

BriBosib \ O030phI

[Ipennoxenns

Cratbu

[Ipomo-maTepuranbl

Manyanku \ UTHCTpyKIHH



PenakTopckas npaBka

BCTpe‘II/I, KOTOPBIC HAJO Ha3HAYNUTb \ 3alIpOCUTHh

KOMy Haao0 3HaTh O KaKuxX peI_HeHI/I)IX?

BuumarensHoe npoutenue \ Ilpocmotp

dunance!

Hanunynele nensru

CraTucTHKa

BromxeTrl

[Iporuosuposanue

[TpuObLTE 1 YOBITKH

Bananc

Kpenuts

[Tmarnposanue \ OpraHu3amus

dopmanpHOe MIaHupoBaHue (LN, 3a]]a4H, IEPCIIEKTUBEI)

Texymme npoeKTsl (CIeIYIOUIUEe CTYIICHH)

[IpoekThl, KOTOpBIE BOT-BOT HAUHYTCS

Busnec \ MapKeTHHTOBBIE IIJIaHBI

HpezmomeHI/m 10 OpraHru3alu

[pencrosiye coObITHS

Berpeun

[Ipesenranuu

OpraHu3zaiioHHasi CTPYKTYpHU3aIys

Hogoe o0opynoBanue



YcTaHOBKA HOBBIX CUCTEM TN 000py10BaHUS

KomannupoBku

banku

HOJ’IY‘-IGHI/IC JCHET

IInarexn

Menkue cymMMbl

AnMuHHCTpanus

IOpunuueckue Bonpocsl

CrpaxoBanue

JInanoe

Crpareruu \ Meroauku

3aKka3zyuku

Bnytpennue

Buemnue

MapkeTuHr

[Iponsmxenne

[Iponaxu

OO0ciy>KnBaHuE MMOKyTaTenen

Cucrtemsl

Tenedons

Komnsrotepsr

OducHoe obopynoBaHue

Jlpyroe oGopymoBanie



[Mpunaanexuoctu

CucreMbl XpaHCHUSA

ApXUBHI

I/IHBGHTapI/BaHI/IH

Kommnekryromue

Oduc \ Pabouee mecto

Opranuzanus opuca

Mebens

Jexop

Oxuganue. ..

Undopmanus

Jenernposannsie 3amaun \ [IpoexTs

KpI/ITI/I‘IHHe JJIsL IPOCKTOB 3aBCPUICHUS MMOA3aAa4

OTBeTHI HA:

ITucema

3aMeTKu

3BOHKH

[Ipennoxenus

PexBu3utThI

Komnencarun

Menkue cymMMbl

CrpaxoBanue

3aka3aHHBIE BEIU



OTpeMOHTI/IpOBaHHLIe BEIIU

bunetsr

Pewmenus nqpyrux

IpodeccrnonansroE pazBuTHE

Tpenunrn \ CeMuHApHI

Bemwm, koTopsie Ha/l0 BEIyYUTh

Wudopmarys, KOTOpYyo Halo OTHICKATh

HaBBIKI/I, KOTOPBIC HAO IMOIIPAKTUKOBATDH \ BbIYYHTb!:

KomnreroTepepnas rpaMoTHOCTD

Aynauo \ Buaeo TpeHUHTH

Pesrome

I[OHOJ'IHI/ITGJ'ILHOG 06p830BaHI/I€

BBIICHUTH — BBI3HATH O YEM-TO. ..

Pabouwnii rapepo6

Jluunoe

HaanLIe, HO HCOKOHYCHHBIC JIC/Ia

HpOCKTLI, KOTOPBIC Ha10 HAYaTh

[Mopyuenus \ O6enanus Jpyrum

Cynpyr

Hertu

Cembst

Hpy3ss

CrieraanucThl



OnomKeHHbIE BEIINA

[Jena: npyrue opranuzanuu

Cepsuc

Fpa)KI[aHCKaH AKTUBHOCTb

JloOpoBobHEIE

CBSBI/I, KOTOPBIC HA10 HAJIaAWUTh \ nogACPKUBATH

CeMbst

Jlpyses

CrenuaancThl

Cz[enaTL CaMOMYy WJIM OTBETUTH HaA:

TenedoHHbIe 3BOHKU

IInucema

OTKpBITKH

[pencrosiue coObITHS

Oco0ble COOBITHS

JHu poxneHus

Nmennnsl

CBanpObl

Brinmycknbie

[Ipazguuku

Kanukynbr

Ormyck

HyTeme CTBHA Ha BBIXOIHBIX



OO01ecTBEHHBIE COOBITHUSA

KynbTypHble MeponpusaTus

CrnopTUBHBIE MEPOIPUATHS

Hay‘{HO-I/ICCHe,I[OBaTeJ'ILCKI/Ie 1 OIIBITHO-KOHCTPYKTOPCKUE paGOTI:»I — ACJiIa, KOTOPbIC HAAO0 NEPCALCIaTh

MCCTa, KOTOPBIC HAA0 IMTOCETUTDH

Jlronu, ¢ KOTOPBIMU HA0 BCTPETUTHCS \ IPUTITIACHTH UX KyAa-TO

MectHbie Pa3BJICUCHUSA

AnMuHHCTpanus

dunaHcoBbIE

Cuyera

Banku

Nusectumymn

3aiMbI

HanoroBblie cO0pbI, TOLLTHHBL

CrpaxoBka

[IpaBoBbIe BOIIPOCH!

Xpanenue

Oxuanus 4ero-inoo. ..

ITouToBEBIH 3aKa3

Pemont

Komnencarun

BosBpaienue qonros

MenuumHckas nHpopMarms



3anporeHHbIe OTBETHI

Hena no nomy

3emenbHbIE

I/IMYH_IeCTBO B COOCTBEHHOCTH

V3akoneHHnoe

Hensmwxumocts

PaitonupoBanue

Hanorossie C60pLI, TTOIIJIMHBI

Crpourenu \ KoHTpakTHUKH

O6orpes \ Ounctka Bo3ayxa

CaHTeXHHUKa

DIEeKTPUUIECTBO

Kpspima

Can

[Mogpe3n x nomy

Crensbl \ OB \ IOTOJIKA

Jexop

Mebens

O6opynoBanue

DIEeKTpUYECKUE TaMIIOUKHI

KyxonHsle akceccyapbl

CrupansHas MamuHka \ Cyika

MCCTa, KOTOPBIC HAA0 OpTraHU30BaTh \ [TouncTUTHL



KomnsroTepst

IIporpammMHoe obecrieueHue

Kommnekryromue

CeTtb

WuTtepuet \ DnekTpoHHas 04T

Tenesuzop

Buneomaraurodon

Mys3bika \ Jlucku \ Kaccetsr

®doro \ Buneo

Tenedons

ABTOOTBETYHK

CHOpTI/IBHI:Ie MNPUHAJJICIKHOCTH

Uynans! \ Onexna

Tapax \ Capait

PeMoHT aBTOMOOMIIS

HNHcTpymeHTHI

Bbarax

I[OMaH.IHI/Ie JKUBOTHBIC

310poBBE

Joxkropa

JlanTucr

CD-ROM



CrenuanucTel

VBieueHus

Kuauru \ 3Bykozanucu \ [Tnenku \ JTucku

ITopyuenus

XpaHI/IJ'II/IIHe KOMIUICKTYOIUX

ArnTeuka

Maraszuna

bank

tyku ans yoopku

Kuamxnaeia

Coo0i111ecTBO

Cocenu

IIIxoma

MecTtHasg aqMUHUCTPALIUAS

I'paxnaHckue eHHbIE OyMaru

WHBeHTapU3anMsi COAEPKUMOI0 KOP3UHKHI

Ecnu Bamia rosnoBa BbIcCBOOOAMIIACH OT BCEX pabOUMX U IOMAIIHUX 3aMOPOYEK, TOT/a Ballla KOP3UHA, 10JDKHO OBITh,
HMH TIepenoHeHa 10 KpaeB. KpoMe npenmeToB u Oymar B Ballell KOp3MHKE TaK MM WHAa4Ye JOJDKHBI PUCYTCTBOBATh
1 BCE DIIEKTPOHHBIE MMChMa, ¥ BCE TOJIOCOBBIE COOOIICHUS, ocTaBImecs Oe3 oTBera. Tyaa ke JOKHBI MONacTh U Te
JleNa U3 Ballero eXXeIHEBHUKA, Il KOTOPBIX BBl €IE HE OMPEICIIIIN CIEAYIOIEro KOHKPETHOTO JEHCTBHS.

51 pekOMEHy10 CBOUM KIIMEHTaM 3allChIBATh TOJIOCOBBIE COOOIIEHUS Ha OyMary U CKJIaJIbIBaTh B KOP3UHKY, a
©KeTHEBHUKH Ty/Ia KHAATh IETMKOM — YaCTEHBKO MM OBIBAacT Hy)KHA OCHOBaTeNbHAs peBH3ns. Eciy BBl HCmonb3yeTe
HanagoHHUK, Microsoft Outlook mmu Lotus Organizer, s KaKMX-TO WHBIX 33K CEH MOMUMO Tele(OHHON KHHTH, 5
COBETYIO BaM pacliedaTarb Ballld TAMOIIHUE KaJeHaapH U «t0-do» — CIIMCKU U TOXKE YIOKUTH B KOP3UHKY.

9HeKT‘p0HHLI€ IKUCbMa JIy4lI€ BCC K€ OCTABUTH KaK €CTh, IOTOMY KaK BHE KOMIIbIOTEPA C HUMU pa6OTaTL
CJIOKHOBATO.



Ho Bce >TH MaTepHuaJbl HE T0/IZKHBI 0CTABATHCH B KOP3UHKE

Korza BbI ¢ 3TUM ynpaBUIIMCh, MOXKHO IIEPEXOUTH K clieayromeMy mary. OcTaBisTh BCe 3TO B KOP3UHKE HENb3s,
[IOTOMY KaK 4epe3 HEKOTOPOe BpeMs, CO3HAHUE TOTO, YTO Aeja (M KaKue HMEHHO J1e]1a) He JIBUTAl0TCs, BHOBb HAYHET
IaBUTH Ha Bac. [loxanyii, OCHOBHAsI PUYKMHA HEOXOTHI, C KOTOPOH Jtoau OepyTcs 3a cOop HH(POPMALUK B KOP3UHKY —
9TO HEMMEHHUE XOPOIIIeH OTIaKEHHOH CHCTEMBI ITOCIEAYIONeH 00padOTKH U OPTaHU3AIMH 3TOH caMoi HH(pOPMAIIHH.
DTO0 U eCTh TeMa clieAyrolIel riaBbl: «OmycTomaeM KOp3uHKY».

I'maBa 6. O6padoTka: OnycromeHue KOP3UHKH

Teneps, Korzna Bce, 10CTOHHOE BalllEr0 BHUMAaHUs, COOPaHO B KOP3UHKY, 110pa 3Ty KOP3UHKY pa30upaTh.
OmnycTolieHre BOBCE HE IOJPa3yMeBaeT 6bln0aHeHIe HEOKOHYEHHBIX Je1 U JOBEIeHUE IOABUCIINX [IPOEKTOB /10
3aBepLUEHUS. DTO 3HAUUT, YTO KAXKAOE JeJI0, KaKAbLI IIpeaMeT, KaxIbli JOKYMEHT Haslo Oyaer
MPOUIEHTU(UIIMPOBATH U PEIIUTh, YTO C HUM JIAJIbIIIE AEaTh.

BoT xenaeMbie pe3yabTaThl 3TOTO Mpollecca:

1. Bce HeHy)HOE OyAeT BHIKHHYTO

2. Bee nena, Tpebyroiue MeHee ABYyX MUHYT, OyIyT BBIIIOJHEHBI

3. Bce, YTO MOXXHO ACJICTrUpOBaTh, 6yz[eT ACIErupoOBaHO

4. Bce aena, 3anumMatoiiue 0ojiee ByX MUHYT, OyJIyT OTCOPTUPOBAHBI M IOMEIICHBI B BAIIY YIIOPSIOYEHHYIO CUCTEMY
HaITOMHHAHUHA

5. Bce kpyIHbI€ IPOEKTHI, BHITEKAIOIINE U3 JOKYMEHTOB, CKOIIUBILUXCS B KOP3UHKE, OyAyT IPOUAEHTU(ULIUPOBAHBI

JlnarpamMma WUTIOCTPUPYET MPOLECC LEIUKOM. B IIeHTpabHO KOJIOHKE MPEICTaBIeHbI BCE LIary mpolecca
00pabOTKN M MPUHSTHS PElIeHUH HACUYET CISNYIOIX KOHKPETHBIX JeHCTBHUM.

B sT10i1 rnaBe nogpoOHO paccMaTpUBaeTCs KaK pa3-TaKu MepBasi KOJIOHKA — JBH)KEHHE OT IIePETOJTHEHHONH KOP3UHKH K
PELIEHUAM O KOHKPETHBIX JecTBUsIX. EcTecTBeHHas opranu3anus AeHCTBUH, poxaaroiasics cama codoi B Xxozie
3TOro Inpouecca 0yner oueBuHa. Hampumep, Bbl BHITACKUBASTE U3 KOP3UHKU JIUCTOK C HAIIOMUHAHHEM U [IOHUMAeTe,
9TO BaM HaJ0 OBUIO ITO3BOHUTH AHApPE, HO CAENATh 3TO MOXKHO TOJIBKO Ha HEZeNe, KOTAa OHa OyIeT B odrce, Toraa
BBI ITPOCTO 3aHECETE HATIOMUHAHUE 00 3TOM B €XEIHEBHUK Ha MOHECIbHHUK.

[pexne yem NpUCTYNHUTH K 00paboTKe U OpraHu3ald HEOKOHYCHHBIX e, 1 PEKOMEHAYIO BaM IPOYECTh 3Ty U
CIIEMYIONIYIO TJIaBy. DTO M30aBUT Bac OT JUIIHUX jaeicTuil. [Ipomece 06paboTKH, Kak MPaBHIIO, TPEACTABIISIET U3
ceOst epeKITIoUeHne MEKIY ITPOCTHIM MPUHATHEM PELICHUH Ha CTAIUH 00pabomKu «PasHoro» u 6ojee XUTpon
3aj1aueil BIUCHIBAHKS 3TUX PEIICHHN B HHIUBHIYAIBHYIO OP2AHU3AYUOHHHYIO CACTEMY KJIMEHTa HAMIYYIIHM
obpazom.

[epBoe, uTo HaO crenath (MOCIe TOro, Kak Mbl COOpai Bce HEOKOHYEHHBIE Jefla B KOP3UHKY ) 3TO MPOBEPUTH
PaboTOCIIOCOOHOCTH MTPOTPAaMMHOTO U aIlllapaTHOTo obecrnedeHus. HanprMep, MHOTHE U3 MOUX KIIHEHTOB
MPEANOYUTAIOT HCIIONB30BATh €KEIHEBHUK B HanmagoHHUKe. [ToroM oHu cuaxpoHm3upytoT ero ¢ Outlook, mo
KOTOPOMY OHHM IOJIy4atOT KOPIOPAaTUBHbIE paclMcaHus U I04Ty. Mbl ouuninaeM (pacrnedarsiBaeM U yaajlsieM) BCe, 4To
OHH IBITAJIMCH paHee OPTaHU30BaTh B CBOUX €)KEIHEBHUKAX, U IIEPETaCKUBAEM BCE 3TO B KOP3UHKY. [loTom



ompenesieM Ui ce0sl HEKOTOpbIe padoune KaTeropuu, HanpumMep, «3BoHKN», «[lopyuenus», «IloBectku ausa», «Ha
Komme» u T. 1. Korzna Mbl HaunHaeM KonaThCs B Hallled KOP3UHKE, y HAC HET BO3MO)KHOCTH Cpasy CeCTh 3a
KOMITBIOTEP ¥ BIIUCATD BCE ACUCTBHS HEMIOCPEICTBEHHO B CHCTEMY OpraHU3alllH, KOTOPOW MBI BIIOCIEICTBUU U OyIeM
PYKOBOJICTBOBAThCSI.

Ecnu BBI eni€ He ornpenenuinch ¢ IMYHONW CHCTEMOM HAaTOMUHAHUM, He OecriokoiTech 00 3TOM. M0>XKHO HaYaTh U C
MPOCTBIX JTUCTOB OyMaru. A y MpoanrpeiinTh Ballld UHCTPYMEHTBI yCIIeeTe.

IIpaBuia

.Hy‘-IH.II/II\/'I crnoco6 HU3YUYHUTDH 3Ty MOACJIb 3TO CJIEAOBATh eil. BOT HECKOJIBKO OCHOBHBIX IpaBuI:

§ Ob6pabatsiBaiiTe cCHaYaJIa OCHOBHBIE ITYHKTHI

§ OOpabatpiBaiiTe MO OJJHOMY IYHKTY 32 pa3

§ Huxorna He nepekiaiplBaiiTe fega 00paTHO B KOP3UHKY

HavunaiiTe ¢ BEpXHero B CTONKe JOKYMEHTa

Jlaxxe eciii BTOphIM JJOKYMEHTOM B CTOIKE JIEKUT aiPECOBAHHAS JINYHO BaM 3aIMCKa OT NMPE3UCHTA CTPAHbI, a
MEPBBIM — KaKOe-TO MajJo3Hadallee MMchMo, CHadana Hajgo o0paboTaTth UMEHHO ero! DTo, KOHEYHO, TPOTECKHBIH
IIpUMeED, s IPUBOXKY €T0 3[€Ch, YTOOBI MOAYEPKHYTh BaXKHOCTh ATOTO NPUHIIMIIA: COOII0NAITE CTPOryI0 OUEPETHOCTb.
«O0pabaTpIBaTh» HE 3HAYUT «TPATUTH BPEMsD». DTO 3HAUUT, PEIINTH, C YEM BBl UMEETE JIENI0 U MPUHATH PEIIeHHE
HacC4eT CIEAYIOIEr0 KOHKPETHOTO NEHCTBUS.

O6pa6amb16amb 606C€ HE 3HAYUM «mpamums 6pPeM).

YckopeHHBII MPOCMOTP 3TO BOBCe He 00padoTKa

BonpmuHCTBO M10/1€H MPOCMATPUBAIOT CBOM KOP3UHKH Ha MPEAMET TOIBKO CAMBIX CPOYHBIX MJIM CAMBIX MHTEPECHBIX
JIeJ1. «Y CKOpPEHHBIH IPOCMOTP» MHOTAA MOXKET OKa3aThCs M0JIe3€H (51 UM He npeHedperaro). Bo3MoxkHO, BBl TOJIBKO
YTO BEPHYJIUCH C ICNOBOW BCTPEUH, a Yepe3 MATHAAATh MUHYT BaM YK€ HaJlo ObITh Ha KoH(epeHuuu. Toraa Be 1
npoBepseTe, He 3aNpsATaHb TN Ie-HHOYAb MUHEI, KOTOPBIE MOTYT B30PBAThCS: CMOTPUTE, HAIPUMEP, IPUCTA JTH BaM
3aKa34MK IMACBMO C YTBEP KICHUEM BAILETO MPEATIOKEHUS.

Ho 510 BOBCe He 00paboTKa, 3TO IKCTPEHHBIN MPOCMOTP. BBl T0KHBI IPUBBIKHYTH 00pabaThIBATh KaX bl JOKYMEHT
B TIOpsIKE CTpOroit ouepenu. Eciu jke BB cTaHeTe peHeOperaTh TUM INPaBIIIOM U 00padaTHIBATh TOJIBKO TO, YTO
BaM 3ab.1acopaccyOumcsi, Bbl 04€Hb CKOPO COOBETECh U Ky4Ya JeJ B Balllei KOP3UHE TaK U OCTaHYTCSl HETPOHYTHIMH,
CHCTEeMa Ballla pa3BaJUTCS M HEOKOHYEHHBIE JIeJIa OISTh PACIION3yTCs IO BCEMY CTOIY, a TO H OQUCY.

LIFO unu FIFO?



Teoperruecku BbI JOIDKHBI IIEPEBEPHYTH Ballly KOP3UHY BBEPX THOM, YTOOBI COJEPKUMOE 0Ka3aI0Ch POBHOU
CTOIIKOH Ha cToJIe M 00pabaThIBaTh TO, YTO JIEKHUT HA CAMOM BEepXy (TO €CTh TO, YTO M3HAYATIBHO OBLIIO Ha JTHE
kop3uHbl). Ha camoM nene, ecnu Ha 00pabOTKy BbI TOTOBBI IOTPATHTh KaKOe-TO 0oJiee Wi MEHee IPHUIINYHOE
KOJIMYECTBO BPEMEHH, TO B 00IIEM-TO 0e3pa3niHoO, ¢ KaKOTo Kpasi HA4nHATh. A €CIIH BBl BO3BMETECH pa3rpedath
MIEPEIICKY, BB M CAMU MTOHMETE, YTO [EIeCO00pa3Ho HavaTh C MOCIECAHETO MIChMA.

Bawa KOp3UHKA 5mo Judb nepeeaﬂowblﬁ NYHKmM onst aOKyMeHWZOG u mamepuanoe, a HUKaAK He CKIA0 U 8eYHOoe
XpaHuiuuje.

Oo0padaTbIBaiiTe 0 OJHOMY JOKYMEHTY 32 pa3

Bo3MmoxHO, BBl 3aMeTUTE 3a COOOH JKeJIaHUE BBITACKMBATh U3 KOP3UHKU JOKYMEHT, U, HE UMes HU MaJIeHILero
MIOHATHS, YTO C HUM ITOTOM J€JaTh, TYT K€ XBaTaTh JOKYMEHT, JIEXKAIIUH 1101 HUM B COCPEAO0TaYnBaTh

BHUMaHUE yorce Ha Hem. BO3MOXKHO, OH KaxxeTcsi BaM OoJiee MpHUBIIEKaTeIbHBIM IOTOMY, YTO BBl YK€ 3HAeme, YTO C
HUM JIeJIaTh ¥ BaM He HaJl0 Pa3AyMBIBaTh, YTO JTO 32 IITYKOBHHA U KyJa e€ MpUTKHYTh. O1HaKo, 3TO HeOe30macHo.
To, uT0 y Bac ceifyac B pyKax HMeeT BCE IIAHCHI TIOMACTh B CTOIKY «3-3-3...» Ha KPao CTOJA ¥ OBbITh HAYHUCTO
BBITECHEHHBIM 00Jiee HHTEPECHBIMHU U BOKHBIMH JIEJIAMH.

MHorue TakKe 00T BBITAIUTE U3 KOP3UHKHU BCIO CTOIIKY, ITOJIOKUTD €€ IIepes co00i M TOIBKO TOrIa HayaTh
nepebupats. HecMoTps Ha TO, YTO ST MOOLIPSIIO KETaHUE PACTIPABUTHCS CO BCEM 32 pa3, s BCE-TaKH HACTOSITEIBHO
PEKOMEHYIO BaM BBITAIUTH TOJIBKO OJUH TOKyMEHT. KOHIleHTpanys Ha OTHOM €JUHCTBEHHOM JOKYMEHTE B KaXKABIN
MOMEHT BPEMEHH TOJIBKO YCKOPHUT BECh MPOIIECC. A €CITH BaC M OTBJIIEKYT (UTO TOXKE HE PEIKOCTh), BaM HE MPHUIETCS
MOTOM BO3BpAIAThCA K Pa3pO3HEHHBIM KyCKaM KaKHUX-TO JOKYMEHTOB M MaT€PHAOB, JeKaIIUX B Oecropsake mnepen
BAMH.

MHoro3zagauynoe HCKJIIOYEHHE

OpHako u3 npaBuiia 00pabOTKK OJHOTO JOKYMEHTa 3a pa3 €CTh OJJHO BECbMa PeJIKOe UCKIItoYeHHUE. YelloBeKy,
o0afaronemMy onpeaeIeHHbIM TUIIOM JIHYHOCTH, ICHCTBUTENIFHO He0OX00UMO XOTh Ha CEKYHAY OTBJICYbCS OT JieNa
IUTS TOTO TOJIBKO, YTOOBI IPHHATH 110 HEMY BepHOE pelieHne. Ecnu MHe yaaercs onpenenuTh TaKuX JIIJeH ¢ IepBoro
B3TJIA74, 51, KaK IPaBUJIO, PEKOMEHIYIO UM 3aHUMAThCsl MapajuIeIbHO ABYMS WIIH TpeMs JeslaMu. B Taknux ycnoBusix
UM MIpOIIIe IPUHATH PEIIeHHEe WU cenaTh BeIoop. Ho moMHHMTE, YTO 3TO BCETO JIMIIb UCKIIIOYEHUE U paboTaeT OHO
TOJIBKO B TOM CJIy4ae, €CJIM Bbl IPUBBIKIIM YIPABIATHCA C KaXK10M 13 3a1a4 04eHb OBICTPO U Ha

NPUHATHE 1700020 PELICHHUS y BaC YXOIUT He OoJiee IBYX MUHYT.

He Bo3BpamaiiTe 10KyMeHTHI 00PAaTHO B KOP3UHKY

Jl1 1OKyMEHTOB 0OpaTHOTrO IMyTH B KOP3UHKY HET. DTO ObLJIO 03BYYEHO CTO JIET Ha3aJl MOCTYJIaTOM «00paboTKH
3a7a4 JUIIb eAUHOKABD. OITHAKO 3Ta 3aTes He TaK YK 1 Xxopoia. Ecii BB Ha caMoM Jienie clieiyeTe e, TO BBl
peabHO HE CMOYKETE COCTaBUTh CIIMCOK, Be/lb Bbl Oy/ieTe, CTOJKHYBLIMCH C 3a7aueil JOBOMUTH €€ pelleHue O KOHLA.
A 9T0 XyTKO Hea()(heKTHBHO, TOTOMY KaK OOJIBIIMHCTBO J1e1 BOBCE HE HYKIAIOTCS | Iake Ooiee TOro, X He

cmoum BBIIIOJHATD Cpa3y, KaK TOJIBKO Bbl HA HUX HATOJIKHETECh. A BOT OT NPUBBIYKH BBITACKUBATh U3 KOP3UHKH
JIOKYMEHTBI, KPYTUTb UX B PyKaX M CKJIaJblBaTh Ha3aJ TaK U HE PELIMB, YTO e 3TO 3a 3B€Pb U YTO C HUM JeJaTh — OT
9TOH MPHUBBIYKK HAJ0 U30aBIATHCS. «BhITackuBas U3 KOP3UHBI JOKYMEHT, OIIPEIEITUTECh, YTO JKe ITO TAKOE U UTO C
HUM JaJibllie JIeNIaTh U He B3JyMaiTe KJIacTh €ro 00paTHO» — MPUMHUTE 3TO 32 MIPABUIIO.



KuroueBoii Bonpoc npomecca 06padoTku:

«KaxoBo cJieyioniee KOHKpeTHOe aeicTBHe?»

Wrak, 10KyMeHT y Bac B pykax. Bel cobupaerech pas3zienarbcsi ¢ HUM NpsiMo ceituac. Y BaM npeacTouT NPUHATh
TBEPOE pPELICHUE 110 TIOBOAY CIEAYIOLIET0 KOHKPETHOIO IEHCTBHS 110 OTHOLLIEHHIO K 3TOMY CaMOMY JOKYMEHTY.
Kaxxetcst, OyATO 3TO IIPOCTO — M 3TO IEHCTBUTEIHLHO IIPOCTO — HO TTOXYyMATh BaM BCe paBHO npunercs. U moduru
BCETrJa pelIeHue Balle He OyeT Jie)KaTh Ha MOBEPXHOCTH — K HEMY TIPUIETCS IPUHATH U, BO3MOXHO, ITyTeM
W3BUJIHCTHIM.

[Monymaiite, HanpuMep, He HAJO JIX BaM 110 MOBOJY 3TOr0 JOKYMEHTA \ JieJia KOMY-TO MIO3BOHUTh, 3aMIOJHUThH KaKue-
TO OJaHKH, Mokonats nHpopmanuio B CeTu, KyIUTh YTO-TO B Mara3uHe, IOTOBOPUTH C CEKpeTapeM, HaIcaTh MIChMO
HaYaIbHUKY. Eciy Kakoe-To JIeHCcTBUE NMPEANPUHATH HaJI0, TO KOHKPETHBIE IIIark OYAyT MOHSATHBI BAM HHTYUTHBHO.
Ho 4ut0 ecnu «c 3TUM HUYEro HEJIb3s CACIATHY?

A uyecmeyro cebs KomMapom Ha HyaMCWZCKOM njisioce — 4 6 06W€M-m0 3HAN, 4mo ()e.flal’l’Ib, HO He 3Hal0, OI’i’IKy()Cl
HA4Yamo.

Cmedgpen bouin

Yro geaTh, €CJIH AeJIaTh HeUero?

BriosiHe BO3MOXKHO, 4TO YTO-TO W3 Balllei KOP3UHKU U HE MOTPeOyeT KOHKPETHBIX ASHCTBUI. DTO YTO-TO HABEPHIKA
IIOTIA/IET B OJIHY U3 TPEX CIELyIOLUX KaTeropuii:

§ Mycop

§ llena, KOTOpbIE HA/I0 3aMOPO3UTH

§ ConyTcTByrolue MaTepuabl

Mycop

Ecnu BbI akkypaTHO ciie1oBajl MOMM PEKOMEHAIMAM, TO Bbl HABEPHSIKA YXKe BHIKUHYJIN IPUIMYHYIO FOpYy XjIama.
OpHaKo X Bbl HABEPHAKA HACKJIAJbIBAIN-TAKU B KOP3UHKY U HEMAJIO HEHYXHBIX Belei. Tak 4To He yAuBIsiTeCD,
€CJIM B Ipoliecce 00pabOTKU TOKYMEHTOB U JIe]1 BCIUIBIBYT OyMaru ¥ MaTepualibl, MECTO KOTOPBIM B MyCOPHOM BEJIpeE.

I'mobanbHas 00paboTKa BaluX el U 00s13aHHOCTEH MOMOXKET BaM BBISICHUTh, K Y€MY BbI JIBHXKETECh U UTO BaM
nenarb He HysicHo. OJMH PYKOBOJUTENIb KOMIAHUHU, C KOTOPBIM MHE CITYYHIIOCh paboTaTh, 0OHAPYXUI Y ceOs B
3JIEKTPOHHOM MIOYTOBOM SIIIUKE Kydy (2 TOUHee HECKOIBKO ThICSY) COOOMIEH!IA, Ha KOTOPBIE OH U HE COOMpacs
OTBEYAaTh — 3TO €My MONPOCTY ObLIO He HY»)HO. OH cKa3all MHE, YTO MOM METOJI CTaJl JJIsi HEro CBOEOOPa3HOM IUETOM,
CTPOTO OIPEENSIONIEH, YTO MOXKHO OCTaBJISITh HE3aBEPIICHHBIM, a YTO U BOBCE HEAOCTOWHO TOTO, YTOOHI YAEISAThH
€My BHUMaHHeE.



IToutn HaBEPHsAKA Bbl CTOJIKHETECH C BOIIPOCOM, COXPAaHIATh JIK TOT WA HHOU JOKYMEHT JIs1 TOTO, YTOOBI
BIIOCJIICACTBUH K HEMY MOXXHO OBLIO O6paTI/ITI:-CH HJIN K€ BBIKUHYTD €I0. TyT €CThb JIBA IIyTH:

§ Ecnmu COMHCBACTCCh, BBIKHIbIBANTE

§ Ecnu comHeBaeTech, ocTaBisgiiTe

U 06a onun xopomu. JloBepbTeCh MHTYHILIMHU U HE TIEPEOLICHUBAWTE BMECTUTEIBHOCTD BAIIMX IIKA(OB H SIIUKOB.
ITonauary MHOTHX OXBATbIBAET JIETKAs TPEBOra M HETOBEPUE, HO 3TO TOJIBKO IIOTOMY, YTO IIPEXKIE UX CUCTEMBI
caMOOpraHU3alul HUKOT/Ia He padoTali Kak MmoJjioxeHo. Eciu ke Bbl onpenenure ams ceds YeTKYI0 IpaHb MEXIY
CHPaBOYHBIMU MaTepUalaMU U AelNaMH, KOTOPble TPeOYIOT KOHKPETHBIX IeHCTBUH, U €CIM Bbl CyMEETe CO3/aTh
MIPOCTYIO U YAOOHYIO CUCTEMY XpaHEHHs BalllUX CIPABOYHBIX MAaTEPHAIIOB, BAC YK€ He OyleT myratb ux 6e3yMHOe
KOJIMYECTBO — BbI BE/Ib BCETJIa C JETKOCThIO CMOXKETE HAMTH TO, YTO HY>KHO. EClli ¢ TOKyMeHTaMH HUYEro JesIaTh He
HaJI0, TO UX XpaHEHHWE CTAHOBUTCS JIMIIb BOIPOCOM CBOOOJIHOTO MPOCTPAHCTBA M JIOTUYHOTO MECTOHAX0XKICHHUSI.

CrienuanucThl o apxXuBaM CHaOAAT Bac OoJiee MoaApoOHO HHCTPYKIMEH 000 BCeM 3TOM, a M0 €KEIHEBHUKY WU
HaJIaJOHHUKY BBl MOXKETE CIIPABUTHCS, KAK CKOPO BaM IMOHATOOHUTCS TOT WIIM HHOM Marepual. 5 ke peKOMEHIyI0 BaM
MPOCTO PELINTH, HAZIO JIU C JOKYMEHTaMH YTO-TO JIeJIaTh MIIH )K€ OCTaBUTh UX B TIOKOE.

BrinamuBaiiTe ugen, 00QyMbIBaiiTe

HaBepHHKa B Ballei KOP3HWHKE OKAXYTCS NPEAMETHI U I€jIa, O KOTOPLIX BbI MOI'JIN 051 ckaszath «Cetiuac ¢ 3TUM JAC1aTh
HHUYETO HC HAaJ0, HO BOT nn0MOoM, MOXKET 6I>ITI), u HOHa,Z[O6I/ITC$I)>. Har[pI/IMep:

§ JlucroBka, cooOmiaromias 0 ceMuHape, Ha KOTOPOM OyJeT BBICTYIATh U3BECTHBIM BaM CHELUAIUCT, KOTOPOTO BB
xoTenu Obl mociaymars. Ho ceMuHap 3TOT TOJIBKO uepes3 ABe Hellesu, U Bbl ellE He 3HaeTe, CMOXKETE JIM Bbl Ha HETo
MOTIACTh WJIU BBl OyJIeTe B KOMaHIUPOBKE;

§ [ToBecTka qHs 3acejaHKsl COBETA JUPEKTOPOB, HA KOTOPOM BaM IMPEJICTOUT MPUCYTCTBOBATH YePE3 TPU HECIH.
Jlenate c Helt HUYETO HE HA/I0, Pa3Be UTO MEPEUUTATh 3a JIEHb JI0 3aCEIaHHs, YTOObI OBITh B TEME;

§ Pexnama ciemyroiero 0OHOBIICHUS POTPAMMHOTO 00ECIIEUEHHs, KOTOPOE BBl HCIIOJIB3YyETe Ha paboTe. A ¢aoch
BaMm 3T0 oOHOBNeHue? Hy, Hamo moxgymars. .. Pemry Ha cnenytomeii Hezene,

§ Unes, npuiieanas BaM, OTHOCUTEIBHO CIIEIYIOLIETO €KEroJHOro ceMHuHapa 1o toprosie. Ceifuac-1o nenaTh He
Hazo Hu4ero. Ho BOT Hertoxo ObLI0 ObI TOCTABUTH HAIOMHUHAHUE O HEH, KOTAa NPUAET BPEMs K STOMY CEMUHApy
TOTOBUTHCS;

§ Hamnomunanue 0666, YTO BBI CO6I/IpaJ'II/ICL MOCETUTHb MACTEP-KJIACC IO AaKBAPCJIKM — BE€Ab BAM TaK U HE CIIYUYMJIOCH TyAa
nomnacTh.

Hy u uro ¢ atum nenats? EcTh 1Ba Bapuanra:

§ 3anmmmre Bce 3TO B CIUCOK «MOXKET OBITh KOTAa-HUOYAb)»

§ 3anummre 3TO B ©KEAHEBHUK WM B (haiiil HATOMUHAHHUHA

Lenps Takoro OTKJIAIBIBAHUS — OCBOOOJUTH CO3HAHUE U CO3JATh y BAC YYBCTBO YBEPEHHOCTH, UTO Ha celiuac BbHI C
9TUMHU JieJlaMU pa300paiuch, a HAIOMUHAHK, IOCTABIEHHBIE Ha HY’KHOE BpeMs He AalyT BaM 103a0bITh O HUX. S
elé pacckaxy 00 ITOM MoJpoOHee B ClIeAYIOLLEH I1aBe 1o opeanusayuu. A ceiiuac NpUKJelTe Ha HUX KeITble



JINCTKU C METKAMU «MOXKET OBIThY WM «HAIIOMUHAHWE Ha 17 OKT$[6pH» 1 OTJIOKUTE UX B IAIKy «Oxclma}omme», K
KOTOpOﬁ BbI BCPHETECH 1'I03)Ke.[6]

CrnpaBo4yHbie MaTepHAJIBI

Kakasi-To yacTh comep)KUMOro Bauiel KOp3uHKH He MOTpe0yeT HUKAaKuX JeUCTBHMA, OJJHAKO, OHA MOXKET MPEICTaBIATh
HEKOTOPBIH HHTEpeC B cBeTe Oyaylux NpoekToB. [1o yMy BBl BOOOIIE-TO yKe TOJIKHBI ObUTH HAaJIaIUTh CHCTEMY
XpaHEHUs CIpaBOYHOU HH(pOpMaLUH (5 00 TOM B YETBEPTOM TJ1aBe paccKa3biBas). Tak 4TO €CIM BaM IIONagaeTcs
JIOKYMEHT WJIM CTaThsl, KOTOPYIO HY>KHO COXPaHUTh, BOT U COXPAHUTE €€.

A TakuX JOKYMEHTOB BaM IOMAAETCsl HEMaJio, CKOpee BCEro 3TO UMEHHO OHHU OyIyT rpyJaMy BO3BBIIATHCS HA BallleM
CTOJIE U TOPYATh U3 SIIUKOB, a BCE IIOTOMY YTO JOCEJIE Ballla CHCTeMa XPaHEeHHS HUKY1a He TOJMIaCh UITH JKe e
nonpocty He 0b110. [103BOJIBTE TOBTOPUTHCS: JIETKO JOCTYITHAS, YA00HAsI, UHTYUTUBHO MIOHSATHAS CHCTEMA,
pacmoyiokeHHasi B JOCATaEMOCTH BaIller0 CTOJIA, SIBIISIETCS BaYKHEHIIIEH COCTaBISIONIEH HAIIE METOHOJIOTHH.
Pacnipenenenue BaXXKHbIX WM HE OUCHb OYMaXKeK B JIOTHYECKOH, CTPYKTYPUPOBAHHOW TIOCJICIOBATEIBHOCTH HE TaKOE
YK U BECeJloe U 3aXBaThIBAIONIEE 3aHATHE, KyJla TOpa3 0 MPOIIe CI0KHUTH UX CTOITOYKON Ha CTOJIE /]a TaK U OCTABUTh.
Ho torna nporecc 00paboTKH yCIOKHHUTCS B Pa3bl.

Kak TobKO BbI HaThIKaeTeCh Ha YTO-IM00, YTO BBl XOTEIH Obl COXPAHUTh, IIPOCTO MOJIOKUTE 3TOT JOKYMEHT B
OTJENBHBII MOMMATHICHOBBIN (aiiIuK, MPUKIEHTE Ha HETO STHUKETKY U IIOMECTUTE B Ballly CHCTEMY XpaHeHus. Mnn
e IPUKJICUTE HA HETO JKENTYI0 OYMaXKKy ¢ YKa3aHHSIMHU JJIs BallleTO CEKpeTaps WK aCCUCTEHTa — IYCTh 3aliMeTcs
s1UM. [ToHavasy s MO3BOJIST MOMM KJIIMEHTaM AEpiKaTh Ha CTOJIE CTONKY OyMar «/lJis mocieytonero CoXpaHeHus.
IToroM 51 MOHSLI, YTO €CNU BBl TAKOI JOKYMEHT HE IIOJIOKUTE B CUCTEMY IIPSIMO ceifuac, Bbl 3TOTO HE CIeaeTe yKe
HUKOT/1A.

Ecin koHkpeTHbIe AelicTBUs TPedyroTcs... UTo 3T0 32 NeiicTBus?

Bort TyT-TO M1 HauMHAeTCs camoe nHTepecHoe. Kak TombKO cpenn comepKuMOro KOP3UHKHU MONaaaeTcs Je0,
TpeOyloliee 3aBepIIeHus], BAM HY)KHO 0053aTeJIbHO PEIINTh HACUET CIEAYIONIET0 KOHKPETHOTO IEHCTBUSI.
«Crnenyroliiee KOHKPETHOE JICHCTBUEY» 0053aTENBHO JIOJIKHO OBITh IEHCTBHEM (PU3UUYECKUM, JICHCTBHEM, KOTOPOE
TIOJIBUHET JI€JI0 Ha [iar BIepe].

910 OIHOBPEMEHHO JIETKO M CJIOXHO.

JeiicTBre 3TO 00/19/cHO OBITH MIPEAEIEHO IPOCTHIM, OJTHAKO, MIPEXKAE YeM MPUUTH K HEMY, BaM HaJI0 IPOKPYTHUTH B
rOJIOBE HECKOJIbKO BO3MOXKHBIX BAPHAHTOB.

BoT mpuMepHBIi CITUCOK TOTO, YTO MOYKET 3aHUMATh Ballle BHUMaHUE:
§ Y0opka B rapaxe

§ Hamoru

§ bnmxkaiimias kKoHbepeHIus

§ Hlenb poxxnenust booou

§ Ipecc-penm3



0O030pHI cTarei

M3MmeHeHus: B MEHEKMEHTE

HecMmoTps Ha TO, 4TO BCE 3TH Jeia KaXKyTCsl OTHOCUTEIBHO MIPOCTBIMU, IPUHITHE PEHICHUN 10 KaKIOMY U3 HUX
noTpedyeT HEKOTOPBIX UHTEIUIEKTYAIBHBIX YCHUITHH.

§ YOopka B rapaxe

...Hy, naoo myoa doiimu u nawame. Hem, mam, nomnumcs, cmoum 2u2anmckull Xo100UIbHUK, O KOMOPO20 51 0a8HO
xomen uzbasumvcs. Haoo cnpasumscs, ne nysicen au ou Jorcony Hampuxy na oauy. st 5mozo naoo...

§ INo3Bouuts J>xoHy [laTpuKy 1o MoBOy XONOAMIBHUKA U3 Tapaka

Kaxk nacuem...

§ 3amaTuTh HAJIOTH

...0Oonaxo nawams 3mozo Helb3s, NOKA MHE CAMOM) He npuuiesl 4ex. Tozoa...

§ loxxaaThCsi, KOTa IPUIET 3TOT YeK

A ons omoeo. ..

§ bmkaiiirast KoHbepeHus

...Haoo svisscnumo, cobupaemcs 1w Candpa npueomosums KOMNLEKmM Mamepuanos 07 npeccwl. /[ymaro, nado...

§ Hamucate Canape 1o noBoJKy MaTe€puaioB [yl HPEcChl

... ¥ TaK fnanee. Bor onu crienyroniie KoHKpeTHbIe neictust: «[lo3Bonnts Jxony», «Hammcars Cannpey,
«JloxkaaTbes 9eK».

[ToMHuTE, YTO Balle JSHCTBUE JOIDKHO BHIOIHATHCS (hu3nuecku. HekoTopeie TyMaiu, 4TO OHH ONPEISIIHINCH CO
CJEYIOIIMM JICUCTBUEM KOT/Ia PEIINIIN «OPTraHu30BaTh BCTpeuy». Ho 3To ke sosce He cienyroliee AecTBUE, ero
Be/b (PU3UUECKH 32 OJIMH MPHCECT BBIMOIHUTH HeNb3sl. Kak BbI cTaHeTe opraHu3oBbiBaTh BeTpeuy? Hy, HaBepHOe,
MO3BOHUTE KOMY-HHOY b Mtk Hanumute. Ho xomy? Permte 310. ECiti He X0THTE peniath ceidvac, Torna npuaeTcs
pearb IOTOM, U BOOOIIE BECh ATOT MPOIIECC HAPABJICH Ha TO, YTOOBI MPUBECTH BaC K

JIOTUYECKOMY 3a6epuieruio 00ayMbiBaHus. ECITU Bbl HE MPUMUTE PELICHUS HACUET CJICAYIONIETO EHCTBUSI, TO 3TO
po0Oesn OyAeT NOCO3HATENBHO MYYHTh Bac, a BbI OyIeTe CTapaThCs HE 3aMeuarh ero.

Korza »xe BbI caiuTech 3a KOMIBIOTED WK 3a TeNeOH, TO Jy4lle Obl, YTOObI BCe peLICHUs yKe ObUIN PUHATHI, U BbI
C JIErKoil ny1ioil Moryiu Obl IPUCTYIUTH K UX peau3altu.

Bb1 kOHEUHO, MOKeTe cKka3aTh cede «Moe cieayroliee KOHKPETHOE ASHCTBUE MO STOMY IIPOEKTY — 3TO IIPHUHATH
clenyoniee KOHKpeTHoe pemenney». Kpyto, onuH. Ho npuHsTHE pelenns, 3To Ha caMoM Jielie HUKaKoe He JefCTBHe,
MOTOMY KaK JIEUCTBHSI 3aHUMAIOT BpeMsl, a MPUHATUE PELICHUI — HeT. UTOOBI IPETBOPUTH B )KU3HB Ballle PELICHHE
HY’KHO, ITPOCTO HEOOXOMMO UTO-TO (PU3MUYECKH IIPOIEIIATh.



Tpedicoe uem npunsames pewiernue no ciedylowemy KOHKpPemHoMmy 0eticmeuio, Heooxooumo ewé Koe-4mo 0o0ymamo.
Onpedenumecs, 4mo bl QOINHCHbL COENAMb, HMOObL RPUHANLD DeULeHUE.

B nepstHOCTa JEBATH CiTydasix U3 CTa JUIs NPUHATHS PEILISHUs] BaM POCTO HENOCTATOYHO HH(POPMALIHH.
JononnurtensHas nHPOpMaus MOXeT NOCTynuTh 13 BHE («[103BoHUTH ChI03eH, UTOOBI Y3HATh €€ 3aMedaHHs 110
BallleMy IPeAJIOAKEHUIO»), WK B X0Jle pasMbliienuil («Habpocaiite uaeu o noBoxy rpsaayuei peopranusanun»). B
mo0OoM citydae, AJ1s TOT0, YTOOBI IEJI0 IBUTAIOCH, HEOOX0AUMO NPUHSITH KOHKPETHOE PELICHHE.

Korna BblI yike onpeaeHINCh €O CIeTyI0IIHM KOHKPEeTHBIM /1elicTBHeM

Torna y Bac ecTb TpH IIyTH:

§ Buinonnums ero (eciy TONBKO Ha 3TO MOTPEOyeTCs MEHBIIIE ABYX MUHYT)

§ Hepenopylmmb €ro (eCJ'II/I BBINIOJIHEHHE ATOTO JICHCTBUS HE SIBJISETCS Balllei O6H3aHHOCTLIO)

§ Omaooicums €ro U MOCTaBUTH HATIOMUHAHHE BEPHYTHCS K HEMY TTO3XKe

Boinoansiiite

Ecnu cnenyromiee neiictBue 3aiiMeT He OoJiee JBYX MUHYT, TOTa BBITIOIHUTE €ro cpasy. Ecim 3anucky MO>KHO
MPOYECTh 32 TPUALIATH CEKYH]I U 1aTh HAa HE€ OJTHOCIIOKHBIA OTBET, ClIeiaiiTe 3To mpamo ceitaac. Eciu BpI MoxeTe
MIPOJIKCTATh KaTaJIoT Ha MPEIMET NHTEPECHBIX BEIlleH 32 MUHYTY WU JIBE, CAENaiTe 3TO, 2 TOTOM BBIKMHETE €TO WIIH
OmpeNeNnTe B CUCTeMY XpaHeHus. Ecnu ciemyromuM neiicTBueM SBISETCS OTIPAaBKa KOPOTKOTO MUCHEMa WIIH
rOJI0COBOTO COOOIIEHHMS, CACTANTE ITO HE OTKJIa bIBAsL.

Jaxke eciy 3TO U HE OYSHb NPHOPHUTETHOE JIEJI0, JIyHIlie ero BBIIOIHUTH Cpa3y. B OCHOBe MmpaBmiia JBYX MHUHYT JICKUT
IPaHUIIA, 32 KOTOPOH OTKJIA/IBIBAHKE [IE]1a C BHITCKAIOMIMME U3 3TOT0 3alKChI0 HATIOMUHAHKS U HAKJICHKOM dTUKETKHY,
CTaHEeT 3aHUMaTh OOJIbIIIE BPEMEHH, HEXEITU €r0 HEMEIJICHHOE BBIMOIHEHHE — IPYTUMH CIIOBaMH, 3)(EeKTHBHOCTh
nanaet. Ecnu Benip He Tak yx BaKHa, 4TOOBI BOSUTHCS C HEH, ebikuHbme e€. Eciu jke oHa BecbMa BaXKHa, TOTJa CTOUT
y4ecTb HakTop 3PPEKTHBHOCTH.

[IpaBuio AByX MUHYT CYIIECTBEHHO YIY4YIIMIO JIMYHYIO IPOAYKTUBHOCTh MHOTMX MOUX KIHEHTOB. ['1aBa ogHOM
CO(TBEPHOI OpraHU3aIUU TOBOPUT, YTO ITO MPABUIIO BBICBOOOIMIIO €MY I[EJIbIi YaC CBOOOJHOIO BPEMEH B TCUCHHUE
nHs1! A 9TO OBLT OZIMH M3 TeX JIIOJIeH, KoTopble mony4aroT 1o 300 muceM B eHb. MHOTHE U3 9THX MUCEM PUXOIUIH
OT €ro NMOYMHEHHBIX, U TIChbMa 3TH TPEOOBAIN OHOCIONKHOTO OTBETA JUIsl JAIbHEHIIIero npoaBmkeHus aen. Ho
MMChMa 3TH HE 3HAYMIIMCH B €r0 IJIaHe Ha JIEHb, ¥ TO9TOMY OHU OCTaBAJIMCh 0€3 OTBETA, aBTOMATHUECKHU TOTazast B
KaTeropuro «rmoTom». Korna Takux muceM CKaruIiBajIoCh MO0 HECKOJBKY THICSY, EMY MPUXO0IUIOCH TPATUTh LIEIbIe
BBIXOJIHBIE TOJIEKO Ha TO, YTOOBI MX pasrpecTu. Bce Obl HUUETO, €CM Bl eMy ObLIO IBAJIATh IIECTh, KOTA BCS
paboTa Jienaercsi B CyMacIleAneM yrape ¢ HeBEpOsSTHBIM KOJIMYECTBOM ajipeHanuna. Ho emy ObLIO yxKe 3a TPUALATS,
1y HeTo ObUTH MaJieHbKHUE JIETH — TI0 BBIXOJIHBIM yXKe 0c000 He mopaboTaentb.

KOF,Z[& s pa60TaJ1 C HUM, HaM IIPpUIIIJIOCh pa306paTLc;1 CO BCEMHU BOCEMBIOCTAMH NMCbMaMHU, KOTOPBIC Y HCTO K TOMY
MOMEHTY HaKOITHUJIHCH. OKa3anocr>, YTO JIbBHHAsA O0JIA U3 HUX Tpe6OBaJ'II/I OIHOCIJIOKHBIX OTBETOB, KaKylO-TO 4aCTb
MOKHO OBLIO BOO6HIC CITOKOMHO YAaJIuTh, 1 JIAIIb HEMHOTHUE CTOMUJIO OTJIOKHUTH Ha ITOTOM. $1 HaBeCTHII ero rong
CITYCTs — OH IPUACPIKUBAJICA TOI'O XKE IIpaBUJIa. Tenepb OH HE€ IMO3BOJIACT NHUCbMaM B 3JIEKTPOHHOM ITOYTOBOM SIIIUKE
3aHUMAaThb 6OJ'H:H.IG, 4YEeM OJMH DKpaH. On TOBOPUJI, YTO 3TO MPABUJIO HE TOJIBKO PE3KO YBCINIUIIO CB060,I[HOC Bpewms,



KOTOPBIM OH PAcIIoiaraj, HO U IEPEBEPHYJIO €ro KU3Hb. Teneph ero noJYMHEHHBIC YMAIOT, YTO OH
’KeJ1Ie300eTOHHDIH !

OTO MOYTH KapHKaTYPHBIH MpUMeEp, OAHAKO, OH HEIUIOXO HIUTIOCTPUPYET BAKHOCTD TAKUX IMPOCTHIX NPABUII B
0COOEHHOCTH, ecii UH(POPMAIIMOHHBIN TTOTOK, KOTOPBIA BaM NPUXOIUTCA 00pabaThIBaTh, pacTeT I€Hb OTO JIHS.

Ilpasuno 08yx munym meopum uyoeca.

He o6s3aTensHo CTpOTO CO6J'I}OI[21TI> MNpaBUJIO IBYX MHUHYT. Ecmu Y Bac OounbIie BPEMCHU, TO BBl MOXKETC YCTAHOBUTH
BpeMeHHOﬁ JIMMUT JJI1 BBITIOJTHEHUA 3a/la4U B IATh W AE€CATH MUHYT. Ecnu xe HaIlpoOTHUB, BpEMs IMOPKUMAET, TO
MOXHO COKPATUTHh 3TOT NPOMEKYTOK 1O MUHYTBI WJIN AAXKE 10 ITOJTYMUHYTHI.

IToakcniepuMeHTHPYITE ¢ BpEMEHHBIMUA HHTEPBaIaMH. bOIBIIMHCTBO MOMX KIUEHTOB HE MOTYT CPa3y ONpPEAEIUTh
ONTUMAJIBHBIN 17151 ce0sl OTPE30K, U CEPhE3HO HedooyeHUsam BpeMs, He0OX0AUMOe Ha BHIMIOJTHEHNUE TOTO WIIK HHOTO
3aganus. HanpruMep, ecny BBl XOTUTE YTO-TO KOMY-TO CKa3aTh M MPEANOYIN JUYHBIN pa3roBOp TOJIOCOBON WIIN
9JIEKTPOHHOM MOYTE, TO OH y BaC TOYHO 3aiiMeT OOJIbIIe JBYX MUHYT.

He ctout 3araruBaTh BBIIIOJHEHUE ABYXMUHYTHBIX Jei. OHAKO, €CIH BBl OJJHO AEUCTBUE BBINOJIHWIH, a JIENO BCE
1€ 0CTaI0Ch HEOKOHYEHHBIM, TO BaM HaJi0 OyIeT ONpenesuThes CO c1edyiouimM KOHKPETHBIM NeHCTBUEM, U
PYKOBOJICTBOBAThCsI PH 3TOM HaJ0 TEM ke KpurepueM. Hanpumep, Bbl pelmiau 3aMEHUTh CTEPKEHD B BallleH
mobumoit pyuke. CMOTpUTE, a CTEP’KHU-TO 3aKOHYMIIMCH. Toraa HaJlo ONpeaesuTh Clleaylolee KOHKpeTHOe JeiicTBue
«IloiiTu KynuTh CTPEKHW». Er0-TO BBI YK€ CMOXKETE 8bIN0IHUMb, 0Ne2UPOSAMb U OMAONCUMb.

[IpunepxuBaiitech MpaBuia IByX MUHYT U Bbl yBUJIUTE, KAK MHOTO BBl yCIIEETE IEPEEIaTh B X0/1€ Mpolecca
pasrpebaHus COAEPKUMOI0 KOP3UHKU. J[/1s1 MHOTHX 4yZ€CHbIE BOZMOXKHOCTHU CJI€OBaHUSA 3TOMY IIPaBUIy JaXKe B
CaMBIX YTO HU Ha €CTh TOPSIINX MPOEKTAX SBIIOTCS HACTOSIINM OTKPOBEHUEM.

[o3BonbTe MHE 100aBUTH €€ 0HO HaOMI0JeHHE 110 TOBOIY TpaBuiia IBYX MUHYT. Ha ceil pa3 oHo kacaercs
HaIMCaHUS HIIEKTPOHHBIX TUceM. Eciii BaM NpUX0IUTCs €KEAHEBHO OTBEYATh HA OOJBILIOE KOJTUYECTBO MMUCEM, TO
YCKOpEHHE YMEHHs Ne4aTaTh U UCIOJIb30BAHUE TOPSUMX KIJIABUII B TEKCTOBBIX PEIAKTOPAX U MOYTOBBIX KIMEHTaX
CYLIECTBEHHO 00JeryaT 3TOT npouecc. MHOIrue BbICOKOKIACCHBIE CIIELMAIMCThI BHIHYKIEHbI IOJOJTY TONTATHCS Ha
MeCTe TOJIBKO ITI0TOMY, YTO OHM IIBITAIOTCS BE3/€ U BCIOY MCIOJIb30BaTh MbIIIKY. KoMOuHanus npaBuia JByX MUHYT
1 KOMIIBIOTEPHOM rpaMOTHOCTU MOT'YT CYILLIECTBEHHO O0JIErYUTh BaM JKU3Hb. JINYHO 51 00HAPYXUJI, YTO MHOTHE He
CTOJIBKO NMPOTUBATCS HOBBIM TEXHOJIOTHSIM, CKOJIBKO HANIPOYb UTHOPUPYIOT KJIaBUATYPY!

Bul Oyoeme youesnennvl, kax MHO20 OBYXMUHYMHBIX O€Jl 8bl CMOJICEmE nepedeiamy, 0anice no CAMblM Yo HU HA eCMb
20PAUUM NPOEKMAM.

Ilepenopyuure 310

Ecnu BBl MOHMMaeTe, YTO Ha BBIMOJIHEHHE KAKOTO-TH00 ASHCTBUS OHATOOUTCS OoJiee IBYX MUHYT, 3aaliTeCh
BOIPOCOM «A BaM v 3T0 nienatb?». Ecin aTa 3aada He BXOIUT B Balll 00S3aHHOCTH MITM €CITH €CTh CIEIUATHCTHI,
CIOCOOHBIE CIIPABUTHCS C HEM JTy4Ille, IEPENnopyduTe €.

HepenopyquI/Ie BOBCE HE 0053aTeNIHLHO JOJIDKHO OBITh HUCXOAAIINM. BO3MOXKHO BBI peumTe, 4TO «Drtou 6YMal"€
CJICAYCT OTIIPABUTHCA B OTACII pa6OTBI C KIIMCHTaMH», WU «HavanbHuK 10mKeH B3IVEIHYTb HA 3TOT JOKYMCHT», HJIA
«Hamo CIIPOCUTH MHECHHE ITAaPTHEPOB 110 3TOMY BOIIPOCY».

HepenopyquI/Ie MOXXHO OCYHICCTBUTD CJICAYHONIMMU criocodamu:



§ OrmpaBuTh e-mail

§ Hamucatp Hy>)KHOMY 4€JIOBEKY 3aIIUCKY

§ OcTaBHTH TOJIOCOBOE COOOITICHIE

§ 3amnmcaTh 3TO B IUIaH Ha JACHb U TPOCMOTPETH €ro Mnpu JIMYHOM BCTPCUC C HY>KHBIM YCJIOBEKOM

§ IloroBopuTh C HUM JIMYHO 110 TesIeOHY

Bce ot criocoObI TOnsATCS, HO s1 pEKOMEH/IYIO BaM IMOJI30BATHCS MU B MOPSIKE «CBEpXY BHU3». E-mail — 310 campbrii
OBICTPEII CIIOCOO, KPOME TOTO, Y afpecaTa BCerna OyAeT HIeKTPOHHBINH TEKCT COOOIICHUS U IPUCTYIIUTD K
BBITIOJIHEHHUIO OH CMOJKET TOT/1a, KOTJa MOCYUTAET HYKHBIM.

Ha Bropom Mecte npoctble OymMaskHble 3anucki. OHM cpa3y NONajaoT B CUCTEMY IUTAaHUPOBAHUS U OYAYT CILy>KUTb
azipecaTy HalloMuHaHueM. byMmaxkHas mepenucka, Kak U 2J1eKTpOHHas, XOpOoLla TeM, YTO aJpecaT caM PeLIuT Koraa
eMy OpaThCsl 32 IOPY4YEHHOE BaMH JIEIIO.

TI'onocoBas mmouTa umeeT oJIuH CymeCTBeHHBIfI HEAOCTATOK — BaC MOT'YT HE pacCCJIbIIIATh.

[lanee naer 3amuck 00 3TOM IOpydYEHHE B IUTaH Ha JCHB, KOTOPHIH BBl BCETIa HOCHTE C COOOH — BCTPETUBILICH C
HYXHBIM 4eJIOBEKOM, BbI IIEPEaAUTE MY IOPYIEHHE JIMYHO. DTOT CIIOCOO XOPOILI, €CIU JIEJI0, KOTOPOE BB
coOnpaeTech NOIYYHTh, TPeOyeT MOAPOOHBIX U 0OCTOSTENBHBIX 00BSICHEHHUH, OHAKO BCTPEYH C HYKHBIM YEITOBEKOM
npuaercs emé J0KIaThCs, a 3TO MUHYC.

Hy u yx B oclieiHIo0 odepes CTOUT OTPBIBATh OT Jell HY>)KHOT'O BaM 4eJI0BEKa, YTOObI TOTOBOPUTH C HUM I10
TeseoHy. ITO, KOHEUHO, OYEHb OIIEPATUBHO, HO 3TO OTBJIEYET Bac 000OUX OT PaOOTHI U ONATH )K€, KaK U ¢ TOJIOCOBOH
MOYTOMH, y azpecaTta He OyJeT NUCbMEHHOW KOIIMHU BaIlero OPy4YeHUs..

OTciexnBaHue BbINOJIHEHUS

Ecnu BbI mopyuniny KoMy-1u00 Kakyro-1100 3ajjady U eciy BaM HeOe3pas3inuuHa e€ fanpHeias cyas0a, To Dpuaercs
OTCIIEXUBAThH €€ BhlNoaHeHHe. O3HaKOMMBILKCH C CEbMOM ITIaBOH, I'Zie BelleTcs peub 00 opeanusayuu, Bbl IOKMETE,
YTO HEMAJIOBAXXHOM KaTeropue spnsercs kareropus «OxXuIaHUsg».

B Bameii 1uuHOM cucreme A€J1a, BBIIIOJIHEHUE KOTOPBIX BbI OXKUAACTC U OTCICIKUBACTE, MOT'YT IIPEACTABJISATH coboit
CITMCOK B €XXCIHCBHUKE, MAIIKy C JIUCTAaMU GYMaFI/I, Ha KaXXI0M U3 KOTOPBIX 3alIlMCaHO TOJIBKO OQHO JCJI0, UIN
3HeKTpOHHLIﬁ JAOKYMCHT «O)KI/I,Z[aHI/If{». Tloxka ke Yy Bac TaKOM CUCTEMBI HET, TaK 4YTO MMPOCTO HAIIUIIUTE HA JIUCTKE
‘ITO-HI/IGY,Z[L Bpoae ((O)KI/II[EIHI/IG BBITIOJIHEHMS: OTBET OT bo0a» — M MOJ0XKHUTE €T0 B «CTOIIKY HE3aKOHUYEHHOCTEI».

Yrto ecsiu 6ana cocroutces B APYrom asopue?

B onrcanHOM BEIIIE npuMepe, 1mpo 4eCK, KOTOpBIfI BbI JOJI?KHBI ObLTH MOJIYy4NTb, YTOOBI 3aIJIaTUTh HaJIoru,
cireayroumiee JIeficTBHE 3a KEM-TO APYT'UM, a HE 3a BaMHU. B Takux ClIydasiX BaM TOXKE CJIICAYCT OTCJICKUBATD ITPOLICCC.
Psiom ¢ HamToMuUHaHHEM «3araTuTh HAJOTHY HAIMIIKNTE ‘ITO-HI/I6y,Z[I> Bpoae «HOJ’Iy‘II/ITB CYCT OT CTanOBOI\/'I
KOMITaHHUN» W MOJOXUTE JIUCT C 3TUM HAIIOMHUHAHHUEM B JIOTOK «O)KI/I,Z[EI}OH.[I/IG».

