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JhBua AlljieH

Kak npuBecTH ae/ia B NOPSAA0K:
HCKYCCTBO MPOAYKTUBHOCTH 0e3
cTpecca



Hoceawaemcs Kompun, moemy 3ameuamenbHOMY
napmHepy 8 HCU3HU U 8 pabome



BBenenue

00 aBTOpE

/PBUA AJUIeH 10 TIpaBy CUMUTAETCS OJHUM U3 CaMbIX BIIHSTEIbHBIX
TEOPETUKOB MPOAYKTUBHOCTU. OH — BeIyIIMHA JOKIATYUK U (PacuIUTaTop
TaKuX opraHuzanuii, kak xxypHain New York Life, Muposoii 6ank, @oun @opa,
L.L. Bean u BMC CHIA. JI?Buj HpOBOJUT MacTEp-KJIAcChl MO BOIpOcCaM
MPOAYKTUBHOCTH JUIsl YACTHBIX JUI U opranu3anuii mo Bcem CIIIA. Kpome Toro,
Hasun — npesuaeHTt David Allen Company u B TedueHne Oojiee 4eM ABaIaTH
JeT paboTaeT KOHCYJIbTAHTOM IO MEHEHKMEHTY M IMEPCOHAIBHBIM TPEHEPOM
MEHE/KepOB BbICHIeTO 3BeHa. Ero cratem myOnukytorcss B Fast Company,
Fortune, Los-Angeles Times, New York Times, Wall Street Journal u apyrux
nonyJysipHbix u3naHusx. Kuaura «Kak npuBecTu Aena B HOPANOK: HUCKYCCTBO
MPOIYKTUBHOCTU 0e3 cTpecca» OblUla M3JaHa B JABEHAAIATH CTpaHaX MUpA.
J»Bua Ansed xusetT B ropozae Omxkau, Kanudopuus.

bJarogapHocTs aBTOpa

MHuorue yuutensi, MapTHEPHI, KOJUJIETH, COTPYAHUKUA U JPYy3bs 3a JOJTHE
roJibl MIOMOTJIM MHE OCO3HAaTh M pa3paboTaTh MPUHIIMIBI, OMUCAHHBIE B KHUTE
«Kak mpuBecTH nena B MOPSAIOK: MCKYCCTBO MPOJYKTUBHOCTU 0€3 cTpeccay.
Jbxopmx Mboiiep, Maiikn byko6aitnnep, Ten Hpeiik, Jun Auecon u Paccen
buimon ceirpanu  KJIIOYEBbIE POJIM HA MYTH MOET0 JIMYHOCTHOIO U
npodeccuonanpHoro passutusa. Pon Mensen, Cammm Mak-I'u, Jlecin Botiep,
Tom bouep, [Ism Tappanraiin u Kennun doppucrep Takke BHECIU CBOU BKJIAJ B
MO0 paboTy IO Mepe €€ BHITTOTHCHUS.

K Tomy ke, AECATKU THICAY KIMEHTOB U YYAaCTHHUKOB CEMHHApPOB MOMOTIIU
OpOBepUTh U  OTHUIM(OBATH OMUCAaHHble B KkHUre Mozenu. Ocobas
OJarolapHOCTh ~ CTpaTeraM-pyKOBOJUTEISIM, KOTOPBIE BOBpPEMS  OCO3HAJIH
3HAYEHUE U3JIOKEHHOTO MaTepuala JUisi U3BMEHEHHsI KOPIOPATUBHON KYJIbTYpPhI
CBOMX KOMIAHUM U MPEOCTAaBUIM MHE BO3MOXXKHOCTb CIEIATh 3TO: B YACTHOCTH,
cnacu6o Maiikny Bunctony, beny Kannony, Cero3an BamackoBum, Ilatpucuun
Kapnaiin, Mannu beprep, Kapone Oupukorr, Kimape I[ltyuynHcku u Onuorty
Kenmany. AiMUHHCTpAaTUBHAS U MOPaJIbHAS MOJICPKKA, KOTOPYIO TOJITHE TObI
okaseiBasi MHe [Ilap Kanan u Auapa Kapacco, Op11a mpocTo 6ecIieHHO.



Ora KHUTa HUKorAga Obl HE mpuodOpena CBOM HBIHENIHUN BuUA 0e€3
HEOLICHUMBIX yCWJIHi M coBeToB Toma Xarana, /[xxona m Jloper Maxk-bpain,
Crusa JIstoepca, [loy Kysep, I'pera Craiiknezepa, Ctupa Illanna u Mbapuan
bentman. Ilonctrne Benmka 3acimyra Moero penakropa, /xaner I'onacrenn —
npodeccroHasa B CBOEM JeJi€ W TEPIETUBOrO HACTaBHHKA B HCKYCCTBE U
peMeciie HalUCAaHUs KHHT.

Hakonern, cepaedno 6iaromapro cBOero AyXOBHOTO HacTaBHUKa, J[xkeh-Ap,
32 €ro HEOIECHUMBbIC COBETHl M TOCTOSHHBIE HAlOMUHAHUSA 00 WCTUHHBIX
MPUOPUTETAX, a TAKXKE MOK 3aMedarelibHyro cyrnpyry KoTpuH 3a posepue,
J000BB, YCEepAHe U KPacoTy, KOTOPBIMU OHA HAIOIHHIIA MOIO KU3Hb.

JloOpo mozkasioBaTh Ha cTpaHulbl KHUTH «Kak
NPUBECTH JeJIa B MOPSAA0OK: HCKYCCTBO
NMPOAYKTHBHOCTH 0€3 cTpeccay

[Tepen Bamu — KJ1a7e3b CTpATETU U MPUHIMIIOB. BbI HaliieTe B cebe HOBBIE
CUJIbI, HaYyYUTECh COXPAHATH CIIOKOWCTBUE W OyJETe CIPaBISITBCA C JeiIaMu
HaMHOTO d>(QeKTuBHEE, 3aTpaurBas 3HAYUTEIHHO MEHbBIIEC YCHIUNA. YMEHHe
CIPAaBJISITECS C JIeJlaMM U YCIEUIHO BBIMOJHATh TMOCTABJICHHBIE 3aJaqyu
HEMaJIOBaYKHO, HO MPU 3TOM BaM JIMYHO HE JIOJHDKHO MEIIATh MOJIYy4YaTh OT )KU3HU
YJOBOJIBCTBUE, KOTOPOE KaXETCsl MOYTU WM JaXe BOBCE HEIOCTYMHBIM BO
BpeMsl ycepaHOW paboTel. Bmpodem, pedb HE HACT O BBIOOPE «HIIH-KIIN:
noBepbTe, MOXKHO »dhdekTuBHO paboTaTh W TMPU OTOM KHUTh B CBOE
YJIOBOJILCTBUE B MUPE MTOBCEAHEBHBIX 3a00T.

Pe3ynpTaTUBHOCTP — OJWH ©3 HamOOJiee BAXKHBIX AacCHEKTOB pPabOTHI.
Bo3MOxHO, TO, 4eM Bbl 3aHUMAETECh, JICUCTBUTEIBHO BAXKHO, UHTEPECHO WJIU
MOJIE3HO, @ BO3MOYKHO, 3TO HE TaK, HO pabO0Ty HAJ0 BBHITIOJHATH B JIIOOOM ClIydac.
B nepBoM ciiyuae, kak mpaBUIO, XOUETCS MOTYYUTh MAKCUMAIBHYIO OTAa4y OT
3aTpavyrMBaeMbIX BPEMEHU U CHII. BO BTOPOM — Kak MOKHO CKOpPEE B3SIThCA 3a
HOBOE JIEJIO, HE OCTABJISASA «XBOCTOBY.

HckyccTBO paccnabisiTh CO3HAHHE U CIIOCOOHOCTH OCBOOOXKIATh €ro OT
BCEX 3a00T W TEPEeKUBAHUMA, BEPOATHO, SBISICTCS OJHUM M3 BEIWYANIITHX
CEKPETOB BEIIMKUX JIFOJICH.

Kamuran JIx. A. Xerduna

N uto OBl BBl HU JeJaldv, BaM, BEPOSATHO, XOTEJIOCh OBl CIIOKOWHEE
BOCIIPMHUMATh MPOUCXOJSIIEC W HCHBITBIBATE YBEPEHHOCTh B TOM, YTO B



JAHHBIH MOMEHT BBl JIOJKHBI 3aHMMAThCS WMEHHO TEM, Y€M 3aHHMAaeTeCh.
HesaBucumo ot TOTr0, 4TO BBHI JIeJaeTe: MbETe MUBO C KOJUIETaMU Mocie paboThl,
mo0yeTech Cpeld HOYM CBOUM CIISIIMM B KOJBIOETH MajbIlIOM, OTBEYaeTe Ha
AIIEKTPOHHOE COOOIICHHE WIH MEePEeKUAbIBACTECh MApOi CIOB C KIIMEHTOM IOCIIEe
ouIMaIbHON BCTPEUU, BaM HY>KHA YBEPEHHOCTh B TOM, YTO UMEHHO 3TUM BaM
CJIelyeT 3aHUMAThCS B JAHHBIM MOMEHT.

PaGotast Ham 3TOi KHUTOW, S CTaBWJI Mmepe] coOOil Iellb Hay4YuTh Bac
pabotath MakcUMaabHO 3((PEKTUBHO M PacclalIAThCs, KaK TOJBKO BBI 3TOTO
3aXOTHUTE UM TTOYYyBCTBYETE TAKYIO OTPEOHOCTb.

S, Kak ¥ MHOTHE M3 Bac, JOJIFO€ BPEeMsl MCKajl OTBEThl HA BOIPOCHI: UTO
Jenathb, Korjaa u Kak. W teneps, CIyCcTsl 1BaALATh C JIMIIIHUAM JIET, MOTPAUYE€HHBIX
Ha pa3pabOTKy M BHEIPEHUE HOBBIX METOJIOB IMOBBIIMICHUS WHIUBUIYATbHON U
OpraHu3allMOHHON MPOAYKTUBHOCTH, MOCIE MHOTHX HMCCIEAOBAHUI U MOMBITOK
CaMOCOBEPIICHCTBOBATLCS, S MOTY C YBEPEHHOCTHIO 3asiBUTh, UYTO E€IUHOTO
YHUBEPCAIBHOTO  pelIeHUusT He cymiectByeT. Hukakue KOMIBIOTEPHBIC
MpOrpaMMbl, CEMHHApBI, NEPCOHAIbHBIC IUIAHUPOBIIMKUA U YTBEPKIACHHUS
JUYHOW MHCCHM HE CMOTYT YINPOCTUTHh Ball paboOyuil JeHb W HE CTaHyT
MPUHUMATH 32 BaC PEIICHUS IEHb OTO JHS, KaXXAYI0 HEJIETIO U BCIO BaIly KHU3Hb.
Bbonee Toro, kak TOJIBKO BBl HaiieTe CocO0 MOBBICUTH MPOAYKTUBHOCTH CBOEH
paboThl M YNIPOCTUTHh MPOLECC MPHUHATHUS PEIICHUN XOTsI Obl HA OJMH YPOBEHb,
nepea BaMH OTKPOETCS HOBBIA KPYr OOS3aHHOCTEH M TBOPYECKUX IIEJICH, IS
JTOCTHXKEHUSI KOTOPBIX YK€ HEJIb3s OYJET BOCIIOJIB30BATHCS HEKOTOPOU MPOCTOM
(bopMyIIOH.

Ho, HecMOTps Ha OTCYTCTBHE KaKMX-THMOO MPOCTHIX CPEACTB, MO3BOJISIIOIINX
JIOBECTH JI0 COBEPIICHCTBA JIMYHYIO OPTraHU30BAHHOCTH M MPOAYKTUBHOCTb, MBI
MOXKEM MPEIIPUHSITH ONpPEACNICHHbIC MIark A UX MOBbIIeHus. ['ox oT roaa B
XoJie paboThl HaJ cOOOM sI HaxOAWJI Bce Oojiee ryOOKHEe W BaKHBIE BEIIH, Ha
KOTOPBIX CTOWJIO COCPEJOTOYHTh BHUMAaHUE, HJIEU, O KOTOPBIX CTOUJIO
3alyMaThCsl, W JeJa, KOTOPHIMU CTOWJIO 3aHUMaThcs. S Hamien mpocThie
MPOLIECCHI, TO3BOJISIIONINE CYIIECTBEHHO IMOBBICUTh CIOCOOHOCTH YENIOBEKa
TBOPUYECKH M KOHCTPYKTUBHO MOAXOJUTH K MUPCKUM 3a00TaM, OCBOUThH KOTOPHIE
MO/ CUJTY KaXIOMY.

Orta KHUTa — UTOr OoJjiee 4YeM JBaJIaTHIETHEW padoOThl, MOCBSIICHHOU
UCCJICIOBAHUIO WHIUBUIYAIbHON MPOIYKTUBHOCTU. ODTO PYKOBOACTBO IO
MaKCHUMH3allMd PE3yJbTaTOB U MHUHHMMH3AIMU 3aTpaT B MHUpeE, rae padora c
KOKIBIM JHEM CTAaHOBHUTCS Bce Oojee O00beMHONM U TpedyeT pelieHus
MHOTOYHCIICHHBIX CIOPHBIX BOIMPOCOB. SI mpoBeNn MHOTO 4acoB, oOyuas Jitojen
«Ha TIepEeJoBOM» — Ha pabodymx Mecrax, — Iomoras UM o0OpabaTwiBaTh U
yHOpSAI0YMBaTh TeKylue 3afgadud. OTKPBITbIE MHOIO METOJbI JO0Ka3ajdu CBOIO



3G (HEKTUBHOCTH B CAaMBIX Pa3HBIX OpraHU3alUIX, BO BCeX c(pepax IeaTenbHOCTH,
B Pa3HBIX KYJbTYPHBIX cpefax, Aaxke B mikoje u goma. CrycTs ABaalaTth JET
MOJATOTOBKM U OOYYEHHMsI CAMbIX OIBITHBIX W MPOJYKTUBHBIX PAOOTHUKOB, S
MOHSUI, YTO MUP HYXKIAETCS B MOMX METO/Iax.