BakHo 3amuceiBaTh AaTy Bece Bauux nopydeHuid. Hukoraa sTomy npasmity He uaMensiiite. Te penkue cutyarum,
KOTJIa BaM CIIYYHTCsI 00paTtuThes K 3Toi nHdopmarmu («Ho s mpocui 06 3ToM emé 22 MapTa») CTOST TOTO, 4TOOBI
CIenaTh 3TO CBOEH MPUBBIYKOM.



OTJ10:KHTE TO

HagpepHsika 00JBIIMHCTBO A€, KOTOPhIE OKaXyTCs B Ballleil KOP3UHKE BaM NPUAETCS BBIIOIHATh CAaMOMY M MHOTHE U3
HUX He OyyT 3aHMMaTh U ABYX MUHYT. 3BOHOK 3aKa34MKy; KOPIIOPAaTUBHOE IIMCbMO; OAAPOK Opaty; ckayarhb U
YCTAaHOBUTH MPOTpaMMy; Oecesia ¢ CYNpyroi o MoBOLy BO3MOKHBIX HHBECTHUIMH — BCE 3TO MOAXOJUT MO OTIMCAHHE.

Bce i nena 1omkHBL OBITH BBITUCAHBI M PACCOPTHPOBAHBI 110 KATETOPHUSIM, U CITUCOK 3TOT BCET/1a A0JDKEH OBITh MO
pyKoii. A ceituac, HaKJIeiiTe Ha KaX bl TOKYMEHT, paboTy ¢ KOTOPBIM BBl COOUPAETECH OTJIOKHUTD, )KENTHIN JIUCTOK,
Ha KOTOPOM OYJIeT YKa3aHO CIeyIollee KOHKPETHOE JIeHiCTBHE, U ITOJIOKUTE 3TH IOKYMEHTHI B CTONKY
«Oxumaromnme.

Y Hac euré ocrajgach cronka «OQKuaaomme»

Ecnu BBI akKypaTHO clie1oBajli HHCTPYKLHSIM 3TOH TIaBbl, TO cefuac BbI YK€ MOBBIKHBIBAIN Ky4y HEHYKHOTO,
nepeAenaii Maccy JByXMUHYTHBIX A€, KOe-4TO MOPYYHIH NOJYMHEHHBIM, KOS-YTO MIOMECTHIIN B CUCTEMY XPaHCHHUSI.
OpHaKo y Bac 0CTajach CTONKA JOKYMEHTOB, C KOTOPBIMHU BaM NPHUIETCS PAHO WIIM IO3AHO pa3dupaThCs, U CTOIKA
HaIlOMMHAHUH O JieJIax, BBIIOJIHEHHUS KOTOPBIX BbI O’KUAETE OT IPYTuX jrojeil. Jta ctonka «OXKuaarouye» CoCTOUT
U3 e U TOKYMEHTOB, KOTOPBIC BBI ICIETUPOBANIN HITH OTIOKHIN. ITO TO, YTO BaM elI€ TOJIBKO IPEACTOUT
opranusoath. Ha 3Ty TeMy Mbl HOJpoOHO IIOIOBOPUM B CIIEIYIOLIEH I1aBe.

NnenTuduxanus Bammx NpoeKToB

DTOT MOCIEAHUH TIar Mpolecca pa3dopa KOP3UHKU TPeOYeT HECKOJIBKO 0osiee 00LIMPHOTO B3rJIs1a Ha JIea.
OTBJICKUTECH OT CICAYIONIMX JCHCTBUI U OXBATUTE B3TIISAZ0OM CBOH MPOCKTHI.

I'oBopst 0 IpoekTe, 51 IMEF0 BBUTY JIIOOYIO U3 BAIINX IIeJIeH, JOCTIDKEHHE KOTOPOil TpedyeT Ooee 4eM OTHOTO Iiara.
Ecnu BBl y>ke cOCTaBIIsUIN CIMCKU CIEIYIOIIMX KOHKPETHBIX AercTBUl — «I10o3BOoHUTH PpaHKy MO MOBOAY
CHTHAIM3AIMY JUTsl MalllMHEDy, «Harmcats bepHaneTT o Marepuanax it KOHQEpEHIHI», TO BOIPOCOB TI0 MTOBOIY
TOTO, YTO TAKOE IIPOEKT, Y BaC BOZHUKHYTh He N0JKHO. [Tocie Toro, kak Bbl 103BOHUTECH DpaHKy, C CUTHAIHU3ALKEH
npuzercs emé uro-To aenars. [locne Toro, kak Bbl Hanuuiere bepHageTT, moAroToBKa K KOH(pEpeHIUN He
3aKOHYUTCS.

S moJiararo, 4YTo HCO6XOI[I/IMOCTI) IIHUPOKO MOUIMUOHUPOBATH NPOCKTHI OUCBHUIHA: €CJIN PEIICHUE, KOTOPOEC BBI
TIPUHAIA emé HE NPUBCACT BAaC K 3aBCPUICHUIO ACJIa, TO BaM HOHa,Z[O6I/ITCf{ CBOCTO poJa MyTEBOANUTEIIb, KOTOpHﬁ
6YIIGT HaIlOMHWHAaTh BaM O marax, ¢ KOTOpbIMH BbI PEIIWINA ITOBPEMCHUTD.

Bawm cnenyer coctaBuTh criucok npoekToB. OH MOXKET COepKaTh YTO YIOAHO, HAUYUHAsI ¢ «Y CTPOUTH BEUEPUHKY B
YecTh Mpa3IHUKa» U 3akaHuKuBas «[IpHocTaHOBUTH BBIIYCK JIMHUU IIPOAYKTOBY MK «Pa3o06paThCs ¢ IEHCHOHHBIM
¢donnomy». Llenp 3TOrO CHKcKka BOBCE HE PacCTaHOBKA IPUOPUTETOB, a JIMIIb CIIOCO0 JaTh BaM yOenuTbCs, UTO BCE
BAaIll OPTaHU3aLIOHHBIC JBIPHI «3aTKHYTHD.

Yucno sauiux npoekmos 00IHCHO KOLeOamvcs om mpuoyamu 00 COmHU.

He Ba’XXHO, KOI'ZIa Bbl CTAHETE COCTABJIATH OTOT CIIMCOK — B ITPOLICCCE pa3rpe6aHI/151 KOP3WHKH HUJIU IIOCJIC TOI'0, KaK
3aKOHYHUTE COCTABJICHUE CITMCKa CICAYIOIUX KOHKPETHBIX ACII. FJ’IaBHOC, 4TOOBI OH OBLI COCTABIICH — OH TO U CTAHET
MMOKa3aTeji€M TOT'0, K UEMY BbI CTPEMUTECH U I'I€ BbI ceiyac.

A TCIECPb, JlaBau Y6e,I[I/IMCH, YTO YCTaHOBKa Ballleld CUCTEMbI OpraHr3anuu nponia yCreuHoO.



I'naBa 7. OpraHn3aunﬂ: YCTaHOBKA NPABUJbHBIX KOP3HHOK

HenpepriBHas cucTeMa opraHu3aliy AaeT BaM OIPOMHYIO CHITy, IOTOMY 4YTO OHA II03BOJISIET pa3syMy IEpenTH ¢
HIDKHETO YPOBHS MBICIUTEIbHOM JeATeIbHOCTH K HHTYUTUBHON KOHLEHTPALUK, HE OTBJIEKasICh Ha Aeja, C KOTOPbIMU
BbI B JITaHHBIA MOMEHT He pabotaete. Ho Bama ¢u3udeckas cuctemMa opraHu3aliy JOJDKHA OBITh JIydIIe, 4eM
YMCTBEHHas, Ha Clly4yal €ClIi Bbl BCE )K€ OTBJIEUETECh.

Omnascennas opeaHuzayus Heobxoouma O moco, umobwl eaie cocpe@omouenue ocmasanoce Ha bonee wWuUpoKom

ypogne.

B 3T10i1 rnaBe s IO3HAKOMITIO BaC CO CTYMEHSIMH OPTaHU3alud U HHCTPYMEHTaMHU, KOTOPBIE TOHA00ATCS IS
00paboTKK Bammx BXoAMX. B mponecce paboThl ¢ BXOISIIMME BBl CO3/IaAUTE CITUCKH U TPYIIBI TOTO, YTO XOTUTE
OpraHU30BaTh, U Bbl 00sI3aTEILHO IIOYMAETEe O TOM, YTOOB! BKJIIOUUTH JONOJIHUTENbHbIE IYHKTHL. J[pyrumu cioBamuy,
Ballla CCTEMa OpraHU3aluy 3TO HE «YTO-TO, YTO Bbl CO3/IalUTE MOJIHOCTHIO U cpa3y, HaBceraa. OHa Oyner
pa3BUBAThHCS B Ipoliecce Ballel paboThl, YTOObI ObUIO HAMICHO HanTyuIllee MECTO AJIs KaKAOTO ITyHKTay.

A cobpan ux emecme, HO 3a0bLl, KYOA UX NOAONCUI.

Bremnee kounbio Juarpammsl Padouero IIponecca (Huke) IoKa3bIBaeT IJ1aBHbIE 3Tallbl IPYNIIUPOBKHU, KOTOPOi
MOJIBEPTalOTCs BXOJSIIME, TIOCIIE TOTO KaK BbI ONPENENUTE, YTO 3TO U YTO C HUMH HYXKHO JIENaTh.

OcHOBHBIE KaTeropun

CymeCTByeT CEMb OCHOBHBIX THIIOB Bemeﬁ, 3a KOTOPBIMHU BbI 3aXOTUTE CJICAUTD U YIIPABJISITD HKMHU B IICPCIICKTHUBEC!

§ Criucok «IIpoexTs»

§ ConyTcTByrolue MaTepuaibl PoeKTa

§ HeiictBus u napopmanusa B Kanennape

§ Criuckn «Crnenyromme [leiicTBus

§ Crmcok «OKUTaroIIHECH

§ Ccpuiku

§ Cnincok «Korna-uu0yas/Bo3MoxHO

BaXHOCTBH YeTKHX I'PAHUL



BaxxHo 4TOOBI BCE 3TH KATErOpUH XPaHWIHCh OTACIBHO JIPYyT OT Apyra. Kaxnas U3 HUX NpeACTaBIsieT OTASIbHBIN TUIT
COIVIAILIEHHS C CaMUM COOOH, U €CIM OHM HAapyIIalOT CBOU IPAaHULbl U HAYMHAIOT CMEIIUBAThLCS, O0JIbIIAst YaCTh
LIEHHOCTH OpPTaHU3aluU TePAETCS.

Kamezopuu 00J1ICHbL XPAHUMbCA pa3()eﬂbH0 — 6U3YAJIbHO, qbu:euquKu U ncuxojiocudeckKu.

Hanpumep, eciu BbI Ki1aieTe CCHUIKM TYAA )K€, [J1€ JIEXKUT TO, YTO BbI BCE €1e XOTUTE IPOUYUTaTh, TO BaM OyneT
CJI0’KHO pa3zo0patk 3Ty rpyny. Ecnu Bbl 3aHeceTe B criucok «Cnenyrouye JeidcTBUA» TO, UTO AOJKHO OBITh B
Kanenmape, moToMy 4TO 3TO TOJHDKHO MPOU30MTH B ONPEACICHHBIN IeHb, TOTJa BbI [IEPECTaHETEe JOBEPATH CBOEMY
Kanennaprio, u B pe3ysbTaTe BaM IIOCTOSHHO IIPUAETCS IPOBEPATH CBOM crnucok «Cnenyromux Jeiictuit». Ecinu y
Bac €CTh IIPOEKT, K KOTOPOMY BBl HE cOOMpaeTech MPUCTYNaTh HEKOTOPOE BPEMs, OH JOJDKEH OBITh OTHECEH K CITUCKY
«Korna-aubya6/Bo3MokHO», 9TOOBI BBl COCPEIOTOUMINCE Ha HEOOXOIMMBIX AeHCTBUSIX B ciucke «IIpoekTsy. 1
€CJIM YTO-TO, YTO BBl 0’KM/IAETe, OTHECEHO B OJIMH U3 CIHUCKOB «Crenyronme JleiicTBUsA», TO BBl IIOCTOSHHO OyzeTe
CTpajaTh OT HEMIPOIYKTHBHOTO OO TyMBIBAHUS.

Bce, uTo BaM 1eHCTBUTEIHLHO HEOOX0AHUMO, ITO CIIUCKH U MANKH

Kak Tosbko BbI OiMeTE, 30 wem BaM HYXKHO CIICIUTDH (3TO pACCMOTPEHO B Mpeabiayinei rmase Oopabomka), BCe, 4TO
BaM MOHAJO0HTCS, 9TO CITUCKH U TIAITKU IJIsl CCHUIOK M COMYTCTBYIOIIMX MaTepHaioB. Bamm crincku (KOTOpbIe, Kak s
0003Ha4YMII, MOT'YT TaK)Ke HaXOIUThCSA B Markax) OyayT coaepkarb npoekTsl U «Korna-uuOyas/Bo3MoxHo», Tak ke
Kak U «Crnenyronme neicteusy. [lanku (MU poBble Wik OyMaXKHbIS) TOHATOOSTCS JAJIs1 XpaHSHHUS BAIIKMX CChLUIOK U
COIYTCTBYIOIIECH HMHOOPMAIIMH 1O TEKYIHUM MPOCKTaM.

A ne oan 6v1 u pueu 3a npocmomy Ha MO CIMOPOHE CLONHCHOCHIU, HO 5 OMOAL Obl CEOI0 JHCUSHD 3A NPOCMOMY HA
0py20ll CMOpOHE CIOAHCHOCMU.

Onusep Benoen Xoamc

MHorue cocTaBisItOT CIUCKHU FOJJaMH, HO HE HAXOJAT BEPHOr0 MyTH. BBITYET CHIIbHBIN CKENTHULIM3M BOKPYT IMPOCTHIX
CHUCTEM, OJTHY M3 KOTOPBIX PeKOMeHAYI0 s. Ho OOoNbIIMHCTBO cocTaBUTENEH CIMCKOB HE BKJIFOYAIOT B HUX
HEOOXOIUMBIX ITyHKTOB, WIIM OCTAaBILIIOT X HE3aBEPIICHHBIMH, YTO HE J00aBIseT crickaM QyHKIOHaIbHOCTH. Kak
TOJIBKO BBI ITOHMETE, YTO 3aHOCHUTH B CIIMCKH, BCE CTAaHET rOpa3zo MPOIIE; 3aTeM BaM ITOHAIOOHTCS JIUIIH CIOCO0
YIPaBICHHS HMHU.

Kak 51 roBOpHII, BaM He HY>KHO O€CIIOKOHUTHCS O PACCTAaHOBKE MPUOPUTETOB B CITUCKAX, 3aTEM MEPECTABIISIS WIN
MIePeNHChIBasl UX 10 Mepe u3MeHeHus. [10100HbIe MOMBITKY MPUBETH K OOJBLION HEYJOBJIETBOPEHHOCTH MHOTHX
Jo/ieH, 3aHUMAIOLIMXCsl Opranu3alueil. Bel cMoxere paccTaBiIsITh IPUOPUTETHI HHTYUTUBHO, T/ Ha BECH CIMCOK,
a He TIePeIBUraTh MMOCTOSHHO U3MEHSIOIIHICS MOPSIOK MyHKTOB. CIIUCOK — 3TO TOJIBKO CHOCO0 XpaHEHHs BCEro
HEOOXOJMMOT0 U BO3MOXKHOCTb IIPOCMOTPETH 3TO B JH000H MOMEHT.

Korza 51 ccpuiaroch Ha «CIUCOK», 1 HE UMEIO B BUAY HUYEro 0oJiee, 4eM IrpymniupoBKY MYHKTOB CO CXOXKHMHU
xapakrepucTikamu. CIICOK MOKET BHITJISAETh OJHUM M3 TpeX crnoco0oB: (1) manka ¢ OTAeNbHBIMU OyMakKHBIMU
(aitnamu A7 MyHKTOB BHYTPH KaTteropu; (2) GpakTuueckuii CIMCOK Ha 03arjlaBJIeHHOM JicTe OyMaru (4acto B
opranaifzepe WIN e)KEIHEBHUKE C CUCTEMOI CMEHBI JICTOB); WIH (3) CHHCOK B KOMITBIOTEPHOU IIPOrpaMMe TN Ha
undpoBoM HOcHUTeNe, TakoM Kak Microsoft Outlook B kaTeropuu 3anau nin kareropusi B KITK

Opranuzanus HAOMUHAHUM O JeiicCTBUAX



Ecnu BbI ONyCTONIMIIN «KOP3UHKY», Y BaC, HECOMHEHHO, TOSIBIJIOCh MHOMXKECTBO «OTI0XKEHHBIXY» HATOMUHAHUMN JIJIs1
cebs1, MPEeNCTABISIOIUX CO00H OoJiee YeM TBYXMHHYTHBIC ICHCTBUS, KOTOPBIE HE MOTYT OBITh MEPENOPyYCHBI KOMY-
6o eie. Bo3aMoxHO, y Bac OyJeT OT IBajIaTh A0 MIECTUACCATH WU CEMUECITH U O0Jiee MOJO0OHBIX
HATIOMHHAHWHA. BBl Tak)Ke HAKOMUTE HAITOMUHAHKS O TOM, YTO BbI TIEPETIOPYIHIH JPYTHM JIFOJIIM, U BO3MOXKHO YTO-
TO, YTO HYXHO OyJIeT IOMECTUTh B Balll KaJleHaaph Win B manky «Korna-Hu0yns/Bo3mMoxHO».

Bb1 3axoTHTE paccopTHPOBATH BCE 3TO MO IPYIIaM, KOTOPBIE IUIA ce0s co31alu, YTOOBl IPOCMOTPETH U BBHIIIOJIHUTH
uX, Koraa y Bac Oyner Bpemsi. Taxoke BB 3aX0THTE (PU3HUECKH OPraHN30BaTh 3TH I'PYIITEI HAXOO0JIEe TOAXOISIINM
€noco0oM, HE3aBUCHMO OT TOTO, B MAlKax OHH HJIM B CIIUCKAX, HAa OyMare Wi Ha IU(QPOBBIX HOCUTEISX.

HeiicTBus, koTopble 3aHocATcH B Kanengaps

B mensix opranuzanuu CyIiecTByeT JBa OCHOBHBIX BUA NEHCTBHIA: T€, KOTOPBIE JOJDKHBI OBITh CJIEaHbI B
KOHKPETHBIH JIeHb W/UIIH BPeMs, H Te, KOTOPBIE JOJDKHBI OBITh CHIENaHbl, KaK TOJIBKO y Bac MOSIBUTCS CBOOOAHOE
BpEMsi, Cpeliu IPYTUX 3allIaHMPOBAHHBIX JieHcTBUM. KajgeHnapHblie qeiicTBHSI MOTYT OBbITh OTHECEHBI KaK K
KOHKPETHOMY BpeMeHH (Hanpumep, «4:00-5:00 Bctpetuthes ¢ J)KUMOM»), Tak ¥ K KOHKpeTHOMY AHIO («I103BOHUTH
Pamrens Bo BTOpHHK, YTOOBI Y3HATb, TIOIYYWIIA JI OHA MIPEJIOKEHUEY).

B nporecce 00pabOTKH BXOJSIIMX Bbl, BO3MOXKHO, CTOJIKHYJIMCH C BelllaMH, KOTOphIe 3anucanu B Kanenaaps, kak
TOJIBKO OHHU NOSABUINCH. Hanpumep, BbI pelmim, 4To cAeayOUM [IIaroM B MIPOX0KIEHUH MEIUIIMHCKOTO
o0ce0BaHus, CTaHET 3BOHOK U JJIOTOBOP O BCTpeue (e€C/Iu Ha 3TO JeiicTBUE MOHAA00UTCs [BE MUHYTHI UM MEHBLIIE),
YTO BBI M CHIENAIH. 3alucaTh 3Ty BcTpedy B KaneHgaps, eciiu Bbl JOTOBOPHIIUCH, OYAET BIIOJIHE JIOTHYHO.

Kanenoapw 0onicen nokazvléams moabko « OCHOBHOU JAHOULAPMY, BOKPY2 KOMOPO20 6bl 0eldenme 0CMalbHble AU
oeticmeus.

OzHako, 4YTO MHOTHE JIIOAU XOTAT AeJaTh, OCHOBBIBAsCh HAa CTapbIX IIPUBbIUKAX NMcaTh JHEBHbIE to-do, Tak 3TO
3aHOCHUTb B KaJIEHAAph TO, YTO OHH, UTO XOmeau Obl CAEIaTh B CIEIYIOLINNA NOHEAEIbHUK, HO 3TO MOKET HE
MOJIyYUThCS, TOTa IPUIETCS IIEPEHOCUTH 3TO JIeN0 Ha nocienyooume aau. Conpomugnaiimecs smomy nopuigy. Bul
JIOJIXKHBI 10BepsITh cBoeMy Kanenaapro, Kak CBSIEHHON TEPPUTOPUH, OTPAKAIOLIEH YETKHE IPAHULBI BAILINX
JTHEBHBIX J1€J1, KOTOPblE MOKHO IIPOCMOTPETH B crelke. ['opasno yyuie, ecny B HeM OyJeT TOJIBKO TO, YTO BaM
00s13aTeNbHO HY>KHO ClieNaTh B 3TOT AeHb. Korna Kanengapps OyneT BBIMOIHATH CBOKO HETIOCPEICTBEHHYIO POJIb B
OpraHu3aluy, OOJIBIIMHCTBO ACUCTBHNA, KOTOPBIE BaM HY)KHO CHIENaTh, OKAKYTCS B KATETOPHH «KaK TOJIBKO
BO3MOXHO, IIOCJIE BCETO TOT'O, YTO 5 AOJKEH CAEHATH).

Opranmn3anus aeiicTBuii «Kak ToJ1bK0 BO3MOKHO0» B KOHTEKCTE

3a MHOTO JIET sl OTKPBUI JIy4IINi CIIOCO0 JIJIsI HAITOMHHAHHMS O ISHCTBHSAX THIIA «KaK TOJIBKO 51 CMOTY» HCXOJIS 3
KOHTEKCTa HEOOXOJUMOTO JUIsl ACHCTBUS — 3TO MOXKET OBITh MHCTPYMEHT, MECTO MJIH YeIOBEK, KOTOPBIA 3TO
BBITIOJIHUT. Harpumep, eciu A7sl qeiicTBUSL HEOOXOJUM KOMITBIOTED, TO HYXKHO €T0 3aHECTH B CIIHCOK «3a
Kommerorepom». Ecnut 1utst neifictBust He0OX0AUMO, 4TOOBI BBl €Xali KyAa-TO Ha MalliHe (HanmpuMep, OCTAHOBUTHCS
0KOJI0 OaHKa WM 3aiTH B Mara3uH CKOOSHBIX TOBapOB), Hanboee moaxonsiumm Oyaer cnucok «Ilopyuaenust/
3aganmsa». Eciu cnexyromuM maroM GyaeT pa3roBop 0 YeM-TO OJWH Ha OJIMH C BaIlM ITAPTHEPOM DMIITH,
MOMECTHTE €r0 B MANKy « IMIJIN» WK B HAHOOJIEe TIOIXOISAIINH CIUCOK.

Hacko1bpKo AUCKPETHBIMH 3TH KaTETOPHUHU JTOJKHBI OBITh 3aBUCHT OT TOTO, (1) 32 CKOJIBKUMU JACHCTBUSAMH BB JOJKHBI
CIIeANTS; U (2) KaK 4acTo Bbl MEHsIETE KOHTEKCT, B KOTOPOM HX JIeNaTh.



Ecnu BBI TOT peakuii 4enoBek, y KOTOPOTo TOJIBKO JABAANATH MSATh CICAYIONIUX IEUCTBUN, BAM MOXKET XBATUTDh U
onHoro crimcka «Cnenyronue [eiictBus». OH MOXET BKIIIOUATh TaKHe pa3HooOpa3Hbie 3aMeTKH Kak «KyrmuTh
rBo3au» U «I[loroBoputs ¢ 6occom 00 M3MeHeHNH nepcoHana» u «Hametku uneit i Bctpeun BHE paboTb». OqHAKO
€CITM Y Bac TSIThIECST WITH CTO CIEMyIONINX JIEHCTBHM, KOTOpBIE OyAyT 3alricanbl B OJTHOM OOJIBIIIOM CITUCKE, BAM
OyJeT OYeHb CIOKHO YBUJETh TO, YTO BaM HY)KHO YBHIICTh; K&XKIbIH pa3, KOraa y Bac OyaeT BpeMs 4TO-TO elle
clienaTh, BaM HYXKHO OYJIET €ro TpaTUTh Ha HEMPOIyKTHBHYIO NepecopTUpoBKY. Eciu BbI OynieTe Ha KOPOTKOM
nepepbiBe BO BpeMsi KOH(EPEHIIMH, BO BpEMsi KOTOPOTO BbI MOTJIM ObI C/IeaTh HECKOJIBKO 3BOHKOB, BaM HYXHO OyJeT
HAWTH MTyHKTHI, CBSI3aHHBIC CO 3BOHKAMU, CPe/Ii OOJIBIIOrO CIUCKA HECBS3aHHBIX MyHKTOB. Koraa Bel 3ax0oTHTe
pa3zo0parbcsi CO BCEM OCTaIbHBIM, BbI, BO3MOXKHO, PEIIUTE BHIOPATH 3a/1aHUSI U COCTABUTH HOBBIN CITHCOK.

Jpyroii ¢pakTop MpOTyKTUBHOCTH, KOTOPBIH IIOAAEPKUBACT 3TOT BUA OPTaHU3AINH, — 3TO YBEIMUCHUE BallleH
SHEPTuH, KOTAa Bbl B ONIpeJeIeHHOM pexxuMe. Eciu BbI B «TeneOHHOM pexuMe), 3T0 IOMOTraeT CiejlaTh MHOTO
Tese()OHHBIX 3BOHKOB — ITPOCTO OIYCTOIIUTH Balll CIIUCOK «3BOHKM». Korma BeI B HACTpOeHUH paboTaTh 3a
KOMITBIOTEPOM, ITOJIE3HO CEJIaTh TaK MHOTO On-line, Kak 3TO BO3MOXKHO, HE IMEePEKIII0YasCh Ha IPYTroil BUL
nesitenbHOCTH. [lepexirouenne ¢ 0JHOTO BUJa JeSITeIbHOCTH Ha IPYTroi 3aHUMAaeT ropasio 0OJblie SHEPTUH, YeM
IyMaeT OONBIIMHCTBO JitoAed. Yl 04eBHIHO, YTO KOTJa HY>KHBII BaM YeJIOBEK CHAMUT HAlIPOTHUB Bac B BalleM oduce,
ObU10 OBl MyZIPO OTOBOPUTH C HUM 000 BCEM, YTO BaM HYXKHO, CPa3y e, «HE OTXOHs OT KacChl».

Hau6os1ee 001mme KaTeropun HANOMUHAHMI 0 AeCTBUIIX

BO3MO)KHO, BaM IIPUTOAATCA KaAK MUHUMYM HECKOJIBKO 3aroJiIOBKOB U3 CIICAYIOMIECTO CITMCKA:

§ «3BOHKM

§ «3a KoMITBIOTEPOMY

§ «[lopydeHus/3agaHusn»

§ «B odwuce» (pasHOCTOPOHHUE)

§ «Jlomay

§ «IToBecTka Hs» (U151 JTIO/IEH U BCTpE)

§ «Hutate/I[IpocMOTpeTh)

«360nKU» DTO CIIUCOK BCeX TeNIe()OHHBIX 3BOHKOB, KOTOPhIE BaM HYXKHO CZEJIaTh; Bbl MOXKETE C HUM paboTaTh BCEr/a,
KOTJa y Bac rmoj pykoi teiedon. Uem moOunsHee Bl OyneTre (0COOCHHO, €I y Bac €CTh COTOBBIH TenedoH), TeM
noJie3Hee st Bac OyJeT OJIUH CIHMCOK JUIS BCEX BAIIMX 3BOHKOB: HEOOJBIINE OKHA BPEMEHH BO BPEMSI MyTEHISCTBHIMA,
Ha MepephIBe WIH B OXKHJAHAU CaMOJIeTa MPEUTaraloT OTIIMYHYEO BO3MOXHOCTD pa0OThI C BAIIIMM CITUCKOM.
JIMCKpETHBIN CIIUCOK «3BOHKOBY» MOMOTAET Jierde c(hOKyCHPOBATLCS U MHTYUTHUBHO BBHIOPATh JTYUIIUil 3BOHOK ISt
JIaHHOT'O MOMECHTA.

51 monararo, 4To BBl HaiiieTe BpeMs BBIITUCATH HOMEpa Tele(oHa I KaXI0T0o IMyHKTa U3 Ballero cnucka. byner
MHOTI'O CUTYalli{, KOIZla Bbl, BO3MOYKHO, COBEPILIIIN Obl 3BOHOK, €CJIM ObI HOMEp ObLI yKa3aH psAI0M, HO €CIM BaM
IIPUILIIOCH OBl €r0 UCKaTh, TO HE CTAIN Obl 3BOHUTb.

«3a komnviomepom» Eciu Bbl paboTaere ¢ KOMIIBIOTEPOM — OCOOCHHO €CJIH BbI XOAUTE C HOYTOYKOM WIIH Y Bac OJIUH
KOMITBIOTEP Ha padOTe U OAMH JA0Ma — OBUIO OBI MOJIE3HO CTPYIIIUPOBATH T€ ACHCTBUSI, KOTOPBIE BaM HYKHO CIeTaTh,
KOTJIa OH BKJIIOYEH. DTO MO3BOJIUT BaM BHIIETh BCE, YTO BaM HY)KHO C/IENATh MOCPEACTBOM KOMIBIOTEPA, HATOMHUT
000 BCEX DJIEKTPOHHBIX IIUCBMAaX, KOTOPBIE HY)KHO OTIPABHUTH, JOKYMEHTAX, KOTOPHIC HY)KHO CO3/1aTh MK
OTpEIaKTHPOBATh, U TaK JaJiee.



Tak kak s MHOTO JI€Tal0, 5 IAXKE CO3/all CIIMCOK «on-line», OTAEIBHO OT chucka «3a KomnbioTepomy». Korna s B
caMoJIeTe, 51 He MOTY MOJKIIOUUTHCS K HHTEPHETY WIIM K MOEMY CEpBEpY, YTO HEOOXOAMMO /I MHOTHX JIEHCTBUH.
[ToaTomy BMECTO TOTO, 4TOOBI 3aHOBO J{yMaTh, YTO 51 MOT'Y, @ YTO HE MOTY CJIeNaTh, KOTJa s CMOTPIO B CIIUCOK «3a
KOMIIBIOTEPOMY, S 3HAIO0, YTO HU OJHO JICHCTBHUE U3 CITMCKA «32 KOMIIBIOTEPOMY, HE MOXKET OBITh CZeNlaHo Oe3
MTOJIKJTFOYEHHSI, YTO OCBOOOXKIAET MOM pa3yM M COCPEOTaurBaET BEIOOP, OCHOBAHHEIN HA APYTUX KPUTECPHUSIX.

ﬂyMazZme BHUMAMENbHO O MOM, 20e U KaK 8bl MoJceme U He Modceme 0ellamb me Uil UHble Oeﬁcmeu}z, u
cocmasnsime 8auil CHUCKU 8 COOMBEMCMEUU C IMUM.

Ecnm y Bac ecTh KOMIIBIOTED TOJIBKO Ha paboTe, BaM, HAaBEPHOE, HE ITOHATOOHUTCS OTAEIBHBIH CIIMCOK «3a
KOMITBIOTEPOM»; CITUCOK «B Oduce» MOKET BKIIOYATh 3TH ACUCTBHS, IOTOMY 4TO OQHC — 3TO €ANHCTBEHHOE MECTO,
I'Zie BBl CMOJKETE 3TO cesaTh. (AHAJIOIMYHO, €C/IN Y Bac €CTh KOMIIBIOTEP TOJIBKO I0Ma, U 3TO HE HOYTOYK, BbI
MOXKETe BKJIFOUUTD ACHCTBHSA 32 KOMIILIOTEPOM B Balll CHHCOK «J{omay.)

«3adanusy VIMeeT cMbICI T'PYIIIMPOBATh B OJTHOM MECTE HallOMMHAHUA 000 BCEM, YTO BaM HYKHO CJI€JIaTh, KOTJa BbI
HIYeM 0COOCHHBIM He 3aHATHL. Korma BEI 3HaeTe, 9TO BaM HY)KHO CECTh B MAaIIMHY M IO€XaTh Ky/a-TO, OTIMYHO OBLIO
OBI MPOCMOTPETH 3TOT CIHUCOK. Takue AeHCTBHsA, KaK «JlocTaTh cepTU(UKATHI U3 SIIUKa», «3a0paTh KAPTHHBD U
«KYIHTb TIETYHBU B IMTOMHUKE» — BCE MOMIYT B 3TOT CIIUCOK.

DTOT CIMCOK MOXKET OBITH HE O0Jiee YeM HaKJIEHKOW post-it T/le-To B BallleM eKeAHEBHUKE, WIIH KaTeropuen
«3amanns» B cexkun «Craenarte» B BameMm KIIK.

Yacrto BayKHO MMETH MOACINCKY B KaTeropuu «3ananus». Hanprumep, Kak TOJIbKO BbI TOWMETE, YTO BaM HY>KHO UTO-
TO U3 Mara3uHa CKOOSHBIX U3IEIHi, BO3MOXKHO, BB 3aXOTHTE CO3[aTh CIUCOK «Marasun CkoOsHbIX M3aenuii», u K
HEMY MPHUKPETUTH MMOACITMCOK BCEX BEIIEH, KOTOPhIE BaM TaM HY>KHBI. BbI MoTiH Obl co31aTh OyMakHYI0 HAKJIEHKY
post-it «Mara3un CkoOsiHbIX V31enmuii» uiiy, eciiv Bbl HCHONIb3yeTe IU(POBOil CIMCOK, BBl MOTJIU ObI IPUKPETTUTh
«3aMeTKy» K criicky «Marasun CkoOsiHpix ToBapoB» W 3amucarh AeTainu Ty/aa.

Mbi 0onoichbl cmapamucsi, ymobsl 00CmMUYb MOU RPOCIOMbL, KOMOPASL JIeHCUM 3d MYyOPOCHIbIO.

IDicon I'apounep

Tak Kak s MHOTO HaX0>KyCh B TJIABHBIX paifoHaX ropoja, y MEHs ecTh JIBa criucka «3amgaHus» — «3ananua-Ojai» (rae a
KHBY) U «3aJaHUs-T/IC YTOIHO», I BCETrO TOTO, YTO sl MOTY ClleNaTh, OyAb 5 naxe B nopore. «T-o0pa3Hbie
pa3BETBUTEINH JUIA LIIaHra» OyayT 3anucansl B «3ananus-Ojai», Ho «KynuTe HOCKH K KOCTIOMY» OyIlyT 3allCaHbI B
«3aJaHusA-TAE YyTOJHO.

«B oguce» Eciu BB paboTtaere B orce, TOIDKHBI OBITH ONPeieTICHHbIC BEIH, KOTOPHIE BBl MOXKETE CIIENaTh TOIBKO
Tam, ¥ CITIUCOK ATUX AeJ OyJeT MOJIe3HO UMETh Iepesl Tia3aMu, KOria Bbl TaM — XOTs, KOHEYHO, €CJIH Y Bac eCTh
TeneOoH 1 KOMIIBIOTED B o(huce, a TAKKe OTAEIbHBIE CIIUCKU «3BOHKN» U «3a KOMIIBIOTEPOM», OHH TaK ke OyIyT TaMm
ucTosb30Bathes. S Ob BHOCHI B crcOK «B oduce» Bce To, uto TpedyeT nonkiroueHus k HTepHeTy, Hanpumep,
HAITOMUHAHHE 3arPy3UTh OOJBIIYIO IIPOTPAMMY H3 CETH.

«doma» MHOTo NedCTBUNA MOXKHO BBIIIOJIHUTD TOJIBKO 10Ma, I03TOMY UMEET CMbICI BHOCUTh 3TO B
COOTBETCTBYIOLIHM CIIUCOK. S yBEPEH, YTO y BaC €CTh OTPOMHOE KOJIMUYECTBO JIMYHBIX UJIH CBSI3aHHBIX C JIOMOM
MIPOEKTOB, X 4aCTO CJIEAYIOUIMM IIAaroM OyAeT MpocTo caenaTh ux. «[loBecuts HOBYIO KapTuHY», «Pazobpate CD» u
«[loBecuThb B rapaepo0e 3UMHIOI0 OJIC)KAY» — THIIMYHBIC JIeja JJIsl 3TOrO CIIUCKA.

Ecnu y Bac moma ectb KaOWHET, KaK y MEHs, BCE, YTO MOXKET OBITh CAETAHO TOJBKO TaM, 3aHOCHTCS B CIIHCOK «Jlomay.
(Ecmu BEI paboTaete TONBKO JOMa M HE XOIUTE B IpyToi oduc, BaM He MoHanoO0uTCs crucok «B oduce» — Bce Oyner
3aHECEHO B CIUCOK «JIoMay.)

«llosecmxa OHA» Bbl OOHapyXUTe, 4YTO MHOTHE U3 BALIUX CIEAYIOUIUX NEHCTBUMA JOKHBI IIPOU30UTH BO BpEMs
Balllero OOLIEHUs C KEM-TO MJIM JOJDKHBI ObITh IPUHECEHBI B KOMUTET, KOMaHy, Ha coOpaHue nepcoHasna. Bel



JOJIKHBI ITIOTOBOPUTH C BalllUM ITapTHEPOM 00 nacc Ha CJ'IC[[y}OHII/Iﬁ ToA; BbI XOTHUTE NOrOBOPUTH C BalllUM CYIIPYrom O
€ro MjaHax Ha BECHY, Bbl JOJDKHBI HEPEIIOPYUUTDH BAllIEMY CEKPETAPIO 3alaHHUEC, KOTOPOEC OUCHb CJIIOKHO OOBSICHUTE B
OJICKTPOHHOM ITUCHME. U BBI JOJIKHBI CACIAaTh 00bsBIICHNE 00 U3MCHCHHH MOJIUTHKHA OTYETOB O pacxogax Ha
CO6paHPIPI NnepcoHalia B IOHCACIIbHUK.

s pezynapruix coopanuii u modetl, ¢ KOMOPbIMU 8bl NOCHOSHHO 63aUMOO0elicmeyeme, NOMpeoyIOmcst C60U CRUCKU
«llosecmxa Ousy.

OTH caeayomume NeHCTBUS JOMKHBI OBITh 3aHECEHBI B OTACIbHBIC CIIUCKHU «[l0secmia OHAy U KaXKIO0T0 YelloBeKa U
ULt coOpaHust (eCIH BB TTocemaeTe coopanus peryisipHo). [IpodeccrHoHaibl, y KOTOPBIX eCTh Mamka ¢ Qaiiiamu Bcex
JIeJ1, KOTOPBIE HY>KHO PEIIUTh C UX 00CCaMu, YK€ HCIIOIb3YIOT BEPCHIO 3TOTO MeToAa. Eciy BbI CO3HATEIbHBI B
OIpeIeNIEHUH BCEX BAILMX ITOCIENYIOIMX IeHCTBUM, BbI OOHApYKHUTE, YTO BaM HEOOXOJUMO UMETh IIE-TO OT TPeX 110
MSTHAIATH TAKUX CIIUCKOB. Sl PEKOMEHYI0 BECTH OT/IeNIbHBIE (DailJIbl CIMCKOB I OOCCOB, TAPTHEPOB, ACCUCTEHTOB,
cynpyroB u aeteil. Takxe HE0OOXOJMMO MMETh TT0T00HBIEC CITUCKH IS BAIlero I0pUCTa, PHHAHCOBOTO COBETHHKA,
OyxranTepa W/ KOHCYJIBTaHTa IT0 KOMITBIOTEPY, TaK Jk€ KaK M JUIS KaXXJI0r0, C KEM Y Bac MOXET OBITh OoJiee ueM
0J1HO o0111ee JIeJI0 BO BpeMs CIIEAYIOILETO Pa3roBopa 1o TenedoHny.

Ecnu BB IpuHIMaeTe ygacTie B PETYIBIPHBIX BCTPEYaX — C MEPCOHAIOM, IT0 IOBOIY IIPOEKTA, KOMUTETA, YETO YTOITHO
— OHH TOXE 3aCITy>)KUBAIOT CBOUX COOCTBEHHBIX (DailyIOB, B KOTOPBIN BB MOXKETE COOMPATH TO, YTO MMOHAAOOUTCS Ha
9THX BCTpEYax.

Yacto Bam notpedyercs TeKyLuii CIUCOK A1l 0OLIeHus B oNpeesieHHbIH nepuo Bpemenu. Hampumep, eciu
MOJPAIYUK BBIMOJHAET pabOThI B BallleM JJOME WM Ha Balieil COOCTBEHHOCTH, BBl MOXKETE CO3/1aTh CITUCOK JJISl HErO
Ha Bpems npoekTa. ['yisast BOKpYT mociie TOro, Kak OH 3aKOHYMII pabovril IeHb, BO3MOXKHO, BBl 3aMETUTE TO, O YeEM
3aXOTHTE C HUM MIOTOBOPUTH, U BBl 3aXOTHUTE, YTOOBI 3TOT CMCOK OB BCerja moJ| pyKoii.

Y4uuTHIBas MOB3Y TAKOTO TUIIA CITUCKOB, BAllla CHCTEMA JIOJIKHA MO3BOJIUTH 100aBISTh «Pactopsiaiku THS
CIeNUANTbHO, 0 Mepe HEOOXOAMMOCTH, OBICTPO U MPOCTo. HampuMep, BCTAaBUTH CTPAHHMILY IS YEIOBEKA WIIA BCTPEUH
B pasnen «[loBecTka qHS» B €XKEIHEBHUK Ha OTKPHIBAIOIINXCS KOJIBIIAX 3alMET TOJBKO CEKYHIbI, TaK XK€ KaK 1
JI00aBJICHHE COOTBETCTBYIONIETO HalOMUHaHUs B kKaTeropuu «IloBectka aus» B Bamem KIIK.

«Humamv/I[Ipocmompemvy be3 coMHEeHHUs, BBl OOHAPYKUTE BO BXOASAIINX MHOXKECTBO ITyHKTOB, AJISl KOTOPBIX BalllUM
CIIEIYIONINM JEWCTBUEM OyIeT uumams. 51 HaIEI0Ch, YTO BHI MTOCIIEAYETe ABYXMHHYTHOMY HPABIILY H OBICTPO
pa3bepere uX, IPOCMOTPEB, OTIPABHB B HY)KHBIE OTICIBI FJIH BHIIONHIB UX.

[TyHkTHI, TpEOYIOLIME YTEHHS, OJJHAKO, MOTPEOYIOT OOJIbIIE, YeM IBE MUHYTHI BAIIET0 BPEMEHH, IOATOMY X JIydIle
XpaHUTh B OTAETBHOM pasnene «Uuntars/[IpocMorpersy. [1o Moeit kimaccrduKamy 3To ToXe «CIHUCKI», HO Hanboee
3¢ GEKTHBHO IPYNIUPOBATH JOKYMEHTHI ¥ )KYPHAJbl HA MIOJHOCE H/WIIH B TIEPEHOCHOM TaIlKe.

Jlnst muorux nronert «Uurats/[IpocMOTpeTh» MOXKET CTaTh 3arBo3AK0M. [103TOMy KPUTUYHO, YTOOBI B 3TOT paszei
0T 1aI0 TO (YTO 3alMeET OOJIbIIe ABYX MUHYT), UTO BBI JICGHCTBUTEIBHO XOmume npodumams, ko2od y eac oyoem
épems. DTO IOMOKET BaM, HO BCE JIMCTBUTEIBHO YHIET U3-T10/1 KOHTPOJIS, €CIM PAMKH 3TOW KaTerOpUHU YETKO He
omnpeneneHsl. Vi3HauanbHble OrpaHUYEeHUs, KAK MUHUMYM, [IOMOT'YT BaM B IIepeyyeTe, U €l y Bac, Kak y
OOJIBIIMHCTBA JIFOJIEH, €CTh CBOI CIOCOO CaMOPETYJISIIIMK, 9TO IIOMOXKET BaM 0oJiee YeTKO ONpeAesaTh, YTO BaM
JIEHCTBUTEIBHO HYKHO, a OT YEro BaM IPOCTO HYKHO U30aBUTHCS.

Te, kmo Xyotce 6ceco UCNONb3YIOm 6peMsl, NePEbIMU HCATIYIONICA, YUMo e20 He xeamaen.

JKan oe

Y 1006HO UMETh MO PYKOW MaTepuall IJsl YTeHHs, KOTAa Bbl HAETE Ha BCTPEUy, KOTOpas MOXKET MO3HO HadyaThCs, Ha
CEMHHAp, €CJIM TaM OyIeT «OKHO» BPEMEHH HJIH K CTOMATOJIOTY, €CIIK PUASTCS CUIETh B ouepenu. Bee aTo
MpeKpacHbIe BO3MOXKHOCTH IS TOAOOHOTO UTeHus. Te ke, y KOTO HET COOpaHHOTO MaTepHaa
«HuraTs/[IpocMOTpPETE» MOTYT IIPOCTO MOTEPSITH MHOTO BPEMEHH, TaK KaK JKU3Hb IOJTHA MAJICHBKIX HEOXXUTaHHBIX
«OKOH», KOTOPBIE MOXKHO 3aII0JHUTb.



Opranmzanus «OKuIAI0IIX»

Tax ke kak H€O6X0,I[I/IMO HWMCETb HAITOMUHAHHWA O TOM, YTO BaM HY>KHO CA€JIaTh, HAIIOMUHAHUS O TOM, K YEMY BbI
JAOJIKHBI BEPHYTHCA UCPE3 KAKOC-TO BPEMS WJIM YTO JOJDKHO OBITH CACIIaHO KEM-TO APYI'UM CJICAYET COPTUPOBATH U
TpynmupoBaThb. Bawm ne HYXHO 00s13aTEIBHO CJICOUTD 3a KaXKJbIM IIaroM 34€Ch, 4aCTO 3TO 3aJaHUA UJIU IIPOCKTHI, 3a
KOTOPBIC OTBETCTBCHHBI APYTrUeC JIFOAW, TAKHUC KAaK 3aKa3 OWJIETOB B T€aTp, CKaHED, KOTOpBIﬁ JOJDKHBI JOCTaBHUTh B
O(bI/IC, COrjlacue€ Balero KJIMEHTa Ha ACJIOBOC NPCIJIOKECHUE U TaK OaJIc€e. Korz[a cieayroumce ,HCI‘/'ICTBI/IG 3aBHUCHUT OT
KOro-T1o Apyroro, BaM HE€ HY>KHbl HAIIOMHWHAHUs O HeﬁCTBHﬂX, TOJIBKO 4YTO M OT KOT'O BbI KICTC. Bama POJIb — 3TO
mpocMarpuBaTh CIIMCOK IO MEPE HeO6XOI[I/IMOCTI/I " p€liaTh, HY>KHO JIM IIPOBEPATH, KaK IIPOABUTACTCA ACTIO U
OoTOpAaIUIMBATh.

Bo03MO0KHO, BBl COYTETE HAMITYUIIUM JEPKATh CIIUCOK «OKUAAIOIMX» 1O OJIM30CTH, B TOM XKe MECTe, /1€ BalllH
HanoMuHaHus «Cnenyronmx JlefcTBuiny. OTBETCTBEHHOCTH 3a CJAEAYIOUIHMI 1Iar MOXKET MEHSTHCS B TEUEHHE
UCTIOJIHEHMS NpoekTa. Hanpumep, Bam Hy’>KHO CZienaTh 3BOHOK NPOAABILY, YTOOB! Y3HATh €0 LIEHbI Ha BBIIIOJHEHHE
pabothl (B crincke «3BOHKH».) CrienaB 3BOHOK, BBI JKIETE, KOT/Aa MPOJIABell C BAMHU CBSDKETCS T10 TIOBOIY
IIPeJIOKEeHUs (ero npeyioskeHne 3aHOCUM B criucok «Oxkunanue»). Korga npeayioskeHue moCTyIUT, BbI JOJDKHBI
MPOCMOTPETH ero (OHO HaxoauTes B nanke «Uurars/[IpocMoTpers»). Korna Bel ¢ HUM 03HAKOMHUTECH, BbI BBICHLIIAETE
ero ceoeMy 60occy Ha 07106peHue (Terepb OHO OMATH B criucke «OXKuIaHue») U Tak jganee. !

V Bac 6y,[[}’T OTJIMYHBIC OIYIICHUS, KOTJa BbI 6yz[eTe 3HATh, YTO Balll CIIMCOK «O)KI/II[a}OH.[I/Ie» — 9TO MOJIHBIN CITHCOK
TOI'0, YTO JOJIKHBI CACIaTh APYTHUE JIFOAH.

Hcnonb3oBaHne OPUTHHAJIBHBIX Pa3padoToOK, HAIPUMep, COOCTBEHHOI0 HATIOMUHAHUS O JeficTBUAX

Hawnbonee 3¢ hekTHBHBIN MyTh OTCICKUBATH HAIIOMUHAHUS AEHCTBUH — 3TO JOOABIATH MX B CIIUCKH FITH HAITKH T10
Mepe HX MosiBJieHus. Bam Oosbliie HU4Yero He MOHaZOOUTCS, €CIIM BBl X popaboTaeTe. Bo3aMoXxHO, BBl IIHIIETE
3aMeTKH Ha COBELaHUHU ¢ 60CCOM, HO Bbl MOXKETE BHIOPOCUTH UX, KOTJa BbI COBEPILUTE HEOOXOAUMBIE IPOEKTHI U
JIeHCTBUS, CBA3aHHbIE ¢ HUMU. [Ioka HEKOTOpBIE JIFOIU MBITAIOTCSI ApXUBUPOBATH TOJIOCOBYIO ITOYTY, UM BCE €Il
HYXHO «4TO-HHUOYIb C 3TUM JIENaTh», 9TO He caMblidl 3 (PEKTUBHBIN ITyTh BHEAPUTh HATTIOMUHAHUSL.

OzHAaKO €CTh HECKOJIBKO MCKIIIOUEHHH 13 3Toro npasuiia. HekoTopsle BXOs11Me MOT'YT IPEKPACHO CIYKUTh CBOMMHU
COOCTBEHHBIMH HAIIOMHHAHUSIMUA HEOOXOAUMBIX JEHCTBUI, BMECTO TOTO, YTOOBI 3aIIHCHIBATD UX B OTAEIBHBIN CITUCOK.
3T0 00BIYHO PabOTACT AJISI HEKOTOPBIX OYMa)KHBIX MAaTEPHAIOB U SJIEKTPOHHOM MOYTHL

Opranusanusi 6ymaxxHoi padoThl
Hexoropble Bely — cBOM COOCTBEHHBIE JTy4dllINe HATOMUHAHHUS.

B kareropuu «Yurars/[IpocMOTpeTh» cTaThy, MyOIUKAUH, TOKYMEHTHI — 3TO caMblii 001wmid npumep. O4eBUIHO,
yro Oyzaer Henemno nucatsk «[IpocMoTpers sxypHan Fortune» B HEKOTOPBIN CIUCKaX NEHCTBUH, KOTAA BbI IPOCTO
MOXeTe OPOCHUTB 3TOT KypHall B Kop3uHy «Hurats/[IpocMoTpeTh».

I[pyrofz'l MpUMEpP: TC, KTO MPEANIOINUTACT OIUIAYMBATDL BCE CUCTA B OAHO BpEM: U B OAHOM MECTEC, 3aXOTAT XPaHUTb CBOU
CUCTa B MAIIKEC WA KOP3UHKE «Cuera K omiare» (I/IJ'II/I Ooiee 061.].[66 Ha3BaHHEC ((‘DI/IHaHCI)I»).[&]

Crneuunuka Bameid paboTsl, BXOJSIINE U Balla paboyasi CTAaHLUS TOMOTYT BaM OoJjiee 3 peKTUBHO OpraHu30BaTh
JIpyTUe KaTerOpUH, TOJIBKO HCIIOJB3Ys olpeaeneHHyo oOymary. [Ipodeccronan mo pabote ¢ KIueHTaMu, HalpUMep,
MOYET UMETh JIEJI0 CO MHOXECTBEHHBIMU MPOCKOAMH MOKa3aTh CTAaHAAPTHYIO (POPMY, U B 3TOM Cllyyae KOP3WHKA HIIH
¢aiin, conepKaIiid TOIBKO 3Ty HHPOPMAIIHIO — HAWIIYYIIHH Ty Th PaOOTHI.



HmeeT nu cMBICT MECaTh HAITOMUHAHUS B CIIUCKE HUIM MCIOJIB30BAaTh CaMH JOKYMECHTBI B KOP3WHKE WM MAIKE — 3TO
IIHUPOKOC MOJIC ACATCIIbHOCTU JIAA JIOTUCTHKH. MoskeTe 1 Bbl MCIIOJIb30BaTh HATOMUHAHMS rAe-TO €€, KpOME KaK Ha
Balicm pa60qu crone. Ecin Ja, TO Hy>KHO YY€CTbh BO3MOXKHOCTD UX IIE€PEHOCA. Ecnu BBl He MOXETe BBINIOJHUTD
pa60Ty TAC-TO KPOME KaK 3a CBOUM CTOJIOM, TOr'lda Balle pa60qee MECTO 6yz(eT HaWIy4dlIuM JUIS HUX.

Yro OBI BB HU BEIOpANH, HAITOMIHAHHMS TOJDKHEI OBITH B 3pHTENBHO PAa3eibHBIX KaTETOPHUSX, B 3aBHCHMOCTH OT
ciexyromiero Heooxonumoro mara. Eciu cnenyromiee aelicTBue — 3B0HOK, TO OH JIOJDKECH ObITh OTHECEH B IPYIIIY
«3BOHKWY; €CIIH CIEYIOUIMe AeHCTBUE — 3TO IIPOoBepKa UH(OPMALUKY U BHECEHHE €€ B KOMIIBIOTED, HY>KHO OTHECTH
9TO K KaTeropuu «3a KkoMmbrorepom». Haubonsmas 3¢ ektuBHOCTS NOJ00HOH pabodeli cucTeMbl MHE BUIUTCS B
TOM, YTO BCE JJOKyMEHTHI OHOTO THIa (HalpuMep, 3aBKU Ha 00CIIy>KUBaHUE) XPaHATCSA Ha OTAEIBHOM IOAHOCE,
JlaKe eclM KaXXJOMY U3 HUX HY>KHBI pa3zHble neiicTBus. [ oqHO 3a8BKM HEOOXOAMMO CAENAaTh 3BOHOK, IS IPYToi
— IPOCMOTPETh AaHHbIE, U1 TPETheil — 010K AaTh, KOTJja HOSBUTCS HYKHas HH(OpMAaLKs — HO BCE OHU COOpaHsI
BMecTe. Takas kiaccu(uKalys MOXKET IPUBECTH B 3aMEIIaTeIbCTBO, IOTOMY YTO BCE OTJIOKEHHBIC PEIICHHS
TpeOYIOT pa3HbIX JAATbHEUIINX JCHCTBUH.

Most mu4Hast cucTeMa 04eHb XOPOIIO IEPEHOCUTCS, TIOUTH BCE XPAHUTCS B CIIMCKAX, HO Y MEHS TaKXKe €CTh JIBE
KaTeropuu OyMa>KHBIX HAMIOMHHAHUH. Sl myTenecTByIo ¢ 01HOHU miacTukoBoi nankoi «Yutats/[IpocMoTpeTs» U ¢
npyroit «Bxonse Jlannaeie». B mocieanroro s kinamy Bce, 9To TpeOyeT CIEAYIOMETo IeHCTBHS — BHECTH B MOH
KOMIIBIOTED (BU3UTKH, KOTOPHIE HY>KHO 3aHECTH B MOH Tele)OHHBIN/aJpeCHBIN CITUCOK, ITUTATHI, KOTOPHIE 5
OTHpaBIIsiio B MO0 0a3y «l{uTaThl», CTAThU O PECTOPAHAX, KOTOPHIC 51 XOUY MOMECTUTh B MOU TOJTUCTBI
«[lyremectBust — [opona» u T. 1.)

Opranuzanusi padoThI ¢ 31eKTPOHHOMN MOYTOM

Kak u HekoTopbie OyMaXKHbIE MaTepHAJIbl, SIEKTPOHHAs 1T04Ta, TpeOyromas 1eiCTBUI — yacTo caMa Hauy4Ilee
HarloOMMHaHKe AJ1s ce0s. DTO 0COOEHHO pajyeT, €CIIM y BaC MHOT'O JIEKTPOHHBIX IMUCEM, U Bbl IPOBOJUTE MHOTO
BpEMEHH 32 HACTPOMKOHN mporpamMm. DIIEKTPOHHAS 10YTa, KOTOpas TpedyeT JalbHEUIINX JeHCTBUM, MOXKET
XPaHUTHCS B CUCTEME BMECTO TOTO, YTOOBI BHIIIMCHIBATH JEMCTBUS B CIMCKH.

MHorre MOoH KIIMEHThI OOHAPYKUJIH, YTO TIOJIE3HO CO3/1aTh JABE WK TPH OTJCIbHBIC MANKKH B TOYTOBOM KIIUCHTE.
JlelicTBUTENBHO, OOJIBIIMHCTBO MATOK C 3JIEKTPOHHOM MOYTON TOKHO UCIONIB30BATHCS IS CCHUTOK HMJIH apXHUBHBIX
MaTepHaoB, HO TAKXKe BO3MOXKHO CO3/IaTh Pab0UyI0 CHUCTEMY, KOTOpas OyJeT XpaHUTh Ballld COOOIIECHHS OTCIBHO,
BHE «BXOIALIMX» (T/I¢ OOJNBIIMHCTBO JIFOJICH UX XPAHUT).

51 peKOMEH/TyI0 CO371aTh OJIHY MAIKY JUIs IHceM, 00paboTKa KOTOPBIX 3aiiMeT OoJiee YeM JIBe MHUHYTHI (OISATh, BbI
JIOJKHBI BBIJICTTUTD T€ IMChMA MPSIMO U3 TMTOYTOBOW MPOrPaMMBI, CIICAYsI MPABHIY ABYX MUHYT). Ha3Banue mamku
JIOJDKHO HAUYWHATHCS C IPUCTaBHOW OYKBBI MM cuMBoJIa (1), 9ToOBI OHA OTIIMYAIach OT MAINOK CChUIOK, U (2) oHa
Oy/eT HaXOMUThCS BBEPXY B BAIIMX Mankax B HaBurartope. B Microsoft ucmons3yror 3Hak «@», a aeduc («-») — B
Lotus. B pe3ynbrare Baia nanka «['pynnupoBka» OyIeT COAepKaTh T IEKTPOHHBIE MMChMA, ¢ KOTOPHIMU HYXXHO
Oyzet paboTaTb.

Jlanpine BB MOXKETe CO3JaTh Manky «(@QOKAAAIOIINey», KOTOpas TIOSIBUTCS B TOM K€ MECTE, YTO M IalKa
«@/[eticTBusi». 3aTeM, ecH BaM IPUXOAUT MICEMO, HaJl KOTOPBIM BBl COOMpaeTech IOpaboTaTh, BBl IEPETaCKUBACTE
ero B daitn «@Oxuparomue». B HeM Takke MOTYT OBITH HAIOMHUHAHHSI O TOM, YTO BBI JIENIETHPYETE ANEKTPOHHOI
MOYTE: KOTAA BbI UCIIONIB3YETe ANEKTPOHHYIO MOUTY, YTOOBI CIENATh 3alpOC WK MEePeropyIHTh NeHCTBUE, TPOCTO
COXpaHHTE KOMHUIO B (aitn «@Oxuaarommey. !

Hexortopsie npunoxenus (Takue kak Lotus Notes) Mo3BOSIOT HAPaBUTh KOMHUIO 3JIEKTPOHHOMN TOYTHI B OJHY U3
Bammx narok (myrem Haxxatus kHorky «Send and File»). pyrue (manpumep, Outlook) omTHOBpeMEHHO COXpaHST €€ B
Baleil odmielt manke «Sent Mail». B mocnensem cirygae HAWTy M JUISI MHOTHX, BEPOSITHO, OyIeT KOIMPOBaHUE
(«cey» i «beey) | 3aTeM IepeTacKuBaHKe KOIHH B Manky «@Osxunaronmye (9To OTHOCHTEIBHO IPOCTO, UCTIOTB3YSI
MS Outlook, aBTOMaTH4YeCKH OCHUIATH ceO€ KOMUIO COOOIEHHS B ONPECICHHYIO MAIKY).

dnexkTpoHHas mouTa ot «Bxoasmux» 1o «Ilycroii mankmw»



MeTOI[, OIMCaHHBIN BBIIIE, 1A€T BaM BO3MOXXHOCTbH OITYCTOIIMUTH Ballll BXOJAAIIHEC SJIEKTPOHHBIC ITMCbMa, YTO
SIBIIIETCS OOJIBIITUM NOACIIOPBEEM B KOHTPOJIC BaIei e)Ke,I[HeBHOﬁ pa6OTI>I. Bui HCIIPaBUTE <<BXO,Z[)IH.II/I€)> Ha
<(BXO,H$IHII/IG>>., TaK 4TO BCEC, YTO 6YIICT HaXO0QUTHCs B BaAlIEM AMIMKE, CTAHET OTBETOM — MEPLAIOIIIUM OI'OHBKOM,
TOBOPAIIUMM BaM O TOM, YTO HYXXHO CACIATh. BonbmmHCcTBO moz[eﬁ HCIIOJIB3YIOT ((BXO,Z[)HHI/IG» 3J'IeKTpOHHOI\/'I ITOYTHI
KaK MECTO I XpaHCHUS HECPCIICHHBIX BOIIPOCOB U CCBIJIOK, TaKasd IMPaKTHKa 6I>ICTpO «3aTyMaHHMT» Ball MO3T': OHU
3HAKT, YTO UM HYKHO BCC IICPCOLCHUBATD, Kaxicowlil pas riisiasg Ha OKpaH.

Ecnu y Bac HEKOTIa He OBIJIO BXOIAIIMX OOJIBIIIE, 4eM IMOMEIIAETCs OJJHOBPEMEHHO Ha SKpaHe, 3TO JTOCTHIKEHUE
MOXET OBbITh OU€Hb () YHKIIMOHAILHBIM, HO C 00bEMaMU MKHCEM, C KOTOPBIMU UMEIOT JIeNI0 MPO(ECCHOHATBI B HAILIN
JTHU, OTO HE JICHCTBYeET.

Tpe6yemc;1 2opa300 MEHbULe DHepeUuU Ha mo, umoouvl Xpanumbs HOJIb GXO()ﬂu/[M)C 6 DJIEKMPOHHOM AWUKeE, YeM MblCAY) .

OrmycromeHne Bcex BXOAAIINX ellle He 3HAUUT, YTO BbI CO BCEM CHPaBUINCh. JTO 3HAYUT, 4To Bel Y JJAJINJIU BCE,
yto mornu, PA3BOBPAJIU Bce, 4to Bam HY>KHO, HO 4TO He TpeOyeT aeiicTBuil B nanubiii MomeHT, CJIEJIAJIU Bce, uto
TpeOyeT MeHbIIE IBYX MUHYT, U IOMECTHIN HAIOMUHAHUS 110 BCEMY, YTO 0KUAAETCS U C YEM MOXKHO

pabotatb. Ceuiuac Bbl MOXKETE OTKPBITH (ailn «@/JeHCcTBU» U MPOCMOTPETH T€ 3JIEKTPOHHBIE MUCHMA, C KOTOPBIMHU
BbI XOTHTE paboTaTh. PazBe 3T0 He jerde, yeM NpoaupaThCs Yepe3 MHOKECTBO OKOH, OIACasiCh YTO-HUOY b YITyCTHUTb.

IIpenocrepeskenne o pacceMBAaHUM HATIOMUHAHUIH O 1eCTBUAX

OmnacHo pa3MeliaTh HaOMUHAHUS O IEHCTBUSX TJe-TO BHE Balero 1oJis 3peHus. HasHaueHne cucTeMbl OpraHu3anuu
COCTOUT B TOM, YTOOBI XpaHUTh HATOMUHAHUS TaKUM 00pa3oM, YTOOBI BUJETh MX TOTAA, KO20d BaM HY>KHO BUJCTH UX,
4TOOBI BBl MOTJIM IOBEPSITH CBOEMY BBIOOPY, UTO Jenarh (MM YTO He JenaTh). [lepen Tem, Kak BHI yiiaere u3 oduca,
HYXHO IPOCMOTPETh HHANBUAYAJIBHO T€ 3JIEKTPOHHBIE NMChMa, C KOTOPHIMU BaM HYXHO paboTaTh, HO KOTOphIE BCE
eme He 00pabOTaHBI, TaK YK€ KaK ¥ BaIllM CIIUCKH «3BOHKI» HITH «3a KoMItbioTepom». Kareropus «@/leficTtBus» — 310
pacuMpeHue Balel KaTeropuu «3a KOMIIBIOTEPOM», U I0JKHA €€ IOBTOP:ATh. Baiia OymakHast KaTeropus
«OrKuaronye» JoJbKHA OBITH 0(OpPMIIEHA KaK CIHCOK, €C OyMayKHBIe MaTepHaIbl HCIIOIB3YIOTCS B KAUeCTBE
HallOMHMHAHUM.

PaccraBnenue HanmoMUHAHU O ACHCTBUIX B IIaIrke, B CIIMCKax, W/WII B CUCTEME 3J'IeKTp0HHOI>i IIOYThI — OTO
OTJIMYHO, eCjiu 8bl npocmampusaeme 6ce Kame2opuu, K Komopuvim 6l 000a8UIU HANOMUHAHUSL mak, Kaxk amo
neobxooumo. Bam He HYXHBI BCIIH, KOTOPBIC YCKOJB3ar0T OT Ballled CUCTEMbI U HE HCIIOJIB3YIOTCA IO CBOEMY
Ha3HA4YCHHUIO: HAIIOMUWHATh BaM.

UrtoObI 3aBUCHYTH C APY3bsIMH WK OECLEIBHO MOOPOIUTH MO YIUIAM C «ITyCTOW» TOJIOBOM, BAM HY)KHO 3HAaTh, TJe
HaxXOZsTCs BCE NEHUCTBUSA, KOTOPBIE BaM HYXXHO IPEANPUHSATE, YTO 3TO U TO, YTO OHU MOTYT IMMOA0XKAaTh. 1 BaM Hy»HO
CIIeNaTh 3TO 32 HECKOJIBKO CEKYH]I, a HE JIHEH.

Opranuzanus HANOMMHAHUS 0 NPOEKTaX

Co3naHue ¥ MoICP>)KUBAHKE OJJHOTO CIKCKA JIJISl BCEX BaIlMX MPOEKTOB (TO €CTh KAXKJ0€ 0053aTeIbCTBO WITH
KEIIaeMbIH PE3YJIbTAT, ISl KOTOPOTO MOTPeOyeTCst OOJIbIIIE YeM OJTHO JISHCTBHE) MOXKET OBITh MOJIE3HBIM OIBITOM!
Bo3MokHO, y Bac 0oJibllie IPOSKTOB, YeM BhI JlymaeTe. Eciiu BbI Tak elie He Cealiu, s PEKOMEHIYI0 BaM CO3/1aTh
crucok «IIpoekTh» B 04eHb IPOCTOM (opMare, HoJJOOHOM TOMY, YTO BbI UCIOJIb3YETE JIJIsl CIIUCKA JCHCTBUIA: 3TO
MOXET OBbITh KaTeropus B M(POBOM HOCHUTENE, CheMHasl CTPAHUIIA B ©XKEAHEBHUKE WM OT/IENIbHAs Nanka ¢ (ainamu
¢ HaamuChio «[IPOEKThI», C TJIABHBIM CIIUCKOM WIIH OTACITBHBIMHU JTUCTAMHU JJTS KAXKIOTO MPOEKTA.

Cmucok (cnuckn) «IIpoekTsi»



Crmcok «I[IpoekTbl» He moapa3zyMeBaeT XpaHeHHs TaM JeTallel BalluX IPOSKTOB WIIK COPTHPOBAHUS 110
MNPHOPUTETAM, pa3Mepy MU CPOYHOCTH — 3TO MPOCTO BCECTOPOHHUIT 0030p BaIlNX IUTaHOB. BEI He Oynere exeaHeBHO
pabotaTh co cnuckoM «IIpoeKTh»; rmaBHBIM 00pa3oM BBl OyaeTe paboTaTh CO CIIUCKaMU ACHCTBUN U APYTHMHU
3aIaHIsIMH, Ha KOTOPBIX CIIEAYET COCPEAOTOUUTECS. [loMHITE, BBl HE MOJKETE CACTATh IPOCKT, BEI MOXKETE CHIENAaTh
TOJIBKO JIEHCTBHE, KOTOPOE ISl HETO HEOOXOIFMO.

Tonnvie u coomeemcmeyrowue oeticmeumenbHOCmu CRUCKU ((HpOEKH’Ibl» — 9MO 2Na6Hbl onepaquHanZ
UHCmMpymenm, Komopbld 6edem 6ac K sepuUHam opeanuzayuu.

Hacrosimast ieHHOCTH criicka «[IpoeKTh COCTOUT B TIOTHOM IMPOCMOTpE (KaKk MHHUMYM OJIMH pa3 B HEIENI0),
MO3BOJIASL BaM YOEAUTHCS B TOM, YTO Y Bac €CTh NCHCTBUS AJIS KAYKIOTO MPOEKTa, U YTO HUUEro HE YIYIICHO.
BEICTpEIiT TPOCMOTP TOTO CHHCKA BPeMsI OT BPEMEHH yCHITHT Ball KOHTPOJb. Brl Oynere 3HaTh, 4TO y Bac eCcTh
CIHCOK JTOCTYITHBIN BaM (M APYTHM), KOTAa HYXKHO CIIPaBUTHCA ¢ pabOTOi.

OaMH CMHUCOK UM HECKOJIbKO?

BonpmmHCTBO J'IIOI(Cﬁ CYUTAIOT, YTO UMETH OJUH CIIMCOK JIY4HIC, TIOTOMY YTO B HEM OTpa)Xa€TCs BCE, B OTIIMIUE OT
HECKONBbKHMX CIUCKOB. Crucrema OpraHu3anuy MMO3BOJIACT OTCICKHUBATh BCE HE3AKOHYCHHBIC €J1a, TaK YTO BBl MOXKETE
Ooltee JIETKO HWHTYUTHUBHO CACJIATH BLIGOp, 4TO AcjaThb B I[aHHI:Iﬁ MOMCHT.

Ha camom Jierie He BaKHO, CKOJIBKO Y Bac CIMCKOB IS BAIIKX ITPOEKTOB, €CJIM BbI IPOCMATPUBAETE X TOT/IA, KOT/Ia
IIOABJIISICTCA HCO6XO,HI/IMOCTI>, B TO BPEMA KaK I 60HI>HICI71 4acCTH 3TO MOXXHO CACIaTh BO BpEMs E}KCHeﬂeJH)HOFO
0030pa.

HeckoJibK0 00BIMHBIX MyTel COPTHPOBKHU MPOEKTOB

CyILecTBYIOT CUTYyalluH, KOTAa €CTh CMBICT pacCOpTHPOBaTh cricok «I[IpoekTbr». PaccMoTpuM nx no oyepenu.

Jluunvni/Ipogheccuonanvuviii MHOTUM O0J1€€ YIOOHO JIENIUTH CBOU CIMCKH HA JIMYHBIE U MTPO(ECCHOHATBHBIC
npoekThl. Eciv s Bac 3T0 Tak, yuTHTE, 9TO «JIMUHBII» CIIMCOK A0JKEH MPOCMATPUBATHCS TaK XKe TIATEIbHO, KaK 1
«IIpodeccrnonanbHBIN», a HE JEKATh HEACTAMH. MHOTHE JTHYHBIC ICHCTBUS TOJUKHBI BRITOJHATHCS HA HEZENe, Tak ke
Kak ¥ Bce ocTajbpHoe. Y yacTo 6oJIbIIoe JaBiieHre Ha MPOPeCCHOHAIBHbIE AEHCTBHUS CO3/aeT HEBBIOJHEHHbIE
JIUYHBIE JIeNTa.

Ilepenopyuennvie npoexmut Ecnu BBl cTapiinii MEHEIXKep MM UCTIOHUTEIBHBIA JUPEKTOP, BO3MOXKHO, Y BaC €CTh
HECKOJIBKO IIPOEKTOB, 3@ KOTOPHIE Bl OTBETCTBEHHBI, HO KOTOPbIE BbI IIepenopyyiid. Bel, KOHEUHO, 3aHECTIH €ro B
cnucok «Okuaaronye, X0Ts JIydiie co3aath cnucok «IIpoexTsl — [lepenopydeHHbIe», 4TOOBI CIEIUTh 32 HUMU:
Baleil 3aadeil OyaeT NpocTo NpocMaTpUBAaTh CIUCOK JOCTATOYHO PETYJISPHO VI TOTO, YTOOBI YJOCTOBEPUTHCS, UTO
BCE MJET NPABUIIBHO.

Cneyughuuecxue munst npoekmos HexoTopsie npodecCHOHANBI UMEIOT OJHOBPEMEHHO HECKOJIBKO Pa3IHIHBIX
IIPOEKTOB OJJHOT'O THIIA, KOTOPbIE B HEKOTOPBIX CIIy4yasX MOTYT ObITh CTPYIIUPOBAaHbI BMECTE KaK IOJCIIUCKI
«IIpoextoB». Hanpumep, y MeHs ecTh oT/ienbHas kateropus «IIpoeKThl 10CTaBUTh», XPOHOJIOTMUYECKHUI CITUCOK BCEX
IPAAYIIUX CEMUHAPOB, TPEHUHIOB U KOHCYJIbTALIUM, KOTOPBIE 51 1at0. DTU COOBITUS «IIPOEKThI», KaK U OCTaJbHbIE, U
MHE He HY>KHO OOJIbIIIe CTIeIUTh HU 32 YeM JAPYTHM, KpPOME TOTO, KaK BCe MPOABUTaeTCs Aajblie U ucrnonHsercs. Ho s
CYMTAI0, YTO JIy4lle BUAETh UX BCE B OJIHOM CIIMCKE, B TAKOM IOpAJKe, Kak U B MoeM Kanennape, oTie/pHO OT
OCTaJIbHBIX MTPOEKTOB.

Ecnu BBI areHT 1o HeABMKUMOCTH, IPOIAETe KOHCYIbTAlIOHHBIE YCIYTH WK pa3padaThiBaeTe MPEATOKESHUS ISt
HEeOOJIBIIOro KOJIMYECTBa OyAyILMX KIMEHTOB JIt000i npodeccu, 5 1onararo, 4To ropaszo Jyyllle BUAETb BECh
«IIPOTPECC MPOJAXK» B OJHOM CIHCKE. DTO MOXKET OBITh OT/IENIbHBIN CIIMCOK B BallleM €)KEeAHEBHUKE, HA3BAHHBIH
«KJIMeHTCKIe TPOEKTHI B PAa3BUTUI» WITH €CITH Y BaC YK€ eCTh MaNKH ¢ (aiiIaMi Ui KaXKI0To IPOTPECCUBHOTO
MIPOEKTa, HMEET CMBICII CTPYIIUPOBATh UX BCE B 0OHOM (paiine B Bamem croune. [Ipocto moiimMuTte, 4to 310 Oyaer



paboTaTh TOJIBKO €CIIH 3/1ECh BeCh HA0OP TEX CUTYalUH, [UI1 KOTOPBIX HY>KHO JCHCTBHE, U TOJIIBKO €CIIU BB
IIPOCMAaTPUBAETEe UX PETyJIIPHO, TaK XKe KaK U Ipyrue Ballu NPOeKThl, U paboTaeTe HaJl HUMH OCO3HAHHO.

Kak Hacuer moanpoexkTon?

HexoTtopsle Bamm NpoeKTbl MOTYT OBITh pa3AesIeHbl Ha MOAMPOEKThI, KaXKIbIH U3 KOTOPBIX, B TEOPUH, MOT OBl OBITH
paccMOTpeH Kak Lenblil mpoekT. Eciu Bl epeesskaere B HOBBIN I0M, HAIIPUMEDP, U MEHsIETe WK OOHOBIISETE
OO0JIBIIYIO YacTh Ballleid COOCTBEHHOCTH, BO3MOXKHO, Y Bac Oy/I€T CIIUCOK, COCTOSIILINIA U3 TAKUX ITyHKTOB, KaK
«Ouenuts nanamapT», «OOGHOBUTH KyXHIO», «[IOMEHSATH IPOBOAKY B (hyHAaMEHTE» U Tak Jajiee, KaXIbIH U3 3THX
IIyHKTOB MOJET OBITh PACCMOTPEH KaK OTIEbHbIHM MIpoeKT. Brl coznanute oauH pasaen «IIpoekTs» a1t Bcero 3Toro,
CKaXkeM, «3aKOHYUTh OOHOBJIEHHE HOBOT'O JJOMa», WM Bbl 3alIMILIETE OTAENIBHO MOIIPOEKTHI?

Ha camom niene He Ba)kHO, €ClM BbI IPOCMATPUBAETE BCE COCTABIIAIOLINE IPOEKTA TAK YACTO, KaK BaM 3TO
HEOOXO0MMO, YTOOBI OCTaBaThCs MPOAYKTUBHBIM. HuKakol BHELTHMIT HHCTPYMEHT WJIM OpPTaHW3alloOHHbIH (hopMmat He
OyZeT eMHCTBEHHO BEPHBIM JJIsl TOPU30HTAIBHON U BEPTUKAJIBHOM COPTUPOBKU BCEX BALIKX IIPOEKTOB; BB 1OJIXKHBI
3HaTh Bce U KOMOMHUPOBATh [10-CBOEMY (KaK U exeHeleNbHbII 0030p). Eciu BBI iesiaeTe OAMH CIIUCOK 711 0OJIBILIOrO
npoekTa B criiucke «IIpoeKThI», BB 3aXOTHTE IEPIKaTh CIHCOK MTOIIPOSKTOB W/IIIH CaM ITPOESKTHBIH IUIaH KakK
«COITyTCTBYIOLIME MaTepUabl IPOeKTay. 5 Obl peKOMEHJ0Ba JeJaTh 3TO TAKUM 00pa3oM B TOM CiIydae, €CIH 4acTH
MIPOEKTa HE3aBUCUMBI IPYT OT Apyra. [1o TakoMy crieHapHio, BO3MOXKHO €CTh ITOANPOEKTHI 0€3 IPUBSI3aHHOTO
CHENYIOIIEro AEHCTBUSA, IOTOMY YTO OHU SIBIISIIOTCS «OKUAAOIIUMEIY, IOKA IPOABUHYTCS IPYTHE YACTH, IPEXKIE YEM
IBUTAThCA camuM. Hampumep, BO3MOKHO, BBl HE CMOXeTe HauaTh « OOHOBIISTH KyXHIO», IOKA BBl HE 3aKOHYHTE
«TepeaTeKTPUPGHKAIHIO 1Mo 1Banay. OIHAKO, BO3MOXKHO, BBl CMOXETE MPOJOIDKATE Pa0OTATh C MPOSKTOM
«huHaHCHUpOBaHUE NaHAa(Ta», KOTOPBIH HE 3aBUCHUT OT APYTHUX MOAIPOEKTOB. BO3MOXKHO, BB 3aXOTHTE CAEIaTh
CIIEAYIOIINM JIefiCTBUEM IIPOIOIDKEHUE «IIepeNIeKTpU(UKaK oABaIa» U «(pruHaHCHpoBaHUe JaHadTay.

He OGynpTe o4ueHb CKpyIyJIe3HBI B OIPEeNICHIH, KaKoi My Th Jrydine. Ecin BBl He yBepeHs, s ObI TOCOBETOBAI
BKIIFOYHTH BalK bombiue mpoekTsl B cUcOK «IIpoeKTh», U epkKaTh Balld MOJIPOEKTHl B COMYTCTBYIOIIUX
MaTepuanax, yoeAuBIINCh, YTO BbI HE 3a0blIM BKJIIOYHUTH UX B HeJleJIbHBIN TpocMOTp. Eciiu BaM 3T0 mokakercs He
BITOJTHE MIPaBUIIbHBIM, MTOMPOOYITE BKIFOYUTh aKTHBHBIE 1 HE3aBUCHMBIE TIOATIPOSKTHI KaK OT/AEIbHbIC YAaCTH B BaIlleM
IJIaBHOM CITHCKE.

He saoicno, kax evl cocmasinsieme Cnucku npoexkmoe u noanpoekmoe, npocmo 6ydbme yeepenrbvl, 4mo 3Haeme, 20e
Haumu éce dmu Yacmi.

He CYHECTBYCT CANHCTBECHHO BepHOI\/'I CHUCTEMBbI U1 OTCJICI)KMBAHUS BCEX BAIlIUX ITPOCKTOB U ITOAIIPOCKTOB. Bam
IIPOCTO HYXKXHO 3HATh, YTO Y BaC €CTb IIPOCKTHI U, €CTh JIM Y HUX 4aCTH, I'1I€ MOXHO HAlTH HAaIIOMHHAHMS JJI HUX.

COHyTCTBleIIII/Ie MaTepuaJjJbl IPOCKTA

CormyTCTBYIOIIME MaTepUAIBI TPOEKTAa — 3TO BOBCE HE JCUCTBUS M HE HATIOMUHAHUSA O MPOEKTaX. DTO PECYPCHI I
MOJIICPKAHUS BAIIUX IEHCTBHUN U Il 00 yMbIBaHUS BALIMX ITPOCKTOB.

He ucnwlwyﬁme conymcmeyrouiue vamepuaiiol 0 HANOMUHAHUA.

OOBIYHO JIFOIU UCTIOJIB3YIOT MHOTO OyMar U TOJICTHIE MANKH B KAYeCTBE HAIOMUHAHUK O TOM, 4TO (1) y HUX ecTh
IIPOEKT U (2) 4TO ¢ HUM HY’KHO 4TO-TO JAenaTh. OHU IPOCTO 3aCTABJIAIOT COMYTCTBYIOLIME MaTE€pUaIIbl CIIy>KUTh B
KayecTBe HAlOMUHAHU o feiicTBusix. [Ipobiaema B ToM, 4TO clieayromue AeicTBus U «OKUAaOUIAe» MIPOSKTa He
oIpeJesieHbl U 3aXJ1aMJIsIOT Malky, 100aBiss B HUX HOBbIE OyMary, 4To MeIlaeT OpraHu3aliyd BMECTO TOT0, YTOOBI
MOJTAJIKUBATh K AeHCTBUSAM. BBl mpocTo Oyaere 3aBasieHpl OymMaramu u QaiijamMu, KOTOpPbIE HE TIOMOTAIOT JeNIaTh YTO-
TO, M CO3AAI0T OECIIOKOHCTBO.



Ecnu BbI 0ka3anuch B oI00HOM CUTyaIUK, TO CHavasa 00aBbTe caM MPOEKT B Balll cUCOK «[IpoeKThI» B KayecTBe
HAINlOMHUHAHUS, KAKOW pe3yJIbTaT HYXKHO JOCTHYb. 3aTeM cieayromue aeicTBus U « O>KUJatonmey» Hy »KHO TTOJI0XKHUTh
Ha CBOM MECTa, B CIIMCKU HAIOMUHAHUM 0 JAeicTBusIX. HakoHell, Korna HacTymaeT BpeMs cIeiaTh IeHCTBUE,
HanpuMep, TO3BOHUTH KOMY-TO TI0 TIOBOJY IIPOEKTA, BBl MOXKETE JIOCTaTh BCE MaTepHalibl, KOTOPBIE, [T BalllEMy
MHEHHIO, IPUTOMISTCS TIPU PasroBOPE.

[ToBTOpHM, YTO BBl HE XOTUTE UCIIOIH30BATH COMMYTCTBYIOIINE MaTepHalbl B KAUECTBE MEPBOHAYATBHBIX
HAIlOMUHAHUH TOTO, YTO HYXKHO C/IeJIaTh — 3TO JIeJI0 BAIETO CIMCcKa AercTBUH. OTHAKO €CITi MaTeprabl CoAepKar
IJIaHBI MPOEKTa U 0030p B 100ABIICHHUE K CIIEIMATILHBIM APXUBHBIM U CCHUIOYHBIM MaTepuaiaM, BO3MOXHO, BbI
3aXOTHUTE JIEpKaTh U OOJIee B MOJIe 3PEHHsI, YeM OOBIYHBIE CCHUIOYHBIE MaTepUabl, KOTOPHIE BB XPAHUTE B KAPTOTEKE.
[Tocnennee MeCTO OTIIMYHO MOIXOAMT JISl COITyTCTBYIOMIMX MAaTE€pPHAaJIOB, €CII BbI UX OCTAETE BpPEMsI OT BpEMEHH,
Jienast eXXeHeIeNbHbIN 0030p. Ecniu Het, To nydiie XpaHuTh COMYTCTBYIOIIME MaTepHalibl B OT/IENBHO CTOSIIIEM IIKady
WU B OTNIeTbHOM «OTIIOKEHHOW KOP3WHKE BAIlIET0 CTOJIA WU CEKpeTepa.

Ecnu BepHYThCsI K MPpEABIAYIIEMY IPUMEPY C TIEpEe3/I0M B HOBBIM JIOM, y Bac MorJa Obl ObITh narnka « HoBbiit qom»,
coJiepKaIias BCe MPOCSKTHI U JACTAH, a TAKXKE 3aMETKH 110 JaHAmAadTy U KyXHe ¥ mojBaiy. B Baiiem exeHenenbHOM
MIPOCMOTPE, KOT/Ia BbI MOJIONUIN «3aKOHYUTH OOHOBJICHHE HOBOTO JI0May B BanieM crucke «[IpoekThi», Bbl ObI
JocTaii HOBbIH (haiist «HOoBBIH JOM» ¥ TPOCMOTPEINTH ObI BCE 3aMETKH, YTOOBI YJIOCTOBEPUTHCS, YTO BBl HE
TIPOITYCTHIJIA BO3MOXKHBIX CIIEAYIOIIHMX AeWcTBUH. Toraa 3TH eHCTBHS HY>)KHO OyZIeT clienarb, IepenopyIuTh WIH
BHECTH B Balll CIIUCOK JCUCTBUH, U MANIKy MOXHO OYyJIET OTJIOXKHTh, IOKA OHA HE MOHAI00UTCSl BaM CHOBA ISt
JATbHEUIINX IEHCTBUM MU CIICIYIOIIETO €XEHEISIEHOro 0030pa.

MHorue T10A1, KOTOPbIE UMEIOT AeJI0 C MOTEHIUANBHBIMU WM HACTOSIMMU KIHEHTaMH, MPpOoOOBai CO3/1aTh MANKH
JUTSL KITMCHTOB /MM KOHTaKTHO-YIIPAaBIEHIECKOE MIPOrpaMMHOE 00eCIIeYeHHUE, YTOOBI «YIIPABIATE CIETOMY.
[TpoGiiema 311€Ch B TOM, YTO HEKOTOPBIE MATEPUAIIBI 3TO TOJIBKO (PAKTHI HIIM UCTOPUYECKHE JaHHBIE, KOTOPHIE TOJKHBI
XPaHUTBCS JO TOTO MOMEHTA, KOT/1a OHM MOTYT IOHAaJOOUTHCS, U HEKOTOPbIE U3 HUX ITO eHcTBUSA HEOOXOAUMBIE JUIs
yiydiieHus B3aumooTtHouenuil. [locneanee moxxer ObITH Oos1ee 3P PEeKTHBHO OPraHU30BaHO B BAIIMX CITHCKAX
neiictBuid. Kimmentckas nadopManums MOKeT XpaHUThCS B Iankax B ¢aiije 00MUX CCHUIOK MO KIIMEHTY WU B
KITMEeHTCKoH OubmmoTeke. (S ncnonesyto Act! M3-3a HEKOTOPBIX BO3MOXKHOCTEH, KOTOPBIE OH MPEAJaraer, Mmo3BoJIsis
MHE CBS3bIBaTh O0IIYI0 HHPOPMAIHIO 0 KOMITAHHH U OTJIMYUTEIbHOE B3aUMOICHCTBUE C KIIIOUEBBIMH JIFOIbMH
BHYTPH KOMIIaHUU. DTO MIPOCTO XOpOIlIas KIMEeHTCKas 6a3a naHHbIX). Eciii MHE HY>KHO O3BOHUTH KIIUEHTY, 5 HE
X04y UMETh HallOMUHAHKE, HUTJIE KPOME, KaK B MOEM CIIUCKE «3BOHKM».

Oprannsaunﬂ OﬁﬂyMbIBaHHﬂ ClleIHAJIBHBIX MPOCKTOB

B rmaBe 3 g MIPEAIOJIOKUI, UTO Yy BacC 6y,[[yT MNOABJIATHCA UACH IO ITOBOAY IMTPOCKTOB, KOTOPHIC BbI 3aXOTUTE
COXpaHUTh, HO OHU HE 6y,IIyT ABJIATBHCS CICAYIOIINMHA IlGﬁCTBI/IS[MH. 910 HICU OTIaAyT B IIMPOKYHO KaTEropuro
«COMMYTCTBYIOIIME MATEPpUAJIbI [IPOCKTA», HAIIPUMEP, YTO-TO, YTO Bbl 3aXOTUTEC BBIIIOJHUTD HA CICAYIOIUX BBIXOAHBIX,
Y4TOOBI MIPOACHUTH HEKOTOPHIC BaAXKHBIE KOMIIOHEHTHI B IUIAaHE ITPOCKTA. OTH MBICITH MOT'YyT IPUXOOUTH B JOPOIre€, KOraa
BbI CJIyHIa€TC paguo WK YAUTACTE BAXXHYIO CTAThIO. Uto BBI JACIaCTC C OTUM MaTepI/IaJIOM?

Hem neobxooumocmu mepame udeio o npoexme, meme Uiy no 60NPocy.

Most pekoMeHAaIus COCTOUT B TOM, YTOOBI 00{yMaTh, T7ie BbI OyJeTe XpaHUTh SPJBIKM MPOEKTa UIH CAMU BOIIPOCHI,
KaK Bbl MOXeTe 100aBUTh HH(POPMAIIHIO K HUM B 3TOM (hOopMaTe, U Iie Bl MOXKETE XpaHUTh OoJiee OOLIMpHbIE
JTAHHBIE, CBS3aHHBIEC C HUM. Y OOJBIIMHCTBA MpodeccnoHaioB OyeT HECKOIBKO BApHAHTOB KaK XpaHHUTh
COITyTCTBYIOIINE MaTEpUAIIbl, BKIIIOYas MPUKPEIJICHHBIE 3aMETKHU K CIIUCKY, OpraHu3aius nuppoBoi HHOOpMALIUH B
ANIEKTPOHHON TI0UTE M/WiK 0a3ax JaHHBIX, U XpaHEHHE OyMaKHBIX (paliIoB U 3aMETOK B €KETHEBHHKCE.

Ipuxpennenuvie 3amemxu BOTBIIMHCTBO MPOTrPaMM 10 OPraHU3ALMHU TO3BOJISIOT IPUKPETUIATh HUPPOBBIE 3aMETKH K
CIIMCKY WJIM KajieHaapHo# 3anucu. Ecnu y Bac ecth ciicok «IIpoeKkTh» B IporpaMme, Bbl MOXKETE EPEHTH K
IIPOEKTY, [0 KOTOPOMY Y BaC €CTh MBICIIH, OTKPBITh WIN IPUCOETUHUTD «3aMETKY» K HEMY U BII€YaTaTh CBOIO MBICIIb.
DTO0 OTAMYHBIH MyTh pabOTHI ¢ MBICISIMH 1O TIpoekTy. Eciu Bam crincok «IIpoekTe» OyMakKHBIN, BBl MOJKETE
IIPUKPENUTH HaKIeHKy Post-it psioM ¢ COOTBETCTBYIOIIMM IIyHKTOM B BallleM IJIABHOM CIIUCKE MM Ha OTJEIbHOM
mictke Oymare. B mo6om ciydae, BaM Hy)KHO OyIeT TOMHUTH O T0OaBJIEHHOH 3aMeTKe, KOT/1a BBl OyeTe
[IPOCMAaTPUBATh MPOEKT, YTOOBI UCIIOIb30BATh 3TO.



Onexmponnas nouma u 6a3vl 0aHHbIX IIEKTPOHHAS TIOUTA MOXKET COAEPKATh XOPOIIY0 HH(OPMAIIHIO, CBI3AHHYIO C
BalllMMH [IPOEKTAMH, KOTOPYIO MOKHO XPaHUTh B COOTBETCTBYIOILEH ITANKe B ALIMKE (IPOCTO cleayiTe
UHCTpYKUUsAM. Opranuzanus padoThl C AIEKTPOHHOM MOYTOM sl «@/leficTBus» U Ha30BHUTE ee, HallpuMep,
«@IIpoexToi»). Bo3aMokHO, BBI pemmTe co31aTh NU(POBYIO 0a3y TaHHBIX, €CIIH Y BaC €¢ eIlle HeT, U OPraHu3anun
BalllMX MBbICIEH 110 MPOEKTY WK Bonpocy. Eciu Bamia komnanus nons3yercs Lotus Notes, Hanpumep, Bbl MOXKETe
co3zaTh 6a3y JaHHBIX 10 MPOEKTY IJIS IMUHOTO MCIIOIB30BAaHMS MM AJIS KOJUIEKTUBHOIO IOJIb30BaHUA B BalleH
cern.' Tlone3Ho B3rISAHYTH HA HEKOTOpPHIE JAPyTUe TUIbI 623 JAHHBIX HA PHIHKE, XOTS ObI VIS THYHOTO
ncnoabp30BaHust. OTIIMYHO UMETHh BO3MOKHOCTD BBIPE3aTh M BCTABJISATH U3 CETH WM U3 3JIEKTPOHHOM MOYTHI
COXPAaHSTh JJaHHBIE 10 TEME TIe-TO WU Ie4aTaTh CBOU COOCTBEHHBIE MBICIH. VccrenyiiTe TEXHOIOTHIO U
HMHCTPYMEHTBI, KOTOPBIE Y BaC YXKe €CTh — IPOCTO U3yUUTE, KAK MOKHO HCIIOJIb30BATh BCE CIIMCKU U MPUJIOXKEHUS, B
geM-HHOY b THIA Palm.

bymasicnvie ¢hatiner OtnenbHas manka ¢ aiyamu, MOCBSILIEHHAs KOKIOMY IIPOSKTY UMEET CMBICI, €CIH Bbl XpaHUTE
OyMa)KHbIE MaTEePHAJIbI, 3TO JETAHTHOE PEIlIeHHe, XOT U HU3KOTexHonornyHoe. [IpoctoTa XpaHeHUs: U JOCTYIHOCTb
XOPOILIa, /ISl CHCTEMBI XpaHEHHUs OOLIMX CCBUIOK — ATO YTO IMO3BOJISIET YyBCTBOBATH Ce0s1 KOM(MOPTHO MPH CO3JaHUU
MATKK JUIs XpaHEHHs Pa3pO3HEHHBIX 3aMETOK CO BCTPEUH.

Cmpanuywl 6 d10kHOme BonplIoe MPenMyLIecTBO OyMaXKHbIX €KEAHEBHUKOB C CUCTEMON CMEHBI JINCTOB 3TO TO, YTO
BbI MOKETE BBLAEINUTH LIEIYI0 CTPAHULLY WM IPYIIY CTPaHHUL, Ul OTAEIbHOro. 'ofamMu 51 UCIOJIb30Bal CPpeaHU
6mokHOT Ans criucka «IIpoexTts» cepenu u «llogaepxka mMpoeKTOB» c3au, TAe y MEHs Bcerga ObUId MyCThbie
CTpPaHHMIIBI AJISl HOBBIX MBICJICH HJIH TUIAHOB, a TAKXKE JIETalel 10 IPOEKTaM B MOEM CITUCKE.

Kaxp1ii 13 ONHMCaHHBIX BBIIIE METOJJOB MOXKET ObITh 3((EKTUBHBIM B OpraHU3allMK 00yMbIBaHUS MPOoeKToB. Kimtou
B TOM, 4TO BBI JOJKHBI TOCTOSTHHO CIEAWTB 3a IIaraMHy IO MPOEKTy B BAIIUX 3aMETKax IO MPOEKTY, H IPOCMAaTPUBATh
3aMeTKH TaK 4acTo, KaK CUNTaeTe HEOOXOJUMBIM.

BbI Takke 3aX0THTE OUMCTUTH BAIM 3aIMCH, KOTJIa OHU CTaHYT HEHY>KHBIMH WJIH HEBO3MOXXHBIMH, YTOOBI COXPAHUTD
CHCTEMY OT BHPYCa KyCTapeBaHMs. 1 HOHSII, YTO MHOTO ITOJIB36I B (PUKCHPOBAHNH TaKUX HIEH, 9TO YaCTO IIOMOTaeT
mpoleccy 00AyMbIBaHuUs, IIOTOMY YTO 51 JOBOXKY J0 KOHIA KaXIyro u3 HUX (OonpmmHCTBO — Het!). Ho s craparoch He
JIaTh MOUM CTapbIM Pa3MBIIUICHHSM OCTaBaTHCS PSIOM HaJONT0, IPUTBOPSISICh, YTO OHU IIOJIC3HBI, a Ha CaMOM Jeje
HeT.

Opranun3anusi JaHHbIX He-TelcTBUH

HHTepecHo, 4TO 0J]HA U3 CaMBIX OOJNBIIHMX MPOOJIEM ¢ CHCTEMaMH YIIPaBJICHUS JUYHON HHPOPMaIen, 3TO TO, YTO
OHHU CMEUIMBAIOT IEHCTBUS, C OONBIINM KOJIMYECTBOM JAaHHBIX M MATEPHAJIOB, KOTOPBIE UMEIOT LIEHHOCTh, HO HE
MOTYT OBITh cliefiaHbl. VIMEeTh XOpOLIYIO 3aKOHYEHHYIO CTPYKTYPY AJIs YIpPaBJIeHHs TAKUMU JaHHBIMH — TaK K€ BaXKHO
KaK yIpaBJIeHHE JEUCTBUAMHU U HATOMUHAHUSIMU O IIpoeKkTaxX. Koraa «To 4ro Henb3s clenatby», He YIPaBIAETCs
MIPABHJIBHO, 3TO MEIIAET BCEMY MPOLIECCY.

«To uTo HEnb3s CACIaTh», NMonmaaacT B ABC OoJpIITe KaTeropHu: CCbUIIOYHBIC MAaTE€pHUAJIbl 1 HAIIOMHUHAHUA O TOM, 4YTO
HYXXHO CACJIaTh IO3XKE.

Cchli109HbIE MaTepHaJbl

BoJsiblIMHCTBO TOrO, YTO IPOXOJUT YEPE3 Balll CTOJI U Ballly )KU3Hb — 3TO CChUIOYHbIE MaTepHaibl. OHU He TpeOyroT
NeWCTBUH, HO 9TO HH(pOpMALHs, KOTOPYIO BBl 3aXOTHTE XPaHUTh 0 pa3sHBIM IpHYHHaM. Barra riiaBHas 3amaga —
PELINTh, KaK XpaHUTh TaK MHOTO MH(OpMAaLIMH, CKOJILKO MECTa BBIJEJIUTh, B Kakoi GopMe XpaHUTh U rae. B
OOJIBIIIMHCTBE CBOEM — 3TO BHIOOP, OCHOBAHHBIN HA TUYHBIX MPEATIOUTCHUAX. BaM TOIBKO HY)KHO 00paTUTh BHUMaHHE



Ha Balll CCHIIOYHBIH MaTte€puall, Korjaa Bbl JOJHKHBI 6yneTe HU3MCHUTH CBOIO CUCTEMY B CBA3U C TEM, YTO B HeM
CJIMIIKOM MHOT'O MJIM MaJIO PIH(bOpMaLII/II/I.

Hp06neMa JJIsA OOJILIIMHCTBA moz[eﬁ B TOM, YTO BEChb UX MYCOD 3TO IO IIPEIKHEMY «MYCOP» — OHHU C€IIC HE PCIINIIN,
4YTO MOKHO CAC/IaTh, 4 UYTO HET. Kak Tonpko BBl HOﬁMeTe, YTO K YEMY OTHOCHUTCS, U OCTaBUTH CCBIJIKU, KOTOPBIC
MOXHO JaXX€ HE MEPCKIIaAbIBATD -

Dto mpocro Baria OubanoTeka. Baie pemenne 3aKio4aeTcst TOIbKO B TOM, HACKOJIBKO OOJBIIYI0 OMOINOTEKY BbI
xoTuTe. Kak TOIbKO BBl IPIMEHUTE 3TOT METOJI, BEI MOYKETE Pa3BEPHYTHCS HACTOIBKO, HACKOIBKO MECTO
(puzmueckoe U AIEKTPOHHOE) BaM 1O3BONIUT. Korma 51 yBeIHYIII pa3sMep JKECTKOTO JUCKA B CBOEM KOMIIBIOTEpE, 5
CTaJI XpaHUTh TOPa30 OOJIBIIE IEKTPOHHOM MOYTH B apxuBax. UeM Ooublre, TeM Becelnee, Kak 51 yoeaucs,
YBEIHYCHHE pa3Mepa YUCTHIX CCHUIOK He 100aBmiIo (PU3MYECKOTO pa3Mmepa.

Pa3H006pa3ne CCBIJIOYHBIX CUCTEM

CymiecTByeT MHOXKECTBO CIIOCOOOB OpraHU3aIMU CCHUIOYHBIX MaTEPUAIOB U MHOTO THUIIOB HHCTPYMEHTOB. [lambiie g
naM o0cyxIeHne HanOoiee OOBIYHBIX U3 HUX.

§ OOmme ccplIoYHbIE MaTepUabl B (aiiiax — OyMaXKHBIX U SIEKTPOHHBIX

§ bonpmas kareropus B (aitnax

§ Rolodex u MeHemKkepbl KOHTAKTOB

§ bubnanoTeku u apXuBbI

Bawa cucmema xpanenusi 0anuvix 0012CHa ObIMb NPOCMOU OUOTUOMEKOU, 1E2KO BOCCIMAHOBUMOU — A He
HAnOMUHAHUAMYU O OelCMBUAX, NPOEKMAX, NPUOPUMemax.

Obwue ccolnounvie mamepuans: Kak s ckasai, xopoulas cUCTEMa XpaHEH!sI JaHHBIX — BayKHA AJIs1 OpraHu3aluy U
paboTHI ¢ BammMu BXOIMIIMHU. OHa TOJDKHA CIIPABIATECS ¢ OONBIINM 00beMOM OyMakKHOH HHPOpPMAIIIH, KOTOPEIE
HMEIOT JJIs Bac LICHHOCTh. B uyeane Bbl yxe chopMUpOBAIIU CBOIO CUCTEMY OOIINX CCBUIOK, BO BpeMs
06pabaThIBaHuA «BXOIAIIXY. HyXHO, 4TOOBI BaM JIETKO OBUTO XPaHUTh KAy OyMary, K KOTOPOW BBI, BO3MOXHO,
3aX0THUTE BEPHYTHCS MO3KE, U Ballla CUCTEMA JODKHA OBITh HEPOPMAIBHON 1 MpUeMIIEeMOH T an(aBUTHON CUCTEMBI
00IIMX CCBUIOK, ITOJ] pyKOH, Ha BaiieM paboueM MecTe. Ecinu BBl ellie He OpraHu30Baly €e TakuM 00pa3oM, BEpHUTECH
K I71aBe 4 3a MOMOIIIBIO 110 3TOMY BOIIPOCY.

BonpmmnHcTBO Mozeit nerko crpasistores ¢ 200-400 OymaxHbIx (aidinoB o0mwmx cchiiok U 30-100 37eKTPOHHBIX.

Bonvwas kamezopus JIioboli Bonpoc, KOTOPbIi Tpedyet 6osee S0 namnok ¢ ¢aiinamu, J0HKeH, HABEPHOE, 3aHSTh
OTJENBHYIO CEKLIUIO MU ALIMK, CO CBOel andaBuTHOM cucremoii. Hanmpumep, ecinu Bbl ynpasisere 00beTUHEHUEM
KOPIIOpaLui U AOJKHBI XPaHUTh MHOIO OyMar, BO3MOKHO, BbI 3aXOTHTE BBLIACIUTh 2 WM 3 duuka (1kada) ai1s Beei
JoKkyMeHTauuu. Eciiu cagoBoncTBO, Mi1aBaHbe O] MapyCcoM WM KyJIMHAapHs — 3TO Ballla CTPacTh, BO3MOXKHO, BaM
MOHA00UTCS, KAK MHHUMYM, LENbIN SIIUK AT 9THX YBICYCHUMH.

[TomHuTE, YTO «OONACTH COCPEIOTOUYCHUS» UMEET COMMYTCTBYIOIIE MAaTEPUAIbI, KOTOPhIe MOT'YT CMEILAThCS C
JIPYTUMH «00JIacTsIMH COCPEJOTOUYCHUS», BBl MOXKETE MIPUNATH K AUJIEMME, XPaHUTh JTM HHPOPMAIUIO B 00X
CCBUIKAX MJIM CIIeHUATU3UPOBaHHBIX (haitnax s cchliok. Korna Bl UnTaeTe OTIMYHYIO CTAThIO O JIEPEBSIHHBIX
3a00pax U XOTUTE €€ COXPaHUTh, OHA OTIPABUTCA B Balll AIUK «Caa» WM B OOILYyI0 cCUCTEMY C Apyroi uHpopMaLuei
1o gomy? O611ee MpaBuUiIo — JIyylllie OJ0KUTh B OOLIYI0 CUCTEMY CChUIOK, KPOME CTPOIO OIPEAETIEHHBIX OTASIBbHBIX
BOIIPOCOB.



Kapmomexa u xonmaxmmvle menedxicepyl MHOTO HHPOPMAIIMK, KOTOPYIO BaM Hallo OyAeT XpaHHUTh, CBsI3aHa C
JIOIIBMU B Balllel ceTd. BaM HyXHO OyZIeT clIeauTh 3a KOHTaKTHOH HH(OpMAaIHeil pasHOTo pojia — TOMAaNTHUMH ’
pabounmu TeneGoHHBIMA HOMEPAMH U apecaMu, MOOMIBHBIMY, (haKCaMH, aJpecamMy dJIeKTPOHHOW MOYTH U T. 1. B
JIOTIOJTHEHHUE, €CIU JUTS Bac 3TO TI0JIE3HO, BBl MOXKETE 3aX0TETh UMETh HHPOPMAIIUIO O THSAX POXKICHHUS, UMEHaX
Ipy3ei 1 KoJUIeT BallliX TOMAITHUX, X000, IIOONMBIX BHHAX U €1 U T. 1. B mpodeccrHoHaIbHOM CMEBICIIE, BEI
MOKETE 3aXOTETh CICIUTH 3a JaTaMH Hadaja paboTel, 0030pa MpeICTaBIeHHUH, JOCTIKEHNH U IEISIX M APYTOi
mo100H0# nHpOpMAaIUeit.

Cekuus Tenedon/anpec B OOJIbIIMHCTBE €KETHEBHUKOB, TIPOJIaHHBIX 3a nocieanue S0 JieT, moxanyi, camas
ncnonb3dyemast. Kaxapril 1omkeH MOMHUTH TenedoHHble Homepa. HeoO0X0uMo TOMHHUTECS, YTO ATO YACTHIA U
MPOCTOM CCHUTOYHBIN MaTepHal. He Hy)KHO HUKaKHX JIEHCTBUI — 3TO MPOCTO MH(DOpMAIIHsA, KOTOpas BaM MOXET
TTOHAI0OOUTHCS B Oy IyIIeM.

Tak 4To HeT OONBIION TalHEI B TOM, KAK OPTaHU30BATh 3TO, B CTOPOHE OT JIOTUCTHKH JIIS BaIllMX HHIHNBHIYaJIbHBIX
Hyx1. EnuHcTBeHHAs npobiieMa Terepb BO3HUKAET, KOTa JII0IU CTaparoTcs ycTaHOBUTH cBOt0 KaproTteky (Rolodex)
KaK MHCTPYMEHT JJIsl HAITOMHUHAHHMS O TOM, YTO UM HYXXHO coenamb. DTo He padoraeT. Kak ToIbKO BCe IeHcTBHS,
CBSI3aHHBIE C JIIOAbMHU, KOTOPBIX BBl 3HAETE, OMPEIeNICHbl M OCTABICHBI HATOMUHAHUS, TeNE(OH U apecHbIE
CHCTEMBI OOJIBIIE HE UTPAIOT POJIb, KPOME KaK HEUTPAIBHBIX aAPECHBIX KHHT.

EnuHCcTBEHHBIN BOIPOC TETIEPh B TOM, CKOJIBKO WH(GOpPMAIMK BaM HYXKHO XPaHHUTh U TJ€ U C TIOMOIIBIO0 KaKOT0
000pyI0BaHMsI HY’KHO 3TO XPaHUTh, YTOOBI UIMETH IOCTYI B JIt000e BpeMsi. HU4To He coBepIeHHO, HO Tak Kak
U POBBIE HHCTPYMEHTBI Ceifyac Jierdye UCIoIb30BaTh U MOAKIIIOYATH K OOJIBIIMM 0a3aM JaHHbBIX, BBl CMOXKETE
XpaHUTH 00JIbIIE HH(POPMALIUH, BKIIAIbIBAsl CTOIBKO K€ WU JaKe MEHbBILE YCHIIHA.

Bubnruomexu u apxueot: Juunsie yposnu NHdopmarys, KOTOPYIO MOXKHO HCIONB30BATh HA PA3HBIX YPOBHSX.
Bo3M0KHO, BB HaiiieTe MHOTO YET0-TO, €CIU BBl KOITAeTe TOCTATOYHO TTy0oKo. Bompoc ckonbko XpaHHUTh, Kak
OnM3K0 U B Kakoi opme — Bce 3T0 OyAeT MEeHAThCs, aBas pa3HooOpasue I BCeX BAIMX HYXKI U KOM(MOPT B
HCIIOJIH30BaHUH Ha Pa3HBIX YPOBHSX. Byaydn cBsizaHO ¢ Bareil TMIHON OpraHu3anueil 1 IPOIYKTHBHOCTEIO, 3TO HE
cama CyTh, TaK KaK BCE Ballld MMPOEKTHI U ACUCTBHA HAXOATCA B KOHTPOIUPYEMOU CHCTEME, C KOTOPOU BhI paboTaeTre
perymsipro. CCBUIOUHBIN MaTepyal BO BCEX CBOMX (hOpMax CTAaHOBHUTCS He DoJiee YeM MaTepHaIoM JUTsl OBJIACHUS U
CO3IaHUsI IOCTYIIa B COOTBETCTBUY C HHIUBHIYJIBHBIMI CKIIOHHOCTSIMH U MTOTPEOHOCTSIMH.

Ecnu mamepuail mojlbKo onst CCbLIOK, eOUHCMBEHHbI 60Npoc 6 mom, cmoum jiu OH 6pemMeru u mecma, HeobX00UM020
ons e2o XPAHEHUA.

HexkoTopast crenenp JJOrMuHOCTH BCET/a JIeNaeT Bely mpoiie. YTo BaM Hy’)KHO UMETh PSIIOM NTOCTOSTHHO? DTO
ciexyer otnpaBuTh B exeaneBHUK win KIIK, xotopslit Bcerga ¢ Bamu. UTo BaM HY>KHO IJ1s1 BCTpeY B COOBITHH? DTO
OTHpaBIsieM B MOPT(eIb, paHel] WK CYMKY. UTo BaM MOKET IMOHAIOOUTRCS, KOTa BB paboTtaeTre B oduce? ITo
MIOJIOKHM B JIMYHYIO (haiiJIOBYIO CUCTEMY WJIM XPaHUM B CETU. A KaK HacUeT PeAKHX CUTYallUi, CBI3aHHBIX C
paboTtoit? Heo0xomumMyto HH(GOPMAIIHIO MOKHO XPaHUTh B apXUBaX B OTJCIBHBIX (Daiiax wim BHE oSt 3peHus. Uto
BBl MOXKETE HalTH B JII000€ BpeMs, KOTJa BaM 3TO MOHaI00UTCs B ceTr? Bam He Hy)XHO AenaTh 4To-1udo ¢
nH(pOpMaLel, eI TOJIBKO OHa BaM He TIOHaJOOUTCS, KOTJa Bl BHE CETH, B 3TOM Clly4yae ClIeAyeT pacreyaTarhb
JTaHHBIE, IOKA BBl B CETH U XPaHUTh B (paiiiiax, KOTOpbIe BBl MOXKETE B3ATh C COOOI.

3331 BUINUTE, YTO BCA OTa JIMUHAA OpraHu3alusa CCbUIOYHBIX MaT€PUaIOB — 3TO BCETO JIMIIB BOIIPOC JIOTUKH.
Pa3l"paHI/I'-IeHI/Ie TOro, 4YTO MOXHO CACJIaTh, OT TOTO, YTO HEJIb3s — 3TO KJIKOY K YCIIEXY B 910 oOmactr. Kak TOJILKO BEI
CACIacTe 3TO, Y BAaC NOABUTCA IMOJIHAA CBO6OI[a B YIIPABJICHUHU 1 OpTaHU3alUU TAKOI'0 KOJINYECCTBA CCHIIIOYHBIX
MaTepuajioB, CKOJIbKO Bbl XOTUTC. 910 HHAUBUAYAJIbHOC PCHICHUC, KOTOPOEC TOJI?KHO 6&31/IpOBaTI)CH Ha OTHOIICHUH
HOHy‘ICHHOﬁ IEHHOCTH KO BPEMEHHU U HCO6XOI[I/IMI>IM YCUIIUAM, HCO6XOI[I/IMI>IM JJI BBITIOJITHCHHS.

Korna-uudyas/Bo3moxHo



ITocnennee, ¢ 4eM MbI IMEEM JIEJI0 B OPraHU3aAIMHA CHCTEMBI 3TO KaK CICIUTH 3a TEM, YTO BaM MOXET IIOHATOONUTHCS B
OymymieM. DTO MOYKHO CHIENaTh BO BPEMs IyTEIIECTBHS, KOTOPOE y Bac OyIeT B OyAyIieM, MOKET OBITh CBSI3aHO C
KHHUTaMH, KOTOPBIE BbI 3aXOTHTE MTPOYUTATh, C IPOEKTAMH, KOTOPBIMHU 3aXOTHTE 3aHATHCS B CJICIYIONIMN (hPHCKATBHbIH
rOJl, C HABBIKAMHU M TaJaHTaMH, KOTOPbIE 3aXOTHTE Pa3BUTh. J[JIsl IIOJTHOTO BBIIOIHEHUS STOM MOJIEIN BaM
no”agoourcs sua «black burner» unu «on hold» koMmoHeHT.

Ko20a-nubyow/603m00CcHO — 3M0 He Mo, YUMo HYIHCHO 8bLOPACHIEAMb. DMO MOdCem DblMb 0UeHb UHIMEPECHbIM U
MBOPUECKUM, YeM bl KO20A-TUOO 3AHUMATUCS.

EcTb HecKoJIBKO ITyTell XpaHUTh BEIM U1 IPOCMOTpPA MO3Ke, BCE OHU PabOTaIOT TakK, YTOOB! BEIOPOCUTH UX U3 Ballel
TOJIOBBI, IOKa OHH BaM He MOHAJ004Tcs. BBl MOKeTe MON0KUTH UX Ha pa3Hble Bepcuu cruckoB «Korma-
HUOY 5/ B03MOKHOY MM 3aHECTH HX B CBOH KaJICHIAPh MM Ha OYMaXXHYIO CHCTEMY TPYAHBIX 3a/1ad.

Cnucok «Korna-nudyab/Bo3MoskHo0»

BriosiHe BO3MOKHO, 4TO KOTJa BB pa3dupaere Bce, 4YTO HAKOMUIIOCH B Ballel (huzndeckoit RAM, BBl CTOJIKHETECH C
TEM, 4TO BbI HE YBEPEHBI, XOTHTE JIU 3TO JAeIaTh. « BEIyuyUTh NCIAHCKHUIY», «KYIUTh MapcH JIomapy, «3adpaTbes Ha
ropy B Bammnrroney, «IlocTpouTts rocTeBoi KOTTEK» — BOT TUIHMYHBIEC IPOEKTHI, KOTOPHIE MOMAIYT B 3TY
KaTeTropHIo.

Ecyum BB eme He caenaiy 3To, st pEKOMEHYI0 co31aTh cricok «Korna-anoyns/Bo3MoxHOY», HE 3aBUCHMO OT TOTO,
KaKyl0 CUCTEMY OpTaHU3ally BBl HCIIONb3yeTe. 3aTeM MOIOIHSINTE STOT CIUCOK MOJOOHBIMU TPOEKTaMH, C
KOTOPBIMHU BBI CTIKHBaeTeCh. BO3MOXKHO, BBl YBUAUTE, YTO 3TOT CIHHCOK CaM I10 ce0e U €ro IMOMOJIHEHHE CTaHeT
MIPUYMHON MOSBJIEHUS] TBOPUECKUX UAEH BCEX BUJIOB.

Br1 MmoxeTte YAUBUTBHCA, YBUACB, YTO YTO-TO U3 TOI'O, YTO BbI 3daHOCUTE B CIIUCOK, ,Z[eﬁCTBPITeHBHO HUCITIOJIHUTCS, ITOYTH
0e3 BCAKUX YCI/IJII/Iﬁ C Balleu CTOPOHBI. Ecnu BBI co3Haere Cuily BOO6pa)KeHI/I}I AJI CTUMYJISINUA W3MCHEHH B
BOCIIPUATUHN U UCIIOJTHECHHUH, JIETKO YBUACTH, KaK CIITMCOK «KOI‘I[a—HI/I6yIlI)/BO3MO}KHO» nepea BallrMm riiasaMu, MOXKET
TIPUBHCCTU MHOT'O YAUBUTECJIIbHBIX HpI/IKJ'IIO‘IeHI/Iﬁ B Bally KU3Hb U pa60Ty. XOpOH.[O HCIIOJIB30BaTh BO3MOXKHOCTH,
Koraa OHH IOSABJIAKOTCS, €CJIN BbI YK€ OIPEACIININ 1 OIIPEACIINIIN NX KaK BO3ZMOXKXHOCTB. V MeHs ObLI TaKOM OIBIT:
06y‘IeHI/Ie HUrpe Ha (bﬂeﬁTe 1 XOXACHUIO IO IMMapyCoOM — BCC 3TO HAa4YaJIOCh C 3TOM KaTeropuu s MCHA. B
JOIIOJIHCHUE K BAlllMM BXOJAIIUM, €CTh JIBa OOJIBIINX UCTOYHHKA AJId CIIMCKa «KOI‘I[a—HI/I6yIH>/B03MO)KHO))I Balic
TBOPYCCKOC Boo6pa>1<eHHe 1 CIIMCOK TEKYIINX MPOCKTOB.

Henatime uneenmapuzayuio céoux meopyeckux epes Uto Bbl 1€HCTBUTEIBHO XOTHTE ClleNaTh, KOTAa y Bac Oyaer
BpeMs, IeHbrd U xxenanue? Hanummte 310 B cBoeM crincke «Korma-auOyns/Bo3mMokHo». THIIMYHBIE KaTerOpuu
BKJIIOYAIOT:

§ Yro-To KYIIUTb WJIX MIOCTPOUTH IJIA Balllero foMa

§ X0o060u, KOTOPBIMU XOTUTE 3aHATHCSA

§ HaBbIKM, KOTOPBIM XOTUTE HAYYHUTHCS

§ HccnenoBanue TBOPUECKUX BBIPAKEHUH

§ Kynutb onexxy u akceccyapsl

§ Kynuts urpymrku

§ OTnpaBuTHCS B MyTEIIECTBUS



§ Berynuts B opranuzanumn

§ BHecTH 1o>kepTBOBaHUS

§ Uro-TO yBHIETH MITU ClIENATh

Ilepeoyenxa mexywux npoexmog Terneps mopa IpoBepUTH Banl crucok «IIpoekTs» ¢ 6oee mpodecCHOHATEHON
TOYKH 3peHUs (3TO MO3MLKS Balel paboThl U LeJiei) U PeLIUTh, MOXKHO JIM IIEPEHECTH HEKOTOPbIC N3 BaIlIUX JENT B
crircok «Korna-aubyns/Bo3moxkHo». Eciti BEI OHMMaeTe, 9TO KaKHMM-TO TIPOSKTOM BBI 3aMETECh TOJIBKO B
CJEIYIOIINE MECSIIBI TN TI03KE, IEPEHECUTE €ro B ATOT CIIHUCOK.

Ymo naxooumcs 6 eauiell 1acmu C()eﬂamb, Mo HAX0OUMCSL 8 Haulell IACMU He 0el1amb IMo2o.

Crneunnajbnbie kateropuu «Korma-uudyab/Bo3MokHO»

Ckopee Bcero, y Bac €CTh 0COOEHHBIE HHTEPECHI, JIJISI KOTOPHIX HYXKHO MHOT'O€ MCIIOIb30BaTh U JIenaTh. JJOBOJIBLHO
BeceNo cooupath 3To B criucku. Hampumep:

§ Ena — penientsl, MEHIO, PECTOPaHbl, BUHA

§ JleTn — 9TO BBI XOTUTE CACNATH JJISI HUX

§ Kuuru npountats

§ CD xynuts

§ Buneo kynuTh/B35Th B IPOKAT

§ KynbpTypHble MEPONIPUATHS IOCETUTD

§ Unewn momapkoB

§ Nnewn B cany

§ CaiiTel HOCMOTpETH

§ IlyremiecTBysl HA BBIXOHbBIE

§ Nnen BcTpeu

§ Ninen BeueprHOK

§ Wneun — pas3Hoe (O3Ha‘IaCT, YTO BbI HC 3HACTC, B KaKol CITMCOK MX BKJ'I}O‘II/ITI))

Taxue BUBI CIICKOB — 3TO YTO-TO CpelHee Mexay ccbuikamu U «Korga-aHu0yas/Bo3moxHO». CChUIKH, TOTOMY 4TO
BbI IIPOCTO coOupaere U J00aBiseTe B CIIUCKH XOPOIINX BUH WIHM PECTOPAHOB MM KHUT, YTOOBI IPOCMOTPETH, KOTJa
BaM HYkHO; «Korga-uHnOyas/Bo3M0KHO», TOTOMY YTO BBl MOXKETE 3aXOTETh MPOCMATPHUBATh 3TH CIIUCKH PETYIISPHO,
4TOOBI HATIOMHUTH cebe ONPOoOOBATEH YTO-TO U3 CIHCKA.



B 1r000M ciyyae, 3To elie oJHa OTJIMYHAS MPUYMHA UIMETh CUCTEMY OpraHU3alKHy, KOTOpas YIpoIlaeT myTh K
HCIIOJIHEHMIO TOT'0, YTO UMEET JJIs Bac LIEHHOCTh U IIPUBHECET Pa3HOOOpa3ue U UHTEPEC B Ballly XKU3Hb — HE
3amyThIBas Balll pa3yM U padouee MpOCTPAHCTBO HEPEIICHHBIMU, HE3aKOHYEHHBIMH JICTIaMU.

OnacHocTh (aiijioB «XpaHeHHE U POCMOTP»

Msuorue co3aatoT (aidinbl «XpaHeHHe U MPOCMOTP» (MK LENbIH SNIMK), KOTOPbIE HE OUYeHb MOJAXOIAT K KATerOpUH
«Korna-un0yas/Bo3moxxno». OHE roBopsT cebe: «Koraa y MeHs Oyzaer Bpemsi, 1 IPOCMOTPIO 3TO» — U ManKa
«XpaHeHHE U IPOCMOTP» KKETCS NOAXOIAIMM MECTOM JUIA 9TOro. S He PeKOMEHYIO TaKOi B OJICUCTEMBI,
IIOTOMY YTO B KaX/IOM CJIy4ae, C KOTOPBIM 5 CTAJIKUBAJICS, KJIMEHTHI «XPaHWIN», HO HE «IIPOCMATPUBAIIN, UTO
MPUBOIIIIO K HOSBIICHUIO Kyd HeHykHOH mHpopManuu. Llearocts «Korna-anOyns/Bo3MoKHOY» MPOTIaaeT, eCiid BEI
HE IIpOBepseTe €e.

Taxoke cymecTByer OoblIas pa3HUIIA MEKAY TEM, YTO XOPOLIO YIIpaBIsieTcs, Harpumep, cucok «Korma-

HIOY I/ B03MOXKHOY, U IPOCTO MECTOM ISt XpaHeHus «Besakoi BesrauHbDy. OOBIYHO OOJIBIIMHCTBO 3TOTO XJIama
HY’KHO BBIOPOCHTB, UTO-TO OTHPaBUTH B «UutaTh/[IpocMOTpETEY, 4TO-TO XpaHUTH B KaYECTBE CCBUIOK, UTO-TO
3aHECTH B KaJICHAAph WK B (ailyl TpyIHBIX 3a1ad (CM. cTp. 173), 4T0GBI MPOCMOTPETH Yepe3 MECSIII HIIH B Hadalle
CIIEAYIOIIEro KBapTaja, a y HEKOTOPbhIX MOJKHO BBIIIOJHUTE clenyolee AeicTBre. MHOro pa3s nocie pazoopa 4bux-To
SIIKOB WK (PaiiiioB « XpaHEHUE U TIPOCMOTPY, 51 BUMEI, YTO B HUX HUYETO HE OCTAaBaJIoCh!

Hcnoan3osanue Kanennaps nis Oynymmx aeiicTBuii

Banr xaneHaapb MOXeT ObITh O4eHb YJJOOHBIM MECTOM JIJIsl XpaHSHHsT HATOMUHAHUN O TOM, YTO Bbl MOXETE 3aXOTETh
caenats B OyaymeM. BonbIIMHCTBY JI0AeH, ¢ KOTOPBIMU g padoTal, ObLI0 He YA0OHO padoTaTh ¢ KaleHapeM Tak,
KaK MOTJIO ObI OBITh; MHAa4Ye OHHM OBl BKIIIOYAIIM TyJa emle OOJIbIlIe BCero.

OxHa U3 Tpex Leleil HCIOoNb30BaHus KaleHAaps — 3To MH(opMaLus 1J1sl KOHKPETHOTO JHs. DTa KaTeropusi MOKET
BKJIFOYHTH MHOXECTBO BelIeH, HO OJIUH U3 TBOPUECKHX MyTEH HCHOIB30BaTh 3TY (PYHKIHIO — BHOCUTH TO, YTO BBI
XOTUTE BBEIOPOCHTH U3 TOJOBHI H BEPHYTHCS K ATOMY TI03Ke. BOT HEeMHOr0€ M3 MUpHaabl BO3MOKHBIX BEIIEH, KOTOPEIC
BBl MOKETE€ BKJIFOUUTH Tyla:

§ Hamomunanus A1 akTHBHU3ALIUK ITPOEKTOB

§ CO6LITI/IH, B KOTOPBIX BbI XOTUTEC IIPUHATL YIaCTUSA

§ Karanmzarops! pemeHuit

Hanomunanus ons akmueusayuu npoekmoe Ecnu Y BacC €CTb NPOCKT, O KOTOPOM BaM HE HYKHO AyMaTb CCIZ‘I&C, HO
3aCJIy’)KUBACT (1)]'[&)[(1(8. B KaKOM-TO MOMEHT B 6yz(ymeM, BbI MOXETC BBI6paTI> MNOAXOAAIIYIO JaTy U ITOCTAaBUTh
HAIIOMHWHAHUEC O MPOCKTE B BALICM KaJICHAAPE HA 3TOT ACHbD. 910 HYXHO OTHECTH B JTHEBHOM KaJICHAapb (a HC
BpeMeHHOﬁ), K TOMY, O Y€M BbI XOTUTC BCIIOMHUTD B 3TOT ACHB,; 3aTE€M KOTJd HACTYIIHUT 3TOT ACHb, Bbl YBUIUTC
HAIIOMHWHAaHUEC U BCTABUTEC ITYHKT KaK aKTHUBHBIN MIPOCKT B CIIMCOK ((HpOEKTH)). Bort tunnuHble KaHAUIATH HA 3TO:

§ CneunanpHble cOOBITHS C onpeaeneHHbIM BpeMeHeM (Hanpumep Hayano pa3paboTKu HOBOIO POIYKTA)

§ PeryssipHble cOOBITHS, K KOTOPBIM BaM HYXKHO IOATOTOBUTLCS, HAIIPUMED, IPOCMOTP OIOKETa, €KEroIHbIe
KOH(epeHIINH, IUTAHNPOBAHNE COOBITUH MIIM MUTHHTH (KOTa BaM HY>KHO T0OaBUTH «€KETOJHYI0 KOH()EPEHIIUIO 1O
MpoAaKaM» CIIEAYIOIIETro roja B Cucok «IIpoexTri»?)