PykoBogutenu  opraHuzanuid  CTpEeMSITCS  NPUBUTH  «IIPEICIbHYIO
MPOAYKTUBHOCTE» ceO0€ M CBOMM IMOJAYMHEHHBIM B KadecTBE 0a30BOro
cragaapta. OHM, KaKk W $, 3HAIOT, YTO MO OKOHYAHMH paboyero IHA 3a
3aKPBITBIMU JBEPSIMU OCTAIOTCS TENEPOHHBIE 3BOHKM, Ha KOTOpPbIE y HUX HE
XBaTWJIO BPEMEHU OTBETUTh, 3aJaHUs, KOTOPHIE HYXHO KOMY-TO IepeaTh,
HenmpopaboTaHHbIE BO BpeMs BCTPEY M JIUCKYCCHUW BOIPOCHI, HEBBIMOJIHEHHbBIC
00S13aHHOCTU M JECSITKUA HEMPOUYUTAHHBIX JJIEKTPOHHBIX cOoO0OIIeHud. MHorue
JICJIOBBIE JIIOIM TPEYCIEBAIOT TOTOMY, YTO PEIICHHbIE HMHU MPOOJIEMbl U
peaNM30BaHHBIE MMM BO3MOXXHOCTH SIBIIIOTCS OOJie€ BaXXHBIMH B KOHEYHOM
uTOre, 4YeM HeAopaboTKH B MX MOpTdensx u kabunerax. Ho mpu HbIHEHMIHHX
TEMIIax >KMU3HU U Pa3BUTHUSI OM3HECA ITO PAaBHOBECUE CTAHOBUTCS OYEHB IIATKUM.

C oaHOM CTOPOHBI, HY>KHBI TPOBEPEHHBIE HHCTPYMEHTHI, KOTOPbIE TOMOTYT
JIOJSIM COCPEJIOTOYUTh CBOU CTPATETUUYECKHUE M TAKTUYECKUE YCUIUS M HE
MO3BOJIST YIYCTUTh U3 BUY HUUETO BaXHOTO. C Ipyroil CTOpoHbI, HEOOXOAMMO
co3laTth pabodyyl0 Cpeay U METONbl, KOTOpble HE JAaayT CHOCOOHBIM
COTPYIHHUKAM «CTOPETh» Ha paboTe NoJ JaBleHueM crpecca. HyKHbI
YCTOWYUBBIE CTAH/IAPTHI CTUJISI pabOThI, KOTOpBIE YOEperyT oT cTpecca JydlInxX
U CIIOCOOHBIX COTPYIHUKOB.

DTO KacaeTcsi HE TOJBKO OpraHu3aliii, B 3TOM HYXIAIOTCS IIKOJIbI, TJe
ACTSIM  TO-TIPEKHEMY HE OOBACHSIOT, KaK aHaJIW3UpPOBATh IMOJYYECHHYIO
uHpopMaIMIo, KaK COCPEJOTOYUTHhCS Ha pe3yJbTaTeé W Kakue IIard
MPEANPUHATh, YTOOBI €r0 TOCTUYb. DTH 3HAHUSI HYXKHBI KKJOMY U3 HAC: BEJb
OHM TIO3BOJISIT UCIOJIb30BaTh BCE OTKPBIBAIOIIMECS MEpe]] HaMU BO3MOKHOCTH,
YTOOBI CaMOCOBEPIICHCTBOBATHCA M IMOCTOSIHHO YJy4IIaTh OKPYKArOUIUil Hac
MUD.

Cuny, mpocToTy U 3(p(HEeKTUBHOCTh MPUHIIUIIOB, O KOTOPBIX S PAacCKaxy B
kaure «Kak mnpuBecTH nena B MOPSIOK: HMCKYCCTBO MPOIAYKTUBHOCTH 0e€3
CTpeccay, JIydille BCEro MOKHO UCHBITaTh Ha COOCTBEHHOM OIBITE: B PEAIbHOM
BPEMEHH, B PEAbHBIX YCJIOBHSX, B peajJbHOM MHpe. EcTecTBEHHO, 11€7Tb KHUTU
— UBJIOXKUTH CYIIHOCTh BEJIMKOTO UCKYCCTBA yHPaBIICHUS PabOYNM MPOIIECCOM
U JIOCTUKECHUS BBICOKOW MPOIYKTUBHOCTH. S MOMBITANCA U3MOKUTH MaTepHal
TaKUM 00pa3oM, 4TOOBI PACKPHITH MIEpPel BAMH OOIIYI0 KAPTUHY U B TO K€ BpEeMs
JaTh BaM MOYYBCTBOBATh BKYC MOMEHTAJILHOTO pe3yJbTaTa 10 Mepe MPOUYTCHHUS
KHHTU.

Kuwra pazgenena Ha tpu yactu. [lepBas yacTh packpbiBaeT 00IIyI0 KapTHUHY,



COJIEPKUT KpaTKHl 0030p CHUCTEMBI, TOSCHSAET €€ YHUKAIbHOCTb H
AKTYyQJIbHOCTb, a 3aT€M HENOCPEIACTBEHHO 3HAKOMMUT C OCHOBHBIMH METOJIaMH B
ckatoi u goctynHoi popme. Bo BTOpoii yacTu paccka3bIBaeTcsl, Kak MPUMEHATD
MPUHLHUIIBI CUCTEMBI HA MPAKTUKE. 371€Ch BBl CMOXKETE NOTPEHUPOBATHCS M IIar
3a IIaroM Hay4YuTeCh IPUMEHSThH OIMCAHHBIE MOJIENI B IOBCETHEBHOU KU3HU. B
TpEeThel YacTU OMuUCaHbl emie Oosiee BBICOKHE U A(PPEKTUBHBIC PE3YIbTATHI,
KOTOPBIX MOXHO JOCTMYb, €CIIH CHAENaTh METONOJOTUI0O W  MOJAEIH
HEOTHEMJIEMOI YacThIO Ballle pabOThl U TUYHON KU3HU.

[Ipucoenunsiitecs! S xody, 4yTOoOBI BBl HE NPOCTO MOBEPWIH, HO H
MPOBEPWIIM, YTO OTH METOJABI MOXHO M HYKHO HCIIOJIb30BaTh JIMYHO Bam. S
X04y, 4TOOBI BBl OHSUIU: TO, YTO 51 00€I1a0, HE TOJIBKO BO3MOXHO, HO U BIIOJTHE
JOCTYITHO Kakaomy u3 Bac. M g xouy uToOBbI BB 3HAJIM: BCE, YTO S MpeJjiarao,
OYEHb MPOCTO PeaIn30BaTh. [[JIs1 ITOr0 HE HYKHBI HUKAKHE 0COObIe HAaBBIKU. Bbl
y’K€ yMeeTe KOHIICHTPUPOBATh BHUMAHUE, 3aMHUChIBATh BAXKHYIO HH(POPMAIIUIO,
OpPUHUMATh pEHICHUS O JKEeNaeMbIX pe3ysbTaTax M OyIyIlIHX JeUCTBUSX,
B3BEIIMBATh AJIbTEPHATUBHBIC BApUAHTHI U JieJaTh BbIOOp. Bel yOemuTech, 4TO
MHOTHE€ TIOCTYIIKM, KOTOpBIE BBl IOCTOSSHHO COBEpLIAId HHCTUHKTUBHO U
VHTYUTUBHO, JEUCTBUTEIIBHO BEPHBI. Sl pacckaxkxy BaM O TOM, KaK BBIBECTH ITH
OCHOBHBIC HABBIKA Ha HOBBIN ypoBeHb 3((PEKTUBHOCTH. Sl XO0uy MOMOYbL BaM
BOIUIOTUTH BCE TU HABBIKM B HOBOW MAaHEPE MOBEICHMS, KOTOPas U CTAHET JJIA
BAC MAasIKOM.

Ha cTpaHniiax KHUTH 51 IOCTOSIHHO CCHUIAKOCHh HA IPOTPaMMBbI IMOATOTOBKHU U
CEMUHaAphl MO TeMme NpoAyKTUBHOCTH. [locrnemnue nBamuate JeT s paboTai
KOHCYJIbTAHTOM I10 YIIPaBJICHUIO, KaK B OJJUHOUYKY, TaK U B COCTABE HEOOJBIINX
rpynn. Most paGota cocTosiia, NPEUMYIIECTBEHHO, B HHAUBHUAYyaJIbHOM
OOy4eHHHM TIOBBIIICHUIO TMPOJYKTUBHOCTH M  MPOBEJACHUM CEMUHAPOB,
MOCBSIIEHHBIX METOAAM, U3JI0KEHHBIM B KHUTE. Sl 1 MOM KOJUIETH NTOATOTOBUIIN
0oJiee THICSYM YEJIOBEK, MPOBEIU TPEHUHTH JJIsi COTEH ThICAY CIICLUATUCTOB U
OPraHU30BaJIM COTHU TPYNINOBBIX CeMHHapoB. M3 3TOro omsita s uepnan
BIEYATICHUS U IPUMEPHI ISl JAHHOW KHUTH.

CyThb 3TOM KHUTHM MPEKPACHO NEpPEeAall MOM KIMEHT, KOTOPBIM Hamuca:
«Korga g ToNbKO Ha4yan MPUMEHATHh NPUHLMIIBI ATOM MPOrpaMMBbl, OHH CIIACIIH
MOIO KU3Hb... Korga ke s cienan ux CBOE€W MPUBBIYKOM, OHU MU3MEHWIN MO0
AKU3Hb. JTO BaKIMHA OT €XKEJHEBHOW CXBATKU «HE HA YKW3Hb, & HA CMEPTHY,
KOT/Ia «IPOEKT Haao ObUIO 3aKOHYUThH €IIe BYepa», U MPOTHUBOSAHE OT
JUCTapMOHHH, KOTOPYK0 MHOTHE JIFOJY CaAMHU BHOCST B CBOIO KU3HB).

YceneBanTe ;KUTH!



VY3ke nocratouHo naBHO cokpaiieHue GTD craio cTosib ke TPUBBIYHBIM J1JISI
mHorux mroger B Poccum, xkak USB umm GPRS. Ha wunrepner-dopymax,
MOCBSIIICHHBIX TalM-MEHEKMEHTY U JUYHOH 3S(PPEKTUBHOCTH, CHUCTEMA
«Getting things done» o6cy»xmaeTcsi Tak ke aKTUBHO, KaK BHIOOp €KeIHEBHHUKA
WJIM TIOCTAHOBKA KU3HEHHBIX 1IEJICH.

K cuactero, 3a ceMb JIeT CyIIECTBOBAaHUS pPOCCHUUCKOro Tanm-
MeHeKepckoro cooOmiectBa Bompoc «llmanupoBaTh WM HE IUIAHUPOBATH
BpeMsi?» mepectan ObITh akTyalbHbIM. He mmanupoBaTh BpeMsi, oma3biBaTh HA
BCTpeuM, 3a0bIBaTh O TMPUHATBIX Ha ce0a oO0s3aTenbcTBAX — TaK JKe
HEMPWINYHO, KaK HE TMOJb30BAThCS BUIKOM M HOXKOM B pecTopaHe. TaiM-
MEHE/KMEHT 3a MPOIIEIIINE HECKOJBKO JIET 3aHsUI TaKoe K€ MECTO B Halleu
KU3HM, KaK CIopT3an win 0acceiH. beiTh B xoporei ¢usndeckorr hopme —
ectectBeHHO. (CmocoObl MOTyT OBITh pa3HbBIMM — IUIaBaHWe, Hora,
BOJIEHOON... — CyTh OJHA. AHAJIOTMYHO, MOJTHO M €CTECTBEHHO — YCIIEBaTh
BCE, HUUEro He 3a0bIBaTh, BCET/Ia HAXOAUTh BpeMsl Ha pabOTy, OTIbIX, OOIIEHHE
C CEMbEU U IPY3bSIMH.

['maBHBIN BONpPOC — Kakue BHIOpaTh CIOCOOBI CaMOOpraHU3alliU, YCIOBHO
rOBOPS, «Y4TO MHE OOJIbIIEe MOIXOIUT: TJIaBaHUE WJIM TpeHaKepHbI 3an?» Kax
npoire, KOMQOpTHEE U C YIOBOJbCTBHEM HACTPOUTH JIMUHYIO CHUCTEMY
yIpaBiieHus: BpeMeHeM? B 3aBUCHMOCTH OT MCHUXOJOTUYECKOTO THIA KOMY-TO
Jierye €CTh HOXKOM M BWJIKOM, KOMY-TO — SIIOHCKMUMH HajloukaMu. B mro6om
cllydae, Hy KHa OIpe/iesieHHas CUCTeMa, TTOCIeJ0BaTeIbHOCTh, METOIOJIOTHSL.

B kaxmou pa3BUTONW CTpaHE €CTh DKCIEPThI, CIHCHUAIMZUPYIOMINECS HAa
TalM-MEHEI)KMEHTE. POCCUIMCKOMY YMTATENII0 XOPOLIO U3BECTHBI KHUTH JloTapa
3aiiBepTa, pykoBoauTens —reigenbOeprckoro WMHcTtuTyTa  cTpateruu U
mwianupoBanus BpemeHu; CtuBena KoBu, mpe3ujeHTa aMepUKAHCKOM
koprnopanuu Franklin Covey; bpaitana Tpelicu, crienuanucra mno JuiepcTBY H
sbpdextuBnoctr, Keppu I'nmcona, Credpana Pextmadena, Jxynuu
Moprencteps u ap. Hekotopsie paboThl elie He IepeBeICHbl Ha PYCCKUH SI3bIK
1 KIYT cBoero yaca — KHUTH Mapka dopcrepa (Benukobputanus), Xapoasaa
Teiinopa (Kananma) u gp. K yucny Takux cnenuaninucToB OTHOCHUTCS W J[PBHA
AunneH, cuctema koroporo xopoio u3BectHa B CIIIA u mpuoOpena yxe MHOTO
MOKJIOHHHUKOB B HAllIEH CTPaHE.

PaGouuii rpaduk camoro J[PBHIa BrmedatTiseT: HAa TOJl BIEpPE] H3BECTHO
pacnuicanve ero ceMuHapoB B kpynHeimmx ropogax CIIA u Espomnsl. Ero
KHWTa SICHA, TMpakTU4yHA, pelenTypHa, TexHojJornyHa. C HEKOTOPBIMU
OPUHIIMIAMU U PEKOMEHJAIUSMU CTOUT MOCHOPUTh, U HECOMHEHHO, BBIXOJ
PYCCKOTO TepeBO/ia KHUTH CTAaHET KaTalu3aTOpOM aKTHUBHBIX auckyccuil. Ho
OeccropHO OJHO: KHUTa OyAeT BocTpeOoBaHa M moje3Ha. Ee momynspHOCTh B



Poccuu enie B aHTIIOA3BIYHOM OPUTHHAJIE — TOMY MOATBEPKICHHUE.

JKenaro BaM, yMTaTesp, C MOMOIIBIO MPOBEPEHHBIX OIBITOM M ITPAKTUYHBIX
pekoMenaanuii J[3Buaa AnjieHa HAy4YUThCs YCIIEBaTh KUTh. JKUTh HACBIIIEHHOM,
3¢ (HEeKTUBHOM, KPAaCUBOM >KMU3HBIO, B KOTOPOH Kaxkaas MUHyTa Bpemenu nmeet
CBOU BEC U BBICOYAMIIIYIO LIEHHOCT.

VYcnexos Bam!

['me6 ApxaHrenbCckui, TeHEpaldbHBIM OUPEKTOp Kommanuu OpraHu3anus

Bpemenu, coznarenb poccuidckoro  TaillM-MEHEKEpPCKOro  COOOIIECTBa
www.improvement.ru

KneMm Bamux or36IBOB!

Bp1, ynTarenb 3TOM KHUTH, U €CTh IJIaBHBIM €€ KPUTHUK U KOMMEHTATOp. MBI
[IEHUM Ballle MHEHHE U XOTHUM 3HATh, YTO OBLJIO CAECIAHO HAMU MPABHIBHO, YTO
MOXXHO OBUIO CHAENIaTh Jy4llle W YTO €Ile Bbl XOTENU Obl YBHIIETh HM3AAHHBIM
HaMu. Ham uMHTepecHO yclbIath W JIIOObIE Ipyrue 3aMedyaHusi, KOTOpble BaM
XOTEJIOCh OBbI BBICKA3aTh B HAIIl afpec.

MBI %7eM BalllMX KOMMEHTAPUEB U HAJIEEMCSl Ha HUX. BBl MOXeTe npuciath
HaM OYMa)KHOE WJIM 3JIEKTPOHHOE MUCHMO JIMOO MPOCTO MOCETUTHh Ham Web-
CepBEp U OCTAaBUTH CBOU 3amMedaHus TaM. OJHUM CJIIOBOM, JTFOOBIM YIOOHBIM JJIs
Bac crocoOOM JaiiTe HaMm 3HATh, HPABUTCS WJIM HET BaM 3Ta KHUTA, a TaKXKe
BBICKQ)KUTE CBO€ MHEHHUE O TOM, KaK CJIelaTh HAIlM KHUTU 00Jiee HHTEPECHBIMU
JUIS BaC.

[Tockinast mUCHMO UK COOOIIIEHHE, HE 3a0y/IbTe yKa3aTh HA3BaHUE KHUTH U
€e aBTOPOB, a TaK)Ke Balll 0OpaTHBIA aapec. Mbl BHUMATEILHO O3HAKOMHUMCS C
BalllUM MHEHHEM U 00s3aTeIbHO YYTeM €ro npu OTOOpe U MOATOTOBKE K
W3IAHUIO MTOCHEAYIOMMX KHUT. Hamm koopanHaThl:

E-mail: info@williamspublishing.com

WWW: http://www.williamspublishing.com

Nudopmarus amns nucem:
n3 Poccun: 115419, Mocksa, a/g 783
n3 Ykpaunsl: 03150, Kues, a/s 152



YACTD 1. UcKyccTBO 1OJy4aTh pe3yJjabTaT



I'taBa 1. HoBast MeToIuKa AJI1 HOBOM
peaIbHOCTH

YenoBek, meped KOTOPHIM CTOMT Macca 3a]ady, MOXET HPOAYKTHUBHO
paboTaTh, COXpaHss ACHBIN PACCYJIOK U CITIOKONHO KOHTPOJIHUPYS CUTYAILHIO0. ITO
— TMpEeKpacHbIid crocod T0CTHYb OoJiee BICOKOU 3 (HEeKTUBHOCTH B paboTe U B
KU3HU. B mocrnenHee BpeMsi MMEHHO TakKoOW CTHIIb pabOThl Tpedyercs Ot
YCHEIIHBIX CHEIUATNCTOB BBICOKOTO Kjacca. Bbl yxke 3Haere, Kak HYXHO
JeICTBOBaTh, YTOOBI TOOUTHCS Oosee BBICOKOW mpoayktuBHocTu. Ho, eciu BbI
OTHOCUTECh K OOJBIIMHCTBY, BaM CIeAyeT NPUMEHSTh 3TH HaBBIKK B Ooliee
aJICKBaTHOM, TMOJHOW W YMOpsiAOYeHHOU (opme, 4TOOBl OAepKaTh BEpX Hal
paboToil U HE YYBCTBOBAaTh CeOsl MOXOPOHEHHBIM MOJ TpyAoi 3ab6or. U xots
METO/Ibl U TEXHUYECKUE MPHUEMbI, KOTOPbIE OMUCAHBI B JAaHHOW KHUTE, HOCAT
cyry00 MpakTHYEeCKUl XapakTep u 0a3upyroTCs Ha 3ApaBOM CMBICIE,
OOJBIIMHCTBY JIOACH MPUACTCS MEHATh HEKOTOPbIE M3 CBOUX TPYAOBBIX
HABBIKOB, MPEXKIE YE€M OHU CMOTYT MPUMEHUTH MPEIJIOKEHHYIO CHCTEMY.
Heobxonnmble He3HAYUTENbHBIE M3MEHEHUS — W3MEHEHMsI B Balllell MaHepe
YSICHEHUS U YIIOPSIIOYCHUS Bellled, 3aHMMAIONIUX Ballle BHUMAHUE — MOTJIN Obl
CTaThb CYIIECTBEHHBIM CIBUTOM, KOTOPBIA TMO3BOJUT BaM MEPECMOTPETh
HEKOTOPBIE KIIFOUEBHIE aCMEKThI CBOEH MOBCEAHEBHOM paboThl. MHOTHE M3 MOUX
KJIMEHTOB OT3BIBAJUCH O TOJI0OHBIX U3MEHEHUSAX KaK O 3HAUYUTEIHLHOM CIBUTE B
MHUPOBO33PEHUH.

[IpuurHa OECMOKOMCTBA — HENOCTATOK KOHTPOJIS HAaJ CHUTYyalMeH,
OPTaHW30BAHHOCTH, ITOJTOTOBKHA U AKTUBHOCTH.

JBug Kexkuu

Bce Meroapl, mpencTaBieHHbIE B MOEH KHUTE, OCHOBAHbI Ha JTOCTUKEHUU
IBYX OCHOBHBIX Ieieil: (1) oObeauHUTH BCE 3aJayd, KOTOPbIE HYXKHO
BBITIOJIHUTh — CeHYac, MO3/JHee WM KOrJaa-HUOYIb, CEPbE3HBbIC, MEIKUE WU
CpPEIHENl BaXXHOCTH — B JIOTMYECKHA YMNOPSAJOUYCHHYIO M HAJEKHYIO CUCTEMY,
BBIXOJISIIYIO 3@ MPEEbl BallEro CO3HAHUSA M Balllero pasyma, u (2) npuy4yuThb
cebst mnpuHUMaATh (GPOHTAJIBHBIE PEIICHUS, KAacaloIIMecs BCEX BXOJIHBIX
CBEJICHUH, C KOTOPBHIMU BBl CTAJIKUBAETECh B KM3HU, YTOOBI y Bac Bcerja ObLI
IJIaH JAJIBHEHIINX JEUCTBUNA, KOTOPBIA MOKHO OCYILIECTBUTH WJIH ITIEPECMOTPETH
B 110001 MOMEHT.

DTa KHUTa NpeajaraeT y>Ke yHOMSHYThIN MPOBEPEHHBI METOJ| YIIPABICHUS
pabouuM TpoIeccOM, TPeOYIOMUM BBICOKOW Mpom3BoauTeabHOCTH. OHa



onuchiBaeT 3(HPEKTUBHBIE MHCTPYMEHTHI, MOJCKA3KH, TEXHUUYECKHUE MPUEMbl U
doKyCchl, K KOTOpPHIM MOXHO mpuberatb. Kak BBl cMoXkere yOeauThes,
ONMCAaHHBIE MPUHLHUIIBI 1 METOJBI MOXKHO CPa3y MCIIOJIb30BaTh U MPUMEHATH BO
BceX cepax Ballel JIMIHON XH3HM U npodeccuonanbHoi nestensHocTn.H Bel
MOYKETE€ BHEAPHUTH ONKUCHIBAEMYK) MHOM CHCTEMY B Ka4€CTBE OCHOBHOI'O CTHIIS
paboThl B MpodheCcCHOHAIBHOMN ACSTEIIBHOCTH U B )KM3HU, KaK 3TO CIIETaIH JI0 Bac
MHoOTHE Jroau. Wnm, momoOGHO Apyrod rpymme Jrofeil, BBl MOXETE MPOCTO
WCIIOJIb30BATh KAaK MHCTPYKLIMIO 110 KOHTPOJX HAJA CHUTyalued, Korja
IIOYYBCTBYETE, YTO BaM €0 HE XBaTaerT.

Ilpoonema: nosvie mpebosanus u HeOOCMAMOK pecypcos

BoapmMHCTBO NIOAEH CYUTAIOT, YTO y HUX CIUIIKOM MHOTO palOThl U
CJIMIIIKOM Majio BpEMEHU Ha ee BbinojiHeHue. He Tak gaBHO KO MHE 0OpaTuics
napTHEp W3 KPYMHOW MEXIyHApOAHOW HMHBECTHUIIMOHHOW (PUPMBI, KOTOPHIii
OECIOKOUICS, YTO HOBBIC YIPABICHUYECKHE OOS3aHHOCTH, MPEIOKEHHBIE €My
KOMIIaHUEW, HaHecyT ymepd ero cemelHoil >ku3HH. JKeHIuHy, KoTopas
yopaBisijia TpPYIOBBIMHU pPECypcaMH KOMIIAHMM M €XKEIHEBHO IIBITAJIAChH
COBJIaJIaTh C COTHEU-APYrod AJIEKTPOHHBIX MUCEM, OECHOKOoWsa MEPCIEeKTHUBA
paclIMpeHuss peruoHanbHOro ImTarta o(ucHbIx paboTHHUKOB ¢ 1200 10 nByx
TBICSY YEJIOBEK, IOCKOJIbKY OHa XOTe€Jda COXPaHUTh BO3MOXXHOCTb BECTHU
CBETCKYIO HU3Hb 11O BBIXOAHBIM.

B HOBOM ThICSIUENETHU HAOIOAAETCA MAPAIOKC: JIFOAN MOBBICUIN Ka4yeCTBO
CBOEH >KM3HHM, HO MPHU STOM BBIPOC M YPOBEHb CTPECCA, IMOCKOJIBKY OHHU
B3BAJIMBAIOT Ha ceOsi OOmbIe pabOTHI, YeM CIIOCOOHBI BBIMOJHUTH. BUauT oxo,
na 3y0 HeiiMer. M1 OONBIIMHCTBO JIOACH OMyCKAIOT PYKH M 3aXOJST B TYIIUK,
MBITAsICh U3MEHUTh TAKOE TIOJIOKEHUE BEILICH.

Y pabomur 60onvue nem yuemkux cpanuy,

Bpemss — 5T0 CBOWCTBO MpUPOABI, KOTOPOE HE JACT BCEM COOBITHAM
MPOUCXOJUTh OJHOBPEMEHHO. B mocimenHee BpemMs 3TO YTBEPXKJICHUE,
MOXO0XE, MOTEPSIIO CMBICI.

HewusBecTHbil aBTOp

OcHOBHasi MpUYMHA HApacTaHUs YPOBHSI CTpecca COCTOUT B TOM, 4YTO
npUpoAa HAIIMX 3aHATHI W3MEHWIACh ropas3io 0ojiee CYIIECTBEHHO U PE3KO,
YeM KaueCcTBO Hallleld NOJATOTOBKM W Halleld CHOCOOHOCTU CHPABIATHCS C
paboroil. Tonbko B TE€YEHUE BTOPOU MOJOBHHBI ABAALIATOIO BEKa CYIIHOCTH
MOHATUS «paboTa» B MPOMBIIUICHHO Pa3BUTBHIX CTpaHaX IMpeBpaTHiiach U3
MIPOU3BOJICTBEHHOI'0 KOHBEHEpa U ACSITEIILHOCTH M0 COOPKE U TPAHCIIOPTUPOBKE



ToBapa B TO, uro Ilutep Jlpykep Tak yAayHO Ha3BaJl HHTEJUICKTYaJIbHBIM
TPYIOM.

B mpexxnue BpeMeHa pe3ynbTaThl paboThl ObLTH OYeBUIHBIMU. [1oys HYXHO
OBLIIO BCIIAXMBATh, MAITUHAMU CJIEJIOBAJIO YIPABIATH, KOPOOKH — YIIaKOBBIBATb,
KOpPOB — JIOUTH, a JieJa — JenaTh. Bbl 3HaNMM, Kakyto paboTy HYKHO BBITIOJIHUTD
— BBl MOTJIU €€ BUICTh. BbII0 SICHO, BRIMOIHEHA pa00Ta UK HE BBHIMOJIHEHA.

Ha cerognss Oosblias dYacTh MPOEKTOB HE HWMEET YETKHUX PaMOK.
BoABIIMHCTBO MOMX 3HAKOMBIX PAOOTAIOT OAHOBPEMEHHO HAJ HECKOJIbKUMU
3aJlayaMu, HO Jake OyJlb Y HUX BCS JKU3Hb HAa UX BBIMOJIHEHHUE, UM HE YJIaJI0Ch
Obl TOBECTH 3aJyMaHHOE 10 coBepuieHcTBa. Ilepen BaMu, BEpOSITHO, CTOUT
aHasoruyHas  npobGnema. Hackonbko — MIOAOTBOPHOW  MOXKET  OBIThH
koH(pepenusa? Hackonbko 3 PeKTUBHON MOXKET OBITH MIPOrpaMma MOoArOTOBKU
WJIM CX€Ma OIUIaThl TpyJa nepcoHana? Hackoabko XOpoll pacckas, KOTOPBIM Bbl
numere? Hackonpko mpoaykTUBHO coOpanue mnepconana? Hackonbko
neiicTBeHHa peopranuzanusa? W mociaeanuit Bompoc: Kakoi o0beM AOCTYHMHOU
uH(pOpPMAIIN UMEET CMBICI 3a/IeUCTBOBATH ISl «YJIYUIICHUS» 3TUX MPOEKTOB?
OtBer TakoB: 00OBeM HWH(POpPMAIMK HE OrPAHWYECH, W BCE HEOOXOIUMBIC
CBEJICHUSI MOKHO 0€3 TpyJa 100bITh B AJIEKTPOHHOM CETH.

Ilpakmuuecku  Kadx#covlii  NPOEKM  MOJNCHO — YCOBEPUIEHCNE08AMb, U
OeckoHeunvlli 00veMm ungopmayuy, K KOMOpou ecmb OOCMYNn HA OAHHbII
MOMeEHM, NO360JIAAeM MO COenaAmb.