§ KitoueBblie 1aThl AJisi ONPEICICHHBIX JIIOJIEH (IHU POXKIACHUS, I0OUIIEH, TPA3IHUKH)



Cobuvimus, 6 komopbix 8bi Xomume npunams yuacmue HaBepHoe, BBl IOCTOSHHO TOJIydaeTe HATOMUHAHUS O
CeMUHapax, KOHPEPEHINAX, CONNATBHBIX U KYJIBTYPHBIX COOBITHAX, Ha KOTOPEIE BB COOMpaeTech CX0oauTh. Pemmre,
KOTJa MPUAET BpeMs U 100aBbTe HAIOMHUHAHKE B KaJICHIAph Ha KOHKPETHYIO JaTy — HalpuMep:

«3aBTpaK 3aBTpa B OOILECTBE NPEANPUHIMATENEIDY

«buseThl Ha pacnpoiaxky CEroIHs»

«CnennanbHoe npeaniokenue mo Apcrpanuu ceronas B 20:00»

«bap0OeKto B 1IEpKBH B CICAYIOIIYIO CyO0OTY»

Ecnu BbI XO0THTE C/I€NIaTh YTO-TO U3 ATOT0, BHECUTE HAIIOMUHAHUS B CBOIO CUCTEMY MPSIMO ceilvac.

Kamanuzamopui pewenuii Bam Hy)XHO IPHHATH BaKHOE PEIICHHE, KOTOPOE BBl HE MOXKETe (MIIH HE XOTUTE) IPUHATH
cpa3y. Bce B mopsizke, eciy BBl PEIIIIN, YTO AOIIOJHHUTEIbHAS HE0OX0MMMasi BaM HH(POpMALHs JODKHA IPUATH U3
BHYTPEHHETO, a HE BHEIIIHETO HCTOYHUKA (T. €. BaM HYKHO MMOJyMaTh 00 3TOM).

B nopﬂdke 6614{612, eCcilu 8bl peutume He peuams — 6 mom ciydae, eciu 'y 6ac ecmb cucmema 07151 HMoe2o.

(OueBHHO, YTO IOTOIHUTENBHBIE TaHHBIE, KOTOPBIE BaM HY)KHBI JJISl IPUHATHUS PEILICHHUS, TOJDKHBI OBITh OTHECEHBI K
«CrnenyommmM IeUCTBUAM» WK B cIUCOK «Okuaaromuey.) Ho 4To0bl mepelTi Ha Oy CTUMBIA ypOBEHB
HEpENICHHOCTH, BaM JIy4Ille UMETh OE30ITacHyI0 CHCTEMY, KOTOPOH BBl MOXKETE JOBEPSITH, YTOOBI BEPHYTHCS K €€
pemennio B Gynymem. HanmoMunanus B kaneHaape MOTyT BaM B 3TOM HOMOYb,

BoT HekoTOpBIe THIMYHBIE 00JIACTH B 3TOI KATETOPUH:
§ HausATh/yBOTUTH

§ Tlorpy3uThCst/mproOpecTH/IPOIaTh/OTACTUTh

§ [MomeHnsTh paboTy/Kapbepy

DTO CITMIIKOM OOJIBIION BOIIPOC, s 3HAKO, HO 3a0eruTe BIIEpE€aU CIIPOCUTE ce0s1: «EcTh 1 Takoit BOIIPOC, AJisd
KOTOpPOro CiaeayeT co3aatb HaIOMUHAHUC B 6y,HYH.I€M, TaK YTOOBI 5 MOYTYBCTBOBAJI cebs KOM(i)OpTHO, 3a0BIB O HEM Ha
HEKOTOPOEC BPEMH?» Ecmu €CTb, IOCTABBTC HAIIOMHWHAHUC B KAJICHAAPb.

«Cucrema HanmomuHanuin»

OnuH U3 2JeraHTHBIX IyTeH IS YIPaBIeHHUs TeM, 9TO HeJb3s ClIeNIaTh ceifuac, Ho MOKHO OyJeT caenars B OyaynieM
— 510 «CHucTema HanomuHaHuit». 12 TpexmepHas Bepcus kanenaaps MO3BONAET XPAHUTh u3uUUecKUe HATOMUHAHHS
TOT0, YTO BBl XOTHUTE YBUIIETh WM BCIIOMHUTH — HE ceifdac, a B OyaynieM. DTO MOKET ObITh OUYeHb (DyHKIIMOHAIBHBIM,
MIO3BOJIIONIMM BaM CO3JIaTh CBOIO COOCTBEHHYIO ITOUTY U «BBICHUIATEY MHChMa CaMOMy ceOe B Ha3HAUCHHBIN JIeHb. S
UCTIOJIB3YI0 CUCTEMY HAIIOMHHAHHUU TOIaMH U HE MOTY ce0e MpeCTaBUTh, Kak 0e3 Hee 00OUTHCH.

CucreMa HalIOMUHAHUH — 3TO IpocCTas CUCTEMaA ITaIlKu € q)aﬁHaMI/I, KOTOpas Mo3BOJISIET UCITIOJIb30BATh 6yMary u
Apyrue (1)I/I3I/I‘I€CKI/IG HAaIllOMHWHAHUA TaK, YTO BCE, YTO Bbl XOTUTC YBUJACTL B OHpe,HeHeHHLII;'I JCHb B 6yz[yu_{eM
«ABTOMATHUYCCKHN) ITOABJIAACTCA B BAlIMX BXOOAIIUX.



Ecnu y Bac ecTh cekperapb WK aCCUCTEHT, BBl MOXKETE IOBEPUTh KAaK MUHIMYM YacTh 3TOTO 33/IaHUsI €My WIIH e,
€cli y Hero/ee ecTh padodast BepcHs HoA00HOH cHcTeMBl. BOT THITHYHEIE IPHMEpHI:

§ «HanomHu MHe 3Ty OBECTKY JHS B TO YTPO, KOIIa Y MEHs OyZeT BcTpeday.

§ «BepHu MHE 3TO B IOHEIENBHUK JIJIsl IOBTOPHOTO 00 TyMBIBaHHSI».

§ «Hamomuu mHE 0 moe3ake B ['OHKOHT 3a JBE HEIETH, U MBI CIULIAHUPYEM €e».

3arem KaXXIbI ICHb HEJICIH HYXHO BbITaCKHMBATh U NIEPECMATPUBATDH MANIKY AAHHOT'O JHA.

IToxa BbI MOXeTe (M HaBEPHO, JOJKHBI) yTHIIN3UPOBATh JaHHbIE, YTOOB! A€P’KaTh UX CTOJBKO, CKOJIBKO HEOOXOAUMO,
sl PEKOMEH/IYIO 3TO, €CJIU Bbl MOKETE€ HHTETPUPOBATH 3TO B CBOIO JKU3HB, CO3/aliTe cBOIO «CHcTeMy HallIOMUHAHUI.
B Heii MHOro nosne3HsIx (GyHKLUI, HEKOTOPBIE U3 HUX Bl MOXKETE UCIIOJIb30BaTh AJIs ce0sl B TeX JellaxX, 3a KOTOpbIe
ACCUCTEHT He oTBeuaer. S ucnonb3yro «CucteMy HaIOMUHAHUM JUIs yIpaBlIeHUs: HOKYIKOH OMJIETOB I
IIyTEIIECTBUN U MOATBEP)KICHUI; OyMa)KHBIMU YKa3aHUAMU K IyTELIECTBUAMU, PaclopsAKaMu IHS U KapTaMu;
HATIOMHHAHUSIMHU O COOBITHAX, KOTOPBIEC IPUXOAT M0 OYTe; HHYOpMALIUEH O TOM, YTO «BO3MOXKHO, 3aX04y KYIIHTH
UT. I

X o4y MOJUepKHYTh, 4T0 «CHcTeMa HamOMUHAHUI TpeOyeT OHOM CEeKyHIBI B IeHB, 9TOOBI OHA paboTaia, a oTrada
OyzeT 3HaYUTEIBHO OOJIbIIe, YeM 3aTpaueHHbIE YCHITHSL.

Yemanoska « Cucmemvr Hanomunanutly Bam nonagobutcs 43 manku: 31 gHeBHOH aiii, moMedeHHbIe OT «1» 1o
«31», n emte 12 ¢ Ha3BaHueM MecsitieB roja. [[HeBHbIe (ailibl XpaHsaTcs BHepenn, HaunHas ¢ (aiina ¢ 3aBTpamHen
JaToit (ecnu ceroHs 5 OKTAOps, Torna mepBoit Oyaer daiin «6»). Janbie cnenyroT ¢aiiisl ¢ OCTaBIIMMUCS AHIMHU
Mecsina (¢ «6» o «31»). [ocne daiina «31» cienyer ¢daiin co cnenyronmm mecsieM («Hos6pb»), a 3a HUM —
IHeBHbIE (ailnbl oT «1» 10 «5». 3ateM Qaiinbl caenyrommx Mecsnes (¢ «/lexadps» mo «OkTa0pby»). Cremyromuii
JTHEBHOH (hail1 mepeHOoCHT s BO BXOASAIINE KaXIbIi JeHb, M Mallka IIepeMeIIacTcsl B KOHEIl JHEBHEIX (aiinoB. Takum
e 00pa3oM, Korjja BIepeIu OKa3hIBaeTCs marnka ¢ MecsieM (31 okTsopsi, Tocie TOro, Kak BEI OITyCTOIIHTe (aii,
cienyromuM oyaet ¢aitn «HosOpb», a 3a HUM qHEBHBIE Qailiibl ¢ «1» 1o «31»), OH MepeHoCuTCs BO BXOASIINE U
MEPECTaBISECTCS B KOHELl TIOCIIE IPYTUX MECSLIEB, YTOObI IPEACTaBIATH COO0M HOAOPH CleLyoNero roja. 1o
BEUHBIH (aiin, u B Moboe BpeMs y Bac ecTh (aiinbl Ha 31 neHp u Ha cnenyromue 12 mecsies.

BoJibI0€e MPEeUMyILECTBO UCIIONB30BAHKE TaNoK ¢ daiinamu s Bameil « CHCTEMbI HAIOMUHAHUID B TOM, YTO OHU
MO3BOJIIIOT XPAHUTh aKTyalbHbIe JOKYMEHTHI ((OPMBI, KOTOPBIE MOHAAO0ATCA B ONPEAEICHHbIN 1EHb, HATOMUHAHHUS,
KOTOpBIE CIIEIYET MEPECMOTPETh TOT/IA, Tee(OHHAs 3aMMCKa, KOTopast TpeOyeT AeiCTBUil B ONPEIEIICHHbIN ICHb U

T. 1.).

Yr00sI 3Ta CHCTeMa paboTaia, Hy)KHO OOHOBIISATh €€ KaxK/blil eHb. Eciiu Bbl 3a0yieTe OMyCTOMNTD THEBHOM (aii,
BbI IIEPECTAHETE JJOBEPSATh CUCTEME BAXKHBIC JaHHBIC M BaM IPHUICSTCS CICANUTH 32 HUMU MO-Apyromy. Eciu Bbr
ye3xaeTe U3 ropojia (MIk He MeeTe JOCTyMa K CHCTeME Ha BBIXO/HBIX), HY)KHO ITPOBEPHUTH MAIKH 3 TE JAHH, KOTAa
Bac He OyneT, neped mem, KaKk yexarb.

HpOBepO‘lHI)le CIIMCKH: TBopqecm/Ie HanomuHanus

[Tocnennuit Bonpoc B TMYHON CUCTEME OpPTraHU3allu, KOTOPBIM 3aCIyKHBAaeT BHUMAHMsI, 3TO IPOBEPOUHBIE CITUCKH,
T€ PEeLeNThl IOTEHIHAIbHBIX COCTaBHBIX YaCTei MPOEKTOB, COOBITHIA, IICHHBIX 00JIaCTel, HHTEPECOB H
OTBETCTBEHHOCTH.



Cample TBOpUYECKHE MTPOBEPOYHBIE CITUCKH YaCTO TEHEPUPYIOTCS B KOHIIE COBELIAHMSI ¢ KOMAHJIOW MIIM KOMIIAHUEH.
WHorna oHM HOSBIIIOTCS, KOT/IA BEI (POKyCHpYyeTeCh Ha TPEHUPOBKE MEPCOHANA HIIH IIpHeMe Ha padoTy.

KOF,Z[& s pa361/1pa}0 BXOAAIIHE C KIIMCHTAMU U IIPOCMATPUBAIO APYrue BEIIH, Ha KOTOPbIX OHU CKOHICHTPHUPOBAHBI,
MBI ITOCTOSTHHO HaThIkaeMcs Ha Takue «HamoMmunanus JJIA ceOs»:

§ 3aHnMaThCs OoJee perysspHO.

§ Y6enutnses, 9TO y HaC €CTh OLCHOYHBIE (POPMBI TS KXKIOTO TPEHHHTA.

§ IlpoBoANTH OOJIBIIE BPEMEHH C IETHMH.

§ Henats 0oJbiIe MpoPUIaKTHYECKOTO IUTAHUPOBAHUS I OTAETA.

§ IMonnepxuBaTh 6OEBO TyX B KOMaH/IE.

§ YOenuTbes, 4TO MBI COOTBETCTBYET KOPIIOPATUBHOM CTPATEruu.

§ Cneauts 3a OIIaTOM yCIyr KIMEHTOM.

§ Yro JACJIaTh C 9TUMU HEACHBIMUA BHYTPEHHUMHA O6eHIaHI/I$[MI/I 1 00IacTsIMHU BHUMAaHMS ?

CHauyaJjia oTJeuTe 00s13aTe/IbHbIE NMPOEKTHI U aeicTBus

Jlist GonbIiieli 4acTH MOJAOOHBIX BEIICH €CTh MPOSKT W/WIH JCUCTBUE, KOTOPOE HYXKHO ONPEACTUTh. «3aHUMAThCS
0oJiee PeTyJIsipHO» B OelicmEUumenbHOCHY TIEPEBOINTCS 111 MHOTHX JIIOAEH KakK «YCTaHOBUTH MTPOTpaMMy
PeryISIpHBIX yHpaxHeHui» (mpoekT) u «IlozBonuts Cayum i mpeIoKeHni 0 THIHOM TpeHepe» (aeiicteue). B
TaKHX CIydasiX 0Os3ameibHble TPOEKTHI U ACHCTBUS JOJDKHBI OBITH OIPEIENICHBI U YITOPSOYEHBI B JINYHYIO CUCTEMY.

Ho ecmb n TO, YTO HC OYCHb IIOAXOOUT OJIA 3TOM KaTeTropHu.

Ha0pocku ki104eBbIX 00J1acTell padoThl 1 0TBETCTBEHHOCTH

Takue Bemy, kak «[lognepxuBath xopoiiee Gpusrueckoe cocTossHue» win «DU3ndeckoe 37J0pOBbE U )KU3HCHHAS
CHJIa» JTOJIXKHBI OBITh 3aHECEHBI B OT/ICJIbHBIN MTPOBEPOUHBIN CITMCOK, KOTOPBIN MpoBepsieTcs peryispHo. CyliecTByeT
MHOTO CJIOE€B KOHEUHBIX PE3yJIbTATOB U CTAHIAPTOB, UMEIOLINX TICUXUYECKOE BO3/ICHCTBUE HA BAC U Balll BHIOOP B
m000e BpeMsi, ¥ 3HaTh O HUX, Ha BCEX YPOBHIX, 3TO BCET/Ia XOPOIIIO.

Panee s npennosoxui, 4To CyLUIecTBYeT Kak MUHUMYM LIeCTh YpOBHEH Ballel «paboThl», Ha KOTOPYIO €€ MOXKHO
pa3AenuTh, U KaXIbII 3TOT YpOBEHb 3aCilyKUBaeT NPU3HAaHU U oLeHKH. [Ipu nosHoi npoBepke BCero BaXXHOIo, 4TO
y Bac €CTh, U pa3iejICHUH Ha YPOBHH MOSBUTCS YIUBUTEIbHBIA IPOBEPOUHBIN JIUCT. OH MOXKET BKIIOYHTH!

§ Llenu B xapbepe

§ Ciyxba



§ Cembio

§ OTHOIICHUS

§ CooOmrecTBO

§ 310pOBBE U IHEPTUIO

§ ®unaHCOBBIE peCypChl

§ TBOpueckoe BrIpakeHHUE

3aT€M, JABUTasiCb HUKEC Ha YPOBCHDb, paCCMAaTpHUBas Bally pa60Ty, BbI MOXXETEC 3aX0TCTh UMCTh HAITOMUWHAHUA
KJTIOYEBBIX 00J1acTel OTBETCTBCHHOCTH, BalllNX COTPYAHHUKOB, LICHHOCTEH U T. 1. OTOT CIHUCOK MOKET COACPIKATh!:

§ BoeBoit 1yx KoMaHIbI

§ Ipouecchr

§ BpemeHHble TMHUH

§ IIpobems! mepcoHana

§ O6beM paboTs

§ KommyHukanuzo

Bce 9T myHKTHI MOT'YT OBITH BKJIFOUEHBI B CIIUCKHU B Balllel INYHOW CHCTEME B Ka4eCTBE HAIIOMUHAHUMN, YTOOBI
JiepKaTh MPpaBUWIbHBIN Kypc.

Yem Oonee necmanoapmuas cumyayus, mem O01bule HYHCHO KOHMPOJIA

CTCHGHL, B KOTOpOﬁ J'IIO60My H3 HacC CJICAYET COACPIKATDH NPOBEPOYHBIC JIUCTHI U BHEIIHUH KOHTPOJIb, MIPSAMO CBA3aHa
C HAIIMM HE3HAHUEM 00JIACTH OTBETCTBEHHOCTH. ECITH BbI JaBHO 3aHUMACTCCh CBOMM JACJIOM, U Ha BAaC HCT JaBJICHUS
JULA U3MEHEHUH B ATOM O6HaCTI/I, BO3MOXXHO, BaM HOHaI[O6I/ITC$I MUHUMAJIbHAs JIMYHAsA OpraHru3aluns U3BHE, YTOOBI
KOHTPOJIMPOBATH CUTYallHIO. But 3HACTC, Korga 4ro JOJXKHO HpOI/I3OI‘/'ITI/I 1 KaK IOMOYb UM CIIYUHUTHCH, U Ballla
CUCTEMA B OTJIMYHOM COCTOAHHH, CTATyC KBO COGJ’HOI[GH. OIlHaKO 4acCTo 3TO HE TakK.

MsHoro pa3 Bbl Oyaere oOpalarbes K IPOBEPOYHBIM JIUCTaM, YTOOBI COCPEOTOUNTHCS Ha HY)KHBIX BELIax, OKa Bbl HE
BOJILETECH B TO, YTO JeiaeTe. ECu Bal HCIIOMTHUTENBHBINA TUPEKTOP HEOXKUAAHHO UCUE3 U BaM HYXXHO OyZeT ero
3aMEHHTh, BaM IMOHAJO0UTCS UIMETh Mepesl COO0H HECKOIBKO 0030pOB U HAOPOCKOB, YTOOBI OBITH YBEPEHHBIM, UTO BBI
HHIYETO HE YIIYCTHIN. M eCITi BB TOJIBKO YTO HAHATHI HA HOBYIO MTO3UIIHIO, C HOBOH OTBETCTBEHHOCTBIO, KOTOpAs eIle
HE BIIOJIHE BaM 3HAKOMa, BaM MMOHAA0OUTCS CTPYKTYypa KOHTPOJISl Ha TIEPBBIE HECKOJIBKO MECSILIEB.

Hpoeepoqule JIUCNbl ()a()ym 68aM 3HanNb Mo, 0 4em He cmoum becnoKkoumsCsi.

MHoOTO pa3 g COCTAaBIsUII CHUCKU 00JIacTeH, B KOTOPHIX padoTall, BpEeMEHHO, I0Ka BCE HE CTAHOBHUIIOCH MO, MOUM
KoHTpoJyieM. Harmpumep, Korma MbI ¢ MOEH K€HOH PeIniy co31aTh HOBOE HAIIpaBJICHHE B OM3HECE, B KOTOPOM MBI
paboTai MHOTO JIET, S 3aHSUICS 00JAaCTMH OTBETCTBEHHOCTH, C KOTOPBIMH PaHbILE HE UMEI Jiefia — 8 HMEHHO,
OyXyd4eT, KOMIBIOTEPHI, MAPKETHHT, 3aKOHBI M aIMHHHUCTpanys. HeCKOIBKO MecsIeB MHE OTPeOOBAIOCE IepKaTh
MIPOBEPOYHBIE JICTHI 3TUX OTBETCTBEHHOCTEH nepes co0oii, 4TOOBI yOSAUTHCS, YTO BCE MPOOEIIBI 3aM0IHEHbI U BCE



o KoHTpoJsieM. Kak Tonpko ynpaBiieHre OM3HECOM BBIILIO HA OMPEAETICHHBIH YPOBEHb, MHE OOJIbIIE HE HYKHBI
OBbUIN 3T CHHCKH.

HpOBepO‘lele CIIHUCKH HA BCEX YPOBHX

BynbTe OTKpBITHI K CO3aHHUIO JIFOOBIX BUAOB MPOBEPOUHBIX JIUCTOB IPH MEPBO He0OXoauMocTu. Bo3zmokHOCTEH
Macca — oT «[ JJaBHBIX JKU3HEHHBIX LIeHHOCTEN» 10 «Kakue Beny B34Th B KeMIUHI». Co3jaHue CIIUCKOB 10 Mepe
HEOOXOJMMOCTH — 3TO OJTHA U3 CHIIBHBIX M MPOCTHIX MPOLENYP, KOTOPbIE BEI MOXKETE BBECTH B CBOIO )KH3Hb.

UrtoO0BbI pazxeyb Balll TBOPYECKUI SHTY3Ua3M, BOT CIIUCOK HEKOTOPBIX TEM Il POBEPOYHBIX JIMCTOB, KOTOPHIE S
BH/JIEJT U UCTIOJIB30BaJl MHOTHE TOJIBI:

JIn4HbIE IEHHOCTH

OO6nacTi OTBETCTBEHHOCTH Ha paboTe (KIII04eBbie 00IaCTH OTBETCTBEHHOCTH)

HpOBepO‘IHBIe JINCTHBI JJIA HYTeH.IeCTBI/Iﬁ (‘-ITO B34ATb UJIN CACIATh A0 HOe3I[KI/I)

EsxenenenbHbIi 0030p (BCE, 4TO HYKHO MIPOCMATPUBATH W/UIIK OOHOBIISATH €KEHEACIBHO)

§ KomMnoHeHTsI 06y‘-IaIOH.[I/IX mporpamMmm (BC@, YTO HYXXHO IJI TOTO WJIW UHOT'O CO6LITI/I}I, OT HadaJia 10 KOHL[a)

§ KitmeHTHI

§ IIpoBepouHsIii cCIUCOK KOH(pepeHnH (Bce He0OX0AUMOe 11l KOH(EpEHIINH )

§ OcHoBHBIE 007acTH (KITFOUEBHIE KU3HEHHBIE POJIM 1 OTBETCTBEHHOCTH)

§ KiroueBble Mr0Id B MOCH KU3HU/paboTe (YIIydlleHHe OTHOMICHUI U pa3BUTHE BO3MOKHOCTEH)

§ I'paduk opranuzanuu (KIFOYEBBIE JIIOJIU U 00JIACTH JJISI KOHTPOJIIS U TIOJIEPKKH)

§ JImunoe pa3BuTHE (YTO PETYISIPHO OLICHUBATH, YTOOB! YBUICTH JIMYHBIH OaJlaHC M pOrpece)

UygscTByiiTe ce0si cBOOOIHO C MPOBEPOYHBIMHE JIUCTAMH, CIICIIMATBHBIMU M IOCTOSIHHBIMH. ByIbTe TOTOBBI CO371aBaTh
U YHUYTOXXATh UX NpU HeoOxoaumocTy. [Ipy npaBUiIbHOM HCIOIB30BAaHUM OHU MOTYT OY€Hb IIOBBICUTH Ballly
MIPOYKTUBHOCTb.

Ecnu BB cobpanu Bce OTKPHITHIE ABIPHI B BallleH ®KU3HU U pabome, TpopaboTaiy UX M0 CPOKaM B HEOOXOJUMbIM
NEHCTBUAM, U Ynopadouuny pe3yabTaThl B IOJHYIO CUCTEMY, KOTOPas COAEPKUT TEKYIIUI U IOJIHBIH 0030p —
OO0JIBIION U MaJICHPKUI — BCEX BAIIMX HACTOSIIIUX M «BO3MOXHBIX)» TPOEKTOB, TOTAA BBl TOTOBBI JIS BHITIOHEHHUS
cnenyromei (asbl B HCKYCCTBE IPOAYKTUBHOM JeATeIbHOCTH €3 cTpecca — K IpoLeccy NpocMoTpa.



I'nasa 8. O630p: moaaep:kka padboTOCHOCOOHOCTH CUCTEMBI

Llens Hame METOAMKY — BOBCE HE Pa3rpy3UTh BaIll MO3T, a CAETaTh ero paboTy Oonee mpo yKTHBHON. UTOOEI
MOJTYYHTB JKeJIaHHYI0 CBOOOY H CITOKOMCTBHE, MBICIUTENBHBIA IPOIECC TODKEH OMUPATHCS Ha (PYHIAMEHT YETKO
OpraHU30BaHHBIX 00S3aHHOCTEH U €. BbI JOKHBI OBITH MMOJHOCTBIO YBEPEHBI, YTO BhI JejlacTe HUMEHHO TO, YTO
HYXHO JleJIaTh B JJaHHBI MOMEHT, a TO, UTO BbI ceifuac e denaeme, Aenath ceidyac U He Hy>KHO. PeryispHslii 0630p
BallIeil CUCTEMBI yIIPABIEHUS PadOUUM MPOLECCOM U MOAACPKKa €€ (YHKIMOHAIBHOCTH — BOT HEOOXOMMBbIE
YCIIOBHS AJIs OCYILECTBIIEHUS TAKOTO POAa KOHTPOJIS.

CK&)KGM, €CJIK BbI COCTABJIACTC CITMCOK TeJ'Ie(i)OHHI)IX 3BOHKOB, KOTOPBIC BaM HAaJ0 CACJIIaTh, TO A0 TEX IIOP, [IOKA 3TOT
CITMCOK HE 6y,Z[€T yeiukom YKOMIIUICKTOBAH, BBl HE CMOKETC JOBEPATH Ballel CUCTEME. BameMy CO3HAHMIO I10-
NPEXKHEMY NPUALCTCA JIMXOPAAOYHO 3alIlOMUHATD, 06pa6aTLIBaTI> W HAaIIOMHMHATh BaM O BalllUX AC€IaxX U 0053aHHOCTSX.
A YK T€NECPH-TO BbI JOJIKHBI 3HATD, YTO 3TO Y HETO HE OYCHBL-TO XOPOMIO MOJIy4acTCH.

Bce 3T0 TOBOPHT 0 TOM, UTO Ballla CHCTEMa HIUKAaK HE MOXKET OBITh cTaTHIHOH. UTOOBI 0cTaBaThCs A PEKTHBHON U
aKTyaJbHOHM, OHA JJOJDKHA ITOCTOSHHO IIEPECTPANBATHCS ITO]] €)KEAHEBHBIE HYK/IbI M OXBATHIBATh CHTYAIIUIO ITO BCEM
¢dbpoHTaM.

Bot nBe ocHOBHBIEC ITO3UIIUK HA JAHHOM ATarle:

§ UTo u Koraa BaM HY>KHO IPOCMAaTPUBATh?

§ YTo 1 KaK 4acTo BaM CJICAYCT MMPOALCIIbIBATD, YTOOBI y6e>1<z[aTLc;[, YTO BCC pa60TaeT KaK IMOJOXXCHO, JHUIlasa BacC
HCO6XOI[I/IMOCTI/I IIPpOAYMbIBATh U 3allOMUHATDH J€JIa CaMOCTOSATENBHO?

J1o06poTHEIIH 0030p OTKPOET I BaC HOBBI aKTHBHBIN U MPOTPECCUBHBIA THIT MBIIIICHHS B OCHOBHEIX C(hepax KHU3HH.
Taxol TUI MBIIUTEHHS MIPOSIBISICTCA U B XOJI€ CHJIBHOM KOHIICHTPALMHU, U B TIPOLIECCE MHTYUTHBHOTO MO3TOBOT'O
LITypMa, a peryJsipHbli 0030p Ballleil CUCTEMBI YIIPABIICHUS €r0 eIlE U YCUIIUT.

Yro n Koraa npocMaTpuBaTh

Bama uHaMBUAyaibHas CUCTEMA JI0OJDKHA OBITh IOCTPOEHA TaK, YTOOBI B 00O MOMEHT Bbl MOIJIA OOPATUTHCS K
Heo0X0AMMOM BaM nH(pOpManuu. JT0, B 00ILEM-TO, BCETO JIUIIb 3IPaBbIi CMBICII, OJTHAKO OYCHb HEMHOTHE
MOJI/IEPIKAMBAIOT PA0OTOCIOCOOHOCTh CBOMX CHCTEM Ha BBICIIIEM YPOBHE.

Hanpumep, ecnu y Bac BeIaiach CBOOOAHAS MUHYTKa M B TO JK€ BpeMsI BaM HEOOXOANMO C/AENaTh psijl TeneOHHBIX
3BOHKOB, HE TIOJICHUTECh B3TJITHYTh Ha MX CITHCOK, OBITH MOYKET, BBI CIIeJIaeTe OJIMH I IIapy 3BOHKOB IIPSAMO ceifuac,
WK XOTs OBl yOGAHUTECH YTO T€, KOTOPBIE BB CEUac J1eaTh He CTaHeTe, elé MOTYT MO0 AaTh. Eciu BaM ¢ MUHYTHI
Ha MUHYTY HaJ0 OyzeT 0exaTh Ha BCTpEUy C HAaYaIbHUKOM WU C TTapTHEpaMH, IPOCMOTPHTE IIJIaH 3TOW BCTPEUH,
4yT0OBI OBITH B TeMe. ECii BBI efleTe B XUMUYHUCTKY, YTOOBI 3a0paTh Oelbe, 00paTuTe BHUIMaHKE, HE MPOE3KAETE JIH BbI
TI0 TIyTH KaKue-HUOyIb emé MecTa, Kya BaM HaJo ObUTO OBl 3aiTH.

TIpocmomp mysicHbIX Oenl 8 HYJICHOe 8peMsl, 3auMem He DObUe HECKOIbKUX CEKVHO 8 OeHb.

Ha Bonpoc «CKoIbKO BpeMEHH B IEHb Bbl TPATUTE HA IIPOCMOTP Ballleil CUCTEMBI», 51 0TBeuaro «CTOIBKO, YTOObI
yOeauThCsl, UTo 5 BCe Jelaro NpaBuibHO». Ha caMoM zene: TyT JBe CeKyHbl, TaM — TpU — U Bce. MOU CIIMCKHU 3TO B
HEKOTOPOM CMBICIIE, MO 0(pHC — @ TOT0 MHOTHE IIPOCTO HE MOHMMAIOT. TOYHO TaK e KaK BbI MPUKPEIUIIETE )KENTHIE
KJIIEHKHe JINCTKH BO3Je TenedoHa, s MPUKPEIUISIo UX Ha cUCKH «CleayromuX KOHKPETHbIX femy». [locie Toro, Kak Bbl
cobOpanm, 00padoTaNy 1 OPraHN30BAM BCE BaIllK JieJia, BAM IMOHATOOHUTCS BCETO HECKOIBKO CEKYHII B ICHB VIS TOTO,
9YTOOBI MOJJOTHATH BCIO BAIlly CUCTEMY MO HYXIbl KOHKPETHOTO JTHS.



CHayaja MOCMOTPHUTE B €:KCITHCBHUKE

Yarie Bcero Bl OyzieTe MpocMaTpuBaTh Balll €XKE€IHEBHUK (WM (aii HAMOMUHAHUI, €ClIM y Bac TaKOBOW MMeeTcs1) Ha
npeaMeT «00eBHIX IeHCTBUI U NIel, ¢ KOTOPBIMH HaJ0 pa3odparhcs. Bo-mepBrIX, BaM HAI0 TOYHO 3HATH MECTO
BpeMs BCeX Ha3HAUYEHHBIX Ha JIeHb e U BcTped. Hampumep, 3Has1, uto ¢ 8:00 mo 18:00 Bctpeun u coBeanus OyayT
UATU OJIUH 3a OIHUM, U BaM €J1Ba JI yacTcs BeIOpaThes Ha o0el, Bbl OyneTe yxe 6osee 0CO3HAaHHO IJIAHUPOBATh
oCTaJbHbIC HAMEUYEHHBIE Ha JIEHb Jea.

«eo MOTOM CITUCOK «CJICAYIOIIUX KOHKPETHBIX 1€J1»

ITocne Toro, Kak BBl IPOCMOTPUTE BAIll €KEIHEBHUK Ha IPEIMET BPEMEHU M MECTa BCTPEY U MMOATOTOBUTE JUISl HUX
BCE HEOOXOIUMOE, BBl CKOPEE BCETO MOJIE3eTe IIOCMOTPETh CIIMCOK KOHKPETHBIX A€, KOTOPBIE BB CMOTIIH OBI
nepeAenarh B CIOXKUBLIEHCS cuTyaluu. Eciu Bbl B oduce, IPOCMOTPUTE CIIUCOK TeJIe()OHHBIX 3BOHKOB, CIIUCOK €T
Ha KOMITBIOTEPE U CIIHCOK MEJKUX O(UCHBIX 00SI3aHHOCTEH. DTOT BOBCE HE 3HAYMT, YTO HAaJI0 KUAATHCS U BCE

9TO 8bINO.IHAMb, BBl IPOCTO OyeTe 3HaTh, YTO UIMEHHO BaM HaJIO Mepe/IeaTh, COMOCTaBUTE BAIlU IJIAHBI CO
CBAJIMBIICHCS HA TOJIOBY pabOTOM, YTOOBI aJJIEKBAaTHO PACCTABUTh IPHOPUTETHI M YOSIUTECH, YTO BBI BCE JENaeTe
npaBuwibHO. O4eHb BaXKHO TOYHO 3HATh, YTO BBl HE YIIyCKAaeTe HUYETO CYIIECTBEHHOTO.

Ecnu B Bamem CIKECAHCBHUKC IIPOCTABJICHBI BCC HCO6XOZ(I/IMLI€ HarmOMHWHaHUs, a4 CITUCOK CICAYIOIINX KOHKPETHBIX ACJT
TIOCTOSIHHO IMOIIOJIHACTCA U PEAAKTHPYETCS, TO 3TO HO)K&Hyﬁ " BCEC, YTO BaM MPUACTCA MPOCMATPHUBATHh Yall€, 4YEM pa3
B I1apy ,Z[Heﬁ. YacTeHBKO s 110 MHOTO I[HCﬁ HE MPOCMATPHUBAO HUKAKHUE APYTUC CITMCKH TOJIBKO ITOTOMY, UYTO MO
C€XKECIHCBHUK TaK 3arpy>KE€H, 4YTO CTAHOBUTCA ACHO — HUYEM WHBIM 3aHUMATHCA ceryac s IIPOCTO HE CMOT'Y.

Hyxunast ungopmanus B Hy’KHOe BpeMs

B 1150001 MOMEHT MOXKET CIIYYHThHCSI HEOOXOIUMOCTD 3arJIsiHYTh B JIFOOOW M3 BaluX CUCKOB. CKakeM, BEYEPOM BHI C
CyNpyrom o0CyXaere TIaHbl Ha 3aBTpa U BaM HAJIO YOEIHUTHCS, YTO BbI HE 3a0y/eTe HA OJJHOTO U3 e, KOTOPhIC BbI
coOHMpaITUCh cIeIaTh BMECTE — TOT/Ia-TO BBl M 3aXOTUTE 3arITHYTh B CIIMCOK JOMAaNIHUX Aei. Viu Hanpuwmep,
HAYaJbHUK CPOYHO BBI3BIBACT BAC MOOECEN0BATh HA MPEAMET PACCTAHOBKH MPUOPUTETOB KOMIIAHUU, TO BAM OYCHb
KCTaTu ObLIO OBl UMETH MPH ceOE Balll CIIMCOK MPOCKTOB U CIHMCOK JIEJ, YTO Ha MOBECTKE.

OOHOBJIeHHE cUCTEMbI YIIPaBJIeHUsI pa00YUM MPOIEeCCOM

XUTPOCTb, C IOMOILBI0 KOTOPOH MOAJEpKaHUE Balllell CUCTEMBI B paboueM COCTOSIHUU CTaHOBUTCS BO3MOXKHBIM — 3TO
MIPUBBIYKA OCBEKATh AMSATH U BCIO CUCTEMY ¢ OoJiee OTJaICHHOM MO3UIIUH KaK Obl IPHUITOTHABIIMCH HAJl HEH.
OpHAaKo, €CIIM BaIllH CIIMCKH JABHO BBITIAIN M3 PEATBHOCTH, CIIENaTh 3TOro Helb3s. M 0OMaHyTh ce0st He yaacTes: Kak
TOJIBKO Ballld CIIUCKU OYyT MPOCPOUECHBI, BaM CHOBA MPUAETCS JepiKaTh BCE JIeNa B TOJIOBE. A 3TO, IOXKAIYH, U €CTh
camasi CIIOJKHas 3a7ada.

BpI yxe modayBCTBOBaJIM BKYC CBOOOBI OT HEOOXOIMMOCTH BCE JiepKarh B rosoBe? OOHapy uiu y ceds cnocoOHOCTh
K CIIOKOHHOMY XJIaTHOKPOBHOMY KOHTpPOITIO cuTyaruu? CMosKeTe JIM BBl TeTeph MPUACPKUBATHCS MIPABIJI, YTOOBI 9TH
BO3MOKHOCTH COXPaHATH? MHOTOJIETHHE HCCIIENOBAHMS JOKA3aIH, YTO KIF0Y K CTAOMIEHOCTH MPOIIecca YIPaBICHUS

— 3TO ©XKEHEIEbHBIN 0030p.



Cuna eskeHeeJILHOTO 0030pa

Be3oTHOCHUTENBHO BalllMX HAMEPEHUH, CKOpEe BCEro BaM IIPUAETCS CTOKHYThCS C CUTyallMel, Kora BHEIIHUH MUP
HAYHEeT 331aBJINBaTh Bac HH(GOPMAIHeH ObICTpei, ueM BBl Oy/IeTe CIpaBIATECS ¢ €€ opraHu3amueil. bonsmmHCTBY
Jo/IeH OT MPUPOABI CBOMCTBEHHO 3aITyTHIBATHCS B MHPOpMAIMK. Mbl HAIIIIMTOBBIBaEM JIPYT Apyra uHdopmMamnuei Ha
BCTpeYax U 3aCeAaHusX, B Hepabouee BpeMs MoceliaeM coObITHs, Ha KOTOPBIX POKAAIOTCS eI NeCATKH UAeH, a ¢
HUMH ¥ 0053aHHOCTH, KOTOPBIE MBI TOKE OepeM Ha ce0sl, BBA3BIBAEMCS M y4aCTBYEM B MPOEKTaX, KOTOPbIE
BBICACBIBAIOT HAILly TBOPUECKYIO SHEPTHUIO MOIUHUCTYIO.

Ymobwi 3nanue ObL10 NPOOYKMUBHBIM, HAOO HAYYUMbCA OMAUYAmb U jiec, U 0epeso. Haoo nayuumvcsa obveounamo

Iumep .

DTa OIIeIOMUTENFHASL AKTUBHOCTD U ABJISIETCS IPUUMHOM OCTPOH HEOOXOIUMOCTH eKeHeeNbHOro 0030pa. Takoii
0030p mpexnoiaraeT HEKOTOPYIO MOBTOPHYIO 00pabOTKy M MeperpynmnupoBKy HHpopManmi. OH IIOMOKET BaM
JiepKaThCs Ha maBy. OHAKO HET HEOOXOJUMOCTH 3aHMMAThCsl ATOM NeperpyNnupoBKOi Torna, Koraa y Bac u 0e3
TOrO XBaTaeT KaXXJ0JHEBHOU PabOTHI.

E>xeHemenbHBIH 0030p HOMOXKET BaM JIydIlle CKOHIICHTPHUPOBATHCS Ha BAKHBIX IS BaC IMPOEKTAX U HEIsIX, KOTOphIe
MOTYT MPOCTO MMOTOHYTH B MOCTOSIHHO MPUOBIBatOIIeM HH()OPMALIMOHHOM MIOTOKE M Pa3IMYHOTO POJIa OTBIICKAIOIINX
(axTopax, ¢ KOTOPEIMU BaM IIPUXOAUTCS HMETH JIeNI0 Ha Hepene. BaM ciieyer HayduThesl TOBOPHUTE PEIIUTEIIHLHOE
«HET» 0ONBIIOMY KOJIMYECTBY BEILEH — TOJIBKO JJISl TOTO, YTOOBI HE MOMACTh B BOJOBOPOT, YyBCTBOBATH Ce0s
KOM(OPTHO U coXpaHsTh. Eciu BB BeIAENUTE 0c000€ BpeMsl, YTOOBI B3IIIHYTh HA BCE BalllK Jiejia C 00JIee BHICOKOTO
YPOBHS — C YPOBHS MIPOEKTOB U LEJIei — 3TO yke OylIeT cepbe3HbIM NPOJABMKEHHEM K YIPOLICHUIO YIPABICHHUS.

Yrto Takoe e:keHeaeIbHbIN 0030p?

T'oBops mo-mpocToMy — exkeHeAeTbHBIA 0030p — 3TO TO, YTO BaM HYKHO CAEaTh, YTOOBI OCBOOOIHTE ce0st OT
HEOOXOMMOCTH JIepKaTh Bce Aena B rosioBe. OH JOIDKEH OXBATHIBATh BCE IATh CTYICHEH ynpaBieHHs pabodnm
MIPOLIECCOM — TaK, YTOOBI MOTJI BHI C JIETKUM CEPIALEM CKa3zaTh: «S1 aOCONIOTHO TOYHO 3HAIO, UYTO s ceifuac He Jenaro,
HO MOT OBI, €CITH OBl 3aX0Te».

Crporo roBops, BOT IlIaru, KOTOpbIE HABEPHSIKA MIPUBEAYT Bac K LIEJH:

Tlomeps doxymenmos. BeiTanure Bce OymMaru U IOKYMEHTBI U3 SIIUKOB CTOJA, U3 KAPMAHOB, U3 CYMOK H CIIOXKUTE
BCE 3TO B KOP3UHKY JJIs1 TOCTyIAroIe nHpopMaly 11 nociaenyoueid o0paboTku.

Obpabomka 3amemox. IIpocMOTpUTE BCE I'a3eTHBIE U )KypHAJIbHbBIE BHIPE3KH, 3aMETKH, KOPOTKHE 3aIIUCH CO BCTpEd U
COBELIAHUM U MHOTOYMCIIEHHBIE 3alIUCH Ha BBIPBAHHBIX U3 OJOKHOTA JiucTaX. CIMCKU CIIEAYIOIUX ASHCTBUM, CIIUCKH
MIPOEKTOB, CITUCKH JIEJI, BBEITOJHEHNE KOTOPBIX BBl OKHJIAETE, a TAKXKE CITUCKH «MOKeT ObITh KOTAa-HHOYIb» — TOXKE
Tyna xe. [loMmecTuTe B cCTEMY XpaHEHHs BCE MOMABILIMECS BaM CIIPaBOYHbIe MaTepuaiisl. Onpenenure, Kakue
OyMaru v TOKyMEHTHI OTHOCSTCS K KaTeropun «IIpodects/O0HOBUTEY. U He menaiite cede moOmakek, BEIKUABIBAHTE
BCE, YTO JABHO MOPA BHIKUHYTb.

Cooeporcumoe edxceonesnuxa 3a npedvioywue onu. ITpocMoTpuTe MpeablAyIIe THY ©KEAHEBHUKA Ha IPeIMET
HE3aKOHYCHHBIX JIeJT, CIPABOYHON HH(OPMAITIH | T. A. H IEPEMECTHTE BCE 9TO Ha TC JTHU, KOTOPHIE SIIE BIICPEIIH.
BynbTe roToBbI 3aKpBITH MPEIBIAYILYIO HENENIO SKEAHEBHUKA, HE OCTABIISAS B HE HUKAKUX HEOKOHYEHHBIX JIEI.

Cmpanuywl exceOnesHuka npeocmosiujeti Hedeau. [IpoOCMOTPHUTE HECKOJIBKO CTPAHHMI SXKETHEBHUKA BIICPEI.
BeInumniuTe OTASNBHO HITH MOCTAaBbTE 0COObIC HATOMUHAHUS HA TPEICTOSIINE COOBITHS — CIIOBOM, BBIJICITUTE UX KaK-
TO 114 ce0s.



Oc60600umecs om HeoOX0OUMOCIU 8Ce 0epI*Camb 6 207106¢. 3ATUIINTE B HY>KHBIE CITUCKH Ballld HOBBIE MPOEKTHI,
WJIeH, JieNia, BBIOTHEHUS KOTOPBIX BB OKUAACTE, 3aTEH TUITA «MOKET OBITh KOTIa-HUOYIb» — BCE, UTO BHI eUIE He
3a(h)UKCUPOBATIH TUCHMEHHO.

Cnucoxk npoexmog (u oanexoudyuux yeaeti). OCHUTE U OTMETHTE CTATyChl IPOEKTOB, LIEJIEH U 0KHIAeMBIX
Pe3yNIbTaTOB U YOeIUTECh, YTO B Balllel CHCTEME HATIOMIUHAHUN M KOHKPETHBIX JEHCTBUS IS KaXKIO0H U3 TTO3UIUI
ATOTO CHHMCKA OTMEUEH CJICAYIOLIHIA 1ar.

Cnucox «czze()yiou;ux KOHKpEemHblxX Oeticmeuti». OTMETHTE BBITIOJIHEHHBIE JICICTBUS U TIOCTaBbTE HaIllOMWHaHUus,
YTOOBI OIpEACINTDb CICAYOIIHNC ,Z[eﬁCTBHH, KOTOPBIC HeO6XO,I[I/IMO BBITIOJTHUTD.

Cnucox dejz, 6blNOJIHEHUE KOMOPblX 6bl ooicudaeme. HpOHI/IHII/ITC HeO6XOI{I/IMI>IC I[el\/'ICTBI/IH I TE€X €1, KOTOPBIC emé
TOJIBKO IMPEACTOUT 3aBCPIINTD. HpOBepre TE€ Ac€J1a, KOTOPBIC YK€ BBIITOJIHCHEI.

Bce omnocswuecs k oeny nposepounvie cnucku. MOXET 4TO-TO U3 TOTO, YTO BbI JIOJDKHBI OBUTH CIENIaTh eIlé He
caenano?

Cnucox «Mooicem 6vimsb Ko20a-HuOyOvy. IIpOCMOTPUTE FTOT CITUCOK HA MPAEMET Kakux Obl TO HU OBLIO JIEN U
MIPOEKTOB, KOTOPBIE MOYKHO OBLIO ObI HAUATh OCYIIECTBIISATH B cCaMOe OJIHIKaiIee BpeMs, TO €CTh Ha MPEICTOSIICH
HeJieNne — UX MOKHO OBLTO OB TOMECTUTH B CIUCOK «IIpoekTh». BeIuepKHHTE /1e1a, KOTOPBIE ITEPeCcTain ObITh
AKTyaJIbHBIMH.

«Bucsuuey ¢aiinvt u gaiinel nodoepoicku. IIpoderurech Mo BceM MaTepHaiaM, KOTOPbIC Ha TaHHBI MOMEHT
HaXOJATCS B paboTe Ha MPeMET HOBBIX KOHKPETHBIX JIeHCTBUH, JIeJl, BBHITIOJIHEHNS! KOTOPBIX BBl OKUIAETE U
3aBEPILEHHBIX L.

HpOHBI/ITe CMCIIOCTh U TBOp‘{eCKI/Iﬁ moaxon. He nosiBunock au KaKI/IX-HI/I6YI[L HOBBIX, YyJI€CHBIX, TBOPYCCKUX,
CMCIJIBIX, a OBITH MOXKET JAaXE MMPOBOKAIIMOHHDBIX H,Heﬁ, KOTOPBIC BbI MOTJIN OBl BKJIFOUHTH B Bairy CI/ICTCMY?

Bech 3TOT mporliece ecTh pe3ynbTaT ASHCTBUS 3PaBOr0 CMbICTA, OJHAKO MAaJIO KTO €r0 BBIMOJIHSET, & BeJlb 3TO UMEHHO
TO, YTO CJICAOBAJIO OBl JIeNaTh AJis TOTO, YTOOBI 00ECIeYUTh ce0e COCTOSIHUE CIIOKOUCTBUS M XJIATHOKPOBHBIH
KOHTPOJIb CUTYaIlHH.

Hy:xHoe BpeMsi H MecTO /151 0030pa

BaxxHOCTB exxeHeIenbHOr0 0030pa HEOCTIOPUMa, M BaC CTOUT BBIPAOOTATh K HEMY IPUBBIUKY, a TAKKe 00eCIeUUTh
YCIIOBHUS M HHCTPYMEHTHI JIsI €T0 BHINONIHEHH. Kak TONbKO BBl HANAJWUTE Ballly OPTaHU3allHOHHYIO CHCTEMY TaK,
9TOOBI MOXKHO OBLIIO Pa0OTATh CIIOKOHHO M 0€3 Hampsra, BaM Jaxke He Ha/lo OyAeT KaxKAbli pa3 0ECIOKOUTHCS O TOM,
910 Hajo OBI caenaTh 0030p — Ballla CHCTeMa caMa Bac K 3TOMY ITOJBE/ICT.

A moka yTo zmenaiite 0030p pa3 B Heaeno? OTBIeKaiTech Ha Mapy 4acoB OT pabOThl — HE BBIIAJANTE U3 HEE LIEITUKOM,
a JIIIb MPUMOIHUMANWTECh HaJl TOPU30HTOM ITOBCEHEBHOM PYTHHBI AJISl TOTO, YTOOBI MO-IIPEKHEMY OCTaBaTHCS B
TeMe.

«Iloovem Hao 20pu30HMOM NOBCEOHEBHON PYMUNBLY MO MOM CamMblll HAUboIee MUNUYHBIL CNOCOO PACAPABUMbCSL C
SUSAHMCKUM, NPESLIUAIOUUM SPAHUYBL PAZYMHO20, NHOMOKOM UHDOPMAYUU, MO UKMYUINUSHBIL HPOYECC
YMeHbue sl 0ell 00 ONPeOeseHHO20 MUHUMYMA, C KOMOPbIM MOICHO CHOKOUHO pabomama... B ycnoeusx
nepManenmno20 ROCMynaeHus U36bLIMOUHOU UHGOPMAYUY, B03MONICHOCHL MAKO20 NOOBEMA CKOPO CMAHem camblm
depuyumHvim pecypcom.

Tlonw



Ecnu BBl MOKeTe ce0e MO3BOJUTh TAKYH0 POCKOI KaK OTASNbHBINA KaOMHET U MATHIHEBHAs pabouas HeAews, TO 5
PEKOMEHYIO BBIJIEJIATh BaM yaca JBa BPEMEHHU B IIITHULY IHEM Ha TO, 4TOOBI clienaTh 0030p. S cuuraro 3to Bpems
Haun0oJee TOAXOJSAIIMM U Y MEHS Ha 3TO €CTh TPU NPUYMHBL:

§ CoObITHsI HefleNu el CBEXKH, U BbI C JIETKOCThIO MOXKETE C/IeTaTh UX MOJIHBIH 0030p («O aa, MHE emE Hajno
yOeIUTBCSI, YTO sl CMOTY C HEH BCTPETUTHCA. ..»)

§ Ecnu Bapyr oOHapy»kaTcs Aesa, B X0Je KOTOPbIX BaM ITOHAI00SATCS BaIlld KOJUIETH, TO BBI €IE CMOXKETEe HX
BBILCMIUTD, [I0KA OHX HE MTPOTAIH Ha BBIXOJHBIC

§ OdeHb 30POBO pacUHIATh CBOI pabOUMiA CTOM Iepe BBIXOJHBIMA — BBl yHAETE ¢ pabOTHI MOJTHOCTHIO TOTOBBIMHU K
OTIBIXY, U HUYTO HE OyJeT Bac OECIIOKOUTD.

OpHaKo y Bac MOXKET OBbITh 1 HCHOPMHUPOBaHHAs padodas Henens. Y MeHsl, Halpumep, o cy000TaM 1 BOCKPECEHbIM
JIeJ1 He MEHbIIIe, YeM, CKaXeM, 110 cpeaaM. Ho MHe 4acTo puxoAnuTCs CoBepILIaTh AJUTENbHbIE aBUAIIePEeNIeThl, a 3TO
MpeKpacHasi BO3MOXHOCTh CJIeNIaTh 0030p, 4TOObI OCTaBaThes B Teme. OJIMH MO XOPOIIUN APYT, MEHEKEP OJAHOM 13
KpYIHEeHIIMX B MUpEe KOMIIaHUH, paboTarolleil B cepe aBUaKOCMUUECKON IPOMBILIUIEHHOCTH, 3aBe ce0e puTyal,
KOTOPBIIl OH COBEpIIAeT KaXKAbIi BOCKPECHBII Be4ep B CBOEM JOMAIIHEM O(HCe U B XOJIe KOTOPOTo pasrpedaer COTHU
3aMETOK M 3aIllMCOK, KOTOpbIE B TEUEHUU HEJENH JIeslall BO BpeMs Pa3HOIro poJia IEPEeroBOpoB U COBELAHUH.

Kakoii 651 cTUIIb )KM3HU BBl HU BENY, HOJOOHBIN puTyan HeoOxoauM 1 BaM. CKopee BCero, y Bac y»e YTo-TO
nogo0Hoe ecTh. Eciu Tak, TO yKpenuTe CBOIO MPUBBIUKY — ITyCTh OHA CTAHET YacThIO BAILIeH CHCTEMBI.

Jlist TeX, y KOro MHOTO CPOYHOM padOThI U TeX, KTO paboTaeT B JJOMAIIHUX YCIOBHUIX, HE UMesl BO3MOXHOCTH
BBIZICTTUTH BPEMsI 1 MECTO Ha KaKoi Obl TO HU ObLIIO 0030p U NEPErpyNIMUPOBKY — JUISl HUX OTBICKATh TAKOE BpEeMs
SIBJISIETCS CIIOXKHe# el 3a1aueii. Hanbosee noaBep:keHbl CTPECCy Te, KOMY M0 paboTe HEOOXOAMMO MOJTHHEHOCHO
pearupoBath U MPUHUMATH MHOTO KPUTHYECKH BKHBIX pPElICHUH (HAalprMep, MaKJIepbl BBICOKOTO YPOBHSI HITH
MEHE/KEPHI 110 MEPCOHATY) U KTO BO3BPAIIAETCS JIOMOU K JIETSIM, KOTOPBIM HET €Il U JIECATH JIET U CYIpyre, KoTopast
ToXe paboraeT. CaMbIM yIawIMBBIM M3 HUX TPUXOANUTCS €XKETHEBHO TPATUTh Yac Ha TO, 9TOOBI OOPAThCs U3 IOMY
Ha pabory.

Ecnu 510 IpO Bac, To Baieil camMoil rIaBHON CIIOKHOCTBIO OYAET BBIICIUTH-TAKH BpeMst Ha 0030p U
MeperpynnupoBKyY TOTAa, KOTJIa HUKTO HE CTOUT y Bac Haj nywioi. JInbo Bam mpuaeTcs mo MATHULAM 33a1epKUBaThCA
B o(rice Ha HEKOTOPOE BpeMsl Iociie paboThl, THOO K€ BaM IPUAETCS BBIIEIUTH BPpeMsl, KOT/Ia BBl CMOKETE CIIOKOMHO
U HE CIIella 3aHAThCsA 0030pOM JloMa.

Bpemsa ona onepamusrnozo 0630pa. 51 npuydan MHOTUX MOUX KITMEHTOB BHIIEISATH B €KEAHEBHHUKE MO MApE YacoB T10
nsatHUaM. CamMoit 60JbIIoN TTpo0IIeMOi I HUX ObLIO COBMEIEHUE Mpoliecca 0030pa U CPOUHBIX JIeN, pe3yIbTaThl
KOTOPBIX KPUTHYHBI IS JaJIbHEHIIIEro MPOABHKEHUS IPOSKTA.

DTO0 AeWCTBUTENBHO HENMPOCcTo. OAHAKO, OMBITHBIE pA0OTHUKH 3HAIOT LIEHY TOT0, YTOOBI [TOKEPTBOBATh KaXyIIeHCs
CPOUYHOCTBIO Pajiy I€MCTBUTEIBHO BAXKHOTO U OHU YMYAPSIOTCA-TaKU CO34aTh ce0€ OCTPOBKU BPEMEHHU IS
HEKOTOpOro 0030pa.

Jlaxxe Te, KTO Bce-Taku BBIJCTHI BPEMsI HA OCMBICTIeHHE pabOThl, YaCTEHBKO IPEIaT TeM, YTOOBI «I10 OBICTPEHBKOMY)
crenaTh 0030p B caMbIX OOMIUX YepTax, YTOObI OcTaBaThCs HAa TpedHe. Mexay kopabiem u 6amom, He0OX0 MO
OCMBICJIHTB, OTPE(PIEKCUPOBATh U TIEPETrPYMIIUPOBATh HapabOTaHHOE ISl TOT0, YTOOBI HE MOTEPSATH KOHTPOJIb HaJl
curyarmeil. Eciu BBI Beepbes qymaeTe, 9To BCe Ballle «Pa3sHOe» PasIoKeHO IO IOJIOYKaM, MPOSICHEHO U OLCHEHO, TO
BBI CKOpee BCEero 0OMaHbBIBACTECh.

Camvie nyuwwe udeu no pabome He npuoym 6am 8 20108y, K020a 6vl 6 oghuce.



00630p «B nepcnekTUBE»

Jla, Ha KaKOM-TO YPOBHE BaM MPUAETCS MPOSCHSTH Oosiee MaciITabHbIe 0KHaeMbIe PE3yJIbTaThl, JOJITOCPOUHbIC
LeJTM, NePCIEKTHBBI M IIPUHIIUIIBI, KOTOPbIE HAMIPABISIIOT U QUIBTPYIOT BAIlM PELICHHUs, T. €. JeaTh 0030p BechbMa
oOmrero xapakrepa.

KakoBsI Ki1r0ueBble 1enu Baieil padoTsl? KakoB 03KuIaeMblil pe3ynbTar yepes roj uin yepes tpu rona? Kak Oyner
JIBUTATHCS Ballla Kapbepa? DTOT CTWIIb KU3HHU BaM HACAbHO MOAX0auT? BeI nenaeTe To, 4TO XOTUTE JIeTaTh WK KeE
TO, YTO BaM JIeJaTh Ha/I0 B pacueTe Ha JaJbHUE ITePCIIEKTUBHI?

MbuicaumenvHuill npoyecc 3mo camoe 8adxiCHoe, HO BMecme ¢ meM U camoe mpyoHoe, Kak 6 buznece, max U  HCU3HU.
Cmpoumenu umneputi npogooam 0o2ue 4acvl 8 pazoymvsx... NOKa opyeue mycytomcs Ha eedepunkax. Eciu v
CO3HAMENBbHO He XOmume NpUIOXCums ciedyoujee yCuue K MolieHuio ... 3Ha4um, @bl nonadaeme 8 pabCcmeo NeHu u
boavuue He cModceme KOHMPOIUPOBATND C80I0 HCUZHD.

I[p6u0 Kexuu

[ToOyauTh Bac OpHEHTHPOBATHCS B IEPCIIEKTUBE M IOMOTaTh BaM IPUHUMATh PEILICHUs aIeKBaTHbIE PEaTbHOCTH, B
KOTOPOI1 Bce Mbl BAPUMCS — 3TO caMU c000i pasymerouecs Leau 9Toil KHUTU. Ecny Bl OJIHBI PBEHUS U KUAAETECh
MIPOSICHATH MEPCIEKTHUBEI, TO yOeIuTeCh, YTOObI OHH OBLITU MPOSICHEHBI HAa BCEX YPOBHIX.

Kak gacto crout Takoii 0630p NpoBOAUTE — BaM BUAHEH. BaxkHbIi Ha 3TOM 3Tare MPUHIMI, KOTOPHIA MHE XOTEJIOCh
OBl MOTYEPKHYTh:

Bawm Hajo onieHuBaTh Balry pa60Ty 1 XXU3Hb COOTBETCTBCHHO ONPCACIICHHBIM IT'OPU30HTAM, IPUHUMATH MTPABUJIBHBIC
peuicHus, B IpaBUJIbHOC BpEMs JJI TOIO, YTOOBI NOAACPKUBATD AICHOCTb CO3HAHUS.

Urak, oTripaBHas Touka BCel 3TOW MEPCOHAIBLHON METOA0IOruH cOopa, 00padOTKH, OpraHU3anuy 1 0030pa: CeroaHs
cpena, 9:22 ytpa — 4TO HaJO NenaTh?

I'naBa 9. BeinosiHeHne: NpuHsITHE ONTUMAJBHBIX PelIeHUH

Wrax, npocroii pabounii nens. Kak BbI pemniaere, 4To IMEHHO JIENaTh M0 KaXJI0My TPOeKTy UMeHHO ceiuac? Kax s
YK€ TOBOPWJI, IPUCITYLIAWTECh K BHYTPEHHEMY rojocy. Eciu ke Bac BOPOTUT OT 3TOT0 MOHSITHS, TOTAA HA30BUTE 3TO
HHaye: BCTPOEHHBIH KOMIIAC, UHTYULMSL.

DTO BOBCE HE 3HAYUT, YTO HAJIO IUIBITH 110 TEUEHHIO. Sl M caM IIen TakuM IMyTeM B MOTY CcKas3aTh, YTO Ha cebe
IPOBEPHIT MOJIE3HOCTh, HE CKA3aTh OCTPYIO HEOOXOAUMOCTh 3THX ypokos. 1

Kak st roBopui1 BO BTOpPOH I1aBe, s BBIABHI TPH MOJEIH PACCTAHOBKH IPUOPUTETOB, KOTOPBIE OKa3ald MHE
HEOLIEHUMYIO YCIIyTYy B IPOLIECCE MPUHIATHS PEILICHHUMN:

§ yeThIpexKpuTEpUAIbHAS MOJIENb IPUHATHS PELLICHUN
§ TpoliHas MOJIeNb OLIEHKH Ka)k10JJHEBHOU pabOTHI

§ mwecTuypoBHEBast MOJIeNIb 0030pa Baleil coOCTBEHHOU paboOThHI



B xoneunom cueme, 61 6cec0a 00axcHbl 008epamy ceoeti unmyuyuy. OOHAKo smy cmenenb 008epUus MOICHO
Veeaudums.

DTO MOKa3aHO B OJHON U3 BEPCHUIl HepapXUUeCKOU MOJIETH — KOTOpasi, Ha CaMOM JIeJie sIBJISIETCSl BAPHAHTOM TUITUYHOU
CTpaTernyeckoi Monaenu ceepxy BHU3. Cnenyst meronosiorunt GTD, s pemmn, yto Hebecnone3Ho Oyaet npopaboTaTh
CUCTeMY IIPUOPUTETOB CHU3Y BBEPX, TO €CTh, sl HAUHY C CaMOI'0 MPU3EMJIEHHOIO YPOBHSI.

quLIpeXKpnTepnaanaﬂ MOA€Jb MIPUHATHA pemel-mii

HOMHI/ITC, YTO Bbl HPUHUMACTE PCIICHUA, OCHOBBIBASACH HA YETBIPEX KPUTEPUAX, CICAYIOIINUX B TAKOM HOPSAIKE:

1. KoHTeKCT (COMyTCTBYIOIUE YCIOBUS)

2. Bpems, KOTOpBIM BbI paciiojiaracte

3. CI/IJ'II)I, KOTOPBIMHU BbI pacrojiaracte

4. Tlpuopurer

[aBaiite pa3depeM Kakablil U3 KPUTEPUEB MOAPOOHO C TOUKU 3PEHUS YCHIICHUS! IUHAMUYHOCTH Ballel
MIOBEJEHYECKOI MOJUTHKH.