C napyroil CTOpPOHBI, OTCYTCTBHE PaMOK MOET IMPUBECTH K IOSBICHHUIO
HO8bIX 3a7ad y Kaxaoro pabotHuka. CeromHs IOCTIKEHHE LeJeil MHOTHUX
opranuzanuid TpeOyeT B3aUMOJICHCTBUS, COTPYAHUYECTBA U MPHUBJICUCHUS
pa3nUYHbIX (DYHKIMOHAJIBHBIX MOApa3AeneHuid. MHCTUTYT OTAENBHO B3SITOTO
KaOuWHeTa pYIIUTCS, U BMECTE€ C HHUM YXOJUT B IMPOILLIOE MPUBWIETHUS,
MO3BOJISIIONIAS  UTHOPUPOBATH  DJIEKTPOHHBIE  COOOIICHMS, TepeciIaHHbIe
MapKETUHTOBBIM OTAENIOM, KaJpOBOMl cIy>k00M WK CrieluaibHOM KOMHCCHEH,
3aHUMAOIIIEICS ONPEIEICHHBIM BOIIPOCOM.

Hawu npod)eccuonaﬂbubw 00s3aHHOCMU I’IPOOOJIJfCtllom MEHAMDBCA

Hcuyesaromue rpaHulbl HAalIMX 3aMbICIOB W 3a4ad yXe caMu Mo cede
IPEJICTABISIIOT JIOCTATOYHO CEPbE3HY0 MpolieMy i Kaxaoro u3 Hac. Ho
CErOJHS HaM NPUXOAUTCA J00aBUTh B ypaBHEHHUE IMOCTOSHHbIC M3MEHEHUS B
OTpEJICICHNH HamMX MpodecCHuoHANbHBIX 00si3aHHOCTe. Ha cemmuapax s
yacto crpammBaio: «KTo U3 Bac 3aHUMaeTcs TOJBKO TOW paboToi, yIs
BBITIOJTHEHUSI KOTOPOM €ro HaHUMaiu?». Mano KTO MOJHUMAET PyKy B OTBET.
Kakoit Obl amopdHOl U pacrubiB4aTOl HU Oblla pabota, Oyap y Bac
BO3MOXHOCTb JIOCTATOYHO JIOJTO BBINOJHATH YETKO ONMCAHHBIM Kpyr 3a/aad,



BaM, BEPOSATHO, BCKOPE YJAJIOCh ObI BBISICHUTbH, YTO UMEHHO BbI JIOJKHBI JIENIaTh
— Kakoi 00beM paboT BBINOIHATH, 1 HA KAKOM YPOBHE — YTOOBI HE COMTH C
yma. Ho ceroans ye mo4Ty HUKTO HE MOXET MO3BOJUTH ce0e TaKOH POCKOIIH
MO JIBYM IIPUYUHAM:

1. Opranuzanuu, B KOTOPBIX MbI pabOTaeM, MOCTOSHHO IMPETEPIIECBAIOT
MeTaMOp(O3bl: MEHSIOTCS LETH, MPOAYKIHUS, KIUECHTYpa, PIHKH, TEXHOJIOTUU U
BIaeNblbl. Bece 3T0 HEM30€XHO OTpaxaeTcsl Ha CTPYKTypax, popmax, posisx u
00s13aHHOCTSIX.

2. CpenHecTaTUCTUYECKUM CHEIUAIUCT CEroJHA KakK HHUKOrJa MHoJ00€H
CBOOOJTHOMY XYJOKHUKY: OH MEHSIET BUJ JIEATEIbHOCTH TaK € 4acTo, KaK ero
POJIUTENH KOT1a-TO MEHSUTH paboTy. Jlaxke Te, KoMy 3a COPOK WJIU 3a MSAThACCHT,
NPUACPKUBAIOTCS MPUHIUIIOB MOCTOSHHOTO mpodeccuoHaibHoro pocra. Ho
CErOAHS 1€ CTainu Ooyiee TPAJAUIMOHHBIMHU: OHU OMNPENEISIOTCA OOIIUMU
MPUHIIUTIAMU «1po¢hecCUOHATBHOTO yIpaBIICHUS u MOBBILICHUS
KBAIU(PUKALMKW», a 3TO 3HAYUT, YTO HAHATHIE PAOOTHUKHU MPOCTO HE OyayT
3aHUMAThCSl TEKYUIUM BHJIOM JIEATEIBHOCTH B TEUEHHE CKOJIbKO-HUOYIb
MPOJIOJKUTEIHHOTO TIEPUO/Ia BPEMEHH.

Mpb1 HUKOT/Ia HE CMOXEM IO-HACTOSIIIIEMY TMOATOTOBUTHCS K aOCOIIOTHO
HOBBIM BemiaM. Mpl IODKHBI TPUCTIOCAOIMBATHCSA, W JIO00H paguKaIbHBIA
mar K CaMOCOBEPHICHCTBOBAHUIO — 3TO KPU3UC CAMOYBAXKECHHS: MBI
MPOXOJUM HCIIBITAHUE W HYXXKJIaeMCs B caMOyTBepKaeHuu. [ Toro, 4To0bI
MPUHUMATh PE3KHE TEepEeMEHbl 0e3 BHYTPEHHEro TpereTa, Hy)KHa TBepaas
YBEPEHHOCTh B CBOMX CHUJIAX.

Opuk Xodpdep

CeronHs, Korja pedb 3aXOAUT O TOM, B YeM COCTOUT Halla pabdoTa, Wiu O
TOM, KaKu€ BXOJIHbIC JaHHbIE M B KAKOM KOJIMYECTBE HEOOXOIUMBI IJi €€
YCHEIIHOTO  BBIMOJHEHHS, I€JIM  CTAHOBATCS  PACIUIBIBYATHIMU. MBI
BOCIIPUHUMAEM KOJIOCCAJbHbIE O0BEMBbI HH(pOPMAIIMU H COOOIIEHUH U3
BHEIITHETO MHpPa M TEHEPUPYEM CTOJIb K€ OTPOMHOE KOJIWYECTBO HUICH U
KOMIIDOMHCCOB C COOOH U OKpYXalolMMU B MHUpPE BHYTpeHHEeM. M MbI
OKa3bIBa€MCs HE TMOATOTOBJIECHHBIMU K TOMY, 4TOOBI 00padaThIBaTh 3Ty MaccCy
BHYTPEHHUX W BHEIIHUX CUTHAJIOB.

Yewm Ooutbliie 5 crienty, TEM CHIIbHEE OTCTAIO.
HewusBecTHbil aBTOp

Cmapuix mooeneil u npusvluex HedoCMamouHo

Hu CTanaapTHasd CHCTCMaA O6p330BaHI/I$I, HHU TpaauOyOHHBIC MOACIU



pacmpefieicHusT BpPEeMEHH, HHM Macca JIOCTYIIHBIX  OpraHH3aIlMOHHBIX
WHCTPYMEHTOB, TaKHX KaK »JJCKTPOHHBIC OJIOKHOTHI, YCTAHOBJICHHBIC Ha
MOPTATUBHBIX KOMIBIOTEPAX, WM MEPCOHANbHBIC IU(PPOBBIC CEKpeTapu THUIIa
Outlook Express wmnu Palm, He sABISIIOTCS HAAEKHBIMH CpPEICTBAMHU IS
BBITIOJTHEHUSI HOBBIX TpPeOOBaHMM, KOTOpBHIE BO3JaraloTcsi Ha Hac. Ecim BB
poOOBaIM MCIIOIB30BaTh KaKue-TMO0 W3 MEPEUNCICHHBIX MHCTPYMEHTOB WIIU
MPOIIECCOB, TO, BEPOSTHO, TMOHSIMW, YTO OHHM HE COOTBETCTBYIOT TEMIIaM,
CITO)KHOCTH W CMEHE NPHOPUTETHHIX HAIMpaBICHHH B paboTe, KOTOPOMl BHI
3aHMMaeTech. YToOBI TOCTHYB ycIexa, n30ekaTh cTpecca U MOTYyYuTh KOHTPOJIb
HaJl CUTyallue B 3TH MPOIYyKTUBHBIC, HO HECTAOMJIbHBIE BpeMeHa, HEOOXOIuM
HOBBIN CTIOCOO MBIIIIEHUS U paOoThl. OnrymaeTcs KpaitHe ocTpas moTpeOHOCTh
B HOBBIX METOJIaX, TEXHOJOTHUAX M CTHISAX PabOThI, HEOOXOIUMBIX ISl TOTO,
9TOOBI COBJIAAATh C OKPY’KAIOIIUM MUPOM.

BeTpsl 1 BOJTHBI BCET/la HA CTOPOHE CaMbIX HCKYCHBIX MOPEXO/IOB.
OnBapn ['m660H

TpanuMoOHHBIE TOAXOABI K PACHPENCICHUI0O BPEMEHHM M MEPCOHAIBHOMN
OpraHu3alyy B CBO€ BpeMs ObLIM BechbMa Mojie3Hbl. OHU CIYKWIH HAJCKHBIMU
OpPUEHTHpPAMH JUIsl TEpCOHaNa, KOTOPBIA Kak pa3 MEpPEXogua OT pexuma
MIPOU3BOICTBEHHOI'0 KOHBEIepa K paboTe HOBOTO THIA, MPEANOoaraBIiei BbIOOp
JNAJbHEUIINX JIEVMCTBUM U NPUHATHE PELICHUM O TOM, KOrJa MX OCYIIECTBUTD.
Korma «BpeMs» camo 1o cede npeBpaTuiioch B (HakTop Tpyaa, UHANBUIYATbHbIC
paboune rpaduku cranu Kiao4yeBbIM HHCTpyMeHTOM. ([laxke B 1980-¢ rojmI
HEKOTOPBIE CIIEHUAIUCTBI CUATAIIN, YTO HAIMYME KAPMAHHOW 3alIMCHOM KHHKKHU
COCTaBJISIET OCHOBY IEPCOHAJIbHON OPraHU30BAHHOCTH, /1 M CETOJHS MHOTHE
CUMTAIOT CBOM OJOKHOT OCHOBHBIM MHCTPYMEHTOM KOHTPOJISI HaJ CUTyaIluei).
[Tomumo pacnpeneneHuss BpeMEHH, BO3HUKIA HEOOXOAMMOCTb MPUHATHS
peleHui 0 TOM, Kak JeiicTBoBaTh. CNHCKM MPUOPUTETOB U MEPEUYHM 3a]1ay Ha
KaXXJIbI{ IEHb CTAJId OCHOBHBIMU MHCTPYMEHTaMH, KOTOPBIE JIFOH pa3padoTanuy,
YTOOBl XOTh KAakK-TO YIOPSIIOYUTH CBOM BBIOOP BO3MOXKHBIX JladbHEHIINX
nevictuil. Ecim Obl BBl MOIUIM pellaTh, KaK MOCTYNaTh, TO HAa BAC TAKXKE JIETJa
OBl OTBETCTBEHHOCTD 32 MPABHIbHBIN BEIOOP C yUETOM IPHUOPUTETOB.

Kax BbI, BeposdTHO, yke yOemminch (1o KpaiHeW Mepe, Ha OINpeaeIcHHOM
YpPOBHE), KaJIeHAapb, TPH BCEH CBOEW BaXXHOCTH, MOMOTaeT 3(HPEKTUBHO
YHOPSIOYUTD JIUIITB MAIIYIO YacTh 3aj7a4, KOTOphie TpeOytoT perneHus. [lepeunu
3aJaHUIl Ha KaXJbld JI€Hb W YIPOILCHHBIC CIHCKA NPHUOPUTETOB OKAa3aJUCh
HEJI0OCTaTOYHBIMU JIJII TOTO, YTOOBI 00pabaThiBaTh OrpPOMHBIE OOBEMBI padoOT
pPa3IMYHOTO XapakTepa, C KOTOPBIMH CTAJIIKUBAETCS CpPEIHECTATUCTUUYECKHI
npodeccronan. Bce Oompiie mrogedt  3aHuMarotrcs  paboToil, KOTopas



MpeanoiaraeT NpoYTeHUE JECATKOB MM JIaXe COTEH JIEKTPOHHBIX COOOIIEHUN
B JICHb, U HE MO3BOJISICT UTHOPUPOBATH HU OJHOTO 3aIpoca, KaluoObl UK 3aKa3a.
OyeHb HEMHOTHE MOTYT (WJIU AK€ JOJKHBI) HAIENIATh 3a1a4d [IEPBOM, BTOPOU
WU TPEThEH CTENEHbI) BAXKHOCTHU, WU MNPUAECPKHUBATHCS HEKOEro 3apaHee
COCTaBJIEHHOI'O IJIaHa paboT, KOTOPBIH MOXKET OBITb nepeuepkHym TEPBBIM XKe
Terae(OHHBIM 3BOHKOM HJIM BMEIIATEIHLCTBOM HAYaIbCTBA.

«Obdwan kapmunay)

C npyroii CTOpOHBI, OOJIBIIIOE YHUCTIO KHUT, MOJIEJICH, CEMUHAPOB U YUUTEICH
B JIeJIOBOU cepe MpuAep>KUBAIOTCS «0Oojiee MIUPOKOTO B3TJSAAA», CUUTAsT €ro
pelIeHreM npoodiieM Haiiero cyioxHoro mupa. CyiiecTByeT MHEHHE, YTO YE€TKOE
OTpEJICIICHNE OCHOBHBIX II€Jeil W IIEHHOCTEeH MPUIAET YIOPSIOYCHHOCTD,
3HAYMMOCTh ¥ HANpPaBJICHHOCTh Hamiell pabote. Bmpouem, Ha mpakTuke
OpMEHTaIMsl Ha OOIMEe IEHHOCTH, JIaXe C JOOPHIMU HAMEPEHUSIMHU, 4acTO He
MO3BOJISIET JIOCTUYL JKETAEMBIX PpEe3yJbTaTOB W  3aTPAuCHHBIC  yCHIIHS
OKa3bIBAIOTCS HAMPACHBIMU. BO3MOXXHBIX MPUYUH TPHU.

1. CAumkoM CHJIBHOE OTBJICKAIOIIEE BIMSHHE OKA3bIBAIOT €)XKEIHEBHBIC U
eXedacHble  3a00Thbl, KOTOpbIE HE TO3BOJSIOT  JOJDKHBIM  00pa3om
COCPEZIOTOUYHUTHCS Ha LEJIAX BBICIIETO MOPSAKA.

2. Huzkas 3¢ (eKTUBHOCTh CUCTEM MEPCOHATBHOW OpraHU3alluyd BIEYET 3a
co0Oil pe3koe TMOJCO3HATENFHOE HEXKeNaHWe 3aHuMaThCs Bce Oouee
MacIITaOHBIMU TPOEKTAMH U TMPECIIeIOBaTh HOBBIC €M, KOTOpPbHIE, CKOpee
BCEro, He OyAyT BBINOJHATHCS HAIJISKAIIUM 00pa3oM, U, B CBOIO OYEpElb,
BBI3OBYT 0O0Jibliee PA30YapOBaHUE U CTPeECC.