KonTeker

HepBoe, YTO HAaA0 pC€UIUTH 3TO YTO BBl MOXETE CACIATH IIPAMO ceﬁqac, HCIIOJIb3Ys UMECIOIINECH T10/ pyKOﬁ
HWHCTPYMCHTEIL. Teﬂe(i)OH pHILOM? Moskere 11 Bl TOrOBOPHTH C IJIa3y Ha rj1a3 ¢ 4€JIOBEKOM, C KOTOPLIM BbI
TIJIaHUPOBAJIA O6CY,E[I/ITL, o KpaﬁHeﬁ MEpe, Tpr z[ena? A MOXKCECT, BbI ceiiyac B MarasmHe, ra¢ BaM Haao 4TO-TO
KYHI/ITL? Ecnu xe Bbl HE MOXKETE BBINIOJIHUTD TO HIIH ApyTo€ 1o NpUINHE OTCYTCTBUA HHCTPYMCHTOB WJIH IIOTOMY, UYTO
BbI HAXOAUTECh HC TaM, I'’/I€ HaJ0, 3TO HE JOJKHO BaC CUJIBHO OCCITIOKOUTb.

Kak 51 yxe roBopui, Bce HATOMUHAHUS HAJO TPYIIUPOBATh O KOHTEKCTY — «TenedoHHble 3BOHKNY, «/{oManiHue
nenay, «Ha Kombrotrepey, «To, uro Hano otocnatey, «Ilepenars Ixo», «I[lnan npoBeneHns coOpaHus epcoHaza» u
Tak nanee. Kpurepuii KOHTEKCTOB SIBIISIETCS TIEPBBIM B Balllel CHCTEME KPUTEPUEB, U TIO3TOMY OH MOXKET
MIPEIOTBPATUTH JIMIIHUE TEPEOLEHKN U IEPECMOTPEI TOTO, YTO HAJO cAenaTs. Eciii BaM HaI0 mepeaenaTb HeKOTopoe
KOJIMYECTBO JIeJT COTJIACHO BameMy «to-do» — CIHCKY, HO BBl HE MOXKETE CIeTaTh OOJIBIIYIO YacTh, HAXOSICh B
OTpeIeNICHHBIH YCIOBUSX, BBl 3acTaBisieTe cebsl MPOJODKaTh MEHATH PEIISHHs IO HUM TI0 8CeM.

Ecnu BbI 3acTpsny B IpoOKe U €IMHCTBEHHOE, YTO BBl MOYKETE C/IEIaTh — 3TO 3BOHUTH I10 COTOBOMY — TOI'JJa BaM HaJ0
OyzeT BBIHYTh TOJIBKO CIIUCOK TeJIe()OHHBIX Pa3rOBOPOB, KOTOPHIE BaM HAJIO c/AeaTh. Bamm crivcku aeldcTBuid
JIOJIKHBI TOSIBIIAITBCSI K MCYE3aTh U3 TOJIS 3pDEHHUS B 3aBUCUMOCTH OT TOTO, YTO BBl MOKETE CIENATh B JAHHBIN
KOHKPETHBIII MOMEHT.

Bropoe npenMy1iecTBO 3TOro METoAa CTAHOBHUTCSI BUJHO B XOJI€ OPTaHU3ALUH JIeJT TI0 KPUTEPUIO HEOOXOIUMOTO IS
UX BBINOJHEHUS Qu3uuecko2o KOHTEKCTa, KOTOPBII caM o ce0e 3acTaBiisieT Bac IPUHATH KpaiiHe BaXKHOE PELIEHHE 10
MOBOJTy CJEAYIOIUX AecTBU. Bece MO criicku opraHu30BaHbl MMEHHO TaK: MPEXK/IE YEM PELINTh, B KAKOM U3 HUX
[IOMeIIATh KOHKPETHOE HAaIlOMUHAHUE, 5 1OJDKEH NIPUHATH PEeLeHHe 110 MOBOY CJIEeIyIOLEro KOHKPETHOTO NeHCTBHS



(MO>XeT, AJIs1 Hero MOHAA00HUTCs KOMIBIOTED WK TeIe(OH, MM MOKET, HaJJ0 IONUTH B Maras3uH). JIroqu, KoTopble
BEJIyT CMEIIaHHBIC CIIMCKH eI, BEIHYKACHBI IOTOM IUIaBaTh M B BONPOCAX MPUHATHUS PEIICHHUH.

YacTeHbKO g HacTauBaro0 Ha TOM, YTOOBI MOM KJIMEHThl HAUMHAIN CTPYKTYPUPOBaTh CBOM CIIMCKHU IO KaTErOpUsAM Ha
paHHEM dTarie, Ha 3Tare pa3dopa KOp3UHKHU C BXOAAIIeH HHpopMalueil moToMy, YTO 3TO aBTOMATHYECKH TPYIITUPYET
UX TPOEKTHI B COOTBETCTBUH C PEATFHBIMHU BEIIAMH, KOTOPBIE HAIO CAENATh ISl TOT0, YTOOBI OHU HAYaJIl ABHTATHCS.

Bperl, KOTOPBIM BbI pacioJiaraere

Bropoii pakTop, KOTOPBIM CIIEAYET PYKOBOJCTBOBATLCS — 3TO KOJIMYECTBO CBOOOTHOTO BPEMEHU, KOTOPHIM BbI
pacronaraere 1 KOTOpoe Bbl TOTOBBI TOTPATHTh Ha 3TO Nesio. HaBepHsiKa, eciii y Bac yepe3 IecsTh MUHYT COOpaHue,
BBI CTaHETE BBITIOJIHITH COBCEM WHOE JCHCTBUE, HEXKENN TO, UTO BBI CJIENaIH Obl, Oy/b y Bac B HAJIMYUH J[Ba Yaca
CBOOOJHOTO BPEMEHH.

O4eBUAHO, YTO OYEHb yO0OHO 3HATH, KAKMM KOJMYECTBOM BpEMEHH BhI pacnojaraere. IHBeHTapu3aus Bcex
HAIIOMHHAHUH NPE0CTaBUT BaM MaKCUMyM HH(OPMALIMH 110 MOBOAY TOTO, YTO BaM HAJIO CAETATh 1 MOMOXKET
MOJIOTHATH JIEHUCTBHS B MMEIOLIMECS BPEMEHHBIE OKHA. /IpyriMu clioBamM, €ClM y Bac Iepel] BCTpedel 0CTaloch
JIECATh MUHYT, TaK U HalAnuTe JJ1s ce0sl IECATUMHUHYTHOE J1e10. ECIU JKe Ballli CIIHCKU COIEPIKAT TOIBKO
«MaciuTaOHbIe» U «Ba’KHBIE» JI€Na, TO BBl TAKOIrO Jeja He HaineTe. Ecnu sxe BaM Bce paBHO HY’KHO IepejienaTh Maccy
MEJIKHX JIeJI, TO JIy4llIe BCETO BIIMXMUBATh X B KOPOTKUE HETMIOHATHO OTKYy1a OepyIuecs BpeMEHHbIE IPOMEKYTKH,
CIy4aroIInecs: MeXAy KPYIHBIMH €TaMH B TCUEHUE JTHS.

Cuibl JHEPrusi, KOTOPbIMH BbI pacliojiaraere

HecmoTps Ha TO, UTO BBl MOKETE YBEIUYHTH 3aI1aChl DHEPTHH IIyTEM CMEHBI POAA JACATEIILHOCTH U
MEPEKOHLIEHTPALNH, ITOTO OyeT HeaocTaTouHo. KoHel AHs, 3aHATOro MPEHMYIECTBEHHO MapaOHOM CECCHIt
TUTAHAPOBAHUS OFOKETa, OXKANYH, HE caMoe JIydIlee BpeMs, YTOOBI 3BOHUTH IIOTCHIMATLHOMY 3aKa3uuKy FITH XKe
HAYMHATH COCTaBJICHUE MOJIUTHKH 0030pa BHIIOIHAEMBIX OoIeparyii. B Takux ycioBusx srydmie OyaeT 03BOHUTH B
aBUaKaccy, 4To0Obl IOMEHATh OPOHb Ha OMIIETHI, 00pad0TaTh HEKOTOPBIE PACXOIBI WIIK IIPOCMOTPETH OTPACICBOR
KypHAJL

Tax>xe KaK HaTU4IUe I0/1 p}’KOI\/'I BCEX HeO6XOZ[I/IMHX YCJ'IOBI/II\/'I TPUHATHA CICAYIOINX KOHKPETHBIX pemeHHﬁ JacT BaM
BO3MOXXHOCTB YIIPABJIATb BDEMCHHBIMU AbIpaAMU, BOBHUKAIOIIIUMHA B TCYCHUE JHA, TAKXKXE OCBEAOMIICHHOCTD 000 BCEM,
YTO BaM CJICAYCT 06pa6OTaTL TIOMOXKET aACKBATHO U T'PAaMOTHO paCclp€ACJIMThL Balllkd (1)I/I3I/I‘-IGCKI/IG CHIJIBI.

Yecexy Hac caydaromcsi MoOMeHnmal, K020a Mbl MbLCAUM O4EHb npodykmueHo, U MomeHmol, Ko20a Ham Jqydue o6l He
MbICIUMb B806CE.

Jonusn KoaH.

51 pekOMEHYIO BaM BCEra JIepKaTh MO PyKOH CIHCOK A€, KOTOPBIE TOJDKHEI OBITH ITepeieNlaHbl ¥ B TO JKE BPeMsI He
TpeOYIOT KaKHX-TO HEBEPOSTHBIX yCHIHUiA. 11 eciu BBI He B popme, 3aiiMuTech UMH. KakogHEBHOE YTCHHUE
(>KypHaJIBI, 3aMETKH, KaTaJOTH), TeNIeOHEI U afpeca, KOTOphIe Hajo ObI BHECTH B KOMITHIOTEP, MPOYHCTKA (haiiioB,
09Karr coep>kKUMOro HOyTOYKa, J1a Jayke KOMHATHBIE [IBETHI TIOJIUTh WM CKPETIKU B CTEIUIEpEe 3aMEHUTH — BOT
HEKOTOpBIE U3 COTEH MEJIKHX JIe, KOTOPhIE BCE PABHO MPHUIETCS BHIOJHUT. BBl MOXKeETe 0CTaBaThCs MPOAYKTHBHBIM,
JTake eCIH BbI HEe B (hOpME — a 3TO OJJHA U3 CAMBIX SIBHBIX MPHYMH IJISl TOTO, YTO HAJI0 YETKO OUEPTHTH IPAHUIIBI
Ballleil MHAMBUIYAIbHON CHCTEMBI yripaBieHus. Eciu Bel He B (hopMe: CTaThbH U 3aMETKH, KOTOPbIE HAJI0 MPOYUTATh
BBIJIC3aI0T HEBECTh OTKYAA, (paiiioBas cucreMa 3acopriIach Mo CaMBIH «HEKYIay, JIOTOK IS TOCTYIIAIOIIeH
nHpOpManHK 3a0HIICs 10 KpaeB U KaXKeTcsl, 4To 4YToObl pa3o0parh BCe 3TO HAAO MPHIOKUTH HEMMOBEPHBIE YCHIIHS,



BOT TOTZIa-TO BbI U CTApaeTech YKJIOHHUTHCS OT Je]l BOOOIIE 1 YyBCTBYyeTe ce0s TONBKO Xxyce. OUH U3 TyUIINX
CHOCOOOB YBEIMYHUTH CBOU CUJIBI — 3TO TI03aKPbIBATh YaCTh CBOMX «OTKPBITHIX ABIP», pa30o0paTh 4acTh «pa3Horoy». Tak
YTO BBI BCET1a JOJDKHBI OBITh YBEPEHBI, YTO IO/ PYKOW HAWIYTCS TaKHUe HECTOXKHBIE OBICTPO BBHIOJIHUMBIE JIEIa.

OTH mepBble TPU KpUTepusi (KOHTEKCT, BPeMS U CHIIbI) 00YCIaBIUBAIOT HEOOXOAMMOCTh HAJTMYMSI TOTHOM
BCCOOBEMITIONIEH CHCTEMBI HATOMUHAHU. BBl He Beera Oyere B COCTOSIHUH IIPOyMAaTh BCE ATO, TaK UTO
HEO0X0IMMO, YTOOBI 3TO yKe OblI10 cenaHo. Ecnu 310 yxe caenano, To Bbl OyAeTe OpUeHTHPOBATHCS B Jelax
ropasJIo JIy4Ille U CMOKETe BEIOMPATh N3 HAMEUCHHBIX ICHCTBHH T€, KOTOPHIC YMECTHEI B CJIOXKHUBIIICHCS CHTYaIIUH.

Hem npuyun 6bims HenpoOyKmueHbIM 0adice eciu 8bl Ce200Hs U He 8 iyuuiell ghopme.

IIpuopurersl

Nwmes koHTEKCT, BpeMs U cuiibl. KOTOpBIME BBl pacnosaraeTe, JOrMYHbIM CIEAYIOIUM KPUTEPUEM MPUHATHUS
peHIeHI/IH SIBJISICTCS OTHOCHTCHLHLIﬁ HpHOpI/ITeTI «HUCXO0OA U3 OCTABLINXCSA yC.]'[OBHfI, YTO JIsI MCHA ceﬁqac caMoce
BayKHOE?»

«Kak onepenenuts npuopuTeThi?» ITOT BOIPOC 51 HEPEAKO CIBILLY OT JIO/EH, ¢ KOTOPHIMU MHE ClIydaercs paboTath.
DTOT BONPOC POXKIAETCSA U3 UX COOCTBEHHOI'O OIbITA — OIbITA, KOTa Nepel HUMH OKa3bIBAaeTCs ropasfo Ooblie 1el,
YeM OHU MOTJIX OBl BBHITOHUTE. OHU MMOHUMAIOT, YTO MPEACTOUT MPHUHATH HECKOJIBKO HEMPOCTHIX PELICHUIA, a
HEKOTOpBIE JIeJIa HeNb3sI OyIeT BBIIIOJHHUTH BOBCE.

UTo0bI HE OECIIOKOUTHCS IO MOBOJY HEC/ICIAHHBIX 32 JCHB JIET, Bbl JIOJDKHBI JJOJDKHBI Y6TKO 0003HAUUTH JUIs ce0st
TpaHUIIBl CBOEH OTBETCTBEHHOCTH, IeJIeH M IEHHOCTEH. DTOT MPOIIeCC BKIIOYAET B CE0S PETYIISIPHOE CIOKHOE
B3aMMO/ICHCTBHUE C LIEISIMH, IEHHOCTSIMH W HAlPaBJICHUSIMU JESTEIHHOCTH Balllel OpraHu3aluy U IPYTHX BaXKHBIX
JUISL BAC JIFOJICH, M IIEHHOCTh YTHX OTHOIICHMM 151 Bac.

Heso3mooicro 6bimv 0o KOHYA Y6EPEeHHbIM 6 NpAaA6UIbHOCmU ceouxpemeHmZ, eCcilu He 3Haeme HA6EepHAKd, 6 4em
3axkaouaemcs eaula pa60ma.

Tpoiinast Mo/ieJIb OlleHKH e:KeIHeBHOIi padoThI

PaccTaHOBKa IPHOPUTETOB 3TO, B CYIIHOCTH, ONPEAETICHUE BaXXHOCTH, HO BaXXHOCTh OTHOCUTENBHO Yero? B nanHom
Cllydae OTBETOM OTHOCHUTEJIBHO 33a]a4, KOTOPbIe BaM HAJl0 PEInTh: 3a7a4, KOTOpbIe BbI CaMH Tepell coO0i MoCTaBHIH
WJIM K€ 3a/1a4, KOTOPbIE BbI OT KOI'0-TO MOJIy4YHIu. BBeneM nBe KOHCTPYKILIMHU, KOTOPBIE BaM ClIeAyeT NPUHUMATh BO
BHUMaHue. OHH KacaroTcs OnpeesieHns], HACHTH(PHUKaIny Bamel padoTel. [loMHuUTE, YTO HECMOTPA Ha TO, YTO 3Ta
METO/IOJIOTHS PaclpoCTpaHseTcd B OCHOBHOM Ha Ballly MPOo(eCCHOHANBHYIO ACATENBHOCTb, sl HCIIONB3YIO CIIOBO
«paboTtay B OoJIee MIMPOKOM CMBICIIE, IMesl BBHAY BCE, UTO BaM TaK HJIM MHAYE HAJO BHIIOJIHUTD B IMYHOM HIIH
npodeccuoHaIbHOM IDTaHE.

CGFOI[HH CXKCIHCBHAsA pa60Ta cama 1o cebe sBisieTcsa ucneiTanueM. Kak st pacCcKasbiBall paHEE, B TCUCHUE IHS BbI
6yzleTe BOBJICYCHBI B OIVH U3 CICAYIOIIUX TUIIOB ACATCIIBHOCTHU

§ BBITIOJTHEHUS IPEJONPEAETICHHON paboThI

§ BBIMIONTHEHUE PAOOTHI IO Mepe e€ MOSABICHHS



§ onpenenenue, naeHTHGUKALKS 33124

Bb1 MoJkeTe peraTh 3a1auu, pyKOBOJCTBYSICh BalllUMU CIIMCKAaMU; BBIIOIHATH 3aJaHUs, KOTOPbIE [IOCTYIIAIOT B
HETPEePhIBHOM IIOTOKE MM 00padaThIBaTh INOCTYHAMOLIYI0 HHYOPMALIMIO U ONPEENATh, Kakas paboTa JOoJKHA ObITh
npoaenana. M 3o npocto 3apaBeiii cMbicia. Ho MHOTHE TI0OAM CIUIIKOM JIETKO TONAAl0TCs B JIOBYIIKY BTOPOTO BUA
JIESITENbHOCTH — BBIIIOJIHEHHSI CPOUHBIX, TOJIBKO YTO IOCTYIMBIIMX 3aJa4 — U ITyCKAalOT ApyTrHe J1Ba BUJa
JIESITeTBHOCTH HA CAMOTEK, YTO UM CHJIbHO BPEIUT BIIOCIIEACTBHH.

Ckaxxem, cerofHs moHeneiabHuK, 10:26 u BB ceituac B oduce. Bbl TOIBKO YTO 3aBEpIIVIIA HE3aIUTAHUPOBAHHBIHA
MIOJTY4acoBOi TeJeOHHBII pasroBOp ¢ MOTCHIIMAIBEHBIM KJINEHTOM, U OT 3TOI'0 pa3roBopa y Bac OCTaJIOCh TPH
CTpaHUIBI MaJIOpa30opunBEIX HoMeToK. Ha 11 y Bac Ha3HadeHO coOpaHHe OT/eNna, 3TO IPHIMEPHO Yepes mordaca.
Buepa BeuepoM BEI ¢ CynpyToii ITO3HO BEPHYINCH OT POJMUTENECH U 0 CUX ITOP YyBCTBYeTe ceOsl HEMHOTO HE B (hopMe
(BBI OO€MIaM BalieMy TECTIO MOTOBOPUTH C HUM HAcYeT. .. 4yero?). Bamr acCHCTEHT TOJIBKO YTO MOJIOKUI TIEpe]] BAMU
CIIMICOK OCTaBJICHHBIX BaM Telle(POHHBIX cooOmeHnii. Yepes mapy IHEH BaM HPEICTONT IPOBECTH OCHOBHOM CeaHC
CTPATErHYeCKOro MJIAHUPOBAHMUS, a BbI eII€ HEe CPOPMYITUPOBAIH AOKHBIM 00pa30oM CBOH MBICIIH M UACH 110 STOMY
noBoxy. Kornma BB cerous exainu Ha paboTy, 00HApYKIIH, YTO MaciIo B MalInHe HAamo OBl IIOMEHATH. A KOT/1a BB
MIPOXOIUIIU 110 KOPHIOPY, TO CTOJIKHYJIUCH C HAaYaJbHUIIEH, 1 OHAa HAIOMHUJIA BaM, YTO CETOJHA 0 COBEILAHHUS,
KOTOpOE HaME4eHO Ha TPH Yaca JTHs, OHa JKJET BalllnX KOMMEHTApHEB IT0 IPEI0KECHUI0, KOTOPOE OHA BYEpa BaM
OTHpaBHIIA.

l'oToBa 11 Bamm cucTemMa yrnpaBieHUs! K TOMY, YTOOBI CIPaBUTHCS CO BCEMH STHMH JICTaMH, KOTOPbIE CBATUIIUCH Ha
Bac Ccerojins, B noHeneabHUK B 10:267 Eciu Bbl Bee eI1€ NbITaeTech yAEp)KaTh BCE 3TO B TOJIOBE U €CJIU BB 0 CUX IOD
3aHOCHUTE B CBOM CITUCKH TOJBKO KPUTUYECKUE MPOEKTHI, TO OTBETOM Ha 3TOT BOIIPOC OyAeT «HeT». 51 3aMeTuI, 4To
MHOTHE Topaszo 6osiee KOM(pOPTHO YYBCTBYIOT ce€0s B YCIOBUH KPHU3UCA M CIOPIIPH30B, HEXKETH KOTIa OHU
KOHTPOJIMPYIOT, 00pabaThIBalOT, OPraHU3yIOT U OLIEHUBAIOT TY YacTh PabOThI, KOTOPAask K 3TUM CaMbIM KpU3UCaM He
OTHOCHUTCS, a PACCMAaTPHUBAIOT €€ KaK HEYTO caMo co00H pasyMmeroeecs. OueHb IPOCTO OKAa3aThCs «OUEHb 3aHATHIM»
U «IeJIOBBIM», €CIIH BBI IEP)KUTE B TOJIOBE Kydy HE0OpabOTaHHOTO MaTepuala, JOKyMEHTOB, HaJl KOTOPBIMHU BBI
MOTEPSUIH BCIKUHM KOHTPOJIb U HEOTBEUEHHBIX €-MEHIIOB.

Ha camom nerne, Gombinast yacTh Npo)eCCHOHANBHBIX MIIH JIMYHBIX JIE)T BCIUTBIBAIOT HA KAKOE-TO BPEMs U HIMEHHO
TOT/Ia MPHUOOPETAIOT BaKHOCTh. OUeHb yacTo Tpedyercs, 9To0bl pabOTHHK ITOCTOSTHHO OBLT HA MECTE ¥ MOT
BBITIOJIHUTH BHOBB CBAJIMBILIKECS HA HETO 3aJ[aHus He3aMeUTHTeNTbHO. Hanpumep, Korja Bali HadyaJIbHUK BbI3bIBACT
Bac K ce0¢ B KaOMHET Ha HECKOJIBKO MUHYT, Bbl BBIHYK/ICHBI YJICIUTh €My BHUMaHue. Vi BbI MOJIydaeTe OT
CTapIIero MEHeKEPa 3apoc, KOTOPhII BHE3AIMHO CTAHOBUTCS BAYKHEE BCEI'O TOTO, UTO BbI HA CETOJTHS
3araHupoBai. My B X0/1e BBHIMOJHEHMSI 3aKa3a BAIIEro TJIaBHOTO KJIMEHTA Bbl CTAJIKMBACTECH C MPOOJIEMOI, U BaM
HaJI0 3aHATHCS DTHM HEMEIJIECHHO.

T'opa30o npowe enacmov 6 600060POM CPOUHBIX 3ANPOCOS U YKAZAHULL, YeM KOBLIPAMbCA € KOP3UHKOU NPUxoosuyet
uHopmayuu, e-mMelnamu u RPOYUM «PA3HLIMUY 0eNaMU.

Bce 3T0 BIOSTHE MOHATHBIE MMEIOIIHE MTPABO HA CYIIECTBOBaHME acnekThl. Ho Oe/ibl HAUMHAIOTCS TOT/a, KOT/Ia BbI
00HapyKUBAETE, YTO OCTATBHBIC ITYHKTHI BAIIMX CITUCKOB €IIE HE MPOCMOTPEHBI M HE MEPECMOTPEHBI BAMHU JINYHO WU
BaMH U BalllMMU KoJuieraMu. Bbl MOkeTe ObITh CIIOKOWHBI IO ITOBOLY PabOThI, KOTOPYIO BbI HE J€NIAETE, TOJIbKO €CIH
BBl TOYHO 3HAETE, YUTO UMEHHO BHI HE jiefiacTe. A 3TO TpeOyeT peryssipHOil opraHu3ally COJAEPKUMOTO BalleH
KOP3UHKH (OnpeiesieH sl Ballieil paboThl) ¥ MOCIIEI0BATEILHOTO 0030pa MOJIHBIX CIIMCKOB BCEX PACTIMCAHHBIX 33/1a4.

Ecnu BbI 0CO3HAHHO MPEIIIOYNTACTE BIMOJHATH CPOUHYIO, TOJIBKO YTO MOSBUBIIYCS pa0OTy B yiep0d TOMY, YTO BbI
pacIIaHUpOBalTi, 3HAYUT, 3TO U €CTh SIUHCTBEHHO MPaBHIbHOE NoBeaeHue. OTHaKO OONBIIMHCTBY BCE-TaKH HE
MOMEIIAIOT YJIYYIIeHHs B 00JIACTH MPOSICHEHUSI, OPraHU3ALMHU U TEPECMOTPa BCEX UX CHUCKOB ITPOCKTOB U JICHCTBH.
Ecnu ke BbI MO3BOJIsIETE CPOYHBIM JIEIaM 3aXBaTHTh Bac B IUICH U MPU 3TOM HE 3HAaeTe, YTO UMCHHO BHI HE JieNiacTe, TO
HEOTBPATHMBIM MOCJICICTBUEM 3TOIO CTAHET OECIIOKOWCTBO M YYBCTBO HEYIOBIETBOPEHHOCTH. OUeHb YacTo B
ctpecce u ynajake 3p(HEeKTUBHOCTH OOBUHSIIOT TOJJO0HBIE «CIOPIPU3bI». ECiH je Bl 3HAETE, YTO BBI JACIACTE U YTO

BBI He JIeJaeTe, TO CIOPIIPHU3BI — 3TO BCErO JIUIIIb eII€ 0JIHA BO3MOXKHOCTh MPOSIBUTh KPEATUBHOCTD.



Kpome Toro, xorza Bel HOAOJITY HTHOPUPYETE COACPKUMOE Balleld KOP3UHKH U BAIllM CIIMCKHU, TO OHO B KAKOK-TO
MOMEHT TOX€ CTaHOBUTCSI CPOYHOM, Topsiueil paboToi 1 JoOaBIseTcs K 3alaHUAM, KOTOPbIE HENPEPBIBHO CHIIATCS
BaM Ha rOJIOBY, TOJIBKO MOAJUBAst Macjia B OTOHb.

MHoTHe TI0A1 UCTIONB3YI0T HEU30EKHYI0 HEOOXOAMMOCTh BBITIOTHEHHS CPOYHBIX CHIOMUHYTHBIX 33aJJaHUH,
CIIEIYIONINX TIOYTH HETIPEKPAIIAOIIIMCS TIOTOKOM JIISL TOTO, YTOOBI CHATH C ce0sl OTBETCTBEHHOCTH 32 IPOSICHEHHUE
CYTH CBOE pabOTHI, pa3dop 1 OpraHU3aLHUIO Je.

OueHb IPOCTO COOIA3HUTHCS JaKe HE TAKUM Y>K U BaKHBIM CUIOMHHYTHBIM JI€I0M, OCOOCHHO, €CJIU B Ballel
KOP3HUHKE C puxonduiell uHGopmanueil TBOpUTCA 4epT 3HAET UTO, U BCSA CUCTEMA YIpaBJIeHU PabOYUM IIPOLIECCOM
JIaBHO BBIILIA U3-110] KOHTPOJIs. OYeHb YacTo Takoe «0ecropsAA0UHOEe YIIPABIEHUE) CIYXKUT CBOETO PoAa
ornpasjaHueM 1nodera ot 0ecopMEeHHbBIX Ky4 JOKYMEHTOB, KOTOpble TPEOYIOT K ce0e MpeIeIbHOIO BHUMAHUS.

DT0-TO M eCTh paboTa JJIs THTAaHTOB UHTEIUIEKTYaJbHOTO Tpyna. O4eHb HEeMHOTHE CPOPMHUPOBATICH KaK
CHELMAJIUCThI B MUpPE, '/l OIpeAeIeH)e IPpaHuLl pabOoThl U OpraHU3aLusl OFPOMHOI0 KOJIMYecTBa MH(OpMaLUU
SIBIISIIOTCA HE0OXoauMocThI0. Ho Koria Bbl yske puoOpeny MPUBBIUKY U HaBbIK 0OpabdaThIBaTh U NOMEILATh
MIPUXOAALIYI0 MH(OPMALIUIO B CTPOTO OPraHM30BAHHYIO CUCTEMY, BaM OyJIeT ropas/io Jierde JoBepaTh cebe 1o
IIOBOAY TOTO, YTO A€JaTh, YTO HE JI€JIaTh U YTO JI€NaTh BMECTO 3TOTO.

I/ICKyCCTBO ﬁanaﬂcnposaﬂnﬂ BO BpEMEHHU

B ycnoBusix aBpana BaM IpUXOIUTCS NEPEMENIAThCs CO CKOPOCThIO cBeTa. Hanmpumep, Koraa Bbl 3aHUMAaeTeCh
pa300poM KOP3UHKH, Balll IOMOLIHUK MOXET 3aiiTH U CKa3aTbh, YTO CJIOXKWIIACh CUTYyallMs, TpeOyrolas Balliero
HEMEJJIEHHOTO BMeIlaTenbcTBa. Huuero xopolero — Baia KO3WHKa Bee eIé JKAeT pas3rpy3ku. [1oka Bbl 10KUIaeTeCh
OTBeTa Ha TeJIe(OHHBIN 3BOHOK, BEI POJETIBIBACTEe 0030 BAILMX CIHHCKOB M COCTABIISIETE IPEICTABICHAE O TOM, UTO
BaM MPEJICTOMT CHENaTh MOCIe 3aBepIleHus pa3roBopa. Koraa Bl oxuaere Hayana coOpaHus, BBl MOXKETe
pOCMaTpPUBATh MankKy 1oKyMeHTOB «IIpouects \ IIpocMOTpeTs», KOTOPYIO BEI 3aXBaTHIH ¢ c000il. 1 korma
HeoXuJaHHas Oecela ¢ BallUM HAa4YaJIbHUKOM OTHHMAET y Bac BpPeMsl M COKpALIaeT ero 10 JeCATH MUHYT, BBl CMOXKETE
COPHEHTHPOBATHCS U PEIIUTh, YEM BaM €T0 3aHSTh C ITOJIb30M.

B xaxp1ii MOMEHT BpeMEHH BBl MOJKETE JIeNIaTh TOJIBKO YTO-HUOY b 0HO. Eciu BBI pekparmaere 6eceny ¢ KeM-TO B
ero oduce, 3T0 He 0CBOOOKAAET Bac OT 0OpadOTKU BalllMX CIIUCKOB U BHOBB NMpHUXOsmei napopmanuu. Ouinka B
TOM, YTOOBI YyBCTBOBATH €051 CIIOKOMHO I10 TTOBOJIY TOTO, YTO BEI PEIIVIIN JETaTh.

Urak, kak BbI 3TO pemaeTte? 31eCh OMATh e CIeyeT MOJ0KUTHCA Ha MHTYUIIUIO — HACKOJBKO 3TO 33J]aHHEe Ba)KHEE
octanbHbIX? Ha kakoil meproj; BpeMeHH Bbl MOXKETE TIO3BOJUTH ce0e 3a0pOCUTh pa3dop Ballieii KOP3UHKU U IPOCMOTP
MaTepualoB U YyBCTBOBAThH ce0s1 KOM(POPTHO MO MOBOJY BaIIMX YK€ COOCTBEHHBIX PEIICHUH JIeTaTh TO U HE JIeNaTh
aTOoro?

Uznopuposams nenpedsudennoe (ecau Ovl 5mo 80006ue ObLIO BO3MONCHO) 3HAUUM TUWUMb CeDsl 0CODbIX
603MOICHOCIET, CHOHMAHKOCIU U MEX CAMbIX APKUX MOMEHMOS, U3 KOMOPLIX U COCIOUM HCU3HD.

Cmegen Kosu.

Jlronu 9acTeHBKO KaTyIOTCS Ha pa3id4Hble pazapaxaronire GakTopbl, KOTOPIE OTBIEKAIOT UX 0T padoTel. Ho
oA0OHBIC OTBIICUEHHST HeM30eXHBI. Korma BBl yKe HaJIOBYMIINCH OBICTPO MICHTH(UIIMPOBATE ITOCTYIAOIINE
3a7laHusl, a Ballla CaMOOPTraHU3alUH TOCTUTIIA TAKOTO YPOBHSI, YTO BBl MOYKETE C YMOM HCIOJIB30BaTh OTKY/Aa HH
BO3BMICH TTOSBIISIONIHECS] BpEMEHHBIE ABIPHI, TOTIA BB M IEPEKIIIOYATHCS € 3a1a4H Ha 3a/1a4y CMOKETE JIETKO U
npocto. Bel MoxeTe 06pabaThIBaTh IEKTPOHHYIO MOYTY, KOTAA 0KUIAETe IPUIIIALICHUS B KOH(PEPEHII-3aJT IS
MpoBeAeHHs coOpaHus. Bbl JOJKHBI HAYYUTHCS CBOOOHO OaaHCHPOBATh MEXIY PadOUYMMU MOTOKAMH. A Ballld
pEeLIeHHUs TOJKHBI 3aBUCETh OT IEPCIIEKTUBHBIX 1IeJIel Ballleil KOMITAHUH U OT BallMX COOCTBEHHBIX LEJICH.



Barra koHKYpeHTOCIOCOOHOCTh HANIPAMYIO 3aBHCHT OT BAIllero yMEHUs pearupoBaTh Ha HeOXKUAaHHOCTU. OTHAKO, B
OTIpEAEICHHBI MOMEHT, €CJIM BBI 3a0pOCHIIHN 0030p ¥ 00pabOTKY, M J1efia BBIIUIH U3-110]] BaIllero KOHTPOJIA, YIeICHIEe
BHUMAaHUS TOJIKO CPOYHOU paboTe Cephe3HO CHU3UT Bally 3()(HeKTHBHOCTh. BBINOIHANTE CPOUHYIO TOIBKO YTO
CBJIMBIIYIOCS HA TOJIOBY pabOTy HE IIOTOMY, YTO TO IBIKSHHUE IO ITyTH HANMEHBIIIET0 CONMPOTHBIICHHUS, a TOTOMY,
YTO 3T0 paboTa, KOTOPYIO BaM HaJl0 BHIMOIHUTH Hapsay cO BCeil OCTanbHOM.

B koHeuHOM cuere, A1 TOTO, YTOOBI PEHINTh, TPEKPATUTD JIM HAYATYIO CPOUHYIO PaOOTY, BBl TOJKHBI YETKO
IIPECTaBIATh ce0e OCHOBHOM X0/ IIPOEKTa U TO, KaK BCE 3TO BIIMCHIBAETCS B Ballly COOCTBEHHYIO XKU3Hb. 1
€IMHCTBEHHBIH CrI0C00, KOTOPBIM BBl MOXETE 3TO y3HATH, 3TO OLEHUTH Bally paboTy M Ballly )H3Hb C Pa3HbIX CTOPOH
1 Ha pa3HbIX YPOBHSAX.

lecTuypoBHeBasi Mo/ieJIb 0030pa Mpo/AeIaHHOi padoThI

[ITecth ypoBHEH, 0 KOTOPHIX MBI TOBOPUJIM BO BTOPOH TJIaBE MOXKHO MPEACTBAUTD, KakK IIECTh BHICOT Ha/l yPOBHEM
Mopsi:

§ 6omee 50 000 hyTOB: KHU3HD

§ 40 000 ¢hyTOB: Tpex— MATUIICTHUE MEPCIICKTHBBI

§ 30 000 ¢yTOB: OJTHO— NBYXJICTHUE LIEITU

§ 20 000 ¢hyTOB: rpaHUIIBI OTBETCTBEHHOCTH

§ 10 000 ¢hyToB: TEeKyIIHEe TPOCKTHI

§ ypoBeHb MOpsI: TEeKyIHe NeHCTBUS

31paBblif CMBICI IT0CKA3bIBAET, YTO KaXKAbIH U3 3TUX YPOBHEH JOJKEH BBIPABHUBATHCA IO BBILIECTOSIIEMY.
Jpyrumu cnoBaMu, Ballld IPUOPHUTETHI TOJDKHBI BEICTPOUTHCS B 00PaTHYIO HEPapXUI0 — CBepXy BHU3. To ecTh eciu
Tene()OHHBIN 3BOHOK, KOTOPBI BaM Ha/I0 OBl CIIENIaTh, PACXOIUTCA C BalllMMHU JIMYHBIMU HHTEPECaMH, TO, OCTaBAasICh B
coryacuu ¢ co0oid, BBl ero U He caenaere. Ecimu cTpykTypa Baieil paboThl HE COOTBETCTBYET TOMY, TJI€ BbI JOJDKHBI
0Ka3aTbCs uepe3 rojl, TO BaM CTOUT 3aHOBO 00JyMaTh TO, KaK BbI ONpeNesIWIN AJ1sl ce0s 00bEKThl KOHLIEHTPALIUI
BHUMAaHUS M TPAHUIbI OTBETCTBEHHOCTH, €CJIM BBl XOTUTE A0OPATHCS J10 ’KETaeMOoro MocTa.

JlaBaiiTe paccMOTpUM TIEPBHI IIPUMEP CHU3Y BBEpX. T eraeoHHBIN 3BOHOK (HEKOE JISHCTBHE), KOTOPHIA BB
coOupaerech cienaTh B paMKax IMPOEKTa, HaJl KOTOPBIM BB ceiiuac paboTaeTe, JOJIKEH MOBBICUTD POJIAKU
(OTBETCTBEHHOCTH). DTa KOHKPETHAs ClIEJIKa IIOMOXKET BaM IIPOABUHYTHCS BBEPX IO KaphepHOH JIeCTHUIIE (LIEb
paboThI), MOTOMY YTO OHA HAaNpaBlieHa HAa OCBOSHHE Ballleil KOMITaHUEH HOBBIX CETMEHTOB PHIHKA (OpraHU3allHOHHOE
BUZICHHUE). A 3TO emIé NpUOIU3HUT Bac K TOMY 00pa3y KU3HH, KOTOPBIX BbI Iu1d ce0s xotute. Kak npodeccnonaibHo,
TaK ¥ B JUYHOM IUIaHE ()KU3HB).

Wnu, B 06paTHOM HalpaBJICHUH: BBl 3aX0TENH CTaTh HA MECTO BallIero HaYaJbHUKA U OTKPHITh B ce0e KaKue-To
CHpsTAaHHBIC TAJAHTHI B ONPEACICHHON 00JacTi, KOTopasi BaMm Onn3ka (KU3HbB). Torna Bel OpraHusyere moj ceos
OusHec (BUACHHE), C HEKOTOPBIMU KPaTKOCPOYHBIMU LESIMHU (LIeK paboThl). DTO 1aeT BaM HEKOTOPbIE KPUTHYHbBIE
POIIH, KOTOPBIE BaM HaJ0 UCTIOMHATH AJISl TOTO, YTOOBI BKIFOUUTHCS B MPOIEcC (OTBETCTBEHHOCTD), YTO TOJKHO
MPUBECTH K HEKOTOPBIM pe3yibTaTtaM (TIpoekThl). [1o kaxkaoMy 13 9THX MPOEKTOB y Bac OyIyT KaKne-TO KOHKPETHBIE
JIEHCTBUS, KOTOPBIE BB Oy/I€Te BBIMOJHATH, KaK TOJIBKO CMOXKETE STHM 3aHAThCs (KOHKPETHBIE ISHCTBUS).



Bawa pa60ma 3axKnodaemcst 6 mom, npouc)eHmuqbuuupogamb nocmaeieHHovle neped samu 300&%“, u nomom
nocesmums ceosi peutenuro OHvlX YeauKkom.

Cawmpblit myqmii cnoco0 100UThCs TPOIYKTUBHOCTH U YCTAHOBUTH HEHANIPSKEHHBIH KOHTPOJIb — 3TO
cOaTaHCUPOBAaHHOE YIPaBJIEHUE HAa BceX yPOBHAX. Ha KaxioM U3 ypoBHeH HEOOXOIMMO HACHTH()UIUPOBATH BCE
HE3aBEepIIEHHOCTH, BCE HEOKOHUYEHHBIE JIeJ1a 1 BCE HEBBINOJIHEHHbIE 00s13aTeNbeTBa. be3 afeKkBaTHOM oLleHKH
LEHHOCTH TOTO, YTO Ha JAHHBIH MOMEHT MPOUCXOJUT, OYCHb CIIOKHO OpaThCs 3a HOBBIE 3aga4yn. UTo Ha
aBTooTBeTYNKe? Kakwe y Bac IutaHbl HacUeT BauX JeTei? 3a 4To BBl OTBETCTBEHHEI B ouce? YTo 3acTaBiser Bac
W3MEHUTh WJIM CO3J1aTh YTO-TO HOBOE 3a OCTaBILeecs A0 KOHIA roja Bpems? Bee 3T0 He3aKOHUEHHOCTH U
He3aBepIICHHEIE J1ella, KOTOPHIE AaBsAT Ha Ballle OACO3HAHKE, HECMOTPS Ha TO, YTO YacTO TPEeOYeTCsl yriTyOUThCS BO
BCE 3TO JJISl TOTO, YTOOBI IPOUACH TH(GHULIUPOBATH KPYITHBIC LIETTH U TOHKOCTH.

B HacTosI1eM MOMEHTE €CTh YyTh-4yTh BOJIIEOCTBA. MEHs BCEria OPaXKaeT, YTO Ha CaMOM JIeJie MOXKET CeaTh
SICHBIM 0030p ¥ MOHUMAaHHUE TOTO, YTO TMPOVCXOIUT B TAaHHBII MOMEHT. BEIsICHEHNE TOYHBIX JleTaiel Ballero
TeKymIero ((MHAHCOBOTO TOJIOKEHUS, IIPOSICHEHNE HCTOPUIECKIX 0COOEHHOCTEH pa3BUTHSI KOMIIAHUN, KOTOPYIO BBI
cobupaerech KyIuTh, MOJMydeHne (PakToB O TOM, KTO KOMY YTO CKa3as B IPUBATHOM Oeceie MOXKeET ObITh BeCbMa
IIOJIE3HBIM, HE CKa3aTh, IaHaIlCCH.

Brinmonnenue 3a1a4 U XOopome€ CaMOIyBCTBHUE 3TO HE YTO MHOC KaK KCJIIaHUEC OBITH OCBCIOMJICHHBIM M YIIPABJIATH
BCEMHU JI€JIaMH, KOTOPBIC 3aHUMArOT Ballle CO3HAHHUE. DT0 00sA3aTENBHOE YCIIOBHE CEKPETAa NCKYCCTBA HeHaHpﬂ)KeHHOI\/'I
MMPOAYKTUBHOCTH.

Camvle nyuwue ycnosus 0Jist mo2o, 4modvl 000UmMbCsL ycnexa mo 30ech U ceuddc.

Yapaws.

Obpabomka cnu3y eeepx

C nenbio MPOAYKTUBHOM PEryJIMpOBKY Ballel )KU3HHU, BIIOJIHE 3aKOHOMEPHO ObLIO Obl HAYaTh C IPOSICHEHUS CBEPXY
BHU3. Penure HacueT Lesn Balero npedbIBaHUA Ha 3TOH IulaHeTe. BoIACHUTE, KaKOH CTUIIb PabOThI M KU3HU
HauOoJjee NoA0HAeT BaM JJIsl TOro, 4TOObI 3THX Leiel noctuub. Kakas pabora 1 OTHOLIEHUS 3TOMY
nocnoco0cTBYI0T? Kakue kitoueBble AHCTBHUA BaM HAJ0 MPEINPUHSITH IPSAMO ceidac ¥ YTO BBl MOTIIX ObI MTPO/EIaTh
4yeM ObIcTpee, TeM JIy4lle IS TOro, YTOObl JaTh ey MepBbIi TOIUOK?

Ha camoM nerne, BBI MOKEeTE HauaTh pacCTaBILATh IIPHOPHUTETHI B IIOOOH MOMEHT Ha JIIOOOM M3 ypOBHEH. Y CHIINTH
OCBEIOMJIEHHOCTB Ha KaJKIOM U3 YPOBHEN MOKHO Bcerna. Sl HUKoria He HCIBITBIBA0 HEJOCTAaTKa B BUACHHUSX,
KOTOpbIE MHE HaJl0 JE€TaJIbHO pa3padoTaTh, B LIENSIX, KOTOPblEe MHE HaJl0 IEPEOLIEHUTh, B IPOEKTaX, KOTOPbIE HAT0
MPOUIEHTU(UIIMPOBATH WK CO3/aTh, U B NIEHCTBUSAX, OTHOCHTEIIEHO KOTOPHIX HAJO0 MPHUHATH PEIIeHUs. XUTPOCTh
3aKJII0YAeTCsl B TOM, YTOOBI YISNSATh BHUIMAHHE HUMEHHO TOMY, YTO BaM HY)KHEe BCETO B JJaHHBIH MOMEHT, H
MOJAEP>KUBATh TEM CAMBIM BCIO CUCTEMY YIPaBIIeHHs B COAIAHCHPOBAHHOM COCTOSIHUH.

Heodocmamxa 8o3mosrcnocmeii nposicCHeHUs. RPUOPUINENO8 Ha Kakom Obl mo Hu ObLIO YPOGHEe Dblb He MOdCeN.
Obpamume sHuManue Ha Mo, Yemy celydac sauie BHUMAHUe 0cobenHo HeobX00UMO.

LlenecooOpa3Ho OBLIO GBI PYKOBOJICTBOBATHCS IIPHOPUTETAMH CBEPXY BHH3, IOTOMY KaK BCe, B KOHIIE KOHIIOB, OyIeT
MOAYMHEHO MPUOPUTETAM, CTOSIINM Ha CTYIICHb BBIIIe. Hampumep, eciu BBl TOTPATUTE BpeMs Ha TO, YTOOBI
pacmmcarh POeKT, B KOTOPOM BEI Ha CAMOM JIelie He HY)KJaeTech, a 00HAPYKUTE BBI 3TO TOJIBKO TIOTOM, TO JIyYIlle
ObLTO OBl M3HAYATIBHO MOAYMATh O TEX MPOEKTaX, KOTOPbIE JeHCTBUTEIBHO MPpUHECYT Nob3y. [Ipodnema
3aKITI0YaeTCs B TOM, YTO 0€3 YyBCTBA KOHTPOJISI HA UCIIOTHUTEIIBHBIX YPOBHSX (TEKYILIHE POCKTHI U ISHCTBUS) U 0e3
BHYTPEHHEH BEpbI B CBOKO CIIOCOOHOCTB OCYLIECTBIIATh YIPABICHHE Ha STHX YPOBHAX JOJDKHBIM 00pa3oM, Bce
MOIBITKA CaMOOPTaHN3AINH CBEPXY BHHU3 HPUBOIAT K YYBCTBY HEYOBICTBOPEHHOCTH.

51 peKOMEHYIO IBUTaThCS CHA3Y BBEPX — C MPAKTHIECKON TOYKH 3pEeHUS 3TO Jrydine. 5 paboTai ¢ JI0AEMH B 000HX
HaInpaBJIEHUAX U MOT'Y YECTHO CKa3aTh, YTO BHUKATh B MeJbyalillle JeTanu KOHTPOJIMPOBaHUS CUTYallH, a IOTOM
CMOTpETh Ha BCe 3TO ¢ 00Jiee OTCTPAHEHHOM! MO3UIIMH, C O3ULUH JAJIeKO UAYLIMX Lejel NpuaeTcs B 1I000M cliydae.



[epBonpHUMHOIT HCTIONB30BaHUS IOXO0a CHI3Y BBEPX SBISETCS BO3MOKHOCTDH PACYUCTHTH (PM3HMUECKHUE MOJIUTOHBI,
C KOTOPBIX BaM IIPEJCTOUT HAYMHATh, & 3TO II03BOJINT BaM CKOHILIEHTPUPOBATh Ballle TBOPYECKOE BHUMAHUE Ha
TOHKOCTSX U BOKHEHINHMX MPOOJIeMax, KOTOPhIe BaM MPEJCTOUT MPeoaoseTb. Kpome TOro, UMEHHO 3TOT METOL
o01aaeT CBOMCTBOM BbICOKOH TMOKOCTH M ITPEJOCTABIISAET U3BECTHYIO CTENIEHb CBOOO/IBL, a TAKOKE BKIIOYAET B ce0sl
MBICTIHTENBHYIO U OPTaHH3aTOPCKYIO IPAKTUKY, KOTOpas OyaeT 3G deKkTHBHA O€30THOCUTEFHO 00BEKTa BallleH
KOHIIEHTpALHH.

HeBasxHo, Haj yeM Bbl paboTaeTe B JaHHBI MOMEHT, U3yUUTh 3TOT METOJ BCE PABHO CTOUT. DTO IOMOKET
CYILIECTBEHHO YCKOPUTH TpoIiecc. A OCO3HaHUE 3TOM Balllel BOZBMOKHOCTH TOMOYKET BaM UrpaTh NO-KPYMHOMY. DTO
JIeJIaeT Bac CUJIBHEE.

Hecmortps Ha TO, uT0 Ha ypoBHE «50 000 QyTOB M BHIIIE)» paccTaHOBKA MPUOPUTETOB HANOOJIEE BayKHA, OTIBIT
MOKAa3bIBACT, YTO KOT/Ia MBI IOHUMAEM M YUYUTHIBAEM BCE YPOBHHU IPOEKTA, C KOTOPBIMHU MBI paboTaeM, U 0COOSHHO
ypoBeHb MOps U «ypoBeHb 10 000 yTOB», MBI BBIUTPBIBAEM OOJIbIIIE CBOOOBI U PECYPCOB, HEOOXOMMBIX [T Ooiee
MacmTaOHOH paboThl, K KOTOPOH MBI cTpeMuMcs. HecMOTpst Ha TO, Y4TO MOAXO K YIIPAaBICHHUIO CHU3Y BBEPX HE
SIBISIETCSL KITIOYEBO METOINKOM, C MIPAKTHYECKOW TOUKH 3PSHUS OH SIBISCTCS] KPUTHYHBIM (haKTOPOM JTOCTIKEHHUS
MIPOAYKTHBHOCTH, COAaJTaHCUPOBAHHOCTH, KOM(pOpPTA.

Tonvimku ynpaeneHus céepxy 6Hu3, K020a HUMCHUL YPOBEHb COBEPULCHHO HEACEH — MO, NOXHCATYU, HAUMEHee
agpexmusHblil CNOCcob ynpasieHus.

Ypoesenv mops. Bo-nepBeIX, IPOBEPBTE, 3aKOHYEHBI JIU BAIU CIIUCKU CIEAYIOMNX KOHKPETHBIX ACUCTBUH, YTO CaMO
o ce0e yke sBisgeTcs 3ajadeil HempocToil. Te, KTo cocpepoTaunBaroTcs Ha cOOpe U HACHTU(DUKAIINKA HEOKOHYEHHBIX
JIeJT MOTYT OOHAPYXKHTh, YTO OHU MHOTO€ M03a0bLIH, TIEPEyTaIH U MPOUIEHTU(UIIMPOBAIA HEBEPHO.

Ecnu e cunrath Bam CIKECOAHCBHUK, TO Y BaC JOJDKHO OBITH OKOJIO IATUACCATHU CIICAYIOIINX ,Z[eﬁCTBPIﬁ, p1(S) %
BBITTIOJIHCHUSA KOTOPBIX BbI OKMAACTEC, BKIIOYas IJIaHbl BCTPEY U CO6paHPII>i. Ecau xe aTo He TakK, TO 1 CUJIIBHO
COMHCBAIOCh, YTO BbI ,Z[eﬁCTBI/IeTJII)HO MMPOCMOTPEIIN BCE. Ecnm xe Bl AKKYPATHO CJICAOBAJIM COBETaAM U
PEKOMEHJAUAM BTOpOﬁ 9aCTU KHUTH, TO CKOPEC BCEro, BaM yIaJI0OCh OXBAaTUTH BCE. Ecnu aTo HE TaK, HO BbI XOTUTC
OTO cAeaTh, TOra BBIACIIUTE BPEMA U HpOfII[PITCCB emié pa3 1o ri1aBam OT ‘ICTBGpTOﬁ a0 IIECTOM C TOJTHBIM
BBITIOJIHCHUEM TaMOIITHUX yKa3aH1/1171.

Ecnu Ha sTom YPOBHC BbI 3aBCPHINIIA KOHTPOJIb, TO Bbl aBTOMATUYCCKHU l'[pI/IO6p€J'H/I Ooiee YCTOI\/'I‘{I/IBOC OIYyIICHNE
AKTYyaJIbHBIX ceiyac IIPUOPUTETOB, KOTOPOT'O HEJIL3 I[O6I/ITI>CH HWHBIM ITYTEM.

Yposenw 10 000 ¢hymos. 3aBepiinte 00paTOKy BaIIero crnucka npoekToB. CONEPIKUT JIU OH TOIHBIN MepeueHb BallluX
00513aTeNbCTB, KOTOPBIC TPEOYIOT O0Jiee OJTHOTO NISHCTBHUS, YTOOBI IOBECTH MX IO KOHIIA? DTO CO3aCT ONpe/c/ICHHbIC
IPaHUIlbl CBOETO POJIa KHEJIEIBHOT0» MUPA, B KOTOPOM BbI CYIIIECTBYETE, U IACT BaM BO3MOXXHOCTh PacciaOUThCs Ha
OoJiee UTUTETbHBIA TPOMEKYTOK BPEMEHH.

Ecnu BbI cocTaBUIIN MTOJTHBIN CITUCOK TOTO, YTO BbI XOTEIH Obl, YTOOBI TPOM30LLIO B Balllel XKU3HU U paboTe, TO BbI
oOHapy»KHTe, 4TO BBI €€ HE MHOTOTO, YTO B BalKX cuiiaX. COCTaBIeHHE STOrO BEIIECTBEHHOTO CITUCKA AaCT BaM
TBEpABLIA (PYHIAMEHT, Ha KOTOPOM MOKHO OyZIeT IPHHAMATE PELICHHS 10 TOBOJIY TOTO, YEM 3aHSATHCS B YCIOBUIX
MIOSIBJICHUS] BPEMEHHBIX JbIp. B M000M citydae, Korja Jrou 3aBepIlaloT COCTaBISHHE CBOETO CIIMCKA MPOEKTOB, OHH
00HapyKUBAIOT, YTO €CTh HEKOTOPBIE BEIllM, KOTOPbIE MOXHO CIENIaTh IPsAMO ceiyac AJs TOro, 4To0bl MPOEKT
IIPOABHUHYTb.

OdveHb HEMHOTHE PaCIoaraloT STUMU SICHBIMU ONPECTICHHBIMU U TIOHATHBIMU UM CAMUM JIaHHBIMU,
IIpeCTaBIEHHBIMU B YI00HOH hopme. DTa nHpoOpMaiys JoKHA ObITh O PYKOM 10 TOro, Kak HauHeTCst
COCTaBIICHHE IJIAHOB HA JCHb.

Hneenmapuszayus éceii sawieli mexyueil pabonul Ha 6cex YPOGHAX NOMOICEN 8aM CKOHYSHMPUPOBAMbCS U
8bIpaboOmamy 4yecmseo nPUOpUmemos.



W onate xe, ecnu Bel cTporo cineayere Merononoruu GTD, Bamu «IIpoekTeD OKaKyTcst IMEHHO TaM, I'7ie UM
CJeyeT HaXOAUTHCS. BOIBIIMHCTBY MOHX KIIMEHTOB TPEOyeTCs OT JECSTH A0 MATHAIIATHA YacoB AJISl TOTO, YTOOBI
OCYIIECTBUTH COOp, 00paOOTKY ¥ OpTraHU3AIMIO TaK, YTOOBI CO3JJAHHON CUCTEME MOXKHO OBLIO IOBEPSITh.

Yposenv 20 000 ¢pymos. ITo ypoBeHb «00513aTENbCTB TeKYIeH padoThi». Kakue «uisineny Bel Hocute? B
po¢ecCHOHATLHOM OTHOIIICHHH, 3TO OYyIET OTHOCHUTHLCS K Ballled TenepelrHei no3uun u padbore. B nnuHom miase,
3TO OyJeT BKIIIOYATh POJIH, KOTOPBIC BbI BBITIOJIHSIETE B CBOCH CEeMbe, B OOIIIECTBE U IO OTHOLICHHUIO K ce0e, KaK K
MBICJISIICH JINYHOCTH.

Bo3M0KHO, KaKHe-TO U3 3THX POJICH BHI yKe HICHTH()UIIMPOBAIH U BEITHCATU. Ecin jxe BBl HEJaBHO 3aHSUIA HOBYIO
TIO3UIIMIO M 3aKITIOYMIN KOHTPAKT, OTOBAPUBAIOIINI BAIllM IIpaBa U 00s3aHHOCTH, TO 3TO HEIUIOXOH crapT. Ecmu
KOT/Ia-TO BBI IIPOAENBIBAIN YIIPAXXHEHHS 110 IMYHOCTHOMY LEJICTIONAaraHuio U PacCTaHOBKE IEHHOCTEH, TO BB MOXKETE
00aBUTh HAPAOOTAHHBIN TOTIa MaTepHall B oOLImi GOoHI.

Jlanee s1 peKOMEHIyI0 BaM 3aBECTH CIHCOK BpoJie «O0macTu KOHIIeHTpaun». Bo3M0OXXHO, BaM 3aX04eTcst pa3esuTh
€ro Ha MOJICIIMUCKU «IPOPECCHOHATLHOEY U «JIMTHOE», B ITOM CIIydae MPUAETCI HX 00a MpoCcMaTpuBaTh. DTO OJUH U3
CaMBIX TTOJIE3HBIX CITUCKOB, KOTOPBIE BBl MOKETE COCTABUTH B paMKax camooprann3anuu. OH He moTpedyeT
€XEeHeAeFHOTO NIEPECMOTpa U MOTPABOK, KOTOPhIE HEOOXOANMEI CITUCKY MPOEKTOB, OoJiee TOro, OH OyneT
PEKYpPCUBHO JICHCTBUTENICH. B 3aBUCUMOTH OT CKOPOCTH U3MEHEHHUI B HEKOTOPBIX HanboJiee BaXKHBIX 00J1aCTAX
Bamei paboThl M )KU3HHU, €T0 MOXKHO OYJIET NCIONB30BaTh KaK HEKHUil MOKa3aTeNb MOTEHIIHAIBHBIX IPOSKTOB, CKAXKEM,
KaXKJIble TPU MECSIIa.

Ecau 6v1 00 konya He ygepenvl, 6 uem 3axniouaemcs eauia paboma, oHa ecezoa Oyoem Ka3amvbcs 6aM HeOObAMHOII.

Cxopee Bcero, y Bac €CTb OT TPeX J0 ceMHU chep OTBETCTBEHHOCTH (KPYToB 00s3aHHOCTEH) Ha paboTe U CTOIBKO XKE B
JMYHOM >kn3HH. Barra pabota Mo)KeT BKITI0OUaTh Takue cepbl, Kak padoTa ¢ IepCOHANOM, pa3padoTKa CHCTEM,
JOJITOCPOYHOE ITAHMPOBAHUE, aIMHHICTPATHBHAS OAIEP)KKA, MAPKETHT, COCTABIICHHIE PaCIIICaHHH,
OTBETCTBEHHOCTH 332 000py10BaHHE, BEIIOJIHEHNE, KAYECTBO KOHTPOJIS, YIIPABJICHHE IIPUBJIICYCHHEM H pa3MeIICHHEM
pecypcoB u Tak gainee. Eciu sxe y Bac cOOCTBEHHBIH OM3HEC, TO Ballle BHUMAHHUE IPUACTCS PaclepenelisiTh 10 ropasao
OousplieMy 4ncIity obacTeid, 4eM eciu Obl Bbl ObLIH COTPYIHHUKOM KOMIaHWU. JIMYHAS )KU3HB — 3TO TaKue Cepshl,
TpeOyrolre BHUMaHHA, KaK BOCIIUTAHHUE JAETEH, CYyIPYyKECTBO, PEIUTH, 310POBbe, paboTa 1o 10MY, (PUHAHCHI,
caMopa3BHTHE, TBOPUECKOE CaMOBEIpaXkeHHe U Tak faiee. Llens crmcka «Cdepbl KOHIICHTpaU» — MIPEIOCTABUTh
BaM YBEPEHHOCTH B TOM, YTO BbI IPABUIIBHO ONPENEIMIN ISHCTBUS 110 KaXKAOMY M3 BallIUX MIPOEKTOB U TETEPh
MOKETE OPraHN30BBIBAaTh BAIlM 0053aHHOCTH rpaMoTHO. Eciii OBI BaM Ha/to ObLIO cO3aTh MX OajaHC U 0OBEKTUBHO
OILIGHUTD UX C TOYKH 3PEHHS TOTO, YTO BBI JIEJIAETE, M YTO HE JieNlaeTe, TO BBl HAaBEPHIKA CMOTIIN ObI OTHICKATh
MPOEKTHI, KOTOPEIE BHI €IE He T00ABIIIM B 3TOT CIIMCOK, a HA/lo Obl. B X01e 0030pa BEI MOXKETE PEIIUTh, YTO
HEKOTOpHbIe chepbl He HY)KIAIOTCS B KAKUX OBl TO HA ObLTO M3MEHEHHsIX. Y HalpoTHB, BBl MOXKETE 3aMETUTh, YTO B
onHOH U3 chep Bac YTO-TO HE YAOBIETBOPSET, U YTO HAJ0 ObLIO OBI BELICIUTH 3TO KaK OTACIBHYIO MpoOiIeMy.
«Cdepbl KOHIIEHTPAIKU» 3TO Ha CaMOM Jielie pocTo Oojiee abcTpakTHAs: M 00LIast BEPCHUsl «CIIMCKA HATOMUHAHUI, O
KOTOPOM MBI TOBOPHJIM PaHEe.

Kaxpiif, c keM MHE IPUXOAUIIOCH padoTaTh B NOCJIEAHUE IBAALATD JIET, 0OHApy>KUBaJl HA 3TOM YPOBHE KaKoM-
HUOY b CyIIEeCTBEHHBIN Mpoben. Hanpumep, THIIMYHAS «ILIAINAY, KOTOPYIO «HOCHT» MEHEIKep — 3T0 «padoTa C
nepconaiom». [Ipu OmmxaiiieM paccCMOTPEHHH, OOJBITMHCTBO U3 HUX OCO3HAIOT, YTO B 3TOW chepe UM HaI0
JI00ABUTH OJIMH WIIU Mapy MPOEKTOB THIIA «Y COBEPIIEHCTBOBATD IIPOLIECC OTCIICKUBAHUS BBITIONHEHHSY.

Jluckyccust «pUOPUTETOBY NMPHU3BaHa OOBEAUHUTE BCE 3TH YPOBHHU TETIEPEITHUX COTIANICHUN MEX/y BAMU U
BaIllIMH KOJuleraMu. Eciu BBl BBEZIETE B UTPY ATOT MPOBEPOUHBINA CIIMCOK, TO BBl 0€3 COMHEHHUSI TTOJIYIHUTE B PYKH
KyJia 00Jiee MOIIHBII HHCTPYMEHT KOHTPOJISI, UM T€, KOTOPBIMH 00JIa1at0T JIFOIM Hatiel 3nmoxu. [1yTh OT Haiexk bl K
YBEPEHHOCTH, B X0J/Ie KOTOPOTO BbI Oy/IeTe MPUHUMATh HEOOXOIUMBIE PEIICHUS, OYET TOJIOT.

Om 30 000 0o 50 000 ¢hymos u eviuie. Tak xak HU3MIME TPU YPOBHS ONEPUPYIOT TEKYUKOH — BAIIUMHU JEHCTBHIMH,
MIPOEKTaMH U cpepamMu OTBETCTBEHHOCTH — TO YPOBHH, CIIEIYIOIINE BhIIIE, OTBEUAIOT 3a (DaKTOPbI, HAPABIIAIOLINE
Baie Oyxymiee. Ha 9Tux ypoBHAX TOXe MPHUAETCS AeNaTh HEKOTOPYIO HHBEHTAPH3ALMIO, HO OHA OYIeT HOCUTH OoJiee
00001IeHHbIH XapakTep. HeuTo Bpone «KyJa MMEHHO S PEeLIi JBUTaThCsl M BEPHBIC JIX 5 IPEIIPUHUMAI0 IEHCTBUS
JUTSL IBUOKGHUSI B TOM HArpaBiieHnn ?». ITO MOKET BapbUPOBATHCS OT TOIOBBIX Iieneit Bameit padoTst (30 000 ¢pyToB)



4yepe3 TPEXTroJUyuHbIe LIeH Baleil Kapbepsl U ceTb orHoueHui (40 000 ¢hyToB) 10 OpueHTAIMK BalllMX )KU3HEHHBIX
nesieil 1 MakcUMH3alu Bo3MoskHocTel (Bbitne 50 000 ¢pyToB).

51 0ObenuHAI0 3€Ch TPU BBICIIUX YPOBHS IIOTOMY, YTO YacTO CUTYallUy HE IONalatoT 0] KaK0e-TO OJIHO
ompeneneHne. JTa KHUra B OOJIbIIECH CTENIEHH SIBJISIETCS] PYKOBOJCTBOM IO BBIIIOJHEHUIO 33124, HEXKEIH 10
IEJIeTI0IaraHuio, II03TOMY B 3TOH 00JacTH 51 He OyAy yCTaHABINBATh KAKUX ObI TO HU OBUIO YeTKuX mpasui. [1o
MIPUPOE CBOEH 3TO HCCIIEAOBaHHE MOXKET OXBATHIBATh JOBOJILHO OOIIUPHBIE 00JIaCTH, TaKKe KaK OM3HEC-CTPaTEeTUH,
OpraHU3allMOHHOE PAa3BUTHE, INIAHUPOBAHUE KAapbepbl U )KU3HEHHBIE LIEIIH.

Jl1g HamwMx Lenei 10CTaTOYHO CKOHLEHTPUPOBAThCA Ha pealbHOM MoTUBauuu. CTOUT JIM U3MEHUTH Ballll
CTPEMJICHHS U LIeJIU — BCE ITO JIOJDKHO OCHOBBIBATHCS HA TIIYOOKOM 00yMbIBaHUH, aHAJIM3€ U MHTYULIMK — U BCE 3TO
TeMa OTHeNbHOM Oecenpl. HaBepHsIKa CyIIeCTBYIOT HECKOIBKO BEIIEH, KOTOPBIE BBl MOKETE IIPOUICHTH(GHUIIMPOBATE
MPAMO ceifyac U KOTOPBIE IOMOTYT BaM B JICTAILHOM aHAIN3€e Balled paboThI.

Ecnu 651 Bac monpocuiy oOprcoBark Bally padoTy TaKol, Kakoii BbI BUnuTe e€ uepe3 11—12 mecsies, nin onucarth
€€ IPUPOY Ha TOT MOMEHT, ¢ 4ero Okl BB Havyanu? Ha aToM, Ooiee TOHKOM, ypOBHE, MOTYT OKa3aThCs JIeNIa, X0
KOTOPBIM HEOOXOTUMO JaTh BaM, JIFOAU WM CHCTEMBI, KOTOPBIC JOJDKHBI IIPOMTH ITyTh Pa3BUTHS IS TOTO, YTOOBI
nate 9THM Jenam xoJ. U tak kak padorta cama 1o cebe mpencTapisieT co00i ABIKYITYIOCS IeTh, BOSMOKHO HAJ0
MPOUIEHTU(UIIMPOBATH HEKOTOPBIE MPOEKTHI I TOTO, YTOOBI YIPOUHUTH KU3HECTIOCOOHOCTH PE3YIBTATOB B 3TOU
o0nacTu.

Ecnu 6vl He 3naeme, Ky()a 68bl ()euofcemer, 6bl HUK020A He Y3Haeme u K020a HAOO OCMAHOBUMbCAL.

B n1unuHOM 1utaHe Tam, Te Bl MOIIIM Obl ckazaTh cebe: «Mos Kapbepa 3aMOpO3HUTCs, €cl s He Oyy Ooee TBepIo
OTCTauBaTh MOM MHTEPECHI Mepen HadanbcTBOM». Vi «Uem emé OyayT 3aHUMaThCs MOH JIETH B CIIEYIONIEM TOTy
YTO JJIS1 3TOTO JIOJDKEH U3MEHUTH st caMm?» Unn «Kakue mpuroToBiIeHus s TOJKEH MPOAeaTh, YTOOBI PEHIUTh 3Ty
po0GIIeMy €O 3I0pPOBBEM, KOTOPYIO S HEAABHO OOHAPYKUI?)

Bb1 10/KHBI € BBICOKA OLIEHUTh: KaK ABMIKETCS Balla kapbepa? Kak aerna B nmuuHoM sxu3Hu? YTo Aenaer Baa
KOMITaHUsl, YTOOBI YIYYIINTh MUPY M KaK 3TO BJIUSET Ha Bac? DTO BOIPOCH OJJHO— MATHIIETHUX TOPU30HTOB. OHI
3aCTaBIISIIOT 3alyMaThCs.

He Tak JaBHO s pa60TaJ1 C COTPYAHHUKOM OJHOI'O KPYITHOT'O 6aHKa, 1 4€pE3 HECKOJIBKO MECAIEB UCITOJIb30BaAHU 3TOM
CUCTEMBI U €)KEAHEBHOI'O KOHTPOJMUPOBAHHUA BCETO MOJIAA ACATECIBHOCTH, OH PEUINJII, YTO T'OTOB OTKPBITH CBOIO (bI/IpMy,
KOTOpas 6y,I[eT 3aHUMAaTbCA pa3pa60TKaMH B 00J1aCTH BBICOKHX T€XHOJIOTHH.

[Nonayvany Mbicib 3Ta ObuTa myratomeil. Ho mpumeHeHne noaxoaa CHU3Y BBEPX 3acTaBuiia €€ BHITIISIETh rOpasio
Oornee moctynHOW. Ecii BB y9acTByeTe B 4eM-TO [UTUTENEHOCTEIO OOJIBIIE TTOTYTro/1a (3aMyKeCTBO, JI€TH, Kapbepa,
Ou3HecC, UICKYCCTBO), TO HETUIOXO OBLIO OBl 00AYMaTh, YTO HAZIO CJENATh, YTOOBI YIIPABIATH JAellaMH Ha BCei
MIPOAOJKUTENIFHOCTA BPEMEHHOT'O OTpE3Ka.

Bom sonpocul, komopwie 8bi Q0MHCHBL 3a0amb cede:

§ KakoBbI JajieKOMIyIIHE e MO KOMIIAHUH, W KaKHe TIPOEKTHI 51 IOJUKEH Pean30BaTh, YTOOBI BBIMOJIHUTD MOH
00s3aHOCTH?

§ Kakue nanexouayiue ey s MOCTaBUI Iepei COOO0M U YTO MHE HAJI0 CAENaTh, YTOOBI JOOUTHCS WX BBITIOJIHECHNUS ?

§ Kakue emé CYHIECTBCHHBIC COOBITHS MOT'YT IOBJIMATH HA MOC€ OTHOLICHHUE K TOMY, 4YTO A ,I[eHaIO?

Bom npumepul nekomopuix 0emaneii, Komopule 8CHAbIBAION HA IMOM YPOGHE 0OCYHCOCHUSL:



§ CxoHHAsA K M3MEHEHHSIM NpUpOo/Ia Bameld paboThl, BRICIIHE IPUOPUTETH KOMIIaHUH. BMecTo TOro, 4To0b!
YIPaBJIATh NPOAYKLMEH BalllMX JOMOPOLIEHHBIX CUCTEM IIPOU3BOACTBA, JIy4llle 3aKII0UUTh Cy010roBOp Ha
BBITIOJIHEHHE Pa0OT C BHEITHUMHU (PUPMAMHU.

§ HampaBneHue, B KOTOpOM, Kak BBl UyBCTBYETe, JOJDKHA pa3BUBaThCA Ballla Kapbepa. Bel BuauTe ceds Ha npyrou
paboTe He fanee yeM yepes Toll, U Bbl JOJDKHBI IPUIOKUTH YCUIIHA, YTOOB! OAHATHCA 10 3TON MO3UIMH.

§ HampaBneHue opranu3anuu, riodaiu3anus 1 IpoaBikeHne. Ha ropu3onTe 3amMasumiia nepcrekTuBa
KOMaHIMPOBOK M IIPUHUMAs BO BHUMAHUS BalllM MTPEANOYTCHHS HACYET CTHIIS )KU3HH, BBl JOJDKHBI PEIINTh, KaK
BHJIOM3MCHUTH BaIlli KapbEPHBIE IUIAHBI B COOTBETCTBHH C 3TOM MEPCIIEKTHBOM.

§ [IpennouTeHus B CTHIIE )KU3HUA U HEOOXOIUMbIC U3MEHEeHH s, Baiu et nmoapactaroTr U TpeOyIOT BCe MEHBIIIE
BHUMAaHUSI, B CBSI3U C 3TUM BalllM UHBECTOPCKUE UHTEPECHI U KENAHUE KUTh B YEIUHEHUU BO3PACTAIOT.

Ha camoM BepxHeM, caMOM BaXXHOM YPOBHE aHAJIW3a BbI JOJDKHBI 33JaThCsl CAMBIMU OCHOBHBIMH BOIIPOCaMHU. 3aueM
CyILECTBYET Ballla KoMIaHusA? 3aueM cyliecTByeTe Bbl? B uem coinb Bamiero cymiectsoBanusi? YTo HampasiisieT Balu
pemieHusn? DTO U COCTABISAET «OOLIYI0 KapTUHY», IOMOYb pa300paThCsl ¢ KOTOPOH MPU3BaHbI COTHU KHUT U T'ypYy.

«3auem?»: 3TO Hal OOIIMH IITaBHBINA BOMPOC. BBl MOXeTe OpraHn30BaTh U CTPYKTYPUPOBATh BCE OCTAIbHBIE 00J1aCTH
BarIeil paboThl U )KU3HU, U TEM HE MEHee, €CITH BBl XOTsI Obl HEMHOTO HE B TEME, HE OCO3HAETE CaMBIX ITyOMHHBIX
LieJIeil, 4TO BbI HAa CaMOM JieJie XOTUTE WK NIPU3BaHbl clenaTh, Bbl OyieTe 4yBCTBOBATh CE0s1 HEYIOTHO.

HN36aBieHne 0T HEOOXOAUMOCTH MOCTOSIHHOTO PaSMBINVICHUA HaJA IIPUHOPUTETAMU

BeienuTe HECKOIBKO MUHYT Ha TO, YTOOBI HAOPOCATh MBICIH, KOTOPbIE MPUILIA BaM BO BpeMs UYTCHUsI 9TOH IJIaBBbI,
€CJIM, KOHEYHO, BBI 9TOTO emI¢ He cienani. YToOBl HY BCIUTBLIO B BallleM CO3HAHUHM 32 9TO BPEMs, 3aIUIIATE 3TO U
MepecTaHbTe 00 3TOM AyMaTh.

IToTom oGpaboraiite 3Tn 3ameTkH. [logymaltiTe, IEHCTBUTEIBHO JIX BBl XOTUTE H3MEHHTH TO, YTO BHI 3anmcaiy. Ecim
HET, TO BEIKHHBTE ATOT JINCTOK HITH MOJIOKUTE €ro B Manky «MoskeT ObITh \ Korna-HUOYab» WK eII€ TOTO JIydIe B
nanky «MeuTbl, KOTOPbIE S MOJKET OBITh KOTIa-HUOY b 1 33 JyMar0 OCYIIECTBUTD, €CIIU NPUIET HaHTa3usm».
B03M0KHO, BBl 3aXOTHTE MPOIODKUTE aKKyMYyJIHPOBATh Bl TAICKOUTYIIHE IUTaHBI M U H PEIINTE IPOIeaTh
9TO yHpaXHEHHE C COOIOIeHHEM BeeX (hOpMalbHOCTEH — HallpuMep, HabpocaTh OM3HEC-TUIaH CO CBOM MapTHEPaMH,
TPUIyMaTh U ONHCATh UICaIbHYI0 CEMEHHYIO JKH3Hb, CO3/IaTh Oojee MoJo0HYI0 KaphepHYIO KapTy Ha CICAYIOIIIe
HECKOJIBKO JIET, MIIK MIPOCTO MPHUIIIACUTH IEPCOHATBHOTO KOHCYJIBTAaHTa, KOTOPBIA TOMOXKET BaM PELIUTH /s ceds Bce
9TH Bonpock!l. Ecim Tak, To 3aHEeCHTE Pe3yNIbTaThl STHX N3MBIIUICHHH B Balll CIMCOK MPOEKTOB ¥ IPUMUTE PEIICHUS
HAcYeT CIEAYIONMX KOHKPETHBIX NEHCTBHI. A MOTOM CAENaiiTe 3TO WM IOCTaBbTe ceOe HallOMUHAHKE, YTOOBI
CZIeNaTh 3TO TIO3KE.

Korza BbI cipaBUTECH C 3THUM, BbI, BO3MOXKHO, 3aXOTUTE 3aHATHCA 00AYMBIBAHUEM Pa3BUTHS MPOECKTOB, KOTOPHIE BB
OTIpENeNINIIN, HO eIlé HEe IPOIyMaJli 10 KOHIIA BO BCEX AETalsX. M BbI 3aX0TUTE YOCAUTHCS, YTO BBl TOTOBBI K TAKOTO
poIa «BepTUKAIBHOI» 00padoTKe.

I'masa 10. KonTpoJss Hax npoekTamMu

B rnaBax 4-9 npeacraBieHbl BCe TPIOKH U METOJIbI, KOTOPBIE MOT'YT MIPUTOJUTHCS BaM AJISl TOTO, YTOOBI TOOUTHCS
KPHUCTAJIBHO YUCTOI'0 CO3HAHUA. DTO FOPU30HTANBHBIN Cpe3, KOTOPBI TpeOyeT Balero BHUMaHUA U JeUCTBUNA Ha



TOPU30HTAIBHOM >KU3HEHHOM IpocTpaHcTBe. [locnenHuit Kycok 3Toi MO3auKH 3TOW METOAMKH — 3TO Cpe3
BEPTUKAJIbHBIN YPOBEHb — KOIIAaHUE BITIyOb U CTPEMJICHHE 3aBJIaIeTh-TaKH JKypaBJIeM, He CMOTPS, YTO CHHUIIA yXKe B
pYKax, CTpeMJIeHHEe KOTOPOE TOJIBKO YBEIMYHUT Balll TBOPUECKHHA MOTEHIUAI. A JIJIsl 5TOrO BHOBB MOTpeOyeTcs
IIPOYMCTKA U aKTUBU3ALMS IPOEKTHOTO INIAHUPOBAHMUS.

Heo0xoaumocTth 0oJiblIeii popManuzanuu NJIAHUPOBAHUS

T'oxbl paboOTHI € THICAYaMU CHIEHUAIMCTOB YOCIMIIN MEHS B TOM, YTO KaXKBIi U3 HAC MOT OBl MJIAaHUPOBATh HAIM JieJia
Y HaIllW KU3HU THIATENIbHEH U akKypaTHee. M eciii OBl MBI 1eanu 3T0, Mbl OCBOOOIMIN OBl Ce0sl OT U3JIHLIHETO
SMOLMOHATILHOTO JAaBJICHUs, © MOTIIN OBl JOCTHYb 00JIee KaYeCTBEHHBIX TBOPUYECKHUX PE3YIIbTATOB, IPUKJIAABIBAS K
3TOMY MUHUMAIIbHBIE YCUIHSA.

S noHsn, 4To camas KpyIHas BO3MOXKHOCTh YJIyUIlI€HHs IIAaHUPOBAHUS 3TO BOBCE HE IPUMEHEHHSI MHOI'OUHCIIEHHbIX
TEXHUK JICTaJIbHO pa3pad0TaHHOU, CII0KHOW OPTaHU3alHU MPOEKTOB, KOTOPBIE HCIIOIB3YIOT HEKOTOPHIE
npodeccHoHaNIbHBIE MEHEKEPhI IPOEKTOB. BOJIBIIMHCTBO TEX, KOMY OHH MOTYT MOHAA005TCA, YK€ UMEIOT HX HIH
e UMEIOT JIOCTYI K TPEHUPOBKAM HJIM ITPOrPaMMHOMY O00€CTIeYeHHI0, HEOOX0JUMOMY JUTS UX u3ydyenus. Hama
peabHas LeTb — 9TO aKTUBU3ALMS U MCIIOJIb30BaHUE TBOPUECKOTO TOTEHIMANA, KOTOPBIA y HAC MMEETCS WIIN
KOTOPBII MBI Mo2nu Obl HapaboTaTh, B IOJHYIO CHILY.

Ha cpedunnoi cmaduu paspabomru Kaxcowvlil yCnewnslil RPoeKm 8ulestoum, KaxK Kamacmpoga.

Poszabem Mocc.

OcHOBHas MPUYHHA HEAOCTATOYHOH AP (HEKTUBHOCTH MBILUIEHHS — 3TO 1e(UIUT CUCTEM YIPaBJICHUS MOTSHIINAIBHO
HEM3MEHHBIM KOJMYECTBOM JETalleil, KOTOpbIe MOTJIH OBl BHISIBISITECS B KAUeCTBE pe3ynbTaTta. BoT mouemy s
PEKOMEH Y0 MOAXO0/]T CHU3Y BBEpX. Eciu BbI yXKe MOTEepsIM KOHTPOJIb Ha/l TEKYIIUMHU JIeIaMH, Bbl U IJIAHUPOBATh HE
ctanere. IIponsoiiner Heoco3HaHHbIH 0TKaT. OAHAKO, KaK TOJBKO Bbl HAYHETE UCIIOIB30BaTh OJOOHbIE CUCTEMBI, BB
YIUBHTE, KaK BEICBOOOXKIAETCS OTPOMHOE KOJTHIECTBO KPEaTHBHOTO M KOHCTPYKTHBHOTO MBIILTeHNUs. Eciy BBI
BbIpaboTaeTe NOJIe3HbIe IPUBBIUKY U 3aMMEETe CPEACTBO YCUIEHHS Balllero TBOPYECKOT o OTEHIMaNa, Balla JUYHas
MIPOAYKTHBHOCTh HAYHET SKCIOHEHIIMAIBHO PAacTH. B Tperheil riase s mogpoOHO onmucan msaTh CTYNEHeH mporecca,
KOTOPBIH IIpeBpalnaeT abCcTpakTHYIO HICI0 B HEUTO OCs3aeMoe.

DTOT NpoLecc CYyTh COBOKYITHOCTh IIPAKTUYECKUX TPIOKOB U TEXHUK, IPU3BAHHBIX 00JIETYUTh €CTECTBEHHBIH,
He(OpMaIbHBIN MPOLECC TUIAHMPOBAHUS, KOTOPBII 5 Mponaranaupyr. HecMoTpst Ha To, 4TO BCe STH NPEIJIOKEHUS HU
B KOEW Mepe He IPOTUBOpEYaT 3ApaBoOMY CMBICITY, UCIIOJIb3YIOTCSI OHU HEPETyJIIPHO U HE TaK aKKypaTHO, KaK
cienpoBano Obl. [IpuyunTe ce0s UCIOMB30BATh UX KaK MOYKHO Yallle BMECTO TOTO, YTOOBI 3a[IOMUHATH TEKYIIEee
TIOJIO’KEHHUE T B METBYANIIIX TOJPOOHOCTSIX C IIEThI0 BOCCTAHOBHUTE €0 Ha OJIbKaiIeM GopManbHOM
TUTaHUPOBAHUH.

Bawm caedyem paspabomams makyto cucmemy u 6HeOpums maxue mpioKil, KOmopbvie 3acmasisiu 6vl 8ac KaK MON*CHO
yauye, KaKk MOACHO NPOUE U KaK MOJNCHO 2TyOace 060yMbleams 6auiu NPOEKmax.

Kaxkue NMPOEKTHI BaM CjaeayeT lIJ'laHHpOBaTb?

BosbmHCTBO pe3ysIbTaTOB, KOTOPBIE BBl OMKMCAIN B BallIeM CIIUCKE MPOEKTOB HE HYXAAIOTCS B KAKOM OBl TO HU OBLIIO
BHEIIIHEM TUTaHUPOBAHUH TOMUMO TOTO, KOTOPBIE BBl CAMBIM €CTECTBEHHBIM 00pa30M OCYLIECTBIISICTE B YMeE, U B XOJIE
KOTOpOTO MPUHHUMAETE PEIIeHHUE I CIeIyIoIero KoHKpeTHoro AeiictBusa. Hanpumep, nns nena «OTBe3TH MalMHy B
CEpPBUCY €IMHCTBEHHOE, YTO MOYKHO 3aIJIAHUPOBATh, TAK ITO IOCMOTPETH B TeNe()HOHHOM CIPaBOYHHUKE HOMED
OmKaiIero cepBUC-LIEHTPA U HA3HAYUTH TaM BpeMs, KOT/Ia BbI IpuBe3eTe MalnHy. CyIecTBYIOT ABa THIIA



MIPOEKTOB, KOTOPBIE TPEOYIOT XOTs OBl HEKOTOPOTo moxo0us mianupoBanus: (1) Te, KOTopbie TPeOYIOT BHUMaHHS
JTaKe TIOCIIe TOT0, KaK BBl HA3HAYWIIN CIEAYIoNlee KOHKPETHOE JIeiicTBHE, U (2) Te, HacUeT KOTOPHIX Y BAaC TOJIBKO UTO
MOSBUJIMCH MIOTEHIIAIIBHO MOJIE3HBIE HIICH.

[lepBblii THIT — TPOEKTHI, KOTOPBIE BB YK€ ONPEAETHIIN, BKIIOUAIOT B ce0s APYrue AeTaiu U MoAPOOHOCTH, KOTOPbIE
BHI eII¢ He ONPEISIIIN U He OPTaHH30BAIM — OHH TPeOYIoT Ooiee JeTaIbHOTO TOIX0/1a, HEXKEIH IIPOCTOe
ompeesieHHe CIIEAYIOIIEr0 KOHKPETHOTO eiicTBUA. [ HUX BaM MPHIETCS MPOKPYTUTH OJHY WU OOJiee U3 YeThIpex
CTyIIEHE! eCTeCTBEHHOH MOJENH ITTaHMPOBAHNS: [IEJTb U IPUHIINAIEI, BUICHNE\PE3YIbTaT, MO3TOBOM IITYPM, H\WIIN
OpraHu3anys.

Bropoii TUIl — IpOEKTHI, 10 KOTOPBIM BaM TOJIBKO YTO MPUIILUIA UJesd — Ha IUISDKE, B MalllMHE UM BO BpeMs
[IEPEroBOPOB — M€l 3Ta HapALy C APYTUMHU HIESIMU 110 3TOMY IIPOEKTY, JOJDKHA ObITh 3ahukcupoBaHa JUist
MOCJIEIYIOIIETr0 UCTIONb30BaHUSL.

IIpoekThl, KOTOpbIE TPEOYIOT HAEHTH(PUKALMH CJIeTYIOIIMX JeiiCTBUI M0 MJIAHUPOBAHUIO

HagepHsika, BbI ceifuac MoxeTe HaBCKUIKY Ha3BaTh HECKOJIBKO IIPOEKTOB, KOTOPbIE JOJKHBI ObITh
KOHKPETH3HPOBaHBI OoJiee TIIATEIBHO U posicHeHbl. HanpumMep, npubmnrkaercs BayxHast BCTpeya, U Bl 3HAETE, YTO
BbI JJOJDKHBI HAOpOCaTh TEMBI pa3roBOpa U MOArOTOBUTH COOTBETCTBYIOIIME MaTepHuabl. a1 BaM TOJIBKO YTO
MOPYYHIIH KOOPIMHALIUIO €KETOJHON KOH(pEPEHIINH, U BBl IOJDKHBI PELIUTH OCHOBHBIE OpraHU3allMOHHBIE BOTIPOCHI €€
KaK MOXKHO CKOpee Ul TOr0, YTOObI UMETh BO3MOXKHOCTh NI€PENOpydaTh Kakhe-TO BTOPOCTENeHHbIe ena. Yy Bbl
JIOJDKHBI IPOSICHUTD O0513aHHOCTH COTPYAHUKY, IPUHATOMY Ha HEJaBHO CO3AaHHYIO MO3UIUIO B IITATE BalIeh
KoMnaHuu. Eciu BbI emié He poBUHYJINCH HU Ha 111ar, TOr/1a IPUMHUTE PEIICHHE HACUET CJIECAYIONIEr0 KOHKPETHOTO
NEHCTBUS npAMO celiuac W 3alIMLINTE €r0 B CIIUCOK A€ 10 TOMY IIPOEKTY.

A 1OoTOM YyXe€ IUTaHUPYWTE Aajblle.

THNUYHBIE IIArK NJJaHUPOBAHUSA

Hawnbonee npuBEIYHBIE BUIBI TUIAHMPOBAHMS — 5TO MO3TOBOW IITYypM, OpraHU3anys, Ha3HAuYeHHe BCTped U cOop
nH(pOpMAIH.

Mo3zzosoui wwumypm. HekoTopble MPOEKThI, 3aHUMAIOIIUE Celvac Ballle BHUMaHKe, MOTPeOyIOT OT Bac OoJiee r1yOoKoro
OCMBICIIEHUS; 0COOEHHO 3TO OTHOCHTCS K TEM, HACUET KOTOPBIX BEI €NIE HE PEIINIIN, YTO BBl Oy/eTe JenaTh mocie
npuHATUS petieHus. [1o BceM Mo HUM JOJIKHO ObITh 0003HAYEHO CIIEAYIOIIee KOHKPETHOE JSHCTBHE BPOIE
«Hab6pocats naen mmo npoekty X».

BBI OJDKHBI pemvTh, KOTIa U KaK BBl COOMpPAeTeCh BRIIOIHHUTE 9TO JEHCTBHE, IS TOTO, YTOOBI 3HATh, B KAKOH
CIIHCOK €ro IOMeCTUTh. Bam ynoOHee fenaTs Takue HaOpOCKH Ha KOMITbIOTEpe WK Bpy4HYr0? JINYHO g nipu BEIOOpE
WHCTPYMEHTA, PYKOBOJCTBYIOCH HHTYHIIUEH, TIOTOMY cieaylollee AeHCTBHE Y MEeHs Ionaet 1100 B cnimcok «Ha
KOMITBIOTEPEY, TNO0 B cCcOK «I e ObI TO HU OBIIO» (IIOTOMY YTO 51 MOTY PHCOBATh KapThl ITAMSITH, TA€ OBl sl HU
HAXOJTUIICS, TOJILKO OBl py4Ka U Oymara ObLTH MO PYKOK).

Opeanuzayus. Bo3MOXHO, y BaC €CTh TaKUe€ IIPOEKTHI, A1 KOTOPBIX Bbl yXKe COOpaiy HEMBICIUMOE KOJIMYECTBO
MaTepHaia,  Terepb BaM HaJ0 OTCOPTUPOBATH M CTPYKTYPUPOBATh coOpaHHOe. B TakoM cityyae BalmM ciieTyronuM
neiictBueM Oyner «OpraHu3oBaTh 3aMETKH 110 IPoeKTy X». Ecim BaM npuaeTcs mpoxenats 3To B oguce (HOTOMY 4TO
HMMEHHO TaM U JIeKaT FOPbI IOKYMEHTOB, KOTOPhIE BaM yJaJlOCh PACKOIAaTh, M BBl HE COOMpPAETeCh TALIUTE UX JIOMO),
TOrZa 3TO JeWCTBUE JOKHO OKa3aTh B ciucke «B oduce.



Ecnu ke BBl HOCHTE BCE COIMYTCTBYIOIIME MPOEKTY MaTepHabl B MANIKE WM OHU Y Bac €CTh B 3JICKTPOHHOM BHJE Ha
HOYTOYKE, TO TOIIa 3TO JAeWCTBHE ClIEyEeT BHECTU B CIIUCOK «I Jie mpUaeTcs», ecau Bbl coOupaerech 00padaThiBaTh
HH(POPMaIHIO BPYYHYIO, U B cITUCOK «Ha KoMmbroTepe», eciii Bbl coOupaeTecs paboTaTh ¢ JIEKTPOHHON
uH(pOpMaLeld WM UCII0JIb30BaTh CIELUAIN3UPOBAHHOE IPOrpaMMHOE 00ecIIeYeHue.

Haznauenue ecmped. YacTeHbKO Iporpecc NposICHACTCA IMMOCIIC TOT'O, KaK Bbl HA3HAYUTEC BCTPEIY HUIIN co6paHHe C
JIFTOAbMH, KOTOPBIX BbI XOTEJIN Bbl BOBJIEYDL B MO3TOBOM TypM. 2710 3HA4YUT, 4YTO HAJA0 6y,ZlCT pas3ociiatb BCEM
IpUuriialmeHusd 1mno 3J'IeKTpOHHOI\/'I IOYTE UK 003BOHHUTH BCEX M HA3HAYHTh BpewMmsi.

Céop ungpopmayuu. THOTHA CIEAYIONMM IEHCTBHEM IO TIPOCKTY SIBISAETCS COOP JTOMOIHUTEIFHON HHPOPMAIIUH.
Bo3MokHO, BaM HaJj0 IIOTOBOPHUTE € KEM-TO, YTOOBI MOIYyYHTh OT Hero nHpopmanuio («Ilo3BoruTs Bruuty, cripocuts,
9TO OH J{yMaeT IT0 IIOBOJY COBEIIAHMS MEHEKepOoBy). Vi BaM Halto IPOCMOTPETh JOKYMEHTHI, OCTaBIIIHECS C
npouwtoronHei kondepenuu («[IpocmMorpers apxuBHbIe ToKkyMeHTH Kondepenuny). M nokonarscs B CeTd Ha
IpeMET akTyalnbHOl nH(opManuy o nHTepecyronel Bac reMe (PupMbl, 3aHUMAIOIINECS HAYTHO-
HCCIIEIOBATEIbCKUMH U OIIBITHO-KOHCTPYKTOPCKHMHU paboTaMHu).

OO0ayMbIBaHUeE IPOEKTOB B Pa3HO00i

Hukorna He TepsiiTe MOTEHINATHHO MONE3HBIE UIeH. BBl Oynere MOCTOSIHHO TyMaTh O TOM, YTO BEI HE XOTHTE
3a0bITh, IOKa Oy1eTe HAXOJUTHCS B MECTaX, HUIKOMM 00pa3oM C BalllUM MTPOEKTOM He CBsI3aHHBIX. Hanpumep, Bbl
e/leTe B Mara3uH U JlyMaeTe IIpU 3TOM, Kak Bbl Obl Haualy cienyoliee coopanue nepcoHana. Miau Bel, CTOs Ha KyXHE,
B30aJITBIBaETE COYC AJIS CIIAreTTH M TYT BaM B TOJIOBY MPUXOJMT 3aMeyaTelnbHasi MBICIIb: IPE3CHTOBATh BCEM
y4aCTHUKAM HaJIBUTAIOLIEHCsl KOH(EPEHIIMN CYMKH ¢ KOPIIOPaTHBHOIM CUMBOJIMKOM. iu BeuepoM cuzs nepen
TEJIEBU30POM BBl BCIIOMHUHAETE 00 elI€ 0JJHOM BaXKHOM Y€JIOBEKE, KOTOPOI'0 CTOMJIO BbI IIPUIIIACUTh B COBET, COCTAB
KOTOPOTO BEI (hOpMHpYeETe.

Ecim monoGHbIe MHCAUTHI HE SBISIIOTCS CaMH O ce0e CIeIYIOINMH KOHKPETHBIMH ASHCTBUSIMH, KOTOPBIE MOKHO
Cpa3y BHECTH B CIIUCKH, TO UX HYXHO Oyzer oOpabaTeiBaTh OTAeIbHO. KOHEYHO, CaMBIMH Ba)KHBIMH HHCTPYMEHTAMH,
JTAIOIIUMH BaM BO3MOXKHOCTb HHUYETO HE pacTepsTh — ABISIOTCA Ballla KOP3UHKA WK JIOTOK [T BXOAALINX OyMar,
ONOKHOT, TUCTHI A4 (MM SKBUBAJICHTHI 3TOT0) Ha padOTe U I0Ma, a TAKXKE MX MOPTATUBHBIC BEPCHU HA CITy4aid, €CIIH
BHI B ITyTH. BajkHO He pacTepsTh Bce HAEH O TOTOo, KaK BaM IPEICTaBUTCS BO3MOKHOCTE 00paboTaTh UX.

HMHcTpyMeHTBI 1J1s1 ITy00KOI0 OCMBICJIeHUS IPOEKTOB

HeBaxHo, Ha KaKO# CTaanK pa3paboTKU MPOEKTa, y BAC MOSBUIIMCH HOBBIC HIIEH, BAXKHO, YTOOBI HHCTPYMEHTBI [T UX
00paboTKu Beerna ObLIH y Bac moJl pykoid. Kak Toipko Bbl UX (uaen) 3adhukcupyere, mojae3Ho OblI0 Obl UMETh
BO3MOXKHOCTh HEMOCPEICTBEHHOTO JOCTYIA K HUM B TFOOOH MOMEHT.

HNHcTpyMeHTHI AJ151 00XyMbIBAHUS

OnuH U3 caMbIX BXHBIX CEKPETOB NIPUAYMBIBAaHUS UAEH U YBEIUUYEHUS POLYKTUBHOCTH — 3TO UCIIOIb30BaHUE
¢deHoMeHa, Koraa Gpopma 00yCIaBIMBACT (PYHKIIMH — KJIACCHBIE HHCTPYMEHTEL, @ CTaJIO OBITh M KITACCHBIC HIEH.
(HekoTopsie M3 MOMX CaMBIX YIAYHBIX WJEH IPUILIA MHE B TOJIOBY, KOTZa 51 UTPAJICSA CO CBOUM €KEAHEBHUKOM B
HaJIaJIOHHUKE, 0’Kuaas peiica B asponopry!)



I[OBOJ'H)HO TPYAHO COCPEAOTOUMUTLCA HA YEM-TO 6OHI>IHC, YEM Ha HECKOJIbKO MUHYT, €CJIM Bbl HUYETO HE 3alIMChIBACTE.
Ocobenno TPYAHO, €CJIK Bbl B OAUHOYECCTBE. Ecnu >xe BbI MOCTOSTHHO (bHKCpreTe XOJ MBICIIMUTCIIBHOTO ITpoLecca,
co3JaBas TEM CaMbIM HpO‘IHLIﬁ Q)YHIIaMCHT JUTA TOCJIEAY IO X I/ISMLIIHJIGHI/II‘/'I, BBI MOXKECTC OCTaBaTbCs B TEME I10
HECKOJIbKY YaCOB.

Yoaua enusem na ece. Ilycmo sauia yoouka écezoa 6ydem Hazomoge — 6 pyuve, 8 KOMOPOM, KA3AN0Cb Obl, HUYe20
Hem, Modicem OKa3amuesl KpYRHAs pulod.

IIncbmeHHBIE NPUHAJICKHOCTH

[Tycts y Bac Bceraa OynyT moJ pykoi HeOOXOAMMBIE MHCEMEHHBIC IPHHAIC)KHOCTH. DTO HYKHO IUIS TOTO, YTOOBI BBI
HE UMENU BO3MOKHOCTH J1aTh ce0e MOO0IaXKy, MOTHBUPYS €€ OTCYTCTBHEM HHCTPYMEHTOB, C TIOMOIIBIO KOTOPHIX BB
MOTJIH OBl 3a()MKCHPOBATh BHOBB MIPUXOIIIE MBICTH. ECIIM y MEHS HET Hy>KHBIX HHCTPYMEHTOB, 51 HE YYBCTBYIO B
ce0e cuit AJis Toro, 4ToObl HauaTh 00IyMBIBATh MPOEKT WU CUTYAIHUIO.

U Hao00pOT, HEOJHOKPATHO S BRICTPAUBAN yIUBUTENbHbIC MBICIICHHbIE KOMOMHALIUH U BECbMa ITPOAYKTHBHOE
IUTaHUPOBAJ TOJIBKO OTOMY, UTO MHE XOTEJIOCh IEpKATh B PyKaX HOBEHbKYIO KPACUBEHbKYIO IIaPUKOBYIO PYUKy!
Koneuno, BbI MOXKeTe pearnpoBarh Ha XOpOIIe KaHIeIIpCKUe TOBAphl HEe TaK OYIHHO, KaK s, OJJHAKO, €CIIM MbI C BAMHU
B 9TOM IIOXO0XH, TO cJeJlaiiTe MHBECTULIUIO B Oy/ylliee — IPUKYIIUTE IMCbMEHHbIE IPUHAIEKHOCTH XOPOILIEro
KayecTna.

51 TaKkke peKOMEeHIYIO Iep>KaTh XOPOIIME IIAPUKOBBIE PYUKH TaM, I7I€ y BaC MOKET BO3HUKHYTh JKEIaHHUE WIIN
HEOOXOIMMOCTE CAENATh 3aMETKY — OCOOEHHO, IoMa, y TeaedoHa.

Dopma wacmo enusiem Ha oeticmeue. Cozoaiime cebe yciosus 0 purcayuu Moicaell, U OHU ROSBAMCS camu cOOOI.

bymaea u 6roknomut

B JOITOJIHEHHUE K MMCbMEHHBIM NPUHAIJIC)KHOCTAM PEKOMEHAYECTCA BCErAa UMETh IO pyKOﬁ OJIOKHOT U JA0CTAaTOYHOC
KOJIMYECTBO 6yMar1/1. BiokHOTEI XOpomHu TEM, YTO BBl MOXKETE 3aItMcaThb UACI0 Ha JIMCTKE, BBIPBATH €0 U IMOJIOKHUTH B
JIOTOK C NPpUXOAAIIUMU JOKYMEHTaMH, I'’/IC OH U IPOJIEKUT 0 TEX IOP, ITOKa BaM HE NIPEACTABUTCA BO3MOXHOCTb HAl
3TOM I/I,Z[Ceﬁ HOpa6OTaTI>. B03M0)KHO, BaM 3aX04Y€TCA XPAHUTb HEKOTOPLIC U3 BalllUX He(i)OpMaJ'IBHLIX KapT IMaMsATH, Bbl
MOXETC CKJIaAbIBATh 3TH OTACIbHBIC JIMCTHI 6YMaFI/I B CIICHAJIBHO BBIACICHHBIC JJIA 3TOT'O IMallKK oe3
HeO6X0,I[I/IMOCTI/I NEPEIChIBATh UX.

I'0e saws 6roknom? Jlepoicume e2o nobauzocmu.

IThanwemst u 0ocku

Ecnu y Bac moctaTouHO MecTa, TO JOCKH, Ha KOTOPBIX MOYKHO MTUCATh MAPKEPOM M IUIAHIICTHI SBJISIOTCS JOCTATOYHO
3 PeKTHBHBIMA HHCTPYMEHTAMHU HHTEILIEKTYAIBHOTO TpyAa. OHH IPEeTOCTaBIISIOT MHOTO MecTa IS 3aIliCH Uaek, a
WHOT/Ia MTOJIE3HO JIepKaTh UX (MAEH) Mepea riia3aMy Ha MPOTSHKEHHH HEKOTOPOTO BPEMEHH 10 TeX IOp, MOKa BhI
paboTaeTe Hag oqHOM TeMol. JloCKH, Ha KOTOPBIX MOKHO ITHCATh MapKePOM, XOPOLIO BEIIATh B O(HCE WU B
KoH(epeH-3aie, ¥ ueM OoIbile OHU OyAyT, TeM srydire. Ecin y Bac ecTb 1eTH, S peKOMEH/YIO BaM ITOBECHTH TaKyIO
JIOCKY B JIETCKOH (51 OBI OYEHb XOTEJ pACTH U HMETh BO3MOKHOCTE OCYIIECTBIIATE BCE, UTO TOJIBKO B30OpeIeT MHE B
ronoBy!). [lozaboTeTech U 0 TOM, 4TOOBI y Bac Bceraa ObLIIM HOBbIE MapKephl; OYeHb OOMIHO OBIBAET MOAOMTH K 1OCKE
1 OOHapYKUTbh, YTO BCE MapKephl BBICOXIIU U HU OJTUH HE MUILIET.

Kax 5 y3uaro, umo s Oymaio 00 mex nop, noKa He yCavluty, 4mo 2060pio?

EM. @opcmep.



Bcesikuii pa3, korga qBoe win 0oJiee JitoJeld COOUparoTest 4TO-TO 00CYIUTh, OAMH M3 HUX AOJDKEH HayaTh (PUKCHPOBATH
X0J1 Oecempl, HO TOJDKEH JIeNIaTh 9TO TaK, YTOOBI BHICTN OCTANIBHEIE. Jlaske eciii BB CTUpacTe HAMMCAHHOE Yepes3
HECKOJIBKO MUHYT, caM (PaKT (PUKCALUU MBICIH CIIOCOOCTBYET KOHCTPYKTUBHOMY MBICIIUTEIIBHOMY TIPOLIECCY, KaK
HI4TO Apyroe. (MHe, HampuMep, OYeHb YIOOHO JeTaTh IOMETKH U 3aIlUCH Ha CTOJIE, HAa CKaTepTH WK JaKe Ha
canderkax B kade, eciu oJ pyKoil y MeHs HeT OJIOKHOTA).

Komnsromep

A nro0i1ro [ymMaTh, CUJS 32 HOYTOYKOM U IBUIACH B 9KPaH ¢ TEKCTOBBIM pefakTopoM. IIpekpacHo, 4To MHOTHE BELH
yKE €CTh B HEKOTOPO! 3JIEKTPOHHOH (popMe, TOTOBBIE K MOCIEAYIOIEMY PEAaKTHPOBAHHIO, KOIIMPOBAHUIO U
IIOMEILEHHIO B Apyrue nporpammel. Kak TOJIBKO s 3arpyskato KOMI U BIXKY Iepes co00i 3KpaH, sl IOHUMAI0, 4TO
MBIIIUTIEHHE 3apadoTaIo aBTOMATHYECKH. DTO emé OJJHA XOpOoIIas IPHYHHA YOSTUTHCS B TOM, YTO BBl JOCTATOYHO
XOPOILO NeyaraeTe AJisi TOr0, YT0OBl MAKCUMAJILHO O0JIErYuTh paboTy ¢ KOMITBIOTEPOM, HE CKa3aTh, CAeNaTh eé
MPUSATHOM.

chozzwyﬁme 6auUlL Komnvromep Kak cmapmoeyro nﬂou;adky ons opeaHu3ayuu MolCiumelbHo2o npoyecca.

BcenomorarenbHbIe CTPYKTYPBI

Hannumne nocTynHbIX HHCTPYMEHTOB KOOPAMHAIIMY MBICIUTEIBHOTO MPOIiecca B TONOJHEHNE K TUChbMEHHBIM
WHCTPYMEHTaM, CYLIECTBEHHO MOBBICHT MPOAYKTUBHOCTD. Tak jke Kak Oymara u pydyka criocoOCTBYIOT MO3TOBOMY
LITYPMY, TOYHO TaK € XOPOLINE HHCTPYMEHTHI U HAJIMYKE IPOCTPAHCTBA JJIsl OpraHu3alyu AeTaiei MpoeKToB
[IOMOTal0T OCYILECTBIEHUIO HEOOX0AUMOIO BO MHOTUX IIPOEKTax 00sIee YeTKOro IMHEHHOIO IIJIaHUPOBaHMUS.

3aBe,Z[I/ITe 6J'IOKHOTLI, N3 KOTOPBIX MOXXHO JICTKO BBIPbIBATH JINCTBI

Hanu4une xopoleit cucTeMbl XpaHeHUsI MaTepHajioB OOIIEeH HAMPaBIeHHOCTH MO PYKOH KPUTHYHO HE TOJBKO IIPU
006paboTKe OCHOBHOTO IMOTOKA MPHUXO/IAIICH HH(DOPMAINH, HO ¥ IPU padoTe Hax mpoekTaMu. YacTo MpoeKT HauYnHaeT
MIPOSICHATHCS TOJBKO TOT/Ia, KOTJa B HEM (DYHKIIMOHHPYIOT CYIIECTBEHHbIE JaHHbIE, KOT/Ia OH JOMIOJHEH 3aMEeTKaMH U
Pa3sHOCTOPOHHUMHU MaTepHanaMy, a JUIsl 3TOr0 BaM 3aX04eTCs CO34aTh TeMaTHYEeCKHe MallKU, KaK TOJbKO Y Bac
MIOSIBUTCSI, YTO TyJa OMecTUTh. Eciy ke Ballla cucTeMa XpaHeHHsl CIMIIKOM (GopManbHa (Wi jxe e€ BooOLIe HeT), Bbl
PHUCKyeTe YIIyCTUTh BO3MOXKHOCTh CBOEBPEMEHHON KOHLIEHTPALMK Ha IpoekTe. Cpasy mocie Toro, Kak Bbl
BO3BpaIIaeTeCh CO BCTPEUH, U Ha PyKax Yy Bac HECKOJIBKO 3aMETOK KacaeMo 3a0pe3KHMBILETO Ha TOPU30HTE MPOEKTA,
3aBEAMTE MOJI 3TH 3aMETKHU OTIEIBHYIO MKy U CIOKUTE UX Ty/Aa (KOHEUHO, IOCIe TOr0, KaK BBl IPUMHUTE PELICHHS
HacyeT CIEAYIOIINX KOHKPETHBIX NeHCTBU).

Pabotas ¢ nroapMu, S HEOIHOKPATHO 3aMeyall, 4YTO TaKOe MEJIKOe JIeficTBHe, KaK 3aBeJeHUEe MAKH 110] OTAEIbHYIO
TeMy, NTAIK{, B KOTOPOH Bl MOIJIM OBl COOpATh 1€30praHU30BAHHbIE 3aMETKU U IIOTEHLMAIbHO OTHOCSILUECS K ACTy
MaTepHabl, CyIIECTBEHHO YCHIMBAET YYBCTBO KOHTPOJIA. DTO clIoco0 (GU3MUECKH, BU3YaTbHO U IICUXOJIOTHYECKH
«IIPUJIOKUTH K 3TOMY JEILY PYKY».

Ecnu BbI IpegnounTaere padboTaTh ¢ 0J10KOM (B KOTOPOM JIMCTHI A€pXKATCA Ha METANIMUECKUX KOJIbLAX, TAKUE JIUCTHI
MOYKHO BBIHIMATh), TO JIEPXKUTE O] PyKOH YUCTYIO 3allaCHYIO NAYKy JIUCTOB, YTOOBI PY BOSHUKHOBEHHH HOBOTO
IIPOEKTa HE UCIBITHIBATH 3aTPYJHEHNHN U3-3a UX HEOCTAaTKA. J[aXke e KaKHe-TO U3 MMPOEKTOB 3aCITy KHBAIOT
OTZEIBHOM NMAaYKH JINCTOB WM JaKe OTACIBHON TETpaay, Ha Ha4allbHOW CTaJuU UX Pa3BUTH 3TO He Tak. M nms Toro,
4YTOOBI HAKUATh UAEH 110 OOJBIIMHCTBY BalllMX IPOEKTOB JOCTATOYHO OyIeT OJHOIO MU JBYX JIHCTOB.

Ecnu y sac nem cucmemul 0113 ¢huxcayuu nioxux uoetl, mo y 6ac Hem u cucmemvl 01 Quxcayuu uoeti Xopoutux.

Ilpoepammnoe obecneyenue



B kakoM-TO cMbIciie pa3sHOOOpa3ue MporpaMMHOro o0ecrieueH s IPEeACTaBIIseT U3 ce0s MPOCTO-TaKU HEN3BEIAHHYIO
YEepHYIO JIbIPY, B KOTOPOI HAliTH XOpOLINe MHCTPYMEHTHI [Vl «yIpaBleHus IPOeKTaMu» He Tak-To mpocrto. B
OOJIBIIIMHCTBE CBOEM, IPUIIOKEHHS, Pa3padOTaHHbIE CIIEUUATIBHO JUISl OPraHU3alUH IPOEKTOB, CIUIIKOM
HABOPOYCHHBIE, CIIUIIIKOM CIIOXKHBIE IS TOTO, YTOOBI a/IeKBaTHO (PyHKIMOHUPOBATE ¢ 98 IPOIICHTaMH THITMIHOTO
KoHTeHTa. OHU NpeHa3HaYeHbl I OYeHb MAJIEHbKOTO MPOLIEHTa AeI0BOro Mupa. OCTaibHbIE XK€ UCTIOIb3Y 0T
VIIPOILECHHBIE BEPCUH TTOT00HBIX ITPOTrpaMM, IOTOMY KaK OHH MeHee (popMaIn30BaHbl H UIMEIOT OoJiee
JIPY>KECTBEHHBIN HHTEepdeiic. S 3aMeTHI, YTO He CYIIECTBYET ABYX IPOEKTOB, TPEOYIOIINX OJMHAKOBOU CTEIICHN
JeTaIU3aluy U CTPYKTypHu3auuu. [109TOMy-TO 04eHB CI0KHO CO3/1aTh TaKOE MPUIIOKEHHE, KOTOPOE MOIXOAMIO OB
BCEM.

Habpocku 6 snekmponnom éude. bonplias 4acTb TOro, YTO YEIOBEK XOYET CTPYKTYPHPOBATh B CBOEM MBIIILIEHUH
OTHOCHTEIILHO MPOEKTa, MO’KHO HAWTH B JIFOOOM IPHIIOKEHHUH, UMEIOIIEM MPOCTYIO (PYHKITHIO IOCTPOCHHS HEPapXHH.
Panbie s ucnonszosan nporpammy Grandview, a ceituac ucmonbssyro Microsoft Word amns takoro poaa
IutaHupoBaHus. BoT kycok HaOpocka, KOTOPBIH s cienai, KOraa INIaHUPOBal B OCIEAHUI pas3:

[Mpunoxenust Ui HAOPOCKH MAEH 3aMeUaTeNbHBI TEM, YTO OHH MOT'YT OBITh TAKUMH CIIOKHBIMHU WITH TAKUMHU
IIPOCTBIMH, Kak Tpedyercsa. CyliecTByeT OrpoMHOE KOJIMYECTBO IPOrpaMM, MPEAOCTABISIONIMX BO3MOKHOCTH TaKOTI'0
UEePapXUYECKOT0 CTPYKTYPHUPOBAHHUS.

®umika B TOM, 4T0OBI I0J00paTh yIOOHYI0 HMEHHO BaM IPOrpaMMy, HalTH TaKylo, B KOTOPOil BBl MOTIIH ObI OBICTPO
pa3o0paThCsl CO BCEMH 3ar0JIOBKAMH U ITO3ar0JI0BKAaMU M IIPOYMMH IpHIMOYKaMu. 1o TeX mop, oKa BEI He
paszbeperech ¢ MPOrpaMMOii 10 KOHIIA, BBl HE CTAHETE UCIIOJIB30BaTh €€ 171 00LyMbBIBaHUS M OPTaHU3ALUH.

U na camom ACJI€ HE BAXXKHO, KyJla BbI IIOJIOXKUTE CHeHaHHLIﬁ BaMu IlepHOBOI\/lI IJIaH, TIOTOMY KaK BbI CMOXKETE 6BICTp0
A0CTaTh €ro U MPOCMOTPETH, €CIIN l'IOHaZ[O6I/ITCH.

Tpunosxcenus 015 ynpoujeHus M0o3208020 wimypma. JIns ynpoueHust MO3TOBOTO ITypMa ObIIO pa3paboTaHo
HECKOJIbKO NpuiioxkeHuil. Hanpumep, «Broxnosenue» («Inspirationy), OCHOBaHHOE Ha IPUMEHEHUSIX TEXHUKU KapT
namsita Torn Berozana (Tony Buzan). ¥V aToro npmiosxeHus ObIII0 HECKOJIBKO IUTIOCOB, HO S BCE-TAaKH MPEAIIOYHTAIO
UCIIONIB30BaTh OyMary M pyduky Al MeHee (OpMaIBHOTO M Ooliee OBICTPOTO mpoliecca.

[Ipobnema oruppoBBIBaHUS Pe3yIbTaTOB MO3TOBOTO LITypMa COCTOUT B TOM, YTO Ha CAMOM JIeJie HaM He HaJo
our(pOBBIBATH UX B TAKOM BHJIE, B KOTOPOM OHHU POXKIAIOTCS BO BPEMs 3TOTO CAaMOT0 IITYpMa — KPUTHYHBI BHIBOIBI,
KOTOpBIE MBI JIETTa€M Ha OCHOBE 3THX CBIPBIX HIEH. BBICOKOTEXHOIOTMYHBIE HHCTPYMEHTSI JUIsl MO3TOBOTO IITYpMa,
TaKUe KaK MIEKTPOHHAs 10CKa U LU(POBOH IIAHIIET, CKOPee BCEro He OyIyT Tak MOJIE3HbI, KaK MIPEoiaraloT ux
npownsBouTeny. Ham Hamo GUKCHPOBATH HE CTOJIBKO TBOPYECKHH ITOTOK, CKOJIIBKO CTPYKTYPHI, KOTOPBIE MBI
BO3BOJIUM Ha €ro ocHoBe. Mexxay cOopoM 1 00paboTKOM U opraHu3alyel ecTb CyIeCTBEeHHas pa3HULA, IOITOMY AT
9THX MPOILECCOB U MCMOJIB3YIOTCS pa3sHble HHCTPYMEHTHL. BBl MOXKeTe CBalnMBaTh ChIPbIE HICH U BOPJOBCKUH (paidi.

Ipunooicenus 0na naanupoganus npoexmos. Kax st yxe orMedan, 00JbIIas 4acTh MPUIOKSHUH, TpeIHA3HAYCHHBIX
JUTSL YIIPOIIICHHUS MIPOSKTHOT'O TUTAHHPOBAHUS TPEOYIOT CIUIIKOM OOJIBINOHN TIIATEIEHOCTH W CKPYIYIIE3HOCTH,
KOTOpHBIE B OOJBITMHCTBE HAIIMX MIPOCKTOB BOBCE HE HY)XHBI. Ha MPOTSHKEHNH MHOTHUX JIET 5T BHIECH, KaK 9TH
MpOTpaMMBI IPOOOBAJIH M OTBEPralli, a HE UCIIOIB30BAHN KaK IOJIC3HBIH HHCTPYMEHT. OHH UCIIONB3YIOTCS TOJIBKO B
TOM CITy4ae, eclii ObUIH pa3paboTaHbl HA 3aKa3 U yJOBIETBOPAIOT BeCbMa clelM()UIHBIM TPEOOBAHUSIM TOT'O HITH
WHOTO MPOU3BOJICTBA WIIK OPTaHU3aIHH.

S mpeanosnarato, 4To B O KalIIKe TOIBI OSABATCS MEHEE CTPYKTYPHPOBaHHbIE U Ooliee (DyHKIIMOHATBHBIC
IIPUII0KEHHSI, OCHOBAHHbBIE HA METOAAaX €CTECTBEHHOT'O IUIAHUPOBAHUS. A T0Ka, 0JIb3yHTeCh KAKUM-HUOY b
MIPOCTBIM M XOPOIIUM IIJIAHUPOBIIUKOM.

Hcnonp3oBaHue cONYTCTBYIOLIUX 3J1€KTPOHHBIX 3AMeTOK



Ecnu BBl moIb3yeTech 3IIEKTPOHHBIM €KeTHEBHUKOM, BBl MOYKETE JIeJIaTh COMyTCTBYIOMIME TUIAHY OTMETKH B TOJIE [T
3aMETOK, PEIYCMOTPEHHOM JJIsI KakKIoro AHsA. ECIIi caM MpoekT y Bac mpencTaBisieT coO0H IyHKT B CIIACKE B
HaJlaJIOHHUKE WK 3a1a4dy B Microsoft Outlook, BBl MOXKETE OTKPBITh COMYTCTBYIOIIYIO CEKIUIO «3aMETKI»
3aIHMCBHIBATh Ty/Ia WIEH, ACTATH U MOAKOMIIOHCHTHI IpoeKTa. Tobko yoeaureck, 9To He 3a0yeTe moToM
MPOCMOTPETH MPIIOKEHUE, HHAYE Bce O€3 TOJKY.

Kak Bce 3T0 MOKHO peajibHO NIPUMEHUTD?

Bamr cnircok mpoeKkToB, TakkKe Kak M Balll CIIMCOK CIETYIOIINX KOHKPETHBIX JEHCTBUH JOJDKEH OBITh a1eKBaTeH
MomeHTy. Ecnu 910 Tak, Beigenute BpeMs (0T OJHOTO O TPEX YacOB), YTOOBI MPOpaboTaTh «BEPTHKAIHLHOE
HarpaBJieHHE KaXXJ0T0 U3 MIPOEKTOB.

B camom kpaiinem ciydae BeiOepuTe Hanbosiee BaxkHble WM HanboJiee HHTEPECHBIE BaM POEKTHI U IpoJernaiire
HEKOTOPBIH cOOp U OpraHU3aIHIO [0 HUM, UCIIONB3Ys T€ HHCTPYMEHTBI, KOTOPBIC BaM OOJIbIIE ITIOAXOIST.

CkoHueHTpupyiTech Ha KaXJ0M 0 ouepeiu, cBepXy BHU3. Korza BbI 3T0 pozensiBaeTe, 3agaiTech BonpocoM: «Uto
HMMEHHO I10 3TOMY NPOEKTY MHE HaJ0 3HaTb, 3a()MKCUPOBATh WX 3aIIOMHHUTH?»

Haseoume nopsioox na cmone, cozoaiime nooxoosuue ycio8us u npuHumManmecs 3a 060ymvieanue npoexma. M gvl
oKxaicemecs 0aneKko enepeou MHOSUX.

Bo3MO0xKHO, BBl 3aX0TUTE HAPUCOBATH (PparMeHT KapThl NaMATH, OXBAThIBAIOLIMNA HECKOJIBKO MbICIEN U uaei 1o
MIPOEKTY, BBIIEIUTH 0] HeE Manky win ¢aiauk. Bo3MoxHO, y Bac MOSBATCS KaKUE-TO MPOCTHIE CITUCKH, KOTOPBIE BB
XOTeNH Obl IPUKPENHUTH B KAUECTBE 3aMETOK B BallleM 3JIEKTPOHHOM eXeJHEeBHUKE. ViH ske BBl MOXKETe cO3/1aTh
BOPJIOBCKHUH JIOKYMEHT M 3aIucaTh UIEH TaM.

Hama ocHOBHas Lens — caenaTh FeHepaluio U GUKCcalnIo uaei ynooHoi. U nmpruobpecTu mpuBhIUKY
KOHIICHTPUPOBATHCS HA HAMEUCHHBIX PE3YJIbTaTax U HEe3aBEPIICHHBIX, OJBEIICHHBIX B BO3IYX JeNaX, IPeXkIe, 4eM
BaM MPHIETCS 3TO CAEIATh IOMHUMO Balleil BOJH.

HyCWlb Haue 3a6ﬂa€06p€M@HHO€ becnoKkolicmeo cmanem Hauum 3a6ﬂa€06p€M€HHblM I’lpOC)yMbZBClHueM u
NIAHUPOBAHUEM.

Yuncmon.

Yacrtp TpeThsi. CHJIa OCHOBHBIX NPUHIMIIOB
I'maBa 11. Cuia npuBBIYKH cOOUPaTh

Bo Bcex onucaHHBIX B KHUT'€ HEXUTPBIX TEXHUKAX U MOJEISX KPOeTCs ropas3zio 0oJblie, YeM MOXKET I10Ka3aThCs Ha
TIEPBBIiA B3MIIS, BEIb OHU MPEUIaraloT CUCTEeMAaTH3UPOBAaHHBIN CIIOCO0 COXPaHEHHUsI COCTOSHHUSA KPUCTAIBHO YUCTOTO
CO3HAHUS, TAPAaHTUPYIOT BEICOKHH YPOBEHb JINIHON M POPECCHOHANEHOM A (PEKTUBHOCTH, & 3TOTO YK€ TOCTATOYHO
TS TOTO, YTOOBI HA4aTh STUMHU METOJaMH TOJIb30BaThCS.

PaboTta B 3TOM HampaBieHUN BBISIBUIIA HEKOTOPHIE CYIIECTBEHHBIE 3aKOHOMEPHOCTSM. B clienyromux Tpex riaBax s
coOpaJ OIbIT, MPHOOPETEHHBI MHOH 3a MOCIEHHUE ABALATh JIET, ONBIT 00Jiee U3SAMIHBIX U HCYESPIBIBAOIINX
pe3yIbTATOB, HEXKEIH Te, KOTOPHIX MOKHO JOOUTHCS, IPUMEHSSI OCHOBHYIO METOJTUKY.



Korzaa nronu 3aMedaroT, 4To BBl JIETKO M HEMIPHHYKISHHOE YIPaBIJISIETECh U OpraHU3yeTe Ballld O0IIUe ¢ HUMH JIea,
COIVIAIlIEHHs U MPOEKThl, OHM HAUMHAIOT MHA4Ye CMOTPETh Ha Bac, HAUMHAIOT AOBEPATH BaM COBCEM IIO-Ipyromy. OT0 U
€CTh Marusi yMeHus paboTaTh ¢ «Pa3HbIM» U C HEOKOHUEHHBIMH JIeIaMH, KOTOPBIMU TIOJIHA Hallla )KU3Hb, Marus,
CIOCOOCTBYIOIIAsT YCTAaHOBICHHIO IICUXOIOTHYECKOTO KOM(pOPTa, HOBBIIICHHIO BallINX KOMMYHHKATHBHBIX
BO3ICHCTBHH, KaK JINYHBIX, TAK U IPOPECCHOHATBHEIX.

JIngynas BeIroga

Kak MHe mpuUILIO B TOJIOBY 3aHATHCA COOPOM M COPTHPOBKOH? MHOTHE JKAITYIOTCS, YTO BCE POCTO YKACHO, a CAMH
4yBCTBYIOT ce0s coBceM Heruioxo. Kak Takoe MoxeT ObITh?

Ecnu BbI poIy cTaguio ¢6opa MOoJIHOCThIO, TO BaM HaBEpHsKa 3HAKOMa HEKOTOpas HEpPBO3HOCTb, HEU3MEHHO
BO3HHKAIOMIas B rporecce. OMHICaHUs THIIA «HENPEOTOIIMOE», KITaHUKay, «PPyCTpalmsy, «yTOMICHUES» U
«OTBpAILEHHE» — BOT YTO 5 CIBILIY, KOT/a S HAUYMHAIO CIIPAIIMBATH CIyIIaTeIed MOMX CEMHHAPOB 110 MOBOY MX
omyuieHui B mpouecce coopa. tak, BbI cOOpaiu CTONKY JOKYMEHTOB M Pa3HOTO poja Jen. EcTh u B 3ToM cTOTKe
YTO-TO, YTO BBI HEKOra OTNoXMIU? Eciu ecTh, y Bac MOABISETCS, CBA3aHHOE C 3TUM YYBCTBO BUHBI — « 5] MoT OBI,
JIOJIKEH OBLI CIIENIaTh 3TO U PAHBIIE, U CeHYac BCE yKe ObLIO Obl TOTOBOY.

C npyroil cTOpOHbI, UCIBITHIBAJIN JIU BBl 00JI€rY€HHE U OILYLIIEHUEe KOHTPOJIs HaJl CUTyallel mocie Toro, Kak
packBHTaeTech, pasdepere HEOKOHUEHHEBIE 1ena? BoJIbIIMHCTBO O0TBEYAIOT YTBEpAUTENbHO. Kak 3T0 mpoucxoant?
AGCOIIOTHO IPOTHBOIIOJI0KHbIE IMOLIMH, BEI3bIBAEMbIE OJTHUM U TEM K€ IIPOLIECCOM — PAa3IPaXUTEIbHOCTh U
oOyeruenue, 3aBaj U OUIylIeHHE KOHTPOIsL. B uem xxe neno?

Korzaa B BckpoeTe epBONPUYNHY HETAaTHBHBIX SMOLUH, BBl 00HAPYKUTE U CTIOCO0 N30aBUTHCS OT HEE, KaK 3TO
CIY4HIIOCH CO MHOW. Ecii jke BBl Ha9aau HCIBITBIBATh YAOBOJIBCTBUE OT 3TOTO MPOLIECCa, 3HAYUT BBl HA BEPHOM ITyTH
— BBl CAMM YMEHBILIAETE HETaTHUB.

HcTOYHHK HEraTUBHBIX dMOIMH

OT4ero MosSBISIOTCS HeTaTUBHEIE SMoIu? OT TOT0, UTO HAJO CIUIIKOM MHOTO cienaTs? Her, nen Bcerna cimmkoM
MHOro. Eciii GBI BBI 4yBCTBOBaIM TUCKOM(OPT TOJIBKO MIOTOMY, YTO Y Bac ropaszo OoJble 3a/1a4, 4eM Bbl MOTJIN ObI
PELINTB, 3TO YyBCTBO HUKOTTIA HE OKUAANO OB Bac. be3yMHOe KOIM4ecTBO Je — 3T0 BoBce He mpuunHa. [Tpnanna
KPOETCsI B APYTOM.