3. Korza 4eTko onpenensitoTcs ejid U LIEHHOCTH 00Jiee BBICOKOTO TMOpsIJIKa,
MOJHUMACTCSI U TOPSIOK HAIUX TPeOOBaHWM, U MBI 3aMEUYacM, UYTO HYXKHBI
ropazno Oonee MacmTaOHble HM3MEHEHHsA. Y Hac 3apaHee (QopMupyercs
OTpUIIATEIbHAS pEaKIusi Ha OrPOMHBIA 00bEeM 3aJad, KOTOPBIM Ccleayer
BBITIOTHUTE. I deMm jke oOycioBieH ATOT o0beM paboT, KOTOphIC CTOAT Ha
MEPBBIX MECTaX B CHCKE MpuopuTeToB? Hammmu HOBRIME Hjieaamu!

Cocpedomouenue enumanus Ha yeunocmsax HE ynpowaem eauiy dcusms.
Ono npudaem el 3HAYeHUe U HANPABIEHHOCMb, A MAKICe 3HAYUMENbHO
VC0dHCHSem ee.

KoHuienTpaius BHUMaHMsI HA OCHOBHBIX pe3yibTaTaX U LIEHHOCTSIX, KOHEUHO
Ke, sAe1demcs KpuTudeckuM ImaromM. Ho 3To coBceM He O3Ha4yaeT, 4ToO
YMEHBIIUTCS 00beM padOThl WM YUCIO MPOOJIEM, C KOTOPBIMU COMPSIKEHO €e
BbInosiHeHHe. Kak pa3 HaoOOpOT: TMOBBIMIAIOTCS CTAaBKM B UIPE, KOTOpas
MPOJOJDKAETCS W30 JAHS B JeHb. Hampumep, OCHOBHas 3agadya COTPYJIHUKA
oTJieNa KaJpoB, PEIIMUBIIETO 3aHSATHCS BOIMPOCAMM KAadyeCTBa >KU3HU U PabOTHI



CHEIMANKNCTOB, YTOOBI NPHBJICYh U YICPKaTh TaJaHTJIMBBIX PAaOOTHUKOB B
OpraHu3alliu, He CTAHET JIeTYe.

B nareit HOBO# KyJbType MHTEIUIEKTYaIbHOTO TPYJa HAMETHIICA TIPOOeI: B
HEW OTCYTCTBYET CHCTEMA COTJIACOBAHHBIX JICMCTBUI U HMHCTPYMEHTOB, KOTOpas
3¢ HekTUBHO GYHKIIMOHUPYET HA YPOBHE (PM3HUECKOTO BBHIMOTHEHHS paboT. OHa
J0JDKHA OOBEAMHATH 00IIIee MHUPOBO33PEHHUE M MEJIbUaIlne padodre JIeTalu.
Ona [OMKHA peryavpoBaTh MHOTHE YpOBHM TpHOpuTeToB. OHa OJDKHA
€XKEIHEBHO OCYIIECTBISATh KOHTPOJb HAJl MACCOM MOCTyMHaronMX cBeneHuii. OHa
JOJIKHA TO3BOJISATH SKOHOMUTH OOJbIlIe BPEMEHH U CHJI, YeM TpedyeTcs Ha ee
nojJiep>KaHue, U MPoIIe MoMydaTh Pe3ybTar.

Hepcnekmu(;a: «cocmosaHue comosHocmu» macmepa 0oesbix
ucKyccme

[IpencraBpTe HAa MTHOBEHHE, YTO OBl OBLTO, €l OBl BBl MOTJIM ITOCTOSTHHO U
MOJTHOCThIO KOHTPOJIMPOBATh CUTYyaIlMi0 B cpepe MepCOHATBHOTO YIPAaBICHHS
Ha BceX ypoBHsX. UTo, ecnu Obl BBl MOTJIM, HU Ha YTO HE OTBJIEKAsCh, IO
coOCTBEHHOMY yCMOTpeHHIo, yaenuTh Bce 100 % cBoero BHUMaHHS JTHOO0OMY
JIeTy, C KOTOPBIM CTaJIKHUBAETECH?

Kuznn YCIOXHACT HEAOCTATOK BHUMAHHWA HEC3aBUCUMO OT TOI'0, YCMY €TO
CJICaAycCT yaACIINTh: MOMKE OKOH WJIM MOIILITKAM HaITMCaHUs meacBpa.

Hans bynanxep

D710 803modicHo. ECTh crIoco0 MOTyYUTh MOTHBIM KOHTPOJL HaJ CUTYaIHCH,
COXpaHssl CIIOKOHCTBHE, U ¢ MHHMMAJIBHBIMU YCHJIMSIMU BBITIOJHUTB TJIABHBIC
3a/1aud, KOTOphIE BO3HUKAIOT IMEpell BaMHU B paboTe M B >KU3HU. Bbl MoxeTe
WCIIBITaTh  COCTOSIHUME, KOTOpOoe€ MacTepa OO0eBBIX HCKYCCTB Ha3bIBAIOT
«TEKYy4eCTh CO3HAHU» (a CIOPTCMEHBI — «30Ha») B CII0KHOM MHUpPE, B KOTOPOM
xuBete. Ha camom nene BbI, BEpOSATHO, YK€ HEOAHOKPATHO MPeObIBAIM B 3TOM
COCTOSIHUH.

Bawa cnocobnocmv Hakanausams Cuibl NPAMO NPONOPYUOHANbHA BaAuUell
cnocoboHocmu pacciadbisimscsi.

DOT0 — cocTosiHuE paboThI, NEUCTBUS W OBITUS, B KOTOPOM CO3HAHUE
COXpaHSAET SICHOCTh M TIOPOXIACT KOHCTPYKTHBHBIE HJEU. DTO COCTOSIHHE,
JOCTYITHOE KaXXJIOMYy M Bce Oosee HE0OX0auMoe JIJisi TOro, 4TOObI 3P(HEKTUBHO
CIPaBJIATHCS C KU3HEHHBIMU TATOTAaMH B JIBAaJIIaTh MEPBOM BeKe. PacTymryro
MOTPEOHOCTH B 3TOM COCTOSIHMH OyAyT OILTyIIaTh CICIHAIMCTHI B 00IaCTIX, T1IC
HY’KHa BBICOKAs MPOAYKTUBHOCTb, CTPEMSIIIIHECS K MOCTOSTHHOMY JOCTHKCHHIO
MOJIOKUTENBHBIX ~ PEe3yJabTaTOB B CBOed  pabore. Mactep  cmopra
MEXITyHapOIHOTO Kiiacca mo rpedine, Kpeir Jlambept omumcan 3To omyiieHue B



kaure Mind Over Water (Houghton Miflin, 1998) Tak:

VY rpebI1oB ecTh CriennalIbHOE CIIOBO I 0003HAYECHHS 3TOT0 CBOOOIHOTO
COCTOSIHUS: CBHUHT... BCIIOMHHTE YMCTYIO pajoCTh KaTaHUS Ha KadeliaX BO
JIBOpE: TMPOCTOM IUKJI ABMKCHHS, KOTIa MOMEHT HAKaIUTMBAIOT CaMH Kadellu.
OHU caMM HECyT HAac, Mbl HE JIOJDKHBI MX MOJTAIKUBAaTh. MBI IIOMOraeM ceoe
HOTaMH, YTOOBI YBEJIMYHMTH aAMILIUTY]y, HO OCHOBHYIO PaOOTy BBIIMOIHACT
CWJIa TpUTsHKeHUs. He MBI packaumBaeMcs: CKopee, Hac pacKayuBaloT.
baiinapka cama Hecer Bac. OHa co3maHa JIE CKOPOCTU: CKOJIBXKCHHE
3aJI0KEHO B caMoi ee popMme, B camoii cymiHocTH. Hama 3amaga — pabortarth
BMECTE C HEH, He 3aMe TSI €€ X0/ PhIBKAMU B CBOEM CTPEMJICHUH JBUTATHCS
obicTpee. COUIIKOM PE3KHE PBIBKM CHIDKAIOT CKOPOCTH JIOAKH. ITombITKH
npeBpaniaroTcs B 00pp0y, a 0oprba cama ceds yHmutoxkaeT. KapbepucThbl
OOpIOTCS 3a MPaBO HA3BIBATBHCS DJIMTOH, HO HX CTapaHWs HE MPUHOCHT
pesynbrata. Hacrosiue apuCTOKpaThl HU K YeMY HE CTPEMSTCS: OHH YXKe
BCEro MOCTUTIU. CBUHT — 3TO COCTOSIHHE JTOCTFIKCHHUS LICITH.

Ananozus ¢ «cosnanuem, HOOOOHBIM 600¢e)

B uckyccTBe kapaTe cCOCTOSIHHME aOCOMIOTHOW TOTOBHOCTH OMPEACISCTCS C
MOMOIIBIO CIIEIMAIBHOTO Oo0pa3a: «CO3HaHHE MoM00HO Bome». IIpeacraBbTe
cebe, 9To OpocaeTe KaMemieK B MPYJ C COBEPIICHHO TJAIKOW MOBEPXHOCTHIO
BOJbI. UTO mIpom30iiaeT ¢ BOMHOM rinaapio? Ee oTkiaumk OyaeT cOOTBETCTBOBATh
cuie Opocka W Macce KamHs; 3aTeM OHa CHOBAa yCIOKOHWTCA. Peakmus BOJbI He
OyJeT HeIOCTATOYHOM WM CIHUIIKOM OypHOM.

Ecnau Bamie co3nanue CBO6OI[HO, TO OHO BCCria roroBo KO BCCMY, OHO
OTKPLITO JJIA BCCTO.

Mymnpro Cyn3yku

Cuna ynapa B Kapare ONpeessieTcs CKOPOCThI0, @ HE MYCKYJIbHOUM CHIION;
OH TMOJ00CH CKOHIICHTPUPOBAHHOMY IMETYKY Mocie B3Mmaxa kKHyTa. [losTomy
HEB3pavyHbIC HA BUJ JIOIA MOTYT HAYYHUTHCS TPOJAMBIBATh JOCKH U pa30uBaTh
KUPIIHYXA TOJBIMU PyKaMH: Il 3TOr0 HE HYXKHBI MO30JIM WM TpyOasi cuia —
TOJBKO CIIOCOOHOCTh OBICTPO HAHOCHUTH CKOHIIGHTpHUpOBaHHBIH yaap. Ho
HANPSDKEHHBIA MYCKYJ MeEIUTENEH. [103TOMy BBICIIME YPOBHU MacTepCTBA B
00€eBbIX MCKYCCTBaX, IOMHUMO BCETO IMPOYEro, y4aT paccialisThCs U TPeOyroT
BHYTPEHHErO0 pPaBHOBECHUSI U CIOKOMCTBHSA. Camoe TrjlaBHOE MJisi BHYTPEHHETO
CITIOKOMCTBHS — OCBOOOKICHHE pa3yMa U TOTOBHOCTh KO BCEMY.

Bce, umo 3acmasnsiem eac peacuposame CAUWKOM OYPHO UNU CAULUKOM
8710, MOJCEM YNPAasIams 6aMU, U YACHO MAK U NPOUCXOOUM.



HeanexBarnast peakuus Ha 3JE€KTPOHHBIE COOOIIECHHUS, ACHCTBUS MepCcOHAa,
BHEJIPEHHUE MPOEKTOB, HEMPOUYUTAHHBIE XYPHAJIbI, MBICIIA O TOM, YTO CJIEAYET
clenaTh, MPOCKOBI JETeH WM yKa3aHWs HadaldbHUKAa MPHUBOAAT K TOMY, YTO
3G (HEKTUBHOCTH Pe3yJIbTATOB HE ONMPABIBIBACT BAIIMX OXKHUJIaHUN. BOIBIIMHCTBO
JIOJIEN YIENSI0T pa3HbIM BEllaM OOJIbIlIe WM MEHbIIIE BHUMAHHS, Ye€M OHH
3aCIy>KMBAIOT, IPOCTO MOTOMY, YTO UX Pa3yM He M0JI00€H BO/IE.

Bul mosceme ¢ ciyuae neodxooumocmu nepeiimu 6 «<nPOOYKmMuHoe
cocmoanue»?

Ectb oaHa Benip, KOTOPYO MBI MOYKEM CJIIEJIaTh, U CHACTIIMBEUIIINE U3 HAC
IPU 3TOM CIIOCOOHBI BBUIOXKUTHCA JO Mpejena CBOMX BO3MOXKHOCTEH. Mbl
MOXXEM TMOJIHOCTBIO OTAaTbcs pabore. MoxkeM HAaXOAUTHCS 3/1€Chb U HUTIE
O0onbpmie. Mbl MOXEM... YIEIUTh BCE CBOE BHHUMAaHUE BO3MOXKHOCTH,
OTKPBIBLIEUCS MEPE] HAMU.

Mapk Ban Jlopen

[logymaiiTe, korja Bbl B MOCIEIHUN pa3 MPOAYKTHBHO paboranu? Bei,
BEPOSITHO, YYBCTBOBAJIM, YTO KOHTPOJIHMPYETE CHUTYAIMIO; BAac HUYTO HE
0ecroKouI0; BBl COCPENOTOYMINCH Ha paboTe; BpeMs OyIATO MepecTayio
CYIIECTBOBATh (HUKAKHUX <JIONTO eme A0 o0eaa?»); W Bbl UyBCTBOBAIH, YTO
YBEpPEHHO MpUONMIKAaeTeCh K CYIIECTBEHHOMY pe3yJibTaTy. Bbl xoTtenu Obl,
YTOOBI TAKMX MOMEHTOB ObLIO OOJIBIIIE?

A ecnd Bbl CHJIBHO OTHAIWINCh OT 3TOTO COCTOSIHUS — HAYMHAETE
YyBCTBOBAaTh OECIIOMOIIIHOCTb, CTPECC, HE MOXKETE COCPEIOTOUYUTRCS, ONIYIIIacTe
YCTAJIOCTh U O€3BICXOTHOCTh — MOYKETE JIU BBl BEPHYTHCS B MPOIYKTHUBHBIM
pexum? imenno B 3Toi obnactu kaura «Kak pazoOpatbces ¢ AenaMu» MOBIHSIET
Ha Bally U3Hb CUJIbHEE BCETO: OHA MOKaXKET BaM, KaK BEPHYTbCSI B COCTOSIHUE,
KOT/Ia «pa3yM MOAO0OEH BOJE», a BCE Ballld BO3MOXHOCTU U CHOCOOHOCTHU
3aJ1CMICTBOBAHBI [10 MAKCUMYMY .