Kak BbI ce0s1 4yBCcTBY€TE, €CITM KTO-TO Bac moaABoAuT? HampumMep, BBl JOTOBOPHIIKCH O BCTpeue Ha cpeny Ha 16:00, Ho
HUKTO HE TPHUILENT U Jaxe He Mo3BoHWI. UTo BBl yyBcTBYeTe? f monaraio, BeI HeIOBOIBHBL. [{eHa, koTopyto
MPUXOJIUTCS IJIATUTh 33 HapyIICHHbIC O0CIIAHUS — 3TO YTpaTa JIOBEpUsi, HA KOTOPOM CTPOSITCSL.

Ho 4t0 570 32 #ena B Barreil KOp3UHKe ¢ Ipuxoaseil nHpopmarmeii? J[oroBopsl, KOTOPBIE BB 3aKITIOUMIN ¢ CAMHM
co0oii. Bant auckoM(opT — 3T0 pe3ysbTaT HapyIIeHHs 3THX JOTOBOPOB — a 3TO CUMIITOMEI ITOJIOPBAHHOTO 008epus
cebe. Ecnu BBl pemaere HaOpocaTh YEPHOBOM TUIAH U HE AeJIaeTe STOro, BBl UyBCTBYyeTe ceOs He oueHb. M,
Hanpumep, odelaere cede caMOOPTaHU30BaThCA U HE JIEJIAeTe 3TOTO — a Pe3yJIbTaT — HEJOBOJILCTBO U UyBCTBO BUHBI.
Penmun nmpoBecTr mo0oJIbIIe BPEMEHH € IEThMHU M HE CI0KHIOCH — BOT U moxkanyiicra! HepBo3HOCTB, TsKecTh Ha

JIyTIe.

Hepsosznocmo u uyecmeo 6unbl NOAGISIOMCI He OMMO20, YO Y 64C CIUUKOM MHO20 pabombl, 3Mo NPoCcmo
pe3yIbmam HapyuieHus y2080pa ¢ coooll.



Kak npepoTBpaTuTh HeBBINOJIHEHHbIE 00elaHus cede?

Ecnu HeratuBHBIC SMOIUU CYTb pE€3yJIbTaT HEBBIITOJHCHHBIX O6eH.IaHI/II\/'I, TO BBl MOKETE TIONTH 110 OJHOMY UX TPEX
npeajraracMbIx HYTeﬁ, YTOOBI NpEeAOTBPATUTD HEXKECIIATCIIbHBIC IOCICACTBUA:

§ He maBaiite oOeranmit

§ Beimonustiite obemanus

§ IlepecmaTpuBaiiTe obemanms

Bce 3To ronuTcest 11 TOro, 4To0bl U30aBUTHCS OT HEMPHATHBIX OLTYIICHHH.
He oasaiime obewanuii

Knépo HaBepHOE, B3STh CTOIKY CTapbIX JOKYMEHTOB, PEIIUTh AJs ce0sl, YTO OHU Ha (hUT HE HYKHBI U BCE UX CKOIIOM
TYT k€ BBIKUHYTh. OMH U3 CIIOCOOOB pa30upaThcsi C HEOKOHYEHHBIMH JIETaMHU — 3TO TOBOPUTD «HET»!

Bol nogHrMuTECH CaMu, €CITU 3aHU3UTE CBOM cTaHnapThl. Ecim Bac He 3a00TAT Beny, HaXOASIIUeCS HUXKE
ONPECIICHHOTO YPOBHS — YPOBHS, TJIC HAXO/SITCS BAIIK POJIUTEIILCKUE 00S3aHHOCTH, CUCTEMa 00pa30BaHMsI,
KOPHOpaTHBHAs MOPAITh, KOJBI IIPOTPaMM — 3HAYUT H T'OJI0OBHO#H 60711 Menbie. 14

OJHAKO 5 COMHEBAIOCh, YTO BBl CTAHETE 3aHIDKATH MIaHKy. Ho, TOHSIB OTHAXKIBI, UTO 3TO TAKOE, BIIOCIEIACTBUE BBI
OyJeTe AaBaTh MeHbIIE oOeIanuii. 1 3Har0 3TO0 HaBEepHsIKa IIOTOMY, YTO S MPOIIEI Yepe3 370. S naBan odOeranus
HaIpaBo ¥ HAJIEBO MPOCTO JIJISl TOTO, YTOOBI MOTYYUTH 0100peHre oKpyxaromuX. Koraa ke s oco3Hal 1eHy, KOTOpYIO
MHE MPUIETCS TUIATUTH 32 KKJ0€ HECIEPIKaHHOE O0CIIaHue, i CTall 33JJyMbIBAaThCs O TEX 00CHIAHUSIX, KOTOPHIC 5 yiKe
nan. OuH CTPaXxoBOH areHT, ¢ KOTOPHIM MHE CIIyYHIIOCh pab0TaTh, ONMCHIBAET PEUMYIIECTBA BHEPEHUS ITON
CUCTEMBI Tak: «PaHblle s IpOCTO TOBOPHII BCeM U KaxaoMy ,,OK, s 3To cienaro®, HoToMy 4TO HE MOHUMAJI, KaK
MHOTO MHE TIpuzieTcs caenaTh. Celdac, KorJa y MeHs €CTh ITOJIHBIH IepeueHb MPEeACTOSIIINX MHE 33/1a4, S BCe Jale
BBIHYXJICH TOBOPUTH: ,,MI3BUHUTE, HE MOTY". Y AMBUTEIBHOE JIEJI0, BMECTO TOTO, YTOOBI PACCTPAUBATHLCS U3-3a OTKA3a,
BCE YAMBIISIIOTCS MOEH TUCIUILTHHUPOBAHHOCTH! »

Cocmasnenue 06vekmusHo20 nepeunsi 3a0ay u 0053aHHOCMell NOMOACEM 8aM 2060PUMb «Hemy ¢ bobuLell
HACMOUYUBOCMBIO.

Jlpyroit Mo# KiIMeHT, pabOTHUK KOMITAHMH 3aHUMAIOIIEHCsl KOHCAIITHHIOM Majioro OM3Heca, HeIaBHO CKa3all MHE, YTO
COCTaBJICHHE MTEPEYHS MTPEACTOSIIMX PaboT H30ABUIIO €r0 OT AOTOJHHUTEIBHBIX BOJHEHHH 1 cTpecca. [IpuBbIuka
CKJIaAbIBaTh TO, YTO 3aTparuBajlio €ro BHUMaHUE, B KOP3UHKY IMOMOTJIa EMY MEPEOLUCHNUTD, XOTEII JIM OH BOO6HIC ymo
ObL Mo Hu 6bLIO C ITUM Jej1aTh. ECIIH OH He XOTeJT MUCaTh 3aMETKY O KAKOM-TO JIeJIe, YTOOBI IMTOJI0XKUTh €€ B KOP3UHKY,
OH mpocTo Opocan jeno!

S cuuraro Takoi noaxon 3penbiM. M camoe nydriee B 3TOM IMOAXO/IE TO, YTO KOT/Ia BBl HE caMOM Jiesie OepeTe Ha cels
OTBETCTBEHHOCTbH 32 KaK0Oe-JIM00 /10, BBl ABAXK/IBI TO[yMaeTe O TOM, J1aBaTh JIu ce0e Kakue Obl TO HU OBLIO
oOelanus, KOTOPbIE BaM BOBCE HE HYXKHO MJIM MTPOCTO HE XOUETCSI BHIMTOMHATE. He3HaHue TOT0, YTO BaM MPEACTOUT
cIienaTh, 3TO BCE paBHO, YTO O0JIajaHie KPEAUTHOW KapToH, OanaHC WK JINMUT KOTOPOM BaM HEM3BECTEH — TaK
ropaszio npoiie ObITh 0€30TBETCTBEHHBIM.

Buinonnstime obewanus

I[pyFOﬁ O'-IeBH,Z[HBIfI c1rroco0 u30aBUTHECS OT THETYHICTO COCTOSIHHA 3TO PaCKBUTATLCA CO BCEMU [ICJIaMHU U UMCTh
TIOJIHOC MPaBO OTMETUTH UX KaK 3aKOHYCHHBIC. Ha camom ACJI€ HaM HPABUTCA p€IIaTh 3aJa4r 0 TEX IMOP, [TOKa HaC
HE MOKUAACT OIIYIIEHHUE, YTO MBI YTO-TO YK€ 3aBCPIINIIN. P! YBEPEH, YTO €CJIU BbI 3aBEJIM IPHUBBIYKY BBITIOJIHATH A€Ja,



TpeGy}omHe MCHEC IBYX MUHYT BPEMEHH, BbI MMOJYYHUIN HEKOTOPYIO ICUXOJIOTUYECKYIO BBITOAY. BonpmmHCTBO MOMX
KIINCHTOB l'IpI/I6LIBa}OT B BOCTOPI'C MOCJIC ABYX1aCOBOI'O pa361/IBaHI/Iﬂ KOP3HWHKH, a BCC TIOTOMY, YTO OHU YMYAPAIOTCA
BBITTIOJIHUTH OT'POMHO€C KOJIMYECTBO ABYXMHUHYTHBIX IEJI.

sz HANpAMNCEeHUA npoéeﬂbleamm — 8 cnoxoticmaue 3aeepuerHnocmu.

Byopag

MOHO NPUATHO IPOBECTH BBIXOJHbIE, pa30upasi MEJIKHeE JieJ1a U IPOo0IeMKH, HAKOIMBIIMECS BOKPYT BaIlluX
JIOMAIIHUX e ¥ TM9HOU >xu3HH. Korma Bel pa3depeTech Co BCeM 3TUM «Pa3HbIMY, C KPYITHBIMH U MEIKHMU
HE3aKOHYEHHOCTSIMHU, M HaliIETe UX B BAIlIEM CIIMCKE, TO KaKas-TO YacTh BAILIETO CO3HAHMSI, HECOMHEHHO, 3aX04ET X
W3 3TOTO CIIUCKA BBIYEPKHYTh.

Bce Mb1 xaxxaem moben. Y 3amedatenbHO, 4TO A7l TOTO, YTOOBI MOyYUTh YAOBIETBOPEHHE IOCTATOYHO HArpy3UTh
ce0s1 BBIMOTHUMOM PabOTOM.

City4asocs Jd, 4TO BbI BHIOJIHSIN KaKOE-TO JeJI0, KOTOPOTO M3HAYAIBHO B BAIlIMX CIIMCKAX HE OBLIO, a IIOTOM BHI €r0
TyJa 3alUCBIBAIIM U Cpa3y BbluepkuBann? Eciu 1a, Tbl BBl MEHS TIOHUMAETE.

FOp(lS’()O Jleeye paspewantb cociauleHusl, Ko20a bl MOYHO 3Haeme, 8 4em OHU 3AKII0UYAIONMCA.

OpHako, 371eCh Apyras CIOKHOCTh. Kak BbI 4yBCTBYeTe ce0sl, €CIIH BCE BAIM CIIMCKH BBIMOJHEHBI, U IPUTOM BIIOJIHE
ycnemHo? J[a Bbl ckopeii Bcero Oyiere MoJTHbI TBOPUECKOM SHEPTUH U CTAHETE CKaKaTh JI0 moTojika. KoneuHno. A
Tenephb yrajaire, 4To y Bac OyaeT yepes Tpu AHs?

IIpaBusbHO — APYroO# CIUCOK, ¥ IpUYeM, ropaszno 6onpmuii! Bel Oynere Tak 4yecHO 4yBCTBOBATh ce0sl 1OCie TOro,
KaK BBIIOJIHUTE BCE JIeJa, YTO BO3bBMETECH TETeph 3a MPOEKTHI Ooiee MacIiTaOHbIE, yIOBIETBOPSIOLINE BAILIUM
HOBBIM aMOUIIHSIM.

U ue Tonpko 310. ECii y Bac eCTh HaUaIbHUK U €CJIM OH 3aMETHUT Ballly BO3POCIIYIO KOMIIETEHTHOCTh U
MPOYKTUBHOCTb, YTO OH CTaHET Jienarh? KoHeuHo — oH Bac enié 0osbiie Harpy3ut! DTo mpaBuiio
po(eCCUOHANTBHOTO PA3BUTHUS: YEM JIYUIIIE BbI CTAHOBUTECH, TEM OOJIBIIIETO OT Bac TPEOYIOT.

I/ITaK, €CJIU BBI He JKeJlaeTe MOHIKATh COOCTBEHHBIC CTaHAapThl UJIN HEC MOXXETE MPCKPATUTDH BBIIIOJIHATH BCE OoutbIIre
u OoJbIIe 3a4a4, Toraa y Bac €CTb emé OJHWH, TpeTI/Iﬁ OyThb N30 KaHUS CTpecca.

HepeCMompume CB0U cocnaueruA

Hpe,Z[CTaBLTe, 9TO 51 HA3HAYUJI BaM BCTPEIY HA UCTBEPI' HA 4 Yqaca, HO ITIOCJIC 5TOI'0 MOH 00CTOSTENLCTBA HU3MCHUWIINUCH,
H, YUUTBIBass HOBYIO paCCTaHOBKY INPHUOPUTETOB, S PCIIat0 C BaMH B YCTBEPT B 4 ne BCTPCUATHCA. Ho 4to s gomken
CAcCaTh, YTOOBI noaaepKaTb 4€CTHOCTD OTHOILIEHU BMECTO TOrO, 4TOOKI IPpOCTO HE HpHﬁTH? HpaBI/IJ'H)HO —
TIO3BOHUTDH U IEPEHECTU BCTPEUY. HepeCMOTpCHHOG COTJIAIICHUE 3TO HE HAPYIICHHOE COIJIallICHUEC.

Tonvko npoujenue CNnoOCoOOHO NO360UMb ONMUMUCTIUYHO 2/ISI0ENb 6 6)/0)/1/1/;@6

Omey

JIeliCTBUTENBHO JIM BBl TIOHUMAETE, TIOYEMY MEPEHOC BCEX BallIMX TPEBOT M Pa3MBINUICHHH Ha OyMary Tak, 4TOObI OHH
BCE OKAa3aJIMCh Mepe/l IN1a3aMu, CYNISCTBEHHO yaydInaeT caMouyBcTBre? [I0TOMY YTO MpH 3TOM Bbl aBTOMATHYECKH
MepecMaTprBaeTe BCe COrNIAICHHs ¢ cO00M, 00TyMbIBaeTe UX W HAYMHACTE BBIMOJHSITh HITH JKe roBopute cebe: «Her,
He ceiiuacy. A mpo0JieMa-To 3aKII04aeTCsl B TOM, YTO HEBO3MOXHO MEPECMOTPETh COMIAIICHHSI C COOOMU, €CITU BBl UX
BCe HE momMHuTE!



Tort ¢akr, 4TO BBl HE MOXKETE YIOMHUTbH, OOCIIAHU JIU BbI ce0€ 3TO, BOBCE HE 03HAYAET, YTO HA BAC TEMEPh HENb3s
MOJIOKUTHCS. JII000T0 TICHX0JI0Ta CIIPOCUTE, MPOSHUPYETCS JIM HA TPOIILIOE U Oy IyIiee TOT OT/IEN BaIlleH MaMsTH, B
KOTOPOM XPaHUTCS MePEUCHbh HEOKOHYCHHBIX 1€ — J1a, HeT, KOHeUHO. OH )XKUBET CETOAHSIIIHUM JHEM. JTO 3HAYHT,
YTO €CJIU BBl PEIINIIN Ky/1a-TO IOWTH M HAIOMUHAHKE 00 STOM €CTh TOJILKO B Ballleil KpaTKOBPEMEHHOM MaMSsITH, TO
KaKas-TO 4acTh Bac OyAeT BeCTH cels Tak, Kak OyATO BaM HOCMOAHHO HAIO TyJa UATU. A 9mo BelleT K TOMY, YTO €CIH
BBI TaM 00pa30M 3allOMHUTE J[BA AeJia, TO TO aBTOMAaTHYECKH MTPUBENIET Bac K CTPECCOBOMY COCTOSTHUIO — BEI BEJlb HE
MOYKETE JeJ1aTh JBa Jeja OJHOBPEMEHHO.

Kak u y GonpInmHCTBA NTI0OAEH, Y Bac, HaBEPHOE, €CTh JOMa KaKoe-HUOYAb XpaHWIIHIIIE, TUIIA rapaXka, KOTOPbIHA BB
KOTJa-TO (MOKET JjaKe JIeT IIeCTh Ha3axa!) aainu cede oOenanue pacuucTiTh. Tak BOT Kakasi-To 4acTh Bac
JIEHCTBUTEIIFHO JYMAET, YTO BBI JOJDKHBI OBIITM pacuuIIaTh rapaxk 24 yaca B CyTKHU BCE ITOCIIEAHNE TIECTh JieT!
Heynusurensho, 9to moau Tak ycrarotr! CaplmmTe 11 BB CBOH BHYTPEHHHUH TOJIOC BCIKHUI pa3, KOTAa XOAUTE MUMO
rapaxa? «Yero 3To Mbl Mumo uaem?! PazBe HaMm ero Mo4uCTUTh He Hamo?!» Bel Teneps gaxke u B rapax-To HE XOAUTE
MIOTOMY, YTO HE B CHJIaX BEIHOCUTH 3TY BEUHO JKANYIOIIYIOCS M BOPWIMBYIO 4acTh ce0s1. Ecin sxe BBl XOTUTE 3TOT
TOJIOC 3aTKHYTh, Y BaC €CTh TPH CHOCO0a, YTOOBI 3TO COrTAIlIEHHE C COOOH pa3pelInTh:

1. CHM3bTE CBOM CTaHIAPTHI 10 TIOBOY rapaxca (BO3MOXKHO BbI yike 310 caenanu): «Hy na, y MeHs B rapaxke Oapiak.
U ugto0 ¢ TOrO?»;

2. BommonauTte obemnianue — yoepurech B rapaxke;

3. B xon1ie koH110B 3armmminte «Pa3o0pare B rapaxe» B CIUCOK «MOXKeT ObITh KOTAa-HUOYAbY.

Toraa, HpI/I CXKCHCACIIBHOM HpOCMOTpe OTOI'0 CIIMCKAa, I'JIAas Ha 3TOT HYHKT, BbI 6YILCTC FOBOpI/ITL ce6e «HCT, HC HA
9TOM Henene». M Koraa BeI MoHeTe MUMO Tapaxka B CIEAYIOIINI pa3, BBl YK€ HUUEro He YCIBIIIUTE, pa3Be uTo:
«Axa! He na sToit Henmene».

S cepbe3Ho. S monarato, 3TOM YacTH BaIIero CO3HAHMUsI aOCOIIOTHO BCE PaBHO, 3aKJIIOYIIIH JIH BBI ¢ COOOM
coraiieHre o0 ybopke B rapaxke WiIH 0 MOKyIKe koMnaHuu. /g Heé u To, ¥ APyroe — NPOCThIE COrIAIeH s —
BBITIOJIHEHHBIE MJTM HEBBIMTOJIHEHHBIE. ECITH BBI 4TO-TO Jep)KUTE TOIBKO BHYTPHU Ce0s U HE BBIMOJHSECTE B JAHHBIN
MOMEHT, 3TO aBTOMaTU4YE€CKU CTAHOBUTCS HEBBIIIOJIHEHHBIM COTJIAIIEHHEM.

PagukajabHbIN nepexoa OT TPAAUINMOHHOIO TaiiM-MeHeKMEeHTA

DTO METOJ KapJUHAIBHO OTIMYAETCS OT TPAAULMOHHOTO TallM-MeHePKMEHTa. BoNbIIMHCTBO TpaguIIMOHHBIX
MoJIeJIell OCTaBJIAIOT B BaC UyBCTBO, UTO €CIIM KaKOe-TO JeJI0 He TaK Ba)KHO, TO HE BaXKHO U OTCJIEXKUBATh €r0,
o0pabaTeIBaTh U pa3duparbses ¢ HUM. Ha Moif B3rIsia, paccyskiast XoTs OBl B TEpMIHAX HAIIEro 6ecco3HaTebHOTO,
9TO HenpaBWIBHO. Tak paboTaer Halle CO3HAHHE, OHAKO, KAKI0€ COTIAIICHNE JJOJDKHO OCYIIECTBILITECS Ha
CO3HATENIFHOM YPOBHE. A 3TO 3HAYHT, UM HAJI0 3aHATHCS, MPOUAESHTU(UIIUPOBATH €T0, HAITH eMy MOIXOAsIIee MECTO
B Ballleil cUCTeMe caMOOpTaHU3alUH U PETYIIPHO MPOcMaTpuBaTh. ECu e 3TOro He MPOM30UIeT, TO Takoe /Aeio0, 0e3
COMHEHHS1, OTHUMET ropasfo Ooblie (GU3MUECKON SJHEPIHH, YeM 3aCITyKUBaeT.

41 monararo, Bce, 4YTO BBl XPaHUTE TOJILKO B KPAaTKOBPEMEHHOM NMaMATH TaK WM HHade OyIeT OTHUMATD OOJIbIIIE CHI,
94eM OHO TOTO CTOHT. BcE, Bce HEOKOHUSHHBIE Jieia M MTPOEKTHI Hallo 00s3aTeIbHO cOOpaTh BOBCE HE TIOTOMY, UTO OHH
PaBHOILIEHHBI, a KaK pa3 OTOMY, YTO OHH HepasHoyeHHbl. HezaBepIleHHbIe 1ea, Bce KaK OIMH, CO3JAI0T YyBCTBO
TSKECTH, M1 OTHUMAIOT yWUMY BPEMEHHU.

Kak mHoro Hano codupatsb?



Br1 mouyBcTByeTe cebs sydie, ecnu OyaeTe codupars Bee, 4To emé He codpanu. Hanmpumep, BBl roBopHTe cebde:
«Korna s B cnenyrommii pa3 OKaKych B MarasuHe, Hago OyeT KyIUTh Macliay, TaK BOT €CJIH BBI 9TO 3aIIHIIHTE B Balll
CITMCOK, BbI IIOYYBCTBYETEC ce0st HAMHOTO Jry4duIe. Wnu BBI BCIIOMHUHACTEC, YTO HAAO ITO3BOHUTH B 0aHK W 3aMKMCHIBAETE
9TO Ha JINCTOK, UTO JISKHUT y Tene(oHa, BB OIATH e HaUnHAaeTe TyBCTBOBATH ceds srydie. Ho 9To HecpaBHUMO TeM,
9TO BBI OIIYTHUTE, KOT/Ia OyIeTe 3HATh, YTO 3aIMCATIH B CITHCKHU GCe.

Korna BoI IOYYBCTBYETEC, UTO B IaMATH HE OCTAJIOCh €€ KaKux ObI TO HY OBLIO JEI, KOTOPBIE CIIEA0BAJIO ObI
3anucatb? ToJIbKO TOTrAa, Korga HE OCTaHECTCA HUYCTO. I[ame €CITi KaKasi-TO YacCTh BaIIeTO CO3HAHUS XOTS ObI
moA03pEBACT, YTO BbI elé He Bce co6pann, TO Bbl HE CMOJKETE CKa3aTb HABCPHsIKA, KaKou IIPOUCHT
HeSaq)I/IKCI/IpOBaHHBIX ACJI OCTAJICA Yy BAaC B I'OJIOBE. Kak xe y3HaThb, 4TO co6paH0 Bce? MoxHO CUHUTAaTh, YTO BbI
co6pam/1 BCC, KOraa B naMATH HEC BCIIJIBIBAIOT HAIIOMHWHAaHHUA O YEM OBl TO HH OBLIO.

DTO0 BOBCE HE 3HAUYUT, YTO Ballla TOJIOBa OcTaHeTcs myctoid. Eciu BbI B cebe, Baiie co3HaHUe OyAeT OCTOSIHHO Ha
4eM-TO KOHIEHTPUPOBaThCs. Ho eciy BBI COCpe0TauMBacTECh HA YEM-TO OJTHOM, a HE MBITAETECh YXBATUTh
OJIHOBPEMEHHO HECKOJIBKO JIeJl, BBl OyAeTe B TeMe.

S1 momararo, 9TO BBl BCE-TaKH IPENIIOUTETE HCIIOIB30BATh CBOM HHTEIUIEKTYaJIbHBIE BOSMOYKHOCTH,

YTOOBI 060y MbIBAMb NPOEKMbL, & HE IS TOTO, YTOOBI OyMmamy, «Kak Obl ux 060ymamsy. Bbl xoTuTe

MIPUHOCHUTD 1OIb3Y, O0AyMBIBast JieJia, a He MPOCTO MOCTOSIHHO HAIIOMHUHATH cebe 00 uxX cyniecTBoBaHuM. st Toro
9TOOBI ITOJTHOCTBIO OLICHUTH IPOYKTHBHOCTD 3TOM ITO3HIMH, BaM Hasto e€ 3aHATh. Hamo OymeTr cocpenoTounTses U
BbIpabOTaTh MPUBBIUKY (PUKCUPOBATH 1aXKe CaMble MEJIKUE COTJIAIEHHs ¢ CO00M cpa3y, Kak TOJIBKO OHU MPUXOAST
BaM B roJoBy. Kak MoxHO GoJiee monHas popma cOopa BKyIe ¢ MPUBBIYKOI (PHMKCHPOBAHUS HOBBIX JIEN Cpasy Iocie
WX TIOSIBJICHUS], CYIICCTBEHHO YBEITUYUT.

Koraa npuBbluka (pukcanum Aesl CTAHOBUTCS KOPIIOPAaTHBHBIM CTAHIAPTOM

UYro cydaercsi, €CIM BCEM YIaCTHHKaM KOMaHBI, OyIb TO CYIIPYKECTBO, OT/IEJN OpraHU3allii, KOMaH/Ia IepcoHaa,
CEeMEMCTBO W Iief1asi KOMITaHUS! — BCEM YYaCTHUKAaM MOKHO JIOBEPSITh — OHU HE JaAyT HUUEMY IPOCOUYMUTHCS B
TpeurHbl? YecTHO TOBOPSI, KOTAA BB JOOBETECH 3TOTO, BaM OyIeT yke 0e3pa3iuiHo, IPOJOKAIOT JIH JTFOIU
MePEeKUABIBATh APYT APYTY MSUUK — Topa3fo 0oJjiee MacITaOHbIC BEIIX 3aiiMyT Ballle BHUMAaHHE.

Ho ecnu obmienue emé He HaaXkeHO, TO MOBCIOY OLIYIIAETCs JIeTKast HEPBO3HOCTh U HEYIOBIETBOPEHHE.
BosiblIMHCTBO JII0/1€H CUMTAIOT, YTO €CJIM HE HHYUTHCS IIOCTOSHHO U HE AEpKaThbCs 3a PYKH, BELU B CUCTEME MOT'YT
MIPONACTbh, & IOTOM MPOSBUTHCS B CAMBIH HEOXKHMIAHHBI MOMeHT. OHU HEe OCO3HAIOT YTO AYMAIOT TaK MOTOMY, 4TO
MPOOBUTH B 3TOH CUTYalMH TaK JA0JITO, YTO OTHOCSTCA K HEel Kak K caMo co00il pasyMeromemMycs, Kak K 3aKOHY
rpaBUTalMHK, HaripuMep. Tak ObITh HE JOKHO.

51 maGuromai 3a TUM rogaMu. XOpOIIIUe JIIOH, KOTOpEIe, 0THAKO, He BEIpaOoTay B cebe OTOOHBIX IPUBBIYEK,
nomnajasi B MO0 CpeJty, BIIAIAIOT B CTYIOP. S POKHI cO CTaHAapTaMH KPHUCTAIBEHO YUCTOTO CO3HAHUS M YETKO
OUYepYEHHBIX TPaHHUI] JIOTKA C Mpuxoasield naopmanueit Oonee aBaauaty aer. Korna B ubeii-nmmd0 Kop3uHKe 0e3
JieJia BaNsieTcs Kakas-HUOY b 3aMeTKa MITH KOT/Ia BO BpeMs pa3roBopa KTo-To KUBaeT «/Jla, 51 9To caemnaioy i Impu 9ToM
HUYEro He 3alMCBIBAET, 1 HACTOpakuBatock. [l MeHs Takoe roBeJcHue HenpuemiieMo. EcTb peiba u mokpymnHee,
4yeM OeCrOKONCTBO 00 yTeuKax B CUCTEME.

Buikauusanue 600vl u3 ObipsigoU T0OKU OMHUMAEM CUIbL, HE0OX0OUMbLe, YMobblL epecmil.

MsHe Haz1o ObITh YBEPEHHBIM, YTO YTO ObI S HU CKa3aJl, 4To Obl HU HalMcall, Kakoe Obl COOOIIEHNe HU OCTaBUII Ha
aBTOOTBETUYHUKE, OHO 0053aTENbHO MOMNAJET B OPraHU3aLMOHHYIO CUCTEMY MOET0 COOeceHUKA WIIH NTapTHepa, IOTOM
MOABEpTHETCsl 00paboTKe U OyAeT y HeTo Wil Y Heé Ha BHIY B KaUuecTBe yKa3aHU K aeiicteuro. Ecmu Mot
cobeceHUK 00padaThIBaET TOIBKO TOJIOCOBYIO MIOYTY U IMIOJIHOCTHIO HTHOPUPYET €-MEHIbl U OyMasKHbIE 3aIIMCKH, MHE
IIPUAETCs B yToLy UHTEPEcaM M0JIb30BaThCs TOJIBKO TEM CPEICTBOM, C KOTOPBIM OH TOYHO paboTaeT afieKBaTHO.
Takoe coBepIIeHHO HEJJOMYCTHMO B JTFO00H OpraHU3alny, KOTOpas IeYeTcsl O TOM, YTOOBI JII000€ 1eNI0 JeNalioch C
MUHHUMAJIBHBIM NIPUJIOKEHUEM YCHIIHH.



[Tpu HEoOX0AMMOCTH HOBOBBEJCHUH, IOKHA OBITh YBEPEHHOCTh B JOOPOCOBECTHOCTH pabOThl HHUIIUATOPOB 3THX
n3MeHeHuil. JlobpoTHOCTS J11000# cUCTeMbl OyAET, B KOHIIE KOHLIOB, OIIPEEIIsIeTCs €€ CaMbIM ClIa0bIM 3BEHOM, U
OYEHb YaCTO ATON AXMIJIECOBOM IISITOH SIBJISETCS KJIFOUEBOI MEPCOHBI MOEPKUBATh HAJEKHBIE CBA3U BHYTPH
CUCTEMBI.

3T0 0COOEHHO 3aMETHO, KOT/Ia UACIIb 110 O(HCY M BHIHIIb, YTO JOTKOB JUIS BXOSIICH HHPOPMALH BOBCE HET WIIH
K€ OHU IEPETIOTHEHBI U X COJIEPKUMOE He 00padaThIBasIOCh YK€ CTO JieT. Takue KOPIopaTUBHbIE KyJIbTYPHI
HEPEIKO CTPAJAIOT OT «IIPEPBIBUCTOCTH», TOTOMY YTO OHU HE MOTYT YCTAaHOBUTH JOBEPUTEIBHBIE OTHOIIECHUS BHYTPH
CHCTEMBI.

SIcHOCTB M IPO3PavHOCTh KOPIIOPATUBHBIX KYJIBTYP, UMEIOIIUX IIOTHYIO CUCTEMY, oueBUHA. 1 Bpsaa 1M 31O
SIBJISIETCS PE3yJIbTaTOM CO3HATEIbHOIO NoaX0a. Takas e CUTyalus U B CEMbsX, Il Y KaXKI0ro €CTh CBOH JIOTOK JUIS
npuxoadmel nHGopMaluu u el — y poJUTeNeH, y JeTel, y HAHH, Y IpuXoasiuield fJoMpaboTHHUIIBI — Y BCEX, C KeM
CEMENCTBO IIOCTOSIHHO KOHTAKTUpYeT. JIFoAn 4acTeHbKO MIPE3PUTENBHO KPUBSITCS, KOI1a 1 TOBOPIO, YTO 1 U MO XKeHa
Katpus, MbI KJ1a1€M 3aIUCKU ¥ 3aMETKH B JIOTKU JPYT APYra, Jake €ClIU CUIUM Ha PAaCCTOSIHUM HECKOJBKUX IIAroB:
JUIS HUX 9TO KaXKETCsl «XOJOJHBIM U MEXaHUCTUYHBIM». He roBops 0 BEXXJIMBOCTH, KOTOPYIO MBI IPOSIBIIIEM, HE
OTBIIEKAst JPYTOro OT paboThl, TaKask MPaKTHKa JeNlaeT Hallld OTHOLIEHHUS TOJIBKO Teriee, IOTOMY YTO HaM He
MPUXOUTCS JIMIHO 00CYXKIaTh paboyre MOMEHTHI ¥ BCSKHE HIMEHHO MEXaHIUYECKUE WM ITOTyMEXaHHYECKUE
JIEHCTBUS — BCE ATO MIPEJOCTABIISIETCS CUCTEME.

Opeanuzayusi O0NAHCHA cO30amb 0COOYI0 KOPROPAMUBHYIO KYIbMYPY, 8 PAMKAX KOMOPOU Y KAxHCO020 ObL10 Obl OoablLLe
3a0a4, Yem OH MOACEeM Pewums, 8 KOMOPOU NEPECMOMpP COIAULEHUS O NOB0OY MO20, YMO KANCOBIIL UX HUX He
Oenaem, 6vL1 Obl MYOPLIM UALOM.

K coxanenpto, THYHBIE CUCTEMBI HENIB3sI CTAHIAPTU30BATh U Y3aKOHUTH. Kax bl JOMKEeH caM cOo37aTh CBOI
COOCTBEHHBIH crOCcO0 TOTO, KaK €My YIPaBJIATHCS ¢ 00s13aHHOCTAMH. OJTHAKO BBl MOXKETE 3aCTaBHUTB JIFOJICH
OTYMTHIBATHCSA 32 PE3YNBTATHI, IPOCIEKUBATh U OPTaHU30BHIBATH Jella U MIPOSKTHI, MPOXOIIINE Yepe3 HuX. A
MOJKETE JIaTh UM 3Ty KHUTY. Torja y HuX TOYHO HE OyJeT OnpaBJaHHii Ha CIydail, eClii OHU TIO3BOJISIT-TAKH YeMY-
HUOY/Ib BBITIACTD U3 IICIH.

DTO BOBCE HE 3HAYUT, YTO KAXKABIH JOJDKEH AenaTh Bce. S Hamerch, YTO TOXOJUYMBO OMHUCAT CIIOCO0 CYIIECTBOBAHHMS
B HaIlleM OTHOCHTEIIFHO HOBOM, HH(OPMATH3UPOBAHHOM MHUpE, TAIOIIEM BCEM M Ka)XKIOMY BO3MOKHOCTD
po¢heCcCHOHAFHOTO POCTa U BO3MOXKHOCTH JIENIaTh Aake OOJIbIIe TOTO, YTO OH JIeNaTh Modcem. KpuTHYHOH sBisieTcs
HEM3MEHHas yCTaHOBKA BO3MOXKHOCTH I1€PECMOTpa COIIALIeHUil cO BCeMH y4aCTHUKaMU IPOEKTa JUIs UX XKe
TICUXOJIOTUYECKOT0 KOM(OpTa. DTO U €CTh BHICOKUN YPOBEHb HACTOSLIETO HHTEIUIEKTYaIbHOTO Tpyaa. Ho nobparbes
TyJa TIOYTH HEBO3MOXKHO, €CITH y Bac HET ITyJIeHenpoonBaeMoii pabodeit cucteMsl coopa U pukcanun. 1 moMHuTE, BEI
HE CMOJKETe IIEPECMOTPETH COTJIalleHne ¢ COOOH, eciii BBl €ro He HOMHHTE. Y y’K KOHEUHO BBl HE CMOXKETE
MIEPECMOTPETH U COTJIALLIECHUS C APYTUMH, €CIIH BbI MIOTEPSIIN UX CIEIIBL.

Korna rpymmsl jroieli COBMECTHO MMPUHUMAIOT CTONPOIEHTHBIN KOJUIEKTUBHBIN CTAaHIAPT, OHU CTPOST MPOUYHBIIN
Kopa6m,, IITO6I>I ITYCTUTHCS B IJIaBaHUEC. 91O BOBCE HE 3HA4YUT, YTO OHU NOIUIBIBYT B IIPABUJIbHOM HaIlpaBJICHUH, U
JlaXkKe HE 3HAYUT, YTO OHHM TOTIaJI UIMEHHO Ha TOT KOpalJiib, Ha KOTOPEIi HY>KHO, 3TO 3HAYHUT TOJBKO TO, YTO TOT
Kopa6m,, Ha KOTOPOM OHHU OKa3ajJIuCh, B KAKOM 6LI HaIpaBJICHUH OH HU JABUTaJICA, 6YI[GT JABUI'aThCA C MaKCHMaJIbHOU
SHEpTHUEH.

T'naBa 12. Cniia «momaroBoro nJiaHa»

VY MeHs ecTb JIMYHas MUCCHUS — ChIIPaTh poib «YUTo TaMm Jainblie?» B ClIEKTaKJIe [I100aJbHOro MbICIUTEILHOTO
npolecca. 5l MeuTar 0 MUpe, B KOTOPOM Helb3s Oy[eT 3aBepLIMTh HU OJHO 00CYKIeHUE, HUKaKoe B3auMOeiicTBHe
He OyJIeT CUMTAThCS COCTOSABLIMMCS 0€3 UETKOTO OIPEeNIeHUs ero yJacTHUKaMu, TPeOYIOTCs JIM KaK1e-TO
JaJbHEeWIIe NeHCTBUS WK HeT — U eCIIH TPeOYIOTCA, TO, YTO 3TO OyIyT 3a NEHCTBUS HY WIH XOTA OB, KTO 32 HUX
oTBevaeT. Sl MeuTaro 0 TaKoW OpraHU3aluK, KOTOpas MPHUHsIA OBl 32 MPABUIIO TO, YTO €CIIH YTO-TO HAXOJUTCS B
OmmKaiiei Jo0cIraeMoCT COTPYJHHKA, TO 3TO YTO-TO JOJKHO OBITh IEPECMOTPEHO U MEPEOLIEHEHO UM C



HaMepeHUeM IMPHHATH PELIeHUe O cleayromieM mare. TonpKo mpeacTaBbTe cede, Kakas IPU STOM OTKpOeTcs: cBoboaa
JIEHCTBUM U HACKOJIBKO Jierye OyJeT KOHLIEHTPUPOBAThCs Ha 00Jiee BasKHBIX U 3HAUUTENIbHBIX Jeilax.

3a roapl paboTHI ST 3aMETHII, KaK CTPEMUTEIFHO BO3PACTAET YPOBEHb TBOPUECKOH YHEPTHH Y JIONCH U B
OpraHU3alHUsAX, KOTOpbIe IPUHSIHN 32 PABUIIO MTOCTOSIHHO 3a/1aBaThes BonpocoM «KakoB ciemyromuii mar?».
HecmoTps Ha KaXKyIytocsi IPOCTOTY, OU€Hb HEMPOCTO HAMTH OpraHu3aluio, I7Ie 9TO YCTaHOBKaA JeicTBOBajA ObI U
neiicTBoBaja Obl B MOMHYIO ciity. OHAM M3 CaMbIX CYLIECTBEHHBIX MPEMSTCTBUNA MOXKET CTaTh TOT (paKT, 4TO KOraa
BbI y>K€ IIPUBBIKIM IIOCTOSIHHO 33aJaBaThcsl BOpocoM «KakoB clienyronuii mar?y», u Bce Ballle OKPY)KEHHE ClIeayeT
3TOMY MPaBUITY, TO OOILICHHUE C JIIOJbMHU, HEe PUACPKUBAOIMMUCS MOJA00HON TOBEIEHUECKON MTOIUTHKH, MOXKET
HECKOJIBKO HalpArarb. 9TO Tak ObICTPO MPOSCHSET CYTh BEIIEH, YTO UMETh AEJI0 C JIFOAbMH, UTHOPUPYIOLIMMU 3TO
IIPaBUIIO, IIOX0XKE Ha KOIIMap.

Kozoa noou, pabomatowue emecme, npunumalom 3a npasuio NOCMOAHHO 3a0asamuvcs sonpocom «Kakos ciedyiowee
KOHKpemHoe oeticmsue?», meopueckds sHepeusi, npo0yKMUHOCHb U CHOCOOHOCHb KOHYEHMPUPOBAMbCsl MOl
KOMAHObl HAYUHAEN HEYMATUMO PACTIU.

Bce MBI HeceM OTBETCTBEHHOCTD 32 BBIIIOJHEHUE JAHHBIX ceOe Wi ApyruM obemanuii. 11 Ha KakoM-To Tare B
M000M Jiefie, HacyeT KOTOPOro Mbl 3aKJIIOUMIIM ¢ COOO0M corialieHue, Mbl JOJKHBI IPUHATD PELIEHUE O CIEAYIOIEM
¢usnueckoM aeiictBun. OHAKO, MEXAY TeM, YTOOBI MPUHUMATH PEILICHHUS, KOTIa JIeJIa MOSBIISIOTCS. HA TOPU30HTE U
MIPUHHAMATh PELICHUs, KOTAa Jella yKe ropsAT, OTPOMHAs PA3HULIA.

OTKy,Zla B351JIaCh TEXHUKA «MMOIIAroBoro njaHa»

51 Hay4umiCst 3TOM MPOCTOM, HO COBEPILIEHHO BBIJIAIOLIENCS TEXHUKE «IIOIIAroBOTO IJIaHa» OT MOETO CTaporo Apyra,
KOHCYJIBTaHTa B BOIpocax MeHeIkMeHTa [luHa DifucoHa (HUKaKoro OTHOIIEHHS K ObIBIIEMY MUHUCTPY
WHOCTPAHHBIX JIe]l OH He UMeeT). JJuH KOHCYJIBTHPOBaJ CHEHUAIMCTOB B Pa3HbIX O0JIACTSAX HA MPOTSHKEHUH MHOTHX
JIeT, UCCIEAysl BMECTE C TeM TO, YTO MOIJIO Obl M30aBUTh UX OT MH(OPMALIMOHHBIX 3aTOPOB, OT MPOOOK, COCTOSILIUX U3
IIPOEKTOB U 00s13aTenbcTB. Haxoaka ero 3akiodaercs B CIEAYIOLEM: OH Opall Jiro0yio OyMaxKy CO CTOJIa YeJIOBEKa, C
KOTOPBIM OH PaboTall, U 3aCTaBJIsAj €ro NPUHAThH PELEHUE O CIeIYIOLEeM AeHCTBUH, KOTOPOE MPOABUHET IIPOEKT, K
KOTOPOMY OTHOCHUTCSI 3TOT JIUCTOK, BIiepea. Pe3ynbraTsl ocinenoBail He3aMeUINTeNbHO, U Pe3yIbTaThl 3TH, HAJ0
CKazaTbh, ObUIN omIenomMuTenbHble. [ToaToMy JIMH mpogomKan OTTadyuBaTh 3Ty METOAMKY, 3a/1aBasi CBOUM KIIMEHTaM
TpH pa3dope KOP3WHKH ¢ BXOoAsmIel nudopmarueil onuH u ToT ke Borpoc. C Tex mop, Mbl 00a HCIIOIH30BAIH Ty
TEXHUKY B paboTe ¢ ThICAYaMU JIIOACH, U OHA MO-TIPEeXKHEMY OTIMYHO padoraer. He ObIBano ciydaeB, 4TOObI OHA HE
cpaboTaia 1 OHa 0JIArOTBOPHO BIMET KaK Ha NPOJYKTUBHOCTb, TAK U HA IICUXOJIOTUYECKUH KOMPOPT.

IToHsATHE «MOMIATOBOI0O MJIAHA)

«UT0 e menath ganblie?» — KaK TaKoW MPOCTON BOMIPOC MOXKET OKA3aThCs TAKUM JI€MUCTBEHHBIM?

UrtoObl pa3o0patThCs B 3TOM, 5 IpEIarao BaM BEpHYThCSA K TOW YacTH, IJI€ Mbl COCTaBIISTH CIIMCKU AJIS IPOYUCTKH
co3Hanust. Hy, Uiy XoTs Obl MONBITATHCS IPUIIOMHHUTD BCE MTPOEKTHI, 3aHUMAIOLIHE Ballle CO3HAHUE HA TAHHBIH
MoMeHT. Het 1u y Bac 4yBCcTBa, OyTO OHM HE IBUTAINCH WIH ABUTAIMCH PHIBKAMH U BOBCE HE TaK MPOIYKTUBHO, KaK
Moruiu 01?7 Ckopee Bcero, Bbl IIPU3HAETE, YTO 3TO TaK — HEKOTOPbIE U3 HUX COBCEM 3aCTOIOPHIIUC.

Ecnu BBl He 3HaNM HaBepHsIKa, HAZIO JIM OBUIO BaM JieNlaTh 3BOHOK, MHCATh MUCbMO, HAWTH YTO-TO WIIM YTO-TO KYIHTH,
W ecJIM y Bac He OBbLIO AJIS 5TOTO MOIIAroBOro MjiaHa, 3HAYHT, JIEN0 elIé 1 He Tporainock. MpoHus B ToM, 4To, CKOpee
BCET0, IPUHSTHE PEIICHHS O CIIEAYIOIIEM Iare 3aiMeT He OoJiee HecsaTH ceKyHI. Ho BOT 3THX-TO JecATH CeKyH]
Pa3MBIIUICHUH JIIOIN U JKAJIEIOT.



Hanpumep, B ciicke 3HAYUTCS IMYHKT «IIOKPBIILIKNY.

S u cnpammBaro: «3T0 K ueMy?»

Knuent orBeuaer: «Hyr.) MhHue HYXHBIC HOBBIC IMOKPBIIIKH JUIA MAallIMHbD).

— «Hy n uto ¢ aTum nenats? KakoB crnepyrommii mar?»

Ha 3ToM MecTe KITMEHT OOBIYHO MOYEHIET B 3aThIIIKE M CKaXKET lITO-HI/I6y,Z[I:, THIIA «Hy, Haa0 IIO3BOHUTH B
aBTOMArasuH, CIipoOCUThb, CKOJIBKO 3TO 6yz[eT CTOUTDB».

BoOT cTONBKO MPUMEPHO U HAJ0 BPEMEHH, 4TOOBI cPOPMYITHMPOBATH KOHKPETHOE ICHCTBUE — U TaK ISl BCETO.
HeckoJbKO CEKYH]T KOHIIEHTPAIUM BHUMAHUS U PA3MBIIUICHUH, 8 UMEHHO 3TOT0-TO JIFOJIU B OOJIBIIMHCTBE CBOEM U HE
JIeNnaror.

ITpaB/a TaKKe U TO, YTO TOT, KOMY HY)KHbI TOKDBIIIKH, YK€ IPEIK/E 3ayMbIBAJICS 00 3TOM U JIepiKaj 3TO B FOJIOBE HE
MPOTAXKECHUU KAaKOT'0O-TO BPEMCHHU. W noutn HaBCPHsIKa OH YK€ IPOIYCTUJI HE OJHY BO3MOKHOCTB IIO3BOHUTH B
aBTOCEPBHUC TOT/Ia, KOraa TenedoH ObuT o] PyKOii U BpeMs, B 00IIEeM-TO, ObLIO, ¥ CHIIbI Ha 3TO ToXxe ObLTH. [Touemy
’K€ OH TaK U He IT03BOHMI? HOTOMy YTO B TOM COCTOAHHUH CO3HAHUA, B KOTOPOM OH HaXOJUWJICS, IOCIEAHEE, YTO OH
X0Tes Obl Clienath, 3T0 001yMbIBATH CBOH IPOCSKTHI U MPUHUMATD Kakue Obl TO HH ObLIO pelieHus. B ToT MOMeHT oH
BOOOIIE HE XOTENl HA O YeM JyMaTh.

Cerem ycneutHoco npod@uwceHuﬂ — Omo Hauano. Cerem Hadaia — amo pa36uenue BAUUUX CILONCHOCOYUHEHHBIX O]l
HA Mmejlkue, 1e2K0o 8blNnoJIHUMble 3a0a4u U 8bINOJIHEHUE ux, Haduras ¢ nepeolj.

Mapx Teen

Uro aeiiCTBUTENBHO HA/I0 — TaK 3TO TO, YTOOBI BCE 3TH pelieHHs ObUIN Y)Ke ChOpMyITHpPOBAHBL, U BCE IIATH —
pacmianupoBansl. Koraa Bee penieHns mo noBoay CiaeIyroINX aroB NPUHATHL, TOTa, CIY4YHCh y Bac MATHAALATh
MHUHYT CBOOOJIHOI'O BPEMEHHU Iepe] BeTpedel, TenedoH o PyKOH U 10CTaTOUHO CUJI U DHEPTHH, BbI 3arJIsIHETE B
CBOH CIIHCOK M OyzeTe paj OOHApYXHUTh TaM IMYHKT «[103BOHUTE B aBTOCEPBHCY. «BOT 3T0-TO ¥ MeHS morygutcs!» —
[IOJyMaeTe BB, U 3TO OYJET HACTOAIIAs MOTUBALUS K TOMY, YTOOBI «BCE MOJIyYHIIOCHY, U BpEMEHHasl AbIPKa, B
KOTOPOI1 BBl OKa3alliCh, HE yTpaTUIIach Oe3napHo. B mogoOHBIX ycaoBUsAX y Bac He OyaeT BO3MOKHOCTH HaYHHATh
COCTaBIICHHE KIIMEHTCKOTO MPEUIOKEHHUS, OHAKO OYJET TOCTaTOYHO CHJI M BPEMEHH Ha TO, YTOOBI HA0paTh
Tene()OHHBIA HOMEpP U OBICTPO BBISICHUTH HEKOTOPYIO HH(popManuio. 1 BecbMa BEpOsSTHO, UTO Yepe3 HEKOTOpE BpeMs
BbI OyJleTe CMOTPETh Ha 3TU CBOM MOKPBIIIKY U UyBCTBOBATh CE0sI IPOCTO-TAKU KOPOJIEM MHUpA.

Onpezenenue pealbHbIX (pU3nYecKUX JeHcTBUM Ha 6a30BOM ypOBHE U OpraHU3alus HaJeKHON CHCTEMBI
HaIlOMMHAHUH 110 HUM — BOJIILEOHBIE KJIIOYM K HOBBIIIEHUIO POJYKTUBHOCTH.

BCEMy 3TOMY MOXXHO HAYYUTBHCS U ITIOTOM IIOCTOSIHHO COBEPIICHCTBOBATHCA.

YacTeHbKO JAaXKCE HECJIOXKHBIC ACJIa 3aXO04AT B TYIIUK TOJIBKO IMOTOMY, YTO MbI HE IIPHUHAIN OKOHYATCJIbHOI'O PCIICHUA
10 CIeaAyroumMm IIGﬁCTBI/IHM 110 HUM. .H}OIII/I, IPUXOAAIIUE KO MHE Ha CEMUHAPBI, 4aCTO 3aHOCAT B CBOU CITMCKH €A,
TUIIA KIIOYUHUTH MAIIUHY». Ho Pa3BE KIMMOYMHUTH MAIIMHY» — 3TO CJICAYIOIICC ,Z[eI\/'ICTBI/Ie? Pa3Be uTo BBI YK€ BBILLIN
Ha yJayuny € ra€4HbIM KJIIIOYOM, OHGTBIﬁ JJIs1 TOTO, 4TOOBI KOIATHCS B aBTOMOOMIIE.

«Tak KakoB ke cIeTyIoInH mar?»

((A, HY MalllMHYy HAaJ0 OTOIrHATbh B aBTOCCPBHUC. I/I, Aa, HaJ10 BBIICHUTD, HCT JIM TaM O4Y€pean. HYMa}O, HaJ0 IIO3BOHUTH
TyJda 1 Ha3HAYUTb BPpEM»



«A HOMEp cepBHCa y Bac eCTb?»

«Hea... HOMepa-TO Y MCHS U HET. q)pezl HEAaBHO PEKOMEHAOBAJI MHE OJJUH CCPBUC, HO BOT HOMEpA HE AaJl. S tak u
AyMall, 4TO 4Y€T0-TO HE AOCTACT».

BoT 3T0-T0 M MponcXoaUT ¢ OOMBIIUHCTBOM. MBI CMOTPHUM Ha IPOEKT, M KaKasi-TO YacTh HAC Tymaer: «TyT 4ero-to
HezmocTaeT». To ecTh 4ero-To He XBaTaeT — 3TO TOYHO, a 4Yero MIMEHHO — Mbl HE 3HaeM — BOT M OpocaeM JIeJIo, He HayaB
€r0 TOJIKOM.

be3 onpedenennoeo credyiougeco uiaea mexcoy peaibHOCmbIO U meM, Yo 6am HA0o coelams, 06pazyemcst Ovipa.

— «Hy u uto manpiie-t1o?»

— «Hano HOMep nmocrats. [Iymato, y @pena oH TOJKEH OBITH

— «A HOMep camoro Ppena y Teds ecTh?»

- «I[a, €Tr0 HOMEP €CTbh»

Urak, Ha camoM jienie, CAeIyoIUM AeUCTBUEM OyieT «m03BOHUTh Dpeay», CIPOCUTh HOMEP CepBuUca.

Bb1 06patiiin BHEMaHHE, CKOJIBKO IIAroB Ha3aJl HaM MPUIIIOCH CAENATh MPEKAe, YeM Mbl OTPEASITUINCH CO
CIIEAYIOIIMM KOHKPETHBIM JieiicTBueM? DTO TUIIMYHBIN ciiydaid. MHOIME COCTaBIISIIOT CBOM CIIMCKU UMEHHO M3 TaKUX
ITyHKTOB.

IHouemy sipkue TBOpYecKHe TUYHOCTH B OCHOBHOM CTAHOBSATCS JKepTBAMU JeIaiiHOB?

Ha camoM nene Gosbliie BCero HeJOeNaHHbIX J1e]1 U HEPEeIIeHHbIX IPO0JIeM B CIIMCKAX Y CaMBbIX SPKHUX JIIOCH.
[ouemy? [Togymaiite 0 TOM, KaKk Ham pearupyer Ha 00pasbl, KOTOPBIE MBI JepKUM B co3HaHUH. OKa3bIBaeTCA,
HEpBHAas CUCTEMA He JIeJIaeT Pa3HULbl MEXAY PEaIbHOCThIO U KPAaCOYHOM MpoeKIueil 3Toi peaqbHOCTH.

UroObl yOenuThes B 3TOM, IPEACTABBTE, UTO BbI B CyIlepMapKeTe: Bbl IPOXOJUTE MUMO SPKOI0O CTeH1a ¢ GpyKTaMu U
oBoutamu. Bel yxxe Tam? OK. Teneps uaute K MojakaM ¢ QUTPyCaMu — JIAMOHAMH, alleIbCHHAMU, rpeindpyTamu.
Teneps B3MISTHUTE HA KOP3UHY C IMMOHAMU. PS/10M ¢ Hell TeXUT pa3fenoyHas 10cka U HOX. Bo3pmute TuMOH 1
paspesxbTe nomnojam. YyBCcTByeTe JINMOHHBIH 3amax?

JIMMOH TakoH COYHBIH, COK KamaeT Ha JJOCKY... A Tenepb BO3bMHUTE IOJIOBUHKY JIIMOHA U CHOBA
pa3pexbTe eé IonoiaM, Telepb y Bac B pyKax YeTBepTHHKA JUMOHA. IloMHuTE, 4TO BHI Aenanu B aerctse. [lonoxure
3Ty YETBEPTHHKY B POT U BbicachiBaiiTe cok! Kucno!

Ecnu BBI Ipozenanu Bce 3TO CO MHOM, BBl 3aMETHUTE, YTO BO PTY OyATO OBl OSBUIICS JTUMOHHBIN NpUBKYC. Baie Teno
Kak OyATO cTapaercs nepepadoTaTh JUMOHHYIO KUCIOTY! A Bellb 3TO BCETrO JHUILb MBICTB!

}Zpkue JaudHocmu 6036y9i€()al0m(3}1 20])613@0 6blcmpee U CujibHee OCmajlbHblX.

Ecnu Barie Teno Tak *&HUBO OT3bIBa€TCA Ha BOOOpa)kaeMble KapTUHBI, TO KaK Bbl UyBCTBYETE Ce0s, €CIIU, CKAXKEM,
nymaere o0 ymiare Hanoros? Ilpencrasisiere nu Bbl cebe KapTHHKU THMa «S1 nodenurens»? [Ipuxoadr iu Bam
aCCOIMALINH, THIIA «IPOILE MPOCTOTOY, «IIOpa HAYMHATHY, «ycrnex»? HaBepHoe, HeT. BOT mo3TOMY-TO, JTIOIU TaKOTO
THUIIa OKA3BIBAIOTCSI HANMEHEE CTOMKMMH K HATOMUHAHHSIM TaKOTO POJIa — TO €CTh OYIyT MEIIKATh JOJbIIE BCeX?



KOHC‘IHO, 9TO 6YI[yT CaMbI€ TBOPYECKHUE, YYBCTBUTEIIbHBIC U MHTECIIJIMT CHTHBIC J'IIOI[I/I! HOTOMy YTO UX
YYBCTBUTCJIBHOCTD MMO3BOJISICT UM KXHUBO IIPEACTABIIATH cebe KOIIIMAaphbl, CBAA3aHHBIC C IIPOCKTOM U BCE€ CAMBIC
HETaTUBHBIC MTOCIICACTBHA, KOTOPBIC OH T’MIIOTETUYCCKU MOKET 3a c000ii oBJIeYb!

Onu mpocto nepeBo30yskaatTcs U Opocarot aeno!

}YyOfce cmap u JHCujl 6 HejleeKkue epemMena, 0OHAKO OOJILUUHCINGO 66(), Komopbwle moeiu npou3012mu, mak u ne
CIYHYUNUCH.

Mapk.

Ho k10 e He konebnercs? Yalie Bcero 3to HenmpoOuBaeMble 1yObl, KOTOPBIE IPOCTO OEPyTCs 3a SN0 U BEIYT €ro
BIIEpe/1, He 3200TSICh O TOM, YTO YTO-TO MOXKET MOWUTH He TaK. OCTalbHBIC e UCTBITHIBAIOT TCHCHITUIO 3arOHATHCS 10
noBoxy u 6e3 MoBoja.

[Tnatute Hanoru? Tosbko He 3T0! DTO HE Tak-TO MPOCTO. 51 yBepeH, B 3TOM oy Bce OyaeT no-apyromy. S OnaHKu
BUZIET — OHU BHINJIIAT HHa4Ye. BO3MOXXHO, MHE IpUIeTcsa pa30upaThcsi B HOBBIX NpaBuiiax. Ml MHe MpUAeTcs MPOvecTb
BCe 9TH 4epTOoBbI MaTtepuaisl. [lonHas Gpopma, kpaTtkas hopma, cpennsis popma... BosMoxHO, HaMm npuaeTcs
3aTpeOoBaTh HAJIOTOBBIE JIBIOTHI, HO €CJIM MbI 3TO ClIeJIaeM, HaM HaJo OyAeT J0Ka3aThk, YTO OHU HaM IoJjaratorcs, a
9TO 3HAYMT, HAM HaJ0 OyJeT MOATOTOBUTH OTYETHI 110 BCEM JICHEKHBIE MOCTYIIICHUIM. boke Moii, — a 1-TO 1 He 3HalO,
OTCJIEKUBAJIM JIU MBI BCE 3TU JICHEXKHbIE NTOCTYIUIEHUs! A eciiu HET... A Mbl BCe-TakH 3aTpedyeM JIbIOTbI, K HaM 4To,
npuayT ayautopbl? Ayautopsi?! O, HET — 3TO 3HAYUT — BHYTpeHH:Is1 HanoroBas Ciry0a — a TaM U 10 TIOPbMBI
HEZaNeKo.

Takum 00pazom, MHOTHE IO COOCTBEHHOH BOJIE «OKa3bIBAIOTCS B TIOPhMEY, €/IBa B3MJISIHYB HA KBUTAHIIMU 13
HAJIOTOBO#. A Bce MOTOMY, YTO OHHM TAaKHE YMHbBIC, TATLHOBH/IHbIC, YyBCTBUTEIBHBIC U TBOpUYECKHE. B Moel nmpakTHke
TaKUX IPUMEPOB — OECCUETHOE MHOXKECTBO U OOJIBINEH YacThi0 OHM KaCATMCh TBOPUYECKUX JIFOJICH, pabodne CTOJIbI
KOTOPBIX JIOMUWJIKCH O] KUTTAMU OyMar, 1 y KOTOPBIX BCET/1a MOJIHO Uaed. Y OOJBIIMHCTBA JIF0ACH, C KOTOPBIMH S
paboTal1, MOCTOSIHHO OBIJIO HECKOJIBKO aMOP(MHBIX MACIITA0OHBIX TIPOCKTOB, OOJNTAIOIIUXCS IIe-TO Ha 3aJBOPKAX
CO3HAHMU UJIU B JAJIBHEM SIIIUKE. Taxkoe BIICYATJICHUC, 6y,HTO BCC OHHU JICJICAIN KAaKHEC-TO FO6JII/IHCKI/IC MBICJIM, THUIIA
«Moxer, eciii Mbl He Oy/IeM TPOTaTh 3TH MPOCKTHI WM BCTIOMUHATH O HUX, MOXKET, OHH TaK U OyIyT JIeKaTh
CMUPHEHBKO?...».

HpekpaweHue 2Hemyw;uxpa3MbmweHwZ CUJIbHO yeeauvum eauly SHepeuio.

Hy u xax e ObITh? Hemb3st je BeYHO MPOXIIaKAaThCs.

IMomoOHBIE «HETIPHUATHEIE)» MPOSKTH MOXKHO 3aMOPO3HTE. UTO MPOUCXOIMT C JIIOABMH, KOTIa B KPOBb OIATAET
HEMHOTO ankoroiisi? TeopeTndecku, anKorob J0JKEH OblT Obl Cpa3y CHU3UTh SHEPTHIO, HO SHEPTHs KaK pa3-TaKH
MOBBIIIAETCS, BO3MOXHO, POCTO 10 MHepuuu. [louemy? AJKOronb JeiCTBUTENBHO CHUXKAET, HO CHIDKAET OH HE
COBCEM TO — OH IPUTIIYLIAET TPEBOXKHBIN BHYTPEHHUH T'0OJIOC U PACTYLIEBBIBAECT HENPUTIISIHBIC KAPTUHBI,
BCIUIBIBaIoOLIME B co3HaHuU. KoHeuHOo, sHeprus Bo3pacTeT, eciii AelpecCUBHbIE HACTpOoeHUs yMeHbuarca. Ho
«3aMOpO3Ka» — 3TO pelIeHue BpeMeHHoe. «Pa3Hoe» He paccocercs. M K coxaneHblo, caenarb BBIOOPOUHYIO
«3aMOPO3KY» CO3HATEIIFHO HEBO3MOKHO — KaXKeTCsl, OyITO HICTOYHUK BJOXHOBEHHUS M DHTY3Ha3Ma TOXKE 3aMOPO3UIICS.

Ynpomenue ¢ ymom

Ectp 1 npyroe penienue: pasyMHOe yrponieHHe paOboThl MO3Ta ITyTeM IPHHATHS PEIICHHUS O CIIeAYIoNeM mare. Ber

0e3 COMHEHHS UCIIBITaeTe 00JIErYeHre 1Mo MOBOAY JFOO0TO BallIero Jela uiil 00s13aTebCTBa, KaK TOJIBKO MIPUMHTE 110
HEMY KaKoe-TO peLleHHe O TOM, 4TO (PU3UUECKH BaM HAJ0 NpoJenaTh, 4TOObI 3TO A€JI0 CABUHYTh. B Mupe ke Huuero
CYyILIECTBEHHO He m3MeHuTcsa. Ho nmepedokycupoBKa Ha peabHO BBIIOIHUMYIO 33/1a4y CYIIECTBEHHO YBEIUYUT BaIly
MIO3UTUBHYIO 3HEPTHIO U MOTHBaLuMI0. Eciii BBl Ha caMoM Jiesie coOpaiu Bce «pa3Hoe» U HEOKOHUEHHOE B OJHY Ky4Y,



Hp06eI‘I/ITeCI> TEIEPH 110 MOJTYYUBIIEMYCA CITMCKY U MPUMHUTE PEIICHUSA 110 CIICAYIOIINUM IaraM B Ka>XK10M 13
TIPOCKTOB. n O6paTI/ITe BHHUMAHHUCEC, KaK U3BMCHUTCA Balll€ IICUXOJOTHYCCKOC COCTOSHUC.

He saoicno, nackonvko 6onvuias u cnodcHas npooiema nepeo gamu — coeatime MAaieHbKUll WANCOK K e€ peuleHuro u
uzbasbmecs om OUcKkom@popma.

IDicopooic @.

Jlena, BHECEHHbIE B Balll CIIMCOK, JTM0O0 IPUBJIEKAIOT, TMO0 OTTAJIKUBAIOT BaC — TPETHEro He JaHo. Bel 1160 ¢
BOOJIyIIEBJIEHHEM OepeTech 3a €10, TH00 Ke HE XOTUTE O HeM JJaKe yMaThb. A pa3HHLa MEXILy dTHMH IByMS
JIeJIaMH BCETO JIMIIb B MPUHATHU PEIISHHS O CIICAYIOIIEM Iare.

Ha6n}0/1aﬂ 3a pa3BUTHEM CJ'IyIHaTeJ'ICfI MOUX CEMHHApPOB HUJIH, A 3aMETHUJI, UYTO OAWH U3 CAMBIX paClIpOCTPAHCHHBIX
CII0c000B COMTHCS ¢ HICTUHHOI'O IIYTU COCTOUT B TOM, YTO JIFOAX IMTO3BOJIAIOT CBOMM CIIMCKaM ITPOEKTOB IPEBPATUTCA B
CIIMCKH MOANPOCKTOB U MoA3a4a49 BMECTO TOIO, YTOOBI CACIaTh U3 HUX CIIMCKU CIICAYIOIHNX KOHKPETHBIX HeﬁCTBHﬁ.
OHI/I, KOHEYHO, CYIIECTBEHHO ONICPECAUIIN OOJIBIIHHCTBO YXKE XOTA OBl TEM, 4YTO 3aIlIMCBIBAIOT CBOU A€J1a, HO U OHU
YaCTEHBKO YYBCTBYIOT HEYAOBJICTBOPEHUE OT TOT'O, YTO ITO3BOJIMIIN 3aKPACTHC B CBOU CIIMCKHU TaKHMM IIYHKTaM, KakK:

§ BCTpe'-Ia C KOMHUTCETOM 110 OpraHUu3allluu OaHKeTa

§ AP M>xonuu

§ PaboTHUK Ha peceniH

§ IIpe3eHTaIIOHHBIE CITANIBI

Jpyrumu ciioBam, Jieiia onsth IpeoOpa3oBalIUCh B «Pa3HOE» BMECTO TOTO, YTOOBI OCTABATHCS HA YPOBHE JICUCTBUH.
B TakoMm crircke KOHKPETHBIX JICHCTBUI He HAOII0AaeTCsl, U BCAKUIA 001a1aTellb 0JOOHOTO CITUCKA BBIHYKICH OyIeT
HE MO-JICTCKU HANpSATaTh MO3TH KaXIbIi pa3, Kak 3arJIsTHET B HETO.

Bawm kaxkeTcs1, 94T0 3TO yKe ciumkoM? Pasee GopMyIHpOBKa CIEAYIOMETO IEHCTBHS 110 KKIOMY U3 BaIlllX
00s13aTenscTB HUKYeMHBIH Tpyn? Konedno, Het. Ecnu BBl coOpanuch MalMHy peryjaupoBaTh, Ha KAKOM-TO 3TaIle BaM
no-JrodoMy TpuaeTcs: GopMyIHpOBaTh cieayomee aeiicTie. beaa B ToM, 94T0 GONBIIMHCTBO JOTSTHBALT 0 TOTO
MOMEHTA, KOT'/1a CJIeAYIOLINM IIaroM MOXET 0Ka3aThCs TONBKO «I103BOHUTH B aBTOKITYO U BBI3BAaTh 9BaKyaTop!»

Owubka nyque He OONYCKamo, Yem UCHPAGIsiNb.

bpox Kpuconom

Wrak, kak Bbl AymMaeTe, KOIAa Jke JIIOAW IPUHUMAIOT PEeIleH s IO IOIIAaroBbIM JIeHCTBUAM — KOria MpoOJIeMbl TOJIBKO
MOSABIISIIOTCS WITK KOT A Bee yke roput? Kak Bel gymaere, U3MeHMIACh Obl MX )KU3HB, IPUHUMAKCS OHH 32 JieNa
cBoeBpemeHHO? Kak BEI qymaere, Kakasi MOJIUTHKA dQ(HEKTHBHEN — pacIIChIBaHKE MTONTATOBBIX TSHCTBHI PEIICHHS
poOJIeMbl, KaK TOJIBKO OHA 3aMasuuT Ha TOPU30HTE MITH JKe OECKOHEUHOE OTKJIABIBAHUE JIO TEX MOP ITOKA He TIPUILET
BpEMsI chewHo pPemarhb IpoodIemMy.

Uszb6esxcanue npunsmus pewenuti 00 nocieoHel MUHYymbl HEPeOKO CIMAHOBUMCSL NPUYUHOU Heddekmusnocmu u
JquwHe20 cmpecca.

Moxxer, moka3arbcs, 4To s [IpeyBeIMYMBal0, HO, TEM HE MeHee, KOra s 3ajato B ayauropuu Bonpoc: «Koraa B Bameit
KOMITaHUH MPUHUMAIOTCS] PELLIEHNUS O TOIIAroBbIX JeHCTBUAX ?», OOJIBIIMHCTBO, 3a PEIKUM HCKIIOUEHHEM, OTBEYAeT:
«Korga Bce yxe roput». Korga onun u3 cinymareneil, paOOTHUK KPYITHOW KOPIOPALIUH, aHATH3UPOBAI IPUYIHUHBI
CTPECCOB B 3TOM KOPIOPALMH, 0Ka3aJI0Ch, YTO TI1aBHOM po0sieMoit ObIIM KpU3UCHBIE AeUIaiiHbl, CIIPOBOLIMPOBAHHbIE
HA4yaJIbCTBOM, HE CyMEBILIUM BOBpPEMS IIPUHSTH HY>KHbBIX PELICHUH.



HeHHOCTb CTaHJapTa IPUHATUHA pemel-mi/i 0 MOIIATOBBIX AeHCTBUSIIX

Cpenu MoUX KIIMEHTOB ObLIO HECKOJIBKO BBICOKOIIOCTABIIEHHBIX JIMLl KPYIHBIX KOMIAHUH, KOTOPbIE TOBOPHIIM O TOM,
YTO BBEJCHUE CTaHJapTa MPUHATHS PELICHUI O OIIAaroBbIX AEHCTBUAX B Ka4eCTBE KOPIOPATUBHOIO CTaHIapTa
SIBUJIOCH MTPE00paXarolei CUIION, C TOUKH 3PEHHUS pe3yabTaToB MPOeKToB. OHO Cpa3y U3MEHMIIO KYJIbTypy
OpraHU3alyy K JIy4llieMy.

[ouemy? [ToToMy 4TO Takoi cTaHAAPT OOECTIEUNBALT ACHOCTD, IOAOTUYETHOCTh, IPOAYKTUBHOCTD U JOBEPHE.

SlcHOCTH

Cnuikom YK MHOT'O 06cy)KI[eHI/II71 3aKaH4YMBACTCA TOraa, Koraa Jroau NMCIOT emi€ BechMa IPUMEPHOC NMPEACTABICHUC
O TOM, 4YTO K€ OHU BCC-TAKU PCIINIIN U YTO UM NPEACTOUT ACIATh.

be3s uetkoro TIOHUMaHHs, YTO 3a 3TUM HNOCICAYIOT KOHKPETHBIC I[eflCTBI/ISI, HE3aBHCHUMO OT TOI'0, 4YTO OTO 6yI[yT 3a
HCﬁCTBHH 1 KTO UX 6yz[eT BBITNIOJIHATB, MHOTO€ OCTAC€TCA HE3aBCPIICHHBIM.

MeHs 4acTo MpocAT MOMOYb B IIPOBENICHUH BCTPEUH MIIH coOpaHust. Ha coOCTBEHHOM TOPHKOM OIIBITE 1 ITOHSI, YTO
0E30THOCUTENIFHO TOTO, Ha KAKOM dTare 00CYKJEHUS! Mbl HAaXOIUMCH, 32 JBAALATh MUHYT JJO OKOHYAHHS BCTPEUH
HEoOX0IMMO MOCTaBUTH Bompoc «KakoB cienyromuii mar?» OnbIT MOKa3bIBACT, YTO ABAIIATH MUHYT JOCTATOYHO,
4TOOBI IPUHSATH PELICHHE.

OTO0 paguKalbHbIN 30paBblii CMbICI — paJluKalbHbIN IOTOMY, YTO BBIBOJUT JUCKYCCHIO Ha Oosee riy0oKHe ypoBHH,
Tyqa, T/Ie B3anMOACIHCTBHUE yKe HE TaK JIETKO U KOM(OPTHO.

«Hackonbko Bce 310 cepbe3H0?» «JleHCTBUTENBHO JIM MBI 3HAEM, UTO MBI TYT JieJdaeM?» «J{efCTBUTENBHO 1 MbI
TOTOBBI IOTPATUTD HA 3TO JIENI0 OeCLIEHHOE BpeMsl i pecypchl?» DTux 0oJiee 3HaUNMbIX YPOBHEH OCMBICTICHUS
IIPOEKTa OYEHb JIETKO M30€eXKaTh.

[IpenoTBpaTUTh 1MOIOOHBIC IBUKECHUE MOXKET TOJIBKO MPUHYIUTEIBHOE MPUHATHE PEIICHUS O CIICAYIOLIEM Iare.
[Mocnenyroniee 00CyKACHUE, UCCISIOBAHIE, AaHATIM3 U TIEPETOBOPBI HYXKHBI TOJIBKO JJISl TOTO, YTOOBI 3aKPhITh TEMY.
CeroiHs BCe HACTOJIBKO HEIMPECKa3yeMo, UTo OpaTh Ha ce0sl OTBETCTBEHHOCTD 33 PE3yJIbTAThl CIUIIKOM PUCKOBAHHO,
HO KQXJIbI{ JIOJDKEH YyBCTBOBATH CBOKO OTBETCTBEHHOCTH 32 MOCTEIICHHOE JBUIKCHUE K SICHOCTH U TIPO3PAYHOCTH
3a1ad4.

Fonmosneti puca ne ceapuuin.

Kumaiiyw

UroOBbl 10 KOHIIA HOHATH, O UEM sl TYT TOJIKYIO, y BacC yKe J0JIKeH ObITh HEKOTOPBIH onbIT. Eciu Tak u ecTh, TO BbI
ceifuac, ckopee Bcero, ropopute cebde «Jla!». Eciu sxe Bbl He yBepeHBI, 4TO TIOHUMAETE, O YeM pPeyb, TOTA s
PEKOMEH/TyI0 BaM 3aKOHYHTH Ballly CJIEYIOILIYIO JEI0BYIO BCTpeuy BoripocoM: «KakoB ke cnenyromuil mar?» — BoT U
IIOCMOTPUTE, YTO MPOU3OUIET.

IlomoTueTHOCTH



O6paTHaﬂ CTOpOHa ME€aalin ((O6’I)6ILI/IHCHHI)IX KyJIbTYp» 3aKIIIOHYA€TCA B TOM, YTO OHHM BBI3bIBAIOT aJJICPTHUIO HA TO, YTO
KTO-TO BO3bMET Ha ce0sl OTBETCTBEHHOCTh U 6yz[eT KOMaHJA0BAaTh mapaaom.

«TBl MK 47» — K COXKAIEHBIO ATOT BOIIPOC B OOJIBIIMHCTBE KOPIIOPATUBHBIX ciI0Bapeil He 3HauuTcs. Bee nymator, uto
CTaBUTH BOIIPOC PEOPOM HEBEKIIUBO.

JeBu3 «3T0 Hare od1ee Aeno» — 3By4uT Oosiee 0J1aropoJHO, OAHAKO PEIKO MPUMEHUM K €KEeTHEBHOW HAINPSKEHHOM
pabore. CIMIIKOM MHOTO COBEIIAHWI OKAaHYUBAIOTCS HUYEM, H B JIFOJSX OCTAECTCS BECbMa PACIUIBIBUATOE YYBCTBO,
9TO YTO-TO AOJKHO IPOU3ONTH M IPH3PAYHYIO HAISKAY Ha TO, YTO 3TO HE UX 3a00Ta.

Ha moii B3I A, HACTOALIAsl HEBEXKIINBOCTD 3aKIIIOYACTCA KaK pa3 B TOM, YTOOBI OTITYCKAaTb mo;:[ef/i C COBeH.[aHI/Iﬁ C
YYBCTBOM HEONPECACITICHHOCTH. HaCTOHH_IaSI CINIOYEHHOCTD KOJIJICKTUBA B TOM, YTO OTBETCTBECHHOCTD 3a ITPOACHEHNE
KOHKPETHBIX MIaroB JIC)KUT HAa KaXKIO0OM, U B TOM, YTO JJId KOKAO0TO0 A€Ja, I KaXI0Io mara Ha3Ha4€H KOHerTHLIﬁ
HCIIOJIHUTEIIb, 4 3TO B CBOIO O4YEPEAb, OCBO60>KI[3€T BCEX YUACTHHUKOB OT TAXKECTHU HEIPHUHATBIX pCIHCHHfl.

U onsathk ke, eciiv BaM CITy4aJioCh OKa3bIBaThCsl B MOJ00HON CUTYyallMu, BbI MEHsI oimeTe. Eciu ke He ciydanoch —
TO PUCKHHUTE — B KOHIIE OJTHOTO M3 COBEUIAaHN MIIK HAa CEMEHHOM COBETE 3a y)KUHOM crpocure: «Kakos ke
CIeNYIOMUHI IIar?.

IIponyKTHBHOCTH

IIponykTUBHOCTH pabOTHI OpraHU3aLMK BO3PACTAET, KOT/a K MPUHATHIO PEILIEHHUH O IOIIAroBbIX JeHCTBUSIX HAUMHAET
WCIIOJIB30BAThCS MPSAMOIHMHEHHBINA T0aXx0/1. [1o BIIe03HAUeHHBIM IPUYKMHAM, ONPEIeTIeHHE MECTOHAX 0K ICHHS
HEOOXOJUMBIX JJIsl pealu3allii BHOBb IIPOSICHEHHBIX Lieel GU3MUECKUX PECYPCOB, AaCT OoraThlii ypoxkail mpu
MEHbBILINX YCHIUSIX.

eticmays, 6vl puckyeme u sicepmeyeme uem-mo. Ho smom puck u dcepmeul He CpagHUMbL C PUCKOM U JHCEPMBAMU
bezoelicmeusl.

Joicon .

HauBpicIMM HCKYCCTBOM SBISIETCS YMEHHUE MPEOI0JIEBATh MPEMATCTBUS, BBICTPOSHHBIE B XOJI€ CII0KHOTO
TBOPYECKOT0 MPOLECCa, KOTOPBIE MOTYT CBECTH aKTUBHOCTB Ha HET. [leCATHIIETHSIMH TBEPINIH, YTO
«IIPOAYKTUBHOCTBY SBJISIETCS] CAMBIM BaXKHBIM CBOMCTBOM JIF00OH opranuzanuu. Bee, 4o Morio Obl yny4IinThb
pe3yabTaThl, uAeT B xo4. Ho B cdepe nHTEIEKTYaIbHOTO TPYa BCE STH KOMITBIOTEPHI, TEJICKOM YIIyUIICHHUS U
CEMMHAapBI 10 JIMAEPCTBY HUUTO, €CIIM CaMU PAaOOTHHUKU HE XOTAT YJIy4ILIaTh CBOIO CIIOCOOHOCTh COXPAHATh pabouyro
AKTUBHOCTB. A JJIsl 3TOTO HAJI0 COCTABIISITh NOIIATOBBIC TIJIAHbI BBITIOHEHHMS A€ U 00SI3aHHOCTEH neped TeM, KaKk OHH
HA4HYT CTy4aTh BaM I10 TOJIOBE.

OnHOM U3 caMbIX OOJBIINX JBIP, B KOTOPBIE YTEKAET MPOIYKTUBHOCTH B KPYIHBIX OPTaHU3AIUSX, SIBIISIETCS
OTCYTCTBHE MOIIATOBBIX IJIAHOB JOJTOCPOYHBIX MPOEKTOB. J[OITOCpOYHBIE MPOEKTHI — 3TO BOBCE HE TO, UTO JIeja U3
cepun «MoxeT OBITh KOT/1a-HUOYIbY.

HOI{O6HLI€ IMPOCKTHI C AUCTAHIUPOBAHHBIMH BO BPEMCHHU LEIAMHU BCE XKE HGO6XO[LI/IMO BBIINOJIHATH KaK MOKHO
CKOpeEC, NX AOJTOCPOYHOCTD 'OBOPHUT JIMIIb O TOM, UYTO JJIA JOCTUKCHUA LICIIU NPUACTCA IIPOALIATh OoubIe maroB, a
HE O TOM, 4TO pCHICHUA 00 5TUX marax HeT HeO6XOI[I/IMOCTI/I MNPpUHUMATb celvac TOJbKO IIOTOMY, 4TO OO Jemiaiina
emé Kak 10 JIYHBI. Kornma xaxxabrit IMIPOCKT OTCJICIKUBACTCA U KOHTPOJIHUPYETCA, OTO COBCEM APYTO€ AECIIO0.

Ipoodyxmusnocms 603pacmen moabko moaod, Ko20a Mvl CAMU HAYHEM YYECMBO8AMb OMBEEMCMEEHHOCHb 3d pabomy.
A 6 UHMeENIeKMYATLHOM MPYyOe IO 3HAYUM, NPOACHEHUE 0el ¢ MOMEHMA UX NOABNeHUSA, a He neped 0edaalHOM.



JloBepeHHOCTH

BO3M0)KHO, TJIaBHBIM IPECUMYIICCTBOM IMOIIAroBOIo nmoaAxoaa siBJIsACTCI (baHTaCTI/I‘IeCKI/Iﬁ pocT Ballle BO3MOKHOCTH
NIPpUBOAUTH ACJIa B ABHKCHUC, COHpOBO)K,I[aIOH.II/II\/'ICH BalllMM B3JIETOM B COOCTBEHHEBIX Ijla3axX H KOHCTPYKTHUBHbBIM
B3II110M HaA XHU3Hb.

.HIOI[I/I MOCTOSIHHO 4YTO-TO AC€IAK0T, HO, KaK IIPpaBHUJIO, IPOUCXOAUT I3TO IIOJ KOJIOCCAJIbHBIM AAaBJICHUEM CO CTOPOHBI
OKpYXaroIuX WA K€ CaMOoro ce0s1. OHHU HE HCIBITHIBAIOT HU MAJICHIIICIO YyBCTBa HO6CI[I>I, WX KOHTPOJIA Ha
CPITyaHHeﬁ, HJIK 9yBCTBa B3aPIMOI[eI>iCTBPIH C OKPYKaromnumu. .H}O,Z[)IM O4YCHb HC XBAaTacT HO,Z[O6HOF0 OIIbITA.

KaxxnoqHeBHY O OBEIEHUYECKYIO IOJTUTHKY Hal0 MEHATB. Y CTAHOBJIEHHE KOHTPOJIS HaJl XOJOM A€l IPEXKIIE, 4EM BBI
OKa)KETECh B JIOBYIIIKE BHELIHETO ABJICHHUA U BHYTPEHHETO CTPECcca, BRICTpAaBaeT MPOYHbIA (yHAaMEHT
YBEPEHHOCTH B cebe, KOTopask paclpoOCTPaHUTCs Ha BCE aCIIEKTHI Balllel KU3HU. Bbl cam ceOe KanuTaH, 1 4eM
aKTUBHEE BbI ICUCTBYETE, TEM JIyUllle ITOMIyT BallIK Jea.

3angaBas Borpoc: «KakoB xe cieAyromuil mar?», Bbl, QUTypaIbHO BBIPaXKaeTeCh, MOJAKAMBIBAETE O] CBOIO JKEPTBY.
Bomnpoc 3ToT npeamnonaaraeT BO3MOXHOCTb U3MEHEHHUS, IPUUYEM BbI Ha 3TO U3MEHEHHE MOXKETE MOBJIUATH, YTO CaMo I10
ce0e sBIIsIETCA UCKYCCTBEHHBIM caMOyTBepKAeHHeM. U o j00HbIe «HCKYCCTBEHHBIE CAaMOYTBEPIKICHHS» HEPEAKO
paboTaroT 2 PeKTUBHEE, YeM THICTYEKpaTHOE MOBTOpeHHE (Ppa3bl «S1 BIacTHBIN, 3 EKTHBHEIN YeTOBEK, KOTOPBIH
CaM CTPOUT CBOIO KHU3HB!».

Bam nagoenu xanobwi? B cienyroimuii pas, Kak TOJbKO KTO-HUOY/Ib HAYHET HBITh, CIPOCHUTE ero: «UTo e enarhb
nanpie? Kakos cnemyromuit mar?y. JIroau xanyoTcsl TOIBKO Ha TO, YTO 0 UX Pa3yMEHHIO JIOJDKHO OBLI0 OBl HIITH
nydie. Bonpoc 0 KOHKpeTHKe HACUIIBFHO MPOTAIKUBAET TeMy. Eciin 4To-TO TeOpeTUyecKu MOXKHO YIyUIIUTh, 3HAYUT,
€CTh U KOHKPETHOE JAEHCTBHE, CIIOCOOCTBYIOIIEE STOMY YIyUIIeHUI0. Eciu e ynyqiiTs HU4ero Henb3sl, TO HaJl0
OTHOCHUTBHCS K 3TOMY KaK K YaCTH CIIOKHUBIICIHCS CUTYalluH, U YYUTHIBATh 3TOT aCHEKT B CTPATETHUH U TAKTUKE.

’KamoObI — 3T0 3HaK TOTO, YTO YEJIOBEK HE XOYE€T PUCKOBATH U MEHATH CUTYallUIO UJIN HE 6y11eT YYHUTBIBATH
HEM3MEHHbIE 0OCTOSITEIHCTBA B CBOMX IIIaHAX. ITO BpPEMCHHas U JIOXKHAasA (bOpMa YBEPCHHOCTHU B cebe.

HecmoTps Ha TO, UTO HU 51, HE MOU KOJUIETH, HE MIHAPUM CBOIO paboTy TakuM 00pa3oMm, s 3aMedaro, 4To B X0/e
€KETHEBHBIX TPEHUPOBOK MIPUMEHEHHS] TEXHUKH OIIArOBOT0 MJIAHUPOBAHMS, JIFOAN PEATBHO JIBHKYTCS B BEPHOM
HaIpaBJIeHUU. Y HUX IJ1a3a FOPST, MOSIBISETCS JIETKOCTh ABMKEHUH U IO3UTHBHASA UCKPa B MBIIUIEHUHU U TOBEACHUH.
MBplI y)ke HeMano ymeeM, HO MPUHATHE pelieHui 1 3¢ hekTHBHOE yrnpaBlieHHe PU3NYECKUMU T1CHCTBUAMH,
HEOOXOJUMBIMHU AJIs IPOABMKEHUS J1€J1, KaKeTCs, YBEJIMUUBAET 9TU CUJIbI M OTKPBIBAET HOBBIE IO3UTUBHBIE YEPThI
Xapaxrepa.

Bepa B TO, YTO BBl MOXKETE pCIIATh 3a4a4u, IOABJIACTCA TOTAa, KOrJa Bbl HAYMHACTE UX PEIIATh. A smo-mo n
IIOMOTac€T BaM UX pe€uIaTh.

Joou uacmo ceanusairom suny na oocmosamenscmaea. A ne gepio 6 obcmoamenvcmaa. Jloou, komopuie 8 5mom mupe
ue20-mo 000UBAIOMCS, UM 05l ceOs1 YOOOHBIX 0OCMOAMEeNbCM8, d eClU He MO2YM UX HAUMU — CO30aiom UX.

Bepuapo oy

I'maBa 13: Cnoco0HocTh padoTaTh Ha pe3yabTaT

CrnocoOHOCTh CO3HATENBHO HAIPABJISITh MBICIUTEIBHBIN MPOLIECC HA U3MEHEHUE Yero-mudo u3yvanach U
aHaJIM3UPOBAIACh B THICAYAaX KOHTEKCTOB — OT PAHHETO «II03UTUBHOIO MBIIUIEHHS» 10 MO3IHEHIINX HCClIen0BaHUN
HEHPOIICUXOJIOTHH.



JIMyHO MEHs MHTePECOBAJIO MPUMEHEHHE MTPUHIKIA paOOTHI Ha PE3yJIbTaT B PEATbHON KHU3HU: IIOMOTAET JIU 3TO
paspyauBats aena? U eciu fa, To Kak €ro ONTUMaIbHO HCIOJIb30BaTh €r0 B YIPaBJIEHUH Hallel paboTol U KU3HBIO.
MoskeM 511 MBI peaibHO MCIIOIb30BATh 3TOT MPUHIIHUII JJIsl JOCTHKEHHS JKEIaeMbIX PE3yIbTaToB, IPUKIAbIBAs IPU
9TOM MeHblle yeuauid? OTBeTOM Ha 3TO OyZeT MHOTOKPaTHOE «J1a.

®oKycHpOBKa U OBICTPOE pa3BUTHE

Ha mpoTsikeHrH MHOTHX JIET sl HaOJroAal, KaKk METO, OIMCAHHBIN B 3TOW KHHUTE, IOMOTaJl JIIOASIM CIIPABIISATHCA C
eXeHeBHbIMU ITpobaemMamMu. Eciiu BBI clienaeTe STOT METOA CBOEH MPUBBIYKON U OyIeTe MPUMEHSTh €ro Be3ie U
BCIOZly, HaunHas 00pabOTKOM MOYTHI, HOKYIKOH I0Ma MM KOMITAHUH A0 IJIAHUPOBAHHS BCTPEY M Pa3rOBOPOB C
JIETbMH — B TOBBILICHUH JIMYHOU MPOJLYKTHBHOCTH BBI IPEB30iAeTE CeOsl.

MHorue n3 Tex, KOMy Ha MPOTSKEHUH THX JIET sl IOMOTaJl UHTETPUPOBATH 3TOT METOJ B KHU3Hb, CEHYAC OCBANBAIOT
CMEXHBIE 00J1aCTH CBOEH CIIEUATBHOCTH WK JIaKke Apyrue npodeccud. MeToll, ONMMCaHHbIH B KHUTE, OTIIMYHO
MOJXOIUT JUISl XKeIHEBHON pyTHHHOM paboThl. Koraa BbI JeMOHCTpUpyeTe cede U OKPYKAIOLUIMM BCEBO3PACTAIOIIUE
OpraHU3aTOPCKUE CIOCOOHOCTH B KaKOW-TNO0 00JIacTH, BBl CKOPEH BCETO HE CMOXKETE JIOJTO B HEMl OCTaBaThCsl.

TepMUH «OBICTpOE pa3BUTHEY», BEIHECEHHBIH B 3ar0JI0BOK HA CaMOM Jielie yrnoTpeOJieH He coBceM BepHO. EcTb mronw,
JUIS KOTOPBIX OCHOBHOM MBIC/IBIO 9TOM KHUTH CTaHET IOChLI BEIOPATHCS U3 KallKaHa €)KeAHEBHON PYTUHBI U ClleNaTh
MIepBbIC IIATK Ha MYTH caMOpa3BUTHs. TexXHOIornyeckas 3aia4a-MUHUIMYM — 3aCTaBUTh YATATENs CTaTh OoJiee
CO3HATENIbHBIMH, HAYUYUTh €I0 KOHLIEHTPUPOBAThCS, BHOCUTh paJluKalbHble H3MEHEHH U ObICTpee JBUraThcs K
xKemaeMoil 1enu. «BbIKpouTh 00JiblIe BpeMEeHH, YTOOBI IPOBOJIUTH €T0 € I0YEPBI0» — TOYHO TAaKOH e IMPOEKT, KaK h
BCE JIpyrue, U TaK Ke, KaK U Apyrue, oH TpeOyeT OnpelesieHHs CIEAYIOIEro KOHKpeTHOro mara. HakatbiBaromiast
BOJIHA [IOHUMAaHUS TOTO, YTO BbI «IOJDKHBDY CAEIATh YTO-TO, YTOOBI IPOBOJUTE C JOUYKOM OOJIbIIIE BPEMEHH, HO He
JleTlaeTe 3TOro, MOXKET OBITh YOHHCTBEHHOH. S 4acTo paboTaro ¢ JIFOABMH, KOTOPBIE CTPEMSTCS IPOSICHUTH PeasibHbIe
HU3HEHHbIE TPYAHOCTH HA 3TOM YPOBHE KaK «HE3aBEPLIEHHOCTH» — 3alMcaTh UX, ONPEIEIUTh KaK pealbHble
MIPOEKTHI, yOIUThCS, YTO CIEAYIONINE ACHCTBHS ONPENesICHbl — M TaK JI0 TeX MOp, MOKa HeJb3sl OyAeT BEIYEPKHYTh
9TOT MIPOEKT U3 CIHCKA. DTO U €CTh HACTOSAILAsA IPOJYKTUBHOCTD B CAMOM €€ yIUBUTEIBHOM IIPOSIBICHUU.

HpenMymecTBa OPUECHTAIIUU MBIIVICHUA HA pe3yabTaT

Ceituac s x04y 0c000 MOJYEPKHYTh, KAK YMEHHE OpPraHU30BBIBaTh Pa0OYHE AE€TAIM K TOHKOCTH C TIOMOIIBIO YETKOM
CHUCTEMBI MOXKET OKa3aTh HAa HAC M HA OKPY’KAIOIIUX TAKOE BIMSHHUE, KOTOPOT'O MBI BOBCE HE OXKHIAJIH.

Kak s y>xe roBopni, HCIIOIB30BaHUE TEXHOJIOTHH «ITOIIATOBOTO IJIAHA» JAET CYIIECTBEHHBIN BEIMIPHIII B ICHOCTH,
MIPOAYKTHBHOCTH, MOJOTYETHOCTH M 00ECIIeYNBAET YyBCTBO KOHTPOJIS. TOUYHO TaKHX YKe PE3yIbTaTOB MOKHO
JIOCTHYB, €CIIU BbI 3acTaBisieTe ce0s MISHTU(UIMPOBATh PealbHbIC IEPCIIEKTUBBI K B 0COOCHHOCTH MPOEKTHI,
BBINIOJIHEHHE KOTOPBIX IIOMOKET BaM JOCTUYb LENH.

Onpeoenenue cneyupuueckux npoekmos u ciedyiouux wazos, KOmopbie HanpaeieHsl Ha YIyueHue Kaiecmed
HCUSHU CYMb NPOOYKMUBHOCIMb 8 IYHUIEM €€ NPOAGTEHU.

Bce 310 cBsi3aHO. Bbl He cMOKeTe IPaBUIIBHO ONPEIETUTh CIEAYOIIee ISHCTBUE 10 TeX MOop, M0Ka He OyaeTe YeTKO
3HaTh, Yero JOOMUBAETECh, U B TO XK€ BPEeMsl, BALLIH KeJlaeMbIe Pe3yJbTaThl OyyT COBEPIICHHO OTOPBAHbI OT
PEATbHOCTHU, €CJIU BBI HE 6yzLeTe 3HaTh, YTO UMEHHO BaM HaJ0 MPOACiIaThb (1)I/I3I/I‘ICCKI/I, IITO6I>I UX 10CTUYb. HOHOﬁTH K
3TOMY MOYKHO C JIF00OH CTOPOHBI.



Kak cka3zan onmuH MOH XOpOIIMH APYT, CIEHUAIHCT 1Mo o0meMy obpasoBanuto, CtueH CHalinep: «B >xu3Hu Becero nse
npobaemsr: (1) BBI 3HaETE, YE€ro XOTHTE, HO HE 3HAETE, KaK ATOTr0 JOOUTHLCS U/WH (2) BbI HE 3HACTE, UCTO XOTHTE.
Ecnu 310 Tak, (a s mymaro, 4TO 3TO UMEHHO TaK), TO U PELICHHH MOXKET ObITh BCETO ABa:

§ Cmupurscs

§ Jlobutbes nenu

MO’KHO OTTaJIKUBAaThCS OT MOAEIEH «UHb U STHbY», «IIPABOTO U JIEBOTO MOIYLIAPUI», «COZUIAHUS U Pa3pyLICHHU» —
41O BaM OOJIbIIe MOAXOAUT. [leso B TOM, YTO CO3MAaTeNbHAs SHEPTHs UMEET TBOMCTBEHHYIO IPUPOAY — MBI
UAECHTU(GUIUPYEM BELH, KOTOPhIE el He CYLIECTBYIOT HU Ha OJIHOM YPOBHE OBITHS, @ KOI'ZIa MBI 9TO JI€JIa€M, Mbl
IIOHUMAEM, KakK IepeAeIaTh Hall MUP, BUIOU3MEHUTD €r0, U YyBCTBYEM K TOMY CTPEMIICHUE.

Mbul nocmoauno npudymuvleaem u peanusyem npuoymMaHHoe.

Bemu, KoTOpBIE 3aHUMAIOT Ballle BHUMaHKE, TPEOYIOT Balllel JINYHOM 3anHTepecoBaHHOCTH. «Kakoe oOTHOIEeH e 3TO
nmeeT ko MHe?» «Kakast MHE 0T 3TOr0 nosb3a?» «UTo 51 Xody nosyduTh B pe3ynbrate?» Bee, yTo BbI paclieHuBaeTe,
KaK HEOKOHYEHHOE, TOJDKHO 0053aTeNIbHO MOJIyYUTh TOYKY OTCUETa AJISl TOTO, YTOOBI CTATh «3aKOHYEHHBIM.

Kak ToJbKO BBI pElINTE, YTO YTO-TO HAJI0 IOMEHSTh U, cripocute cebs, «Kak MHe 3To cienath nmpsiMo ceiddac?» u/win
«YTto MHE HaJI0 JJIsl TOTO, YTOOBI ATO crenath?» («KakoB cremyrommii mar?»).

Bamra paGoTa 1 )KU3Hb COCTOUT M3 JCHCTBHIA U pe3yJIbTaTOB TUX AeHcTBHUA. Korna Bl ¢ TOTOBHOCTBIO BO3UTECH C
PYTHHHOM pabOTOH Ha BCEX YPOBHSIX, OpPIaHU3aLM U KOHTPOJIb CTAHOBSITCA HEOThEMJIEMOH YacThIO Ballei
JIeSITENBbHOCTH, YTO IPUBOAUT K YIMBUTEIbHBIM pe3yJibTaraM. Ballla NpolyKTUBHOCTh CTPEMUTEJILHO BO3pacTaeT. Bel
3acTaBiIsfeTe JIeNa AeIaThCsl caMu COOOH.

B orcusnu nem 6onvuie2o y0ogonbemaus, wem npeoooiesams npenamcmensl, nepexooums ¢ 00HOU CmyneHu ycnexa Ha
opyeyio, popmuposams Ho8bie yenell u gudemyp, KaK OHU CMAHOBAMCS PEAlbHOCbIO.

Loxmop Comysn

BoamedcTBo YiupaBJiiecHUS MeJIOYaMHU

Mowu KJIMEHTHI MOPaXKaITCA, KakK sl MOTY IIPOCH)KHUBATh YacaMHl BMECTE C HUMH B ouce, IOKa OHU pa3duparoT Bce
CBOH SIIMKHU U CYJJOPOKHO MEPEKANbIBAIOT BCe 0apaxiio, KOTOPOE HAKOMUIOCh Ha 3aJBOPKAX X CO3HAHUS U HA UX
pabouem mecTe.

He roBops yx 00 00111eM CMyIIEHNH, OHU YyBCTBYIOT 00bEeMBbI CBeH 0€30TBETCTBEHHOCTH B OTHOLIEHUH MeNouei u
I10JIaratoT, YTO MHE C HUMH CMepTeNIbHO cKyuHo. CoBceM Hao00poT. S cam cebe nmopakaroch, HO 3TO MOU JIFOOMMBIi
BuZ paboTHI ¢ MronbpMU. S 3Har0, Kakoe 00JeryeHre 1 YyBCTBO MapsiIeil cBOOOIbI 0KHIAET HAC, KOTJIAa MBI BCE 3TO
3akoHYUM. U 4 3Ha10, 4YTO KXKAOMY M3 HAC HY>KHA MOMOILb U OAJIEPKKA IO TeX MOp, IOKa Mbl HE BEIpaboTaeM CBOIO
COOCTBEHHYIO OpPTraHU3aLUOHHYIO cHCTeMY. Sl 3HaI0, KaK CyIECTBEHHO U3MEHSTCS OTHOLICHHUSI MOUX KITHEHTOB C
HA4yaJIbCTBOM, MOJUYMHEHHBIMH, C ETbMHU U CYIPYTOH Uepe3 HECKOJIBKO 4acoB U, Ha/Iel0Ch, Ha JJOJTHE TOAbI.

U >T0 BOBCE HE CKYYHO. " sTo YYTh JIK HE CaMO€ IMMOJIE3HOC U3 TOI'O, YTO MbI ACJIaCM.

Kax TpeHep u KOHCYIBTaHT, 5 337a10 IPOCTHIE BOIIPOCHI, KOTOPBIE YACTO MOPOKAAIOT YMHBIE, TBOPUECKUE OTBETHI
OKpYXaroIuX (U 1axe MEHsI caMoro!), KOTOpbIe B CBOIO OUEPE/Ib MOTYT ObITh OUEHb T0JIE3HbI KaK B CIIOKUBILIEHCS



CUTyalluu, TaK U IJId OusHeca B ICJIOM. ITocne pa60T},1 CO MHOH JIXOAU HE CTAaHOBATCA YMHEEC — OHHU ITPOCTO
HaIIpaBJISIIOT U UCIIOJIB3YIOT MHTCIIJICKT Oouee MIPOAYKTUBHO.

YHHKaTbHAS PaKTHYecKas Moje3HoCcTh MeTo ik I'T/I coctouT B KOMOMHAIUK 3(H(HEKTUBHOCTH U
MIPOU3BOUTEIBLHOCTH, KOTOPYIO 3TOT METOJI BHEJIPSIET BO BCE YPOBHU PEeaTbHOCTH. Ha BRICOKOM ypOBHE ONpe/ICIICHUS
TieJieH, IIEHHOCTEH, BUICHHUSI CYIIECTBYET MHOKECTBO HCTOYHUKOB BIIOXHOBEHHS, CYIIIECTBYET M BEJIMKOE MHOYKECTBO
HEXHUTPBIX UHCTPYMEHTOB YITPaBJIeHUs 00Jiee MEJIKUMU JCTAISIMU, HAPUMEp, TeJIe()OHHBIMA HOMEPaMHU, BCTPEYaMH U
CIMCKaMH MOKYIMOK. MHpY HEJI0CTaBajIo TEXHOJIOTHIA, KOTOpPbIC ObLTH OBl OJJMHAKOBO JICHCTBEHHBI HA 000MX YPOBHSIX
M CBsI3aJIM OBI UX.

«Kakoe oTHOIIeHHE 3TO NMeeT Ko MHe?» «Kakasg MHe OoT 3Toro mojbs3a?» «Uto s X04y IIOJIYyYHUThH B pe3ynLTaTe?». Bor
KpacyTroJIbHbIC BOIIPOCHI, Tpe6y}0H_[He OTBE€TOB, C HeKOTOpOI\/'I TOYKH 3PCHUS, KaCatOIIUXCA BCETO. MbICIUTENbHBIN
IIPOUECC B TAKMUX KATCTOPHUAX, © HHCTPYMEHTBI JJI1 HETO ITOCIY>KaT BaM TaK, KaK BaM U HE CHUJIOCh.

Moub ecTeCTBEHHOI'0 IVIAaHUPOBAHUA

I{eHHOCTb €CTECTBEHHOTO IUTAHUPOBAHUSI B TOM, YTO OHO 00eCIIEYMBACT KOMIUICKCHBIN, THOKHI M OTPETYIMPOBAHHBIH
croco0 00/IyMbIBaTh JHO0YI0 CUTYAIUIO.

CriocoOHOCTh CITIOKOWHO M YBEPEHHO OpOCaTh BBI30B BCEMY, C Y€M BbI CTAIKHMBACTECh — CBUJICTEILCTBO
YPaBHOBEIICHHOCTH 1 3peniocTH. CIIOCOOHOCTh BUJICHUS YCIIEXa MPEXKIIC, YeM MPOSICHATCS KAKUE-TO METOIbI ISt
JIOCTHXKEHUS ITOTO yCIIeXa, — ApKasi XapakTepucTuKa cuibl. Hamo He 00sThCsl CBOMX UJICH, IIIOXUX WA XOPOIIHX,
BBIpaXaTh U (PUKCUPOBATH UX 0€3 KPUTHYHBIX CYKIACHUH [T TOrO, YTOOBI MOJHOCTHIO PACKPBITHCS TBOPUYECKU.
Paznenenne MHOXeCTBA UCH U TUIIOB MHPOPMALIMK HA KOMIIOHECHTBI, BRICTPAMBAHUE TIOCIICIOBATEIBHOCTEH U
paccTaByicHHE TIPUOPUTETOB — BayKHAS THMHACTUKA JUTs yMa. [IpHHATHE pelieH il Mo CIeAYIOIUM maram u
BBITIOJTHCHHUE ITUX IIATOB — HA CAMOM JIeJIe JBUTasl YTO-TO B PEATbHOM MUPE — ICCEHIIUS, CYTh IPOJYKTUBHOCTH.

Hoeanucm npudaem snauenuss Kpamkum CpoKam, YUHUK — OTUHHBIM. Peanucm 3naem, yumo mo, umo coenamno uiu
OpoUIeHO HecOeNanHbIM 6 KPAMKULL CPOK Onpedensem mo, Ymo npouzotoem 6 OIUHHbIL.

Cuonet [[ocetl.

YMeHue coequHUTDb BCE ITH HUHIPEANUCHTHI, c6anch1/1pOBaB X BO BPEMEHHU, ABJISICTCA, BO3BMOXXHO, OCHOBHBIM
YCIIOBHEM TOT'O, YTO ceiluac Ha3bIBAIOT HpO(l)eCCI/IOHaJ'IBHOI\/II koMnereHnuu. Ho s HacTosiero HpO(l)eCCI/IOHaJ'II/I?:Ma
9TOI0 HCAOCTATOYHO. Cama BO3MOXKHOCTh NPUMCHCHHS TaKHUX 3HaHUI BO BCEX C(bean JKU3HU MO-TIPEIKHEMY KAXKETCA
ycrpama}omei'l. Ho ecioun BHCAPUTD XOTA ObI KaKHe-TO YaCTH 3TOU MOJCIIN, I10JIb3a YIKC 6yz[eT omyTHuma.

OHLIT, KOTOpHﬁ A ano6pen 3a roJsbl pa6OTI>I C JIKOABMH, O CUX IIOP MOATBEPIKAACT, YTO UCTIOJIb30BAHUE MOACIIN
«ECTCCTBEHHOI'O TNIAHUPOBAHUS MOKET ITPUBECTH K 3HAYUTECIIbHBIM YIIYYIICHUAM. BI/II[CTI), KaK MO3TOBOM mTypMm
CTaHOBUTCS MHCTPYMEHTOM, IPUMCHUMbBIM 6YKBa,J'II>HO BO BCEX 00aCTAX JKU3HH, HCCKOJIBKO XYTKOBATO. Ho oT3bIBBI
TEX, KTO IIPUMCHSIECT €TI0 q)parMeHTapHo, Halpumep, Ajid Opranu3ann COBeH.IaHI/II\/'I, HOCAT 6J'Ia1“0,£[apCTBCHHHﬁ
XapakTep. Bce 3t0 TONBKO NOATBEPIKAACT HeO6X0,Z[I/IMOCTL KOHICHTpAllU Ha 00BEKTE pa6OTI>I.

Mojienb ecTeCTBEHHOTO MJIaHUPOBAHUS — BCETO JIMIIB OCHOBHOM MPUHIIUII OTPEACTICHNS KEIAEMbIX PE3yJIbTaTOB U
COCTaBJICHHSI MIOLIATOBBIX IUIAHOB ISl BCETO, YTO MBI CUMTaeM CBoeH pabotoiil. Koraa n1Ba 3TH KIIIOYEBBIX MOMEHTA
CTaHyT JAJIs HaC eXeHEBHOM HOPMOIl, KpuBas NPOLYyKTUBHOCTH NepeiiieT Ha HOBBIH ypOBEHb. A MO3TOBOM IITYpM —
camblil cBOOOTHBIN TBOPYECKHUIT CIOCOO BBIPAKEHUS U (PUKCALIMH UICH, IEPCIIEKTHB U BBISBICHUS JIeTalel MPOSKTOB
— JOTIOJTHUT 3JIETaHTHBIH HA0O0p 3 (PEKTUBHEIX MOBEACHYECKUX Ia0IOHOB.



[IpbIAKoK B NO3UTUBHYIO OPraHU3aNHOHHYIO KYJIBTYPY

Y1005l YBCJIHWYNUTD CTAaHAAPTHI IPOAYKTUBHOCTHU pa60TI>I KOJUICKTHBA MCHATHb, MHOT'O HC HAI0. MGTO,E[I/IKa, OIMCaHHas
B KHUT'C, YIIPOIIACT U YCKOPACT pa6011m?1 oponecce, U s oJrydaro NoCTOSHHBIC TOATBEPIKACHUS.

KoncTpykTiBHas OlleHKa AEHCTBUM, TPAMOTHOE PACTIPECIICHUE PECYPCOB MEXKITY Pa3IMYHBIMUA BUIAMH aKTUBOB,
MprOOpETaeT BCEBO3pACTAIOIICe 3HAUCHUE s JIF000H opranu3anuu. B cBsi3u ¢ riiodanu3aiueii, KOHKypeHIUEH,
BHEJIPEHUEM HOBBIX TEXHOJIOTHI, OCBOEHHEM HOBBIX PHIHKOB U PACTYIIMMH CTaHJIapTaMH MPOU3BOJICTBA TIEPE
KOMIIaHUSIMH BCTAIOT Bee 0oJjiee M 0oJiee CII0KHBIE 3a1a4H.

«KakuM MbI BUIUM UTOT 3TOH BeTpeun?» «UTo B uaeane N0HKEH yMETh IIPETEHAEHT Ha 3Ty AOJDKHOCTB?» «3auemM
HaM 3TO MPOorpaMMHOe odecrieueHre?» ITH U COTHH OJOOHBIX BOMPOC MO-TPEKHEMY ocTaroTcs 0e3 oTBeToB. Ha
KPYMHBIX BCTpeYax rOBOPST MHOTO KPACUBBIX CJIOB, HO HAYUHUTHCS CIPAIINBATh «3adyeM MblI 3T0 aenaem?» u «Kak ato
OyJeT BBITJISLIETh, KOT/Ia MBI IOOBEMCS YAaUHBIX Pe3yJIbTaTOB?» U MPUMEHSTh KaXI0IHEBHBIE OTBETHI Ha 3TU
BOIIPOCHI — 6071 YTO PEATBHO MOKET IPUBECTH K BECOMBIM PE3YJIbTATaM.

Korna mromy mepecTaroT sKaoBaThCsl 1 YyBCTBOBATH ce0s1 )KEPTBAMH M IEPEXOAAT B O0Jiee KOHCTPYKTHBHYIO
IJIOCKOCTh — B IJIOCKOCTh aKTUBHBIX JIEHCTBUI, OHM YyBCTBYIOT IPUJIMB CUJI U SHepreTudeckuil moasem. Korna xe
9TO CTAHOBUTCS KOJJICKTUBHBIM CTaHAAPTOM, 3TO HE TOJIBKO CIIOCOOCTBYET YIIYUIICHHUIO O0IIei aTMocdepsl, HO 1
ONaroTBOPHO BIMSET Ha Pe3yNbTaThl KOJUIEKTHBHOM paboThl. ECTh Kyuya qpyrux npo0iem, 0 KOTOPBIX CTOUT
IIOBOJIHOBATKCS, @ HETaTUB U MACCUBHOE CONPOTUBIICHUE AOJKHO MTOCTENEHHO YCTYIIUTh MECTO KOHLIEHTPALMU Ha
KeJaeMbIX pe3yJbTaTaxX U HaMEUEeHHbIX TOPU30HTaX.

MuKkpoMup, B KOTOPOM JIFOAH Pa30UParOT CBOM KOP3UHKH CO BXOSIINMU JOKYMEHTaMH, COPTUPYIOT NIOUTY, BEIYT
Tesie()OHHBIE IEPETOBOPHI OTPA3UTCSI B PEaIbHOM MUPE, B KOTOPOM CYILECTBYET KOMIIaHHS, B KOTOPOH OHHU paboTaroT.
Ecnu pemienuns o moBoy TOro, 4To JefaTh He MPUHATH CBOEBPEMEHHO, €CIIH HE BCE «Pa3HOe» pa3o0paHo, TO
KOJIJIEKTHB OyIIeT TOJIBKO YCUIIMBATh aTMOC(epy cTpecca U Kpu3uc. M HanmpoTHB, €ciii OMH U3 COTPYAHUKOB
npumMeHnseT TexHosoruio I'TJI, okpyskarolie oTHECYyTCsl K 9TOMY YB)XKUTENBHO U MOAJEPKaT HOBBIA CTaHIapT
BBICOKOH IIPOM3BOJUTENBHOCTH. [Ipo0IeMbl 1 KOH(IUKTEL HE UCYE3HYT — OHU OCTAIOTCSl HEOTHEMIIEMON JacThIO
100011 MOJBMXKKU K U3MEHEHUAM B 3TOM Mupe. O1HaKo, TIOBEAEHUECKUE OJIUTUKH, IIPEJIOKEHHBIE B 3TON KHUTE,
IIOMOTYT HaIlPaBUTh UX B HYXHOE, IPOIYKTUBHOE PYCJIO.

Buoenue be3 3a0auu ece2o tuutb meuma, 3a0a4a 6e3 UOeHUsi — DYMUHA, UOEHUE U 3a0aya emecne COCMABsiom
Haoeosicoy Mupa.

U3 yepreu Cyccexc (Sussex), Anenus.

3akiioueHne

S HazIeI0Ch, YTO 3TA KHUTA OKAXKETCS MOJIE3HOM — sl HAJICKOCh, YTO BBI YK€ OLIYTHIIM SYMOIUOHATIBHOE MPEUMYIIICCTBO
TOT0, YTO BBIMOJIHsIETE OOJIbIIIE MPU MEHBIIUX YCHINAX U 0€3 cTpeccoB. U s HCKpeHHE Ha/IeI0Ch, UTO BbI Ha cede
MPOYYBCTBOBAIIH YTO TAKOE «KPUCTAITBHO YHCTOE CO3HAHUE» M CBOOOJIa TBOPUYESCKOM SHEPTHH, KOTOpasi HECOMHEHHO
MPUJIIET C MPUMEHEHUEM ITUX TEXHUK. Te, KTO HAUMHAIOT IPUMEHSITh 3TH TEXHUKH, 0OHAPYKUBAIOT, UYTO B HUX
CKPBITO ropasio 0oJIbIle, YeM KaKeTCs Ha TEPBbIA B3MIIAI, U KaX bl JOJKEH MONpoO0BaTh CO3/1aTh CBOKO BEPCHUIO
npumeHenust. berock 00 3aknan, uto Metoauka ['T/] He nMeeT HUYero OOIIero ¢ TeM, ¢ YeM MPUXOIHIIOCh
CTaJIKUBAThCS Mpekae. XOTsl, BO3MOXKHO, TI03TOMY, BaM OyJIeT Topas/io MPoIie OPHEHTHUPOBATHCS HA 3PABbIA CMBICI,
nonajasi B 0oyiee u 0oJiee CIOKHBIC CUTYAIIHH.

51 He cTpeMITIOCh BHECTH CBOM BKJIaJl B MUPOBYIO KOMMIJIKY COBPEMEHHBIX TEOPHA, 00Y4aIOIIHUX YCIIEIIHOCTH.
Hanpotus, 1 monsITancst onpeaeNnTh KIYEBBIE METOIbI, KOTOPBIEC HE MOJABEP>KEHBI BIUSHUIO BPEMEHH, U KOTOPBIE



BCCria pa6OTaIOT. DTO KaK 3aKOHBI TpaBUTalUX — €CJIM Bbl IOHUMACTC IIPUHIIUII, BBI MOXETE IleICTBOBﬁTI) ropasao
Ooitee 3(1)(1)GKTI/IBHO 0E€30THOCUTEIBEHO TOT'0, YEM BbI 3aHUMACTECCh. BOSMO)KHO, 9TO U €CTh OCHOBA OCHOB!

Texuuka ['TJ] — 3TO KapTa AOCTHKEHUS MO3UTUBHOTO MPOYKTUBHOTO paboyero cocTosiHus. S mpeaiarao Bam
KCIOJIB30BaTh €€, KaK CChUIOYHBIN MaTepuai, K KOTOPOMY Bbl CMOXETE BEPHYThCS, KaK TOJIBKO 3TO OyaeT
HEOOXOINMO.

UroObl MOCTOSTHHO OCTaBaThCsl B TEME, BaM MPHIETCS POJIENIaTh HECKOIBKO, BO3MOXKHO, HEMPUBBIYHBIX BaM, BELICH:
BBIOPOCHUTE BCE M3 TOJIOBBI M AEPXKATh BCIO HHPOPMAIUIO TIe-TO BO BHE; IPUHUMATh PEHICHHS 0 KOHKPETHEI IIarax u
HKeJlaeMbIX pe3yJbTaTax cpasy, Kak TOJbKO AEJI0 3aMasyuT Ha TOPU3OHTE, HE OTKJIAAbIBAsl B JOJITHH SILUK; U
peryJsipHO IpOoCMaTpUBAaTh U JOIOJIHATH BCEBO3MOXKHbIE CIIMCKHU JIEN U «HE3aKOHUYEHHOCTeN». S Hajerocs, uTo ceifuac
BBI YK€ OIPEIEIIIIIN TOUYKY OTCUeTa [IEHHOCTH Balllei Mojienu moeaeHus1. [IycTs Bac He yaUBISET TOT (GaKT, 4To
9YTOOBI JOBECTH TEXHUKY JI0 aBTOMaTHU3Ma IMOHAI00HUTCs] HEeKOTOpoe BpeMs. [IposiBuTe Teprnenue, u mycTh 3TOT
npouecc OyJeT BaM B paJocTh. B 3akitoueHne npuBeny HECKOJIBKO XUTPOCTEH:

§ Ilycts y Bac Oyzer cBoit komnbtoTep. Opranusyite cBoe pabouee MECTO: 3aBeIUTe JIOTKH Ui Oymar, cozfaiite

MIEPCOHANIBHYIO CUCTEMY XpaHEHUs, CBOe0Opa3Hblil apxuB, A1 oduca U JoMa, 3aBEAUTE XOPOILUl eXKEeJHEBHUK, B
KOTOPOM yIOOHO OBLITO OBI COCTABIISATH CIIUCKH, C KOTOPBIM OBLIO OBI IPHUATHO paboTaTh. [103BONETE cebe Ha Xomy
MEHSITh Bamy pabounii yciaoBusi. PazBecbTe KapTHHBI, KYIUTE PYYKH, peopraHu3yiite Bamie padodee mecto. U 310
OyZeT XOpOILIUM Ha4yaIoM.

§ Bribepute Bpems1, Kora BB CMOIIIM OBI 32 pa3 pa3o0paTh Bech OQHC, a TOTOM B BpeMst — U1t yOOpKH ToMa.
Cobepure Bce B eMHYIO cucTeMy U cienyiite texnomnoruu I'T/1.

§ IMomenurech TeM, UTO BBl BBIYUTAJIH B 3TOW KHUTE, C KEM-HUOYb (3TO camblii OBICTPBIN CIIOCO0 HAYUHUTHCS).

§ IlepecMoTpuTe KHHXKKY dYepe3 HeKoTopoe Bpems (3—6 mecsleB). Bel 3ameTuTe fetaiu, KOTOpble ObUIN YIIYLIEHbI
[IPY TIEPBOM NIPOUTEHUH, 1, TAPAHTHPYIO, BAM MOKAXKETCS, YTO 3TO COBEPUICHHO HOBasi KHUTA.

§ OOmanTeck ¢ IOABMH, KOTOPBIE MPAKTUKYIOT M MIPOIBUTAIOT 3TY TEXHHUKY U cTaHnapthl. (Ha caiite
http://www.davidco.com/ TOHHBI OecIIaTHBIX MAaTEPHAIOB, 00CYKACHUE TEXHUK, TeKylIas HH(popMaius o
BCIIOMOTATENIbHbIX MPOAYKTAX M CEPBUCAX U BO3MOXKHOCTH OOIICHUS C JIFOABMHE, KOTOPBIC ISISTCS [IEHHBIM OIBITOM
paboThl Hall TPOAYKTUBHOCTBIO. [10 BceM Bompocam oOpainaiitecs B kommnanuio J[pBuga AneHa mo moyre
info@davidco.com wiu no Tenedony 805-646-8432)

Ipumeyanus

$1 monararo, 4To CIIOBO «paboTay, B CMBICIC BCETO, YTO BbI XOTUTE HJIM BAM HY)KHO BBIIIOJHUTD, TODKHA OTIHYATHCS
OT TOT0, YTO 3TO CJIOBO 0003HaYaeT ceifyac. MHOTHE JIFOH JEeNal0T PA3IHIue MEXIY «padoTON» U «JIMYHOM
YKU3HBIO», HO I HE OTHOIIYCh K UX YUCIY: Il MEHSI [IPOIOJIKA B CA/y WITU MEPENUCHIBAHUE 3aBEIAHMUS — TOYHO TaKast
ke paboTa, KaK HAIIMCAHUE ITOW KHUTY WM TPSHUHT C KIMSHTOM. Bce MEeTObI M TEXHHUKU B 9TOH KHUTE TPHMEHHMbI
KO Bcel cepe «oku3Hb\paboTay — 3PPEKTUBHOCTH JOJKHA OBITH BO BCEM.



OpHAKO eclTi BBl COOpaHCh MPa3aHOBATh TPHyM ApyTa, TO CTOUT XOTs OBl HAOpOCATH IUTAHYUK HAa 000POTHON
CTOpOHE KOHBepTa!

Bb1 MOKeTE TIIIaHUPOBATh U MPOEKTHI, HE TpeOyIoIe HEMEAICHHBIX IeHCTBUI, HATPUMED, MBICTIEHHO 00CTaBIISATH
MeGenpio CBOM oM MeuThl. OTCYTCTBHE HEOOXOIMMOCTH ONIPEACIATH ClIeAyIoNIee KOHKPETHOE IeCTBUE
aBTOMAaTHYECKU TIEPEHOCUT TaKo# MpoekT B pazpsia «Koma-unbyap\Moxer ObIThY ... Hy 1 mpekpacHo.

IMocne paGoTBI MOXKHO TIEpeeTaTh HECTIOXKHBIE Je1a, KOTOpBIE BBl CKOpee Bcero He Oyaere neaTh B TCUCHHE
pabouero JHA, HATPUMED: PaCIPENSIUTh OOJIBLIYIO KUy OyMar, pa3inoXuTh GoTorpaduu no mamnkam, HOCMOTPETH B
WHTepHeTe Typroe3akH s MPENCTOSIIEro OTITycKa Wi 00paboTaTh YeKH.

310poBo OBIIO OBI cienaTh 3TO B KaHyH HoBOTo ro/1a Mt B KakoH-HUOY/Ib TaKOE NPEATPa3THIYHOE BPEMSI.
BonpmmHCTBO M0 1e# MpeObIBaOT B MPUIIOIHSATOM HACTPOCHUH, TaK YTO 3TO MPEKpacHasi BO3MOXXHOCTh B
MPEPa3THUYHOM 3aralie HABECTU HOPSIOK.

Ha sto moxer CIrOJUTHCA OAWH M3 BalllMX 3aIllaCHBIX JIOTKOB. I/IcnonmyﬁTe €ro ajs Toro, 4TOOBI BPEMEHHO CJIOKHTH
TyAa DOKYMEHTBI, K KOTOPBIM Bbl BEPHETECH BIIOCIICACTBUH. TToToM MOXHO 6y/1eT HCIIOJIB30BaTh €ro, YTOOBI XpaHUThb
JAOKYMCHTBI, HAXOJAIIHUECS B pa60Te 1 3allMCKU-HAIIOMUHAHUS O CICAYIOINX KOHKPETHBIX HeﬁCTBHﬂX.

OnextponHble criucku (Takue kak KIIK) mim Oymaru B OTAENBHBIX MANKaxX KMEIOT MPEUMYILIECTBO IO CPABHEHHUIO C
mictamMu OyMar, IOTOMY YTO OHHM JIETKO TIO3BOJISIIOT BaM IepEeMEIIaTh CONEPKUMOE U3 OJJHOI KaTErOpUH B APYTYIO
10 Mepe U3MEHEHUH, U BaM He HY>KHO IepEeNUChIBaTh.



DTO MOXKeET OBITh OIIaCHO, €CJIK BbI HE MOJIOXKHUTE NIEPEC] co0o0i1 cBon «CueTa K ormiaTey uiu «KBHuTaHIMU K o1iaTe»
TakK, KaK 3TO Tpe6yeTc;1. Hx yrnopsaaoueHust HE 10CTaTOYHO, YTOOBI BBIKMHYTb UX U3 I'OJIOBBI — BbI TAKKE JOJDKHBI UX
BHHUMATEJIBHO MTPOCMOTPETH.

Microsoft Outlook mo3BosIsIeT OIB30BATEISIM KOMMPOBATH WM IIEPEMEIIATh AIICKTPOHHEIE IChMa B KATETOPHIO
«3agaHus», KOTOpasi, CJIM OHA OPraHU30BaHa B COOTBETCTBHU C MOUMH PEKOMEHIAIMAMH, MOXKET PadOTaTh TaKKe
XOPOLLO.

10

Msuorue nons3oBarenu Lotus Notes naxke He TOHUMAIOT, YTO OHM MOTYT HCIOJIB30BATh 3TO, HO (DAKTUYECKHU 3TO OJTUH
13 CaMBbIX CHJIBHBIX IUTFOCOB Iporpammsl. Ecin y Bac ecTh 3Ta nporpamma, ocsegomurecs y I'T cnenmanucra, ectsb u
y Bac JIOCTYII ¥ yCTh OH BaM IMOKaXXeT, Kak padoTaTh C MPOrpamMMOH.

11

Ecnu BoI HCIIOJIB3YECTC I‘pynHOBOfI KaJICHAAapb, HY>KHO pa3ACJIMTh BUIbL HanmoMHuHaHui. B OJICKTPOHHBIX KAJICHAAPAX
0OBIYHO €CTh KaTeropus «JIMYHOE», €€ MOKHO HCII0JIb30BaATh JIsA 3aMETOK, KOTOPBIE€ HUKTO HE JOJIKEH BUACTD.

12

Taxxe MmoxkHO Ha3BaTh «HeusBectHoey, «[lanee» min «IloTom».

13

EcTp HECKOJIBKO CITOCOOOB MUHOBATH 3TO. BBl MOkeTe HTHOPHPOBATH BECH OKPY KAFOIIMI MUP Kak TaKoBOU. S meman
9TO, MOTYYHJII KOJOCCAIBHBIN OIBIT 1 HUIKOMY TaKoro He Noenarw. CaaThcs B IUIEH CBOW MHTYHLUH — 5TO BCE-TaKH
ciumkoM. JloBepue camoMy cede — 3To Ooliee MPaBUIBHBIN Iar B CTOPOHY JIMYHON MPOIYKTUBHOCTH.

14



B Mupe «romoru cebe camy» OBITYET pacxoskasi KOHIICTILUS, YTO KOHI[CHTPAIIMs Ha IICHHOCTSX MOXET CYIIECTBEHHO
YIPOCTHUTD KU3HB. Sl e yTBepiKaat o0paTHOE: MPHYMHON TeHepalliy HEITPEeOI10JIUMOT0 ITOTOKA JIell, B KOTOPOM
JIFOJIM TIPOCTO-TaKH YTOMAIOT, SIBJISIFOTCS UMEHHO IieHHOCTH. He oOMaHbIBaliTe ceOst — ueM OOoJIbIIIe Bb
KOHIIEHTPUPYETECh Ha IEHHOCTSIX, TeM OOJIbIIIE MOSIBIISIETCS BEIIEH, 32 KOTOPbIE, KaK BaM Ka)XETCsI, BbI TOJIKHBI
oTBe4aTh. PaccTaHOBKa LICHHOCTEN MOKET IOMOYb BaM B MPUHATUH PEILIEHUH, HO HE AYMAalTe, YTO OHA IOMOXKET BaM
YTO-TO YIPOCTHUTE.