Ilpunyun: r¢hpexmuenoe ynpaenenue 6HympeHHumu
ooa3amenbcmeamu

['maBHast ©ICTHHA, YCBOCHHAs! MHOM 3a JBAJIaTh JIET MIPAKTUYECKON pabOThI U
TPEHUHTOB, COCTOUT B TOM, 4YTO OOJBIIMHCTBO CTPECCOBBIX CHUTyalluil, B
KOTOPBIX OKa3bIBAIOTCS JIIOJIM, OOYCIIOBJIEHBI HEAJCKBATHOM peakiueil Ha
00s3aTeNbCTBA, KOTOPBIE OHU JAIOT WK MPUHUMAIOT. Jlaxke Te, KTO CO3HATEIBHO
HE NOJJAaeTcs CTpeccy, HECOMHEHHO, TOUYBCTBYIOT ce0sl CIIOKOMHEe, HayyaTcs
JydIlle COCpeoTauyuBaThCa U MPOAYKTUBHEE padOTaTh, €ciid OyayT ¢ OOJbIIei
3G (HEKTUBHOCTHIO KOHTPOJIUPOBATh HE3AMKHYTHIEC IIUKJIBI B CBOEH JKU3HHU.



Bbi, BeposiITHO, 3aKJIIOYUIN TOpa30 OO0JIbIIIE KOMIPOMUCCOB CaMH C COOOM,
94eM TMOI03pPEBACTE, M KAXK/bIN U3 HUX — CEPbE3HBIN MM HET — OTKJIAbIBACTCS
y Bac B mojco3HaHud. OHM U TIPEACTABISAIOT COO0OM «HE3aBEPIICHHOCTH» HIIH
«HE3aMKHYTBIC ITUKIBD: S OMPENCNA0 WX KaK HEYTO, OTBIICKAIOIIEC Ballle
BHHMaHWeE, HEUTO, YTO Bac HE yCTpaWBaeT WIIH, O BaIllleMy MHEHHUIO, HAXOUTCS
HEe Ha cBoeM MecTe. K HE3aMKHYThIM IMKJIaM MOXET OTHOCHTHCS BCE UTO
YTOJIHO: OT CaMbIX Cephe3HbIX MpobieM Bpoae «Ilo0eauTh roio BO BCeM MUPE
10 Ooyiee CKpOMHBIX 3amad Tuma «HaHATh HOBOTO TMOMOIITHUKA» WM CaMbIX
HE3HAYUTEIHHBIX HE3aBEPIICHHOCTEH: HampuMmep, «3aMEHUTh DJICKTPHUECKYIO
TOYIJIKY JIJIsI KapaHIaliei.

Ckopee Bcero, B KOHKPETHBII MOMEHT y Bac OOJIbIlIe BHYTPEHHHUX MPOOJIEM,
9eM BBl MOXKETE NPEAMNONOXHUTh. [lompITaliTech MOACYMTATh AacCHeKThl, 3a
KOTOPBIC BBI OIIYIIACTe XOTS ObI MUHUMAJIBHYIO OTBETCTBEHHOCTh: XOTUTE UTO-
TO W3MEHUTh, 3aBEPIINUTh, OCYIIECTBUTh WU XOTh YTO-TO MPEANPHHATH B
JaHHOM HampaBjeHuW. Hampumep, y Bac ecTh 3ajava: Kak-TO pearupoBaTh Ha
KaXJI0€ HOBOE COOOIlEHHE, MPHUXOMSIIEe MO SJIECKTPOHHOW, TOJIOCOBOM WU
0o0brgHOW mouTe. VI ecTecTBEHHO, €CTh MHOTOYHCIICHHBIC TPOEKTHI, KOTOPHIC
TPEOYIOT OCYIIECTBICHUS U BXOJAT B KPYT BalllUX 00S3aHHOCTEH, a TaKKe IIEIH
1 UHCTPYKIIMH, KOTOPBIC CIIETyeT YTOUHUTH, Kapbepa, KOTOPYIO HYKHO CTPOHTb,
Y J)KU3Hb B 11€JIOM, KOTOPYIO HEOOXOAMMO Jep>kKaTh B paBHOBECHHU. BbI B3siin Ha
ceOst ompeeICHHYI0 BHYTPEHHIOIO OTBETCTBEHHOCTh 3a BCE ACIEKThl CBOEU
KU3HU U PabOTHI, KOTOPhIE MPEACTABISAIOT HE3aMKHYTHIC ITUKIIBI KaKOTO-THOO
THUIIA.

Bce, umo eac ne ycmpausaem u, no eauiemy MHeHUI0, HAXOOUMCS He Ha
ce0eM mecme — MO «He3aAMKHYmble YUKIbLY, OmeleKaujue saue BHUMAaHue.

Uto0b1 32¢(HEKTUBHO CIPABIATHCSA CO BCEMH 3THMH 3aJlayaMH, BaM HY>KHO
ompenenuTh W coOpaTh BOSIWHO BCE, YTO BaC «TJIOXKET» IO KaKOW-THOO
MpUYMHE, a 3aTeM — MPUIYMaTh, KaK PEIIUTh 3TU NPOOJIEMBbI. DTO 3aJaHue
MOXET TTOKa3aThCs HECIIOKHBIM, HO B JICHCTBUTEILHOCTH OOJIBIIMHCTBO JIFOACH
HE 3HAIOT, KaK periaTh 3TH IPOOIEMBI.

Ochnosnvle mpedosanusn K peuieHuro npoonem

I'pamoTHOE pemieHne mpoOsieM TpeOyeT MNpUMEHEHUs psga 0a30BBIX
MIPUEMOB U OIPEIeICHHOT0 00pa3a AeCTBUI:

* Bo-nepBhIX, €CAM YTO-TO 3aHUMAET BAlllM MBICIHU, TO Ballle CO3HAHUE HE
cB0OOHO. Bcee, 4To BBl cumTaeTe HE3aBEpPUICHHBIM MO KaKOH-IMOO MpHUYWHE,
cienyeT O0ObeAMHUTh B YETKYIO CUCTEMY BHE BAIlIETO CO3HAHUS (51 Ha3bIBaIO €€
HaKOMUTEIBHON KOP3UHOM), K KOTOPOU BaM MPUAETCS PETYISIPHO BO3BPAILATHCS,
YTOOBI YIOPSAOUUTD €€ COJIEPKUMOE.



* Bo-BTOpBIX, BBl JOJKHBI YETKO YSICHUThH, B YEM COCTOUT 3a]1aya U PEIINTD,
YTO HYKHO MPEANPUHSTH (€CIU UMEET CMBICI YTO-TO MPEANPUHUMATD), YTOOBI
€€ BBIIIOJIHUTb.

* B-TpeTbux, Kak TOJBKO Bbl ONPEACHWIN, KaKue JEHUCTBUS HYXKHO
NPEANpUHATh, BaM CleayeT OOBbEAMHHUTh HAIOMUHAHUSA O HHUX B CHUCTEMY, K
KOTOPOMU BBl Oy/I€TE PETYIISIPHO 00OpaIiaThCs.

Baoicnoe ynpasicnenue ona mecmupoganusn mooeniu

A npennararo Bam Ha Oymare omucaTh IMPOEKT WM CHUTYallUi0, KOTOpas B
JaHHBIA MOMEHT OOJbIlle BCETO 3aHMMAET Balle CO3HaHHWE. UTO TJIOXKET Bac
CWJIbHEE BCET0, OTBJICKACT BAaC, BBI3BIBACT WMHTEPEC WM KAKUM-TO 00pazoM
3aHMMaeT OOJBIIYI0 YacTh BAalIer0 OCO3HAHHOTO BHUMAaHHS? DTO MOXKET OBITH
371000 THEBHBIN MPOEKT WU MpoOIeMa, TO €CTh JIeNI0, KOTOPHIM Bbl BBIHYXKICHBI
3aHUMATbCS, WJIM CHUTyalus, C KOTOpPOM, MO BalmleMy MHEHHIO, CIEAYET
pa3o0paTbcst Kak MOYKHO CKOpEe.

Bo3mokHO, BRI pemwin Kyaa-HUOyOb MoexaTh BO BpeMs OTIYCKa, U BaM
HY>KHO MPUHATH KAKHE-TO CPOUYHBIE PELICHUS B 3TOM CBA3U. A MOXKET OBITh, BbI
TOJBKO 4YTO YHACJIEJOBAIM IIECTh MUJUIMOHOB JOJUIAPOB M HE 3HAETE, Kak
pacnopsiAuThCA JeHbraMu. YUTo yrojiHo.

[Tonsnmu? Xopoumo. Tenepp ONMIIUTE OJAHUM MPEITO0KEHUEM YCIEIIHbINA
pe3yNbTaT, KOTOPHIA MPUHECET BaM PEIICHHE 3TON MPOOJeMbl WIU BBIXOJ U3
CIIOXKUBIICHCS cuTyauud. THBIMH cTOBaMU, YTO JIOJDKHO CIIYYHUTHCS, YTOOBI BBI
MOTIJIM CUYWTATh MPOEKT OCYLIECTBICHHBIM W MOIJIM MOCTABUTH «TAIOUYKY»?
OTBeT MOXET OBITh MPOCT: HANpUMEpP «OTAOXHYTh Ha ['aBaigax», «HaJlaIuTh
OTHONICHHUSI C KIMEHTOM X», «pa3zoOparbcs ¢ yueOoil Cplo3eH», «yTOYHUTH
HOBYIO  CTPYKTYpY yIpaBieHUS (YHKIUOHATBHBIMU  TOJPA3ACIICHUIMHU
KOMIIAaHUW» WIH «PEaTu30BaTh HOBYHK) CTPATErHI0 KamUTaJIOBIOXKEHUs». Bce
ACHO? 3aMeuaTeNnbHO.

Tenepp 3anumnuTe MNEPBOOYEPENHBIC ACHCTBUS, KOTOPBIE  CIEOYET
MPEANPUHATH, YTOOBI CUTYyallUs CABUHYJACh ¢ MecTa. Eciin OB KpoMe pelieHus
JaHHOW MpoOJIeMBbI y Bac He ObUIO APYrUX 3a7ad, KyJa Obl Bbl OTIPABUIUCH U
Kakue peanbHble maru npeanpunsiv Ob1? [Mogounuun 6b1 k Tenedony u HaOpaiu
Homep? Cenu ObI 32 KOMIIBIOTEP W Hamucanu coodOmieHue? Basau Obl kapaHaanr
1 Oymary M yCTpOWJIM MO3roBO#l IITypM npodsiemsl? [loroBopuiu Obl ¢ a3y Ha
rJ1a3 CO CBOEW BTOPOW IMOJOBHUHOM, CEKPETApEM, areHTOM WJIM Ha4aJlbHUKOM?
Kynunu Ob1 rBO31M B Mara3uHe MHCTpyMeHTOB? UTo ObI BbI caenanu?

[Tpuaymanu orBeT? Xopouio.

[IpuHecnu BaM Kakyro-1u00 MOJB3Y 3TH BE MUHYTHI pa3MbliuieHuit? Eciu
BbI TIPUHAJICKUTE K TOMY XKe TUITY, YTO U MOJABJISIONIEe OOJBITUHCTBO JIOACH,



KOTOpPBIE BBIMNOJIHAIOT 3TO YIPaXKHEHHE HA MOMX CEMHMHApax, TO BBl OLIyTUTE
XOTs1 Obl HE3HAYNTEIbHBIN MPUITUB YBEPEHHOCTH B CBOMX CHJIaX, CIIOKONCTBUS U
KOHIIeHTpaluu. Takke Bbl OOHAPY)XUTE€ HOBBIE MOTHBBI, MOOYXKIAIOIIME Bac
pealbHO YTO-TO NPEANPUHATH Ui YJIYYIIEHUS CUTyalHdH, O KOTOPOW J0
HACTOSIIIET0O MOMEHTA BCEPBHE3 HE 3a1yMbIBANUCh. IIpeacraBpre, 4TO MOTHUBALMSA
YCUJIMJIACh B THICSYY pa3 U MPEBPATHIIACH B CTUIIb )KU3HU U PAOOTBHI.

Jlymaiirte, KaK 4eJI0BEK JIEUCTBUSA, JEUCTBYNTE, KAK MBICIIUTEINb.
Anpu beprcon

Ecnu B X0Zie 3TOr0 MajieHbKOT0 yIpaXHEHHSI BHYTPU BacC MPOU3OILUIN XOTh
KaKHe-TO U3MEHEHUS B JIYUIIYI0 CTOPOHY, MOAyMaiTe 0 HUX. YTO U3MEHUIIOCH?
Kakue n3aMeHeHus B BallieM COOCTBEHHOM BOCIPHSTHHN BBI3BAIN ATO yIIyUIIICHUE
Bamiero cocrtosinus? Benp cama cUTyalus HUCKOJIBKO HE HU3MEHWIACh, IO
Kpaiineit Mmepe ¢usudecku. EcTtecTBeHHO, €70 elle He JOBEIEHO A0 KOHIA. A
CIIyYWJIOCh, BEpPOSITHEE BCETO, BOT YTO: BBl CHOPMYIHPOBAIM UYETKOE
ONPENICIICHUE  KEJIAEMOr0  pe3yJibTaTa W IEPBOOYEPEIHBIX  JCHUCTBHM,
HEOOXOUMBIX JIJIs €T0 TOCTHIKCHHUS.

Ho 4to mo3Bonwio moiayduth 310 omnpeaesneHue? OTBET — pa3MbIILICHHUS,
HE OYCHb CJIOKHBIC, HO JOCTATOYHBIE JJIA TOTO, YTOOBI MPUAATh YETKYIO (hOpMYy
npoOJieMe U cpeaICTBaM, HEOOXOIUMBIM JIJIsl €€ PEIICHUS.

Humennexmyanvholii mpyo ¢ oeiicmeuu

Ntak, BBl TOMYYWIH ONBIT HHTEIUJICKTYyaJbHOTO TpyJa M Ha MPaKTUKE
YCBOWIM TIyOOKHM pabouyuii NpUHIMUI: BaM CcleAyeT JAyMaTh O CBOHMX
npoOnemax OoJbllie, YeM BBl MOXKETE MPEANOJOXKUTh, HO MEHBIIE, YEM BBI
omacaetech. Kak mmcan Ilutep Jlpykep: «IlIpu umHTEMIEKTyalbHOW paboTe...
3a/laya He SICHa, ee clieyeT omnpeneiauTb. «KakoBbl 0XXUAAEMBbIE PE3yJbTaThI
paboThI?» — BOT KIIOYEBOW BOMPOC, KOTOPBIM TMO3BOJISET pabOTHUKAM
YMCTBEHHOTO TpyJa JOCTUTaTh MPOIYKTUBHOCTH. DTOT ke BOIpPOC Tpelyer
PUCKOBaHHBIX penieHuii. OObIYHO €IMHCTBEHHO BEPHOTO OTBETA HE CYIIECTBYET;
BMECTO HEro €CTh TOJBKO BO3MOKHbIE BapUaHThl. I €Ciu Bbl XOTUTE JNOCTUYb
BBICOKOTO YPOBHS MPOAYKTUBHOCTH, TO PE3yJbTaThl JOJDKHBI OBITH YETKO
c(hOpMYIUPOBAHBD.

[IpenmecTBeHHULIEN KaXIOTO AEUCTBHUS SBISECTCS MBICIIb.
Pansd Yonmo Omepcon
BonbIMHCTBO NIO/IEM  CONMPOTUBIISIETCS  BCIUIECKY SHEPTUU, KOTOPBIU

HEO0OXOIUM JIJIs1 TOTO, YTOOBI BBISICHUTh HCTUHHBIM CMBICIT TTPOOJIEMBI, C KOTOPOH
OHU CTOJIKHYJIUCh B W3HH, U Y3HATh, UTO CIECAYET CAENATh JJIA €€ PECIICHUS.



Hac Hurme He ywar, 4ro, mpeXAe 4YeM BBINNOJHATH 3a7ady, CIEAyeT O Heu
3aJlyMaThCsl; OOJIbIIEH YacThIO HaIlly TTOBCEIHEBHYIO JCSITEIBHOCTh OMPEICSIIOT
3a HAC HEPEIIEHHBIE U CTOSIINE Ha MECTE MPOOJIEMbI, KOTOPhIE BUCIT HaJl HAMH,
KOT'/Ia MBI IPUXOAUM Ha palboTy, CEMbsI, KOTOPYIO HY>KHO KOPMUTb, HECTUPAHOE
Oenbe WM JIeTH, KOTOPBIX HYKHO OJ€Th. Majo KTO CYUTAeT, YTO JOJIKEH
KOHIICHTPUPOBATh BHHMAHHME Ha >KEIaeMbIX pe3yiprarax. Ha camom nene
MBIILIJICHUE, OPUEHTUPOBAHHOE HA PE3YyJIbTaThl, SBIIETCA OJHUM W3 CaMbIX
3G ()EKTUBHBIX  JTOCTYMHBIX  CPEICTB, MO3BOJSIONIUX  CAENATh  MEUThI
pPEaIbHOCTBIO.

Ilouemy Oena 3anumaiom eauiu mMviciu

Yaie Bcero mpuyurHa, M0 KOTOPOH mpodiieMa «3aHUMAET BaIlll MBICITHY, —
ATO BalIE )KEJIAHUE U3MEHUTh YTO-TO B TEKYLIEM ITOJIOKEHUH BEIEH, HO:

* Bbl HE YTOUHWIH, KAKOTO KIMEHHO PE3yJIbTaTa Bbl XOTUTE JOCTHYb;

* BBl HE PEIIWIM, KaKHE€ NEPBOOYEPEIHBIE MIArH CIEAYET NPEANPUHSITH U
(mam)

* BBl HE YIIOPSIIOYIIIA HATIOMUHAHUS O PE3YJIbTATe U TPEOYEMBbIX JACUCTBUSIX
B HAJIC)KHYIO CUCTEMY.

Bot nouemy npoOnema He gaeT BaM nokosi. Iloka nepeuncieHHbIe MBICIH HE
VSICHEHBI, pEUICHUS HE TMPUHATBI, a pe3yJbTHPYIOIIUE CBEICHUS HE
YIOPSOUYEHBI B CUCTEMY, K KOTOPOU BBI C abcoiomHol yBEPEHHOCThIO OyaeTe
oOpamarbcsi pOBHO CTOJIBKO pa3, CKOJIBKO HYXKHO, Ballle CO3HAHUE HE MOXKET
paccinabutbes. Bbl MokeTe 0OMaHBIBAaTH KOTO YTOJHO, HO BBl HE CMOXKETE
oOMaHbIBaTh COOCTBEHHBIN pazyM. OH 3HAET, MPUIIIIM Bbl K HY>KHBIM BBIBOJIaM
WIN HET, U YJAJIOCh JIU BaM OOBEIUHUTH PE3yJbTaThl CBOUX Pa3MBIIUICHUNA B
CUCTEMY, Ha KOTOPYIO MOXHO PacCUMTHIBAaTh, YTOOBI OOpaiiaTh K HEW CBOE
CO3HaHUE, Mo Mepe HajoOHocTu. Ecnu BBl 3TOro HE cruenanu, TO MO3T Oyner
MpOJOJDKATh TPYAUTbCS Haj mpoOiemoil. Jlaxke eciu Bbl 3HaeTe, KakKou
CIEIYIOUIMI [ar NPeaNnpUHATh NI PEeHIeHHs] MpoOJeMbl, Balle CO3HAHUE HE
nepecTaHeT padoTaTh J0 TeX MOp, MOKa Bl HE 3aMUIIUTE HAIOMUHAHUE O HEW B
TaKOM MECTe, KyJa BIOCIEACTBUU HaBepHska mocMoTputre. OHO Oyner
HAallOMUHATh BaM O HEBBITIOJIHEHHBIX MEPBOOYEPEIHBIX ICHCTBUSAX, OOBIYHO B
TaKu€ MOMEHTBI, KOTJa Bbl HE MOXKET€ HHUYEro MPEANPUHATb, U TOJBKO
MOABEPTHET BAC HOBOMY CTpPECCY.

Ota nocTtosiHHas OecrnoJie3Hass 03a00YEHHOCTh BCEMH JeJIaMHU, KOTOpbIE
MBI JIOJDKHBI JIeTIaTh, SIBISICTCS CAMBIM TJIABHBIM TOTJIOTUTENIEM HAIIeTO
BPEMCHH U CHIL.

Keppu I'mucon



Y sawezo coznanus nem coocmeennozo coznanusn

XoTsi Obl YacTh BallleTO pa3yMa MO-HACTOSIIEMY IIyMa, M 3Ta TIIYNOCTh
BECbMa 3aHATHOTO cBoicTBa. Eciu Obl pa3ym ObUT Obl UyTh-4yTh «yMHEE», OH
HarmoMuHa Obl BaM O BelaxX, KOTOPbIE HYKHO JIelaTh TOJIbKO TOTa, KOT/1a BBl B
COCTOSIHUU KaK-TO MOBJIMSTH HA CUTYAIHIO.

VY Bac ecth re-HHOYIL (poHApUK ¢ ceBmmMMH OaTapeiikamu? Korma Barie
CO3HAHUE HANIOMHMHAET BaM O TOM, YTO HYXHbI HOBble Oarapeiiku? Korma Bbl
BUJIUTE CTapble. DTO HE OYE€Hb MYyApO. byab y Bamiero co3HaHUs XOTh Karuis
COOCTBEHHOT'O 3JIpaBOT0 CMBICJIA, OHO Obl HAIIOMUHAJIO BaM O (POHAPUKE TOJIBKO
TOTJla, KOrJa BBl BUIUTE HOBbIE Oarapeiiku B wmarasuHe. [Ilpuduem HOBBIC
Oarapeiku TOJKHBI TOJXOUTh IO pa3Mepy.

C MOMEHTa CBOETO MNpOOYXKACHUS yTPOM U JO TEKYIIETO MOMEHTa BBI
BCIIOMUHAJIM O YeM-HUOY/b, UTO HY>KHO CZEJIaTh, U YTO JIO CUX TMOP HE CAEIaHO?
Bac HeomHokpatHo mocemama 3ta Mbicias? [louemy? Jlymats o mpoOieme,
pelIeHre KOTOPOW HeNb3s MpUOIU3UTh — IycTas Tpata BpemeHH. [logo0OHbIe
Pa3MBIIUICHUS TOJIBKO YCWIST Balle OECIOKOWCTBO O TOM, YTO BBl JIOJKHBI YTO-
TO JieNIaTh, HO HE JieJlaeTe.

[Toxoxe, OONBIIMHCTBO JIOACH CIUIIKOM MHOTO TTO3BOJISIIOT CBOUM MBICIISIM,
OCOOCHHO €ClId peyb HJET O CHUHAPOME «CIHMIIKOM MHOTO paboThy. Brl,
BEpOSITHO, TEpelalu MacCy CBOMX MpoOJeM ¢ HE3aMKHYTHIX IIHUKIJIOB
COBEIIATETLHOMY OpraHy BHYTPH Bac, KOTOPBIM HE CHOCOOEH CYIIECTBEHHO
MOBJIMATh HA CUTYallMI0 TMPU HBIHEIIHEM TOJIOKEHUH BEIIEH — CBOEMY
CO3HAHHUIO.

VYrpasisiiTe CBOUM pa3yMoOM, HHAYE OH OyJET YNPaBIISITh BAMH.
['opauui

Ilpeoopa3zosanue «pymunot»

«PyTMHOW» s Ha3plBal0 BCE  J€Na, KOTOPbIE  3aHUMAKOT  Ball
MICUXOJIOTUYECKUNA WA (PU3NYECKUM MUpP, U TPeOYIOT BBIMOJIHEHUS, HO IS
KOTOPBIX BBl €LIE€ HE OINPEACIIWIIA JKEIAEMBbIM PE3yJIbTaT U IEPBOOYEPEIHBIC
neiictBust. [IpuunHa, Mo KOTOpOM OONBIIMHCTBO OPTaHU3AIMOHHBIX CHCTEM HE
paboTarT, COCTOMT B TOM, YTO JIIOJU HE MpeoOpa3oBalid BCIO «PYTHUHY» B
3a7a4M, MOJJAIOIIMECS PEUICHUIO U KOHTPOJII0, HE «paccopTupoBann» ee. [Toka
OHA OCTAETCs KPYTUHOW», €€ HEBO3MOXKHO KOHTPOJIUPOBATH.

Ham cnedyem npeobpazosamuv 6cCl0 «pymumyy, KOMOPYIO Mbl NblMAEMCs
YROpSI004UmMb, 8 COBOKYNHOCHb 3a0a4, HOOOAIOWUXCSL KOHMPOTIO.

BOJIBIIMHCTBO CIHMCKOB J€71 HA KaXJbIA JEHb, KOTOPHIE MHE 3a MHOTO JIET
MOKAa3bIBANIM JIIOAU (€CHM Y HUX BOOOIE OBbLIM TaKue€ CHHUCKHU), MPEACTaBISIIH



MPOCTO MEPEUHU «PYTUHHBIX MPOOJIEM», a HE UHCTPYMEHTOB PE3yJIbTATUBHOTO
BHIMONMHEHUS  TpeOyemblx 3amad. OHM  OBUTM  TONBKO  YaCTUYHBIMU
HAlTIOMUHAHUSIMU O Macce JieJ, KOTOpble TpeOOBaIM 3aBepIlEHUsl, HO HE ObLIN
BBIPAKEHBI B KATETOPHSIX pe3yJabTaToB U AciicTBUU. CHHCKU HE COACp AU
peadbHbIX MHCTPYKIIMA U MOAPOOHOCTEH, Kacalwmmxcs 3aaad, KOTOpbhIe
HE00X0IUMO OBLIIO BBHITIOJIHUTH aBTOPaM.

«PytuHay, mo cytu, He Takas yx Iuioxas mrTyka. [IpoOnemsl, KOTOpBIS
MOTJIONIAFOT HAIlle BHUMAaHWE, OOBIYHO BO3HUKAIOT B BUAC «pyTHHBD. Ho Kak
TOJIBKO «PYTHHA» TOSBIIAETCS B Hallleh XKU3HU M paboOTe, MbI MOJICO3HATEIHHO
CTPEMHMCSI OMPENEIUTh U VYSICHUTh €€ YeTKOe 3HauyeHWe. JTO — Halla
00s13aHHOCTh KaK paOOTHUKOB HMHTEIUICKTYaJIbHOTO TPYJa; €CIH Obl «PyTHHA»
OblTa yXe TpeoOpa3oBaHa M sICHA, TO, KpoMe (uanmueckoil pabOTHI, OT HaC
HUYEro Obl HE TPeOOBAIOCK.

B xOHIIE OAHOTO M3 MOMX CEMHHAPOB CTAPLIMU MEHEIKEP OJHOU KPYITHOU
OMOTEXHOJOTUYECKON (UPMBI B3TJSHYJIa Ha MEPEeYHH 3a7ad, C KOTOPBIMU
Opuilia Ha 3aHsATHEe, M ckazana: «Jla 3To mpocto OecopMeHHBIN KIyOOK
HEBBITIOJHUMBIX 33/IaHui!» DTO Jydillee OMMCAHUE U3 TEX, YTO S CJBIIIA: OHO
MPEKPACHO XapaKTEPHU3yeT TO, YTO HA3BIBAIOT OPraHU3ALMOHHBIMU CIIHCKAMU B
OOJIBIIMHCTBE MEPCOHANBHBIX cucTeM. llomaBinsromiee OONBIIMHCTBO JIIOJEH
NBITAIMCh BCE OPTraHU30BATh, MBITASICh 3aHOBO YHIOPSAIOYUTH HEIMOJHBIE CIUCKU
HESICHBIX 33J1a4; OHU JJa)Ke HE OCO3HABAJIM, YTO HY>KHO YNOPSA0YUBATH, U KAaKUM
o0pa3oM, 4TOOBI MOTYYUTh PEAIbHYIO0 OTAady. A HYKHO cOOpaTh BOEIMHO BCE
npo0eMbl, KOTOpble HEOOXOAUMO 00aymaTh, a 3aTeéM HUMEHHO o0aymaTh WX,
€CJIM Bbl XOTHUTE, YTOOBI Ballld YCUJIUS B cepe caMOoOpraHu3aluu MPUHECIH
TUTO/IBI.

ana(menue 0esimeibHOCMbIO KAK npouecc

B cdepe unTEeMmNIEKTYansHOTO TpyZa BBl MOXKETE€ TPEHUPOBATHCS MOAOOHO
CIIOPTCMEHY, MBITAsACh CTaTh OoJjiee MPOIYKTUBHOM, THOKOM, TBOPYECKOU H
COCPENOTOUYECHHON JIMYHOCTBIO. BBl MOXETE IOBBICUTH CBOK YMCTBEHHYIO
MPOAYKTUBHOCTh W YHOPaBIATh pE3yJNbTaTaMH JIECSITEIBHOCTH C YYBCTBOM
JIETKOCTU U KOHTPOJS. BBl MOXETE€ COKpPaTUTh YHCIIO HE3aBEPLICHHBIX JIE€JI BO
BCEM CIIEKTpe Baried MmpodeCcCHOHATBbHON NIEITEIbHOCTH M YaCTHOM KU3HH M
JOCTUYL OOJBIINX pEe3yJbTATOB C MEHBIIMMHU 3aTpaTaMu. Bbl Moxerte
NpPUHUMATh 371000/HEBHBIC PEIICHUS KacaTeIbHO HAKOMUBIIMXCS «PYTUHHBIX
3a/lau» U pa3pabaTbiBaTh CTAaHAAPTHBIC MPOTPAMMBI IEUCTBHM JIJIST TOTO, YTOOBI
KUTh U pad0TaTh B HOBOM THICSAUYECICTHH.

Opnako mepen TeM Kak OCYIIECTBHTh KaKOH-THMOO W3 3THUX IIIaroB, Bam
CJIeTyeT HAYyYUThCS MOJHOCTHIO OCBOOOXKIATh CO3HAHUE. A ISl ATOr0, KaK MbI



yKe yOeaunuch, HE HYXKHO YIPaBIsATh BpeMeHeM, HHpOpMaluen, WIH
npuopuTeTamMu. B KOHIIE KOHIIOB:

* BBl HE MOXKETE YIPaBJIATh CBOEH JIEATEIBHOCTBIO B TEUEHUE MATU MUHYT, a
Ha [IECTOW — PE3KO0 MPEKPATUTh 3TO 3aHATHE;

* BBl HE MOXeTe 00pabaThiBaTh MNEPEH30OBITOK HHPOPMAIUU — HHAYE
JIOTIHETE, KaK TOJBKO 3aifijiere B OMOIMOTEKY, MOJKIIOYUTECh K AJICKTPOHHOM
CETH WJIM MIPOCTO OTKPOETE Tee(OHHBIN CIPaBOYHUK; U

* BBl HE YIIPABISIETE IPUOPUTETAMU — OHM Y BAC MPOCTO E€CTh.

Bmecto 3TOrO, KIIFOY K YIOPSAJOYEHHIO BCEU Balled «PYTHUHBD) —
yIpaBJ€HUE JEHCTBUSIMU.

Ynpaenenue oeamenvnocmoio — ocnognasn 3adaua

Kak BBl pacnopsikaerecb CBOMM BpPEMEHEM, KaK Bbl PacHoOpsHKACTECH
uH(popMaIeil, Kak Bbl pacropsiKaeTech CBOUM TE€JIOM U KaKUM MTPUOPUTETAM BbI
YAENSIETE OCHOBHOE BHUMAHHME — BOT KJIKOUEBBIE BOIPOCHI, HA pa3pelICHUU
KOTOPBIX BaM CJIEyET COCPEAOTOYUTh CBOM OTpaHMYCHHBbIE pecypchl. I aBHas
mpobjieMa B TOM, 4TOOBI y3HATh, Ye€M CIIEAyEeT 3aHMUMAThCA B JIFOOOM MOMEHT
BpeMeHH. OCHOBHOM BOIIPOC — KaK YINPAaBIISITh CBOUMHU JEUCTBUSAMU?

Bo3mokHO, 3TOT BOmpoc HampaiimBaeTcs caM co0oil. BepositHo, BbI Oyzaere
YAUBJICHBI, KOT/Ia y3HAETE, YTO OOJBIIUHCTBO JIFOJIE HE MOTYT ONPEICIUTh IS
cebst TmepBoOYepeqHbIE IIard, HEOOXOIWMBbIE JUIS OCYIIECTBICHHUS MAacChl
MPOEKTOB U pelieHuss MHOTuX mpoOiem. KpaifHe cI0XHO KOOPAMHUPOBATH
JEUCTBHS, €CJIM Bbl UX YETKO HE ONPEICIUIN U K TOMY )KE COMHEBAETECh B UX
1enecooopa3HocTu. Y OOJBIIMHCTBA JIIOJIEH €CTh JECATKU /eI, KOTOPbIe HYKHO
BBITIOJIHUTB, YTOOBI MPEYCNETh B PAa3IMYHBIX chepax NeaTeTbHOCTH, HO OHH HE
3HAIOT, KaKM€ HMMEHHO IIaru ciaeayeTr npeanpuHsaTb. M pacnpocTpaneHHas
xKanoba 0 TOM, 4yTO «Y MEHS HET BPEMEHH Ha __ » (3aloJHUTE MPOITYCK)
BIIOJIHE MOHSTHA, IOTOMY YTO MHOTHE MPOEKTHI KaXKyTCS HEOCYIIECTBUMBIMU, U
OHM JEHCTBUTEIBHO HEOCYUIECTBUMBI, [IOTOMY YTO MPOEKT HEIb3sI IPOCTO B3ATh
1 OCylmIeCTBUTh! MOHO JIUIIb BBIOJIHUTD JACHCTBUSA, OTHOCSIIHUECS K MPOEKTY.
Hekoropbie neicTBUsA, HEOOXOAUMBIE AJII TOrO, YTOOBI CIBUHYTH IMPOEKT C
MEpPTBOM TOYKH, 3aHUMAIOT BCErO OJHY WJIA IBE€ MUHYTBHI.

Xopolee Ha4ano — I0JIOBUHA JIEJIa.
I'pedeckas nocnosuna
Bo Bpems TpEeHHMHIOB M CEMHHAPOB, B KOTOPBIX YyYaCTBOBAJIM THICSYU
CIICLIMATIUCTOB, S y3HaJ, YTO HEXBATKA BPEMEHU HE SBJISETCS MX OCHOBHOM

npoOieMoil (XOTS OHU CaMU MPHUACPKUBAIOTCS UMEHHO TAaKOTO MHEHUs);
peasibHyI0 TIPOoOJIeMy MPEACTaBISIET HEAOCTATOK SICHOCTU U ONPEACIICHHOCTH B



TaKuX BOIMPOCAX, KaK UCTHHHAS CyTh MPOEKTa W TpeOyeMble MEePBOOUYECPETHBIC
Iard Ha MyTH €ro BHeApeHHs. VIMEHHO pellleHHe MEePBOCTEINCHHBIX 3aJad B
MOMEHT WX TIOSBJICHUS Ha TOPH30HTE, a HE TMOMBITKH pPa3o0paTbCcs BO
BTOPOCTETICHHBIX MpoOJieMax TOCJe TOTO, KaK HEMPUIATHOCTH YK€ HAdaluCh,
MO3BOJIICT HaM TIOKUHATH TUIOJIBI YIIPABICHUSI ICSITEIHHOCTHIO.

Hena peoxo 3acmpesarom Ha 00HOM Mecme U3-3a HEOOCMAMKA BPEMEHU!
OHU He MO2Yym COBUHYMbCSA C MepPmEoU MOUKU, NOMOMY Um0 YemKo He
onpeoesen nymv 00CMUNCEHUS pe3yTbmamd.

Ilennocms nooxooa «cHusy eeepxy»

3a roasl paboTHI 1 yOeauics B MPAKTUYHOCTH MPUMEHEHHS MOAX0/1a «CHU3Y
BBEPX» /IS MOBBIIICHUS WHIUBUYAIbHON MPOIYKTUBHOCTU: HAUWHATD CIIETYET
C C€aMOro MPU3EMJICHHOTO YPOBHSI TEKYIIEeW AESITeIbHOCTH U C CaMbIX
oObIIeHHBIX TpobsieM. C HMHTEIUIEKTYyallbHOM TOYKM 3peHHs, Hauboiee
NOAXOMAAIIMKA METOoJ paboThl mpeanonarad Obl JABMKCHHE CBEpPXYy BHU3:
(GOpMYIHPOBKY JMYHBIX M KOPIOPATHBHBIX €€, 3aTeM — OMpeeiIcHHe
KPUTUYECKUX 3a/lad M, HAKOHEI, COCPENOTOYCHHUE BHUMAHUS HA JCTAIAX H
BHeJIpeHUH mpoekTa. Ho mpoGiema B TOM, 4TO OOJIBIIMHCTBO JIOJEH OMyTaHO
HEebIM KIIyOKOM TMOBCEIHEBHBIX 3a00T, TaK YTO y HHUX HET MOYTH HHUKAKOU
BO3MOXHOCTH KaK CJIEAYyeT COCPEOTOUUTHCS Ha O0jiee MUPOKUX MEPCIIEKTUBAX.
CoOOTBETCTBEHHO, MOAXO0/ «CHU3Y BBEPX» 00bIYHO Ooiiee A (HeKTUBEH.

Ocy1iecTBieHNE TOCTOSHHOTO KOHTPOJIS HaJl TEKYIIUM COJIEPKIUMBIM Balllen
KOp3uHbl «Bxonsimiue», W BHEAPEHHE METOJIOB, KOTOpbIE TIOMOTYT BaM
yAepkKaTh ASTOT KOHTPOJIb, SIBISETCS HAWIYUYIIHUM CPEICTBOM PaCHIMPEHUS
Bamiero kpyrosopa. Hapyxy BBIpBETCS CTPEMHUTEIBHBIM MOTOK KpPEaTUBHOU
HHEPTUHU, KOTOPBIA MO3BOJIUT BaM IMOCTOSIHHO KOHIEHTPUPOBATh BHUMAHHUE Ha
0oJiee MUPOKUX MEPCIIEKTUBAX, a IPWIUB YBEPEHHOCTH B CBOMX CHUJIAX TIOMOXKET
BAM HANPABUTH B HYKHOE PYCIJIO PE3YyJIbTaThbl TBOPYECKOW ACATEIBHOCTH. Y
JToJiel OOBIYHO BO3HHMKAET BHE3AMHOE OIIYyIIEHWEe CBOOOJBI, JIETKOCTH H
BJIOXHOBEHUS, KOT/Ia OHU, 3aKaTaB pyKaBa, BOIUIOLIAIOT CBOU 3aMBbICIIbI.

Bl nocturaere OOJBIIMX YCIEXOB HAa MYTH BBINOJHEHHUS 3a7a4 BBICIIMX
YPOBHEMH, €CiH clieJacTe HHCTPyMEHTapHii, HEOOXOAUMBIN IS OCYIIECTBICHUS
MEePBOOYEPEIHBIX JCHCTBHM, YacThbIO CBOETO CTHJS ITOBCEIHEBHON pabOTHI.
Koneuno, ectp Oojiee CyIIECTBEHHBIE NPEIMETHI IJsi PA3MBIILICHUS, YeM
CONIEP’)KMMOE BAIIer0 IMOYTOBOTO SIIMKA, HO €ClId YIpaBieHUE Baileh
JEATEeTLHOCTRIO K€ Ha 3TOM YPOBHE HE JOCTATOYHO 3(PheKTUBHO, TO paboTa
HAMIOMHUHAET IJIABAHUE B MEIIIKOBATOM OJIEXK]IC.

OI[HOFO BUACHHUA HCOAOCTATOYHO, €TI0 CICAYCT O6’b€I[I/IH$ITI> C I[GﬁCTBHGM.



HCI[OCT&TO"IHO IMpOCTO NMOCMOTPCTL HA CTYIICHLKH, HYKHO CIIC ITIOAHATLCA 110
JICCTHHUIIC.

Baryias ['aBen

MHOTruX CHeruaIucToB, KOTOPHIM S B TCUCHHUE JHS MTOMOTA OCBOOOJIUTHCS
OT OOBIZICHHOUN «PYTHHBI», BEYEPOM TOCEIIaia Macca uae 00 WX KOMITaHUU U
OyaymeM. DTO TPOUCXOAWIO MMEHHO IOTOMY, YTO HMX JeJla CABHUHYJHCH C
MEPTBOU TOYKH.

Fopu3onmaﬂbuoe U eepmuKaibHoée ynpaejieHue 0esimelbHOCMbIO

Bl 1OMKHBI OCYIIECTBIIATH KOHTPOJb HAJ 3ajJadyaMH, I[POCKTaMH H
JNEUCTBUAMU B JBYX IUIOCKOCTAX — TOPU30HTAIBHOM W BEPTUKAIBHOM.
«"OpU30HTATIBHBINY KOHTPOJIb 00ECIIEUNBACT CIAKEHHOCTh BCEX MEPONPUSITHIA,
B KOTOpBIX BBl ywactByere. lIpencraBbre, 4TO Balle CO3HAHWE IOCTOSHHO
CKaHHPYET BHEIIHIOK Cpeay, Kak MOJUUEUCKUUA pajap; OHO MOXKET
COCPEZIOTOUYHTHCS Ha JIIOOOM U3 THICSYU MPEIMETOB, KOTOPBIM MOTJIOMIAET WU
TpeOyeT Ballero BHUMaHUs B JIO00M MOMEHT ABAALATh YEThIPE HYaca B CYTKH.
D10 MOXeT ObITh amnTeka, JIOMOBIAJeNel, Bama TeTss Maprta, cTpaTeru4ecKui
miad, o0el, BSHyIEE pacTeHHE B BalleM O¢uce, HETOBOJBbHBINA KIMEHT WU
rps3Hbie Tydau. Bam HyKHO, K OpuUMepy, KYNHUTh MapKh, OOHAIUYUTH YEK,
3a0pOHUpPOBAaTH HOMEpP B TOCTHUHHUIIE, OTMEHUTh COOpaHHe IepcoHalla WIH
CXOIUTh BE€YEPOM B KHHO. BBI, HABEpHO, YAMBUTECH, €CIU Y3HAETE, CKOJIBKO
pa3HbIX BOMPOCOB 3aHUMAIOT Ballle CO3HAHUE M TPEOYIOT pa3pelieHus TOIbKO B
TeyeHue ojHoro aHs. Bam HyxHa »¢ddexTuBHas cucrema, KoTopas Obl
ITO3BOJIMJIA CIIEAUTH 34 MAKCUMAJIBHO BO3MOKHBIM KOJIMYECTBOM BO3HUKAIOIINX
BOIIPOCOB, BbIJIaBaJla HEOOXOAMMYIO HMH(POPMALMIO O HUX MO MEpPBOMY
TpeOOBaHUIO M TMOMoOraga OBICTPO M JIETKO MEPEHOCUTh AaKIEHT C OJHOM
npobJieMy Ha JPYTYIO.

«BepTukanbHBIA»  KOHTPOJIb, HAO0OpPOT, OOECIeunBaeT yNpaBICHUE
pPa3HbIMHU YPOBHSIMHM B PaMKax OTJEJIBbHBIX aCIIEKTOB M NMPOeKToB. Hampumep, BO
BpeMsi Oeceibl C CYyNPYTroM WM CYNPYTroi 3a 00€ICHHBIM CTOJIOM, B TOJI€ 3pEHUS
BAIIETO «ITOJMLEUCKOr0 paaapa» IMONaJl MPEACTOAIMN OTIHYyCK — Cpasy
BO3HMKAIOT BOMPOCHI: KyJa U KOTJa BBl MOeAeTe, 4yeM OyjeTe 3aHUMaThCs Ha
OT/ABIXE, KaK MOATOTOBUTHCS K MOE3JKE M Tak ganee. Mnm Bbl ¢ HAYAIIBHUKOM
JIOJKHBI TPUHATH PSAJ  PEIICHUNW KacaTelbHO HOBOM  (yHKIHOHATHHOU
OpraHu3aluy, KOTOPYK XOTHUTE€ BHEAPUTb. Miam Bam 1IpOCTO HYXKHO
YIOPSAIOYUTD B TOJIOBE BCIO U3BECTHYIO MH(POPMAIUIO O KIUEHTE, KOTOPOMY BBI
coOupaeTech 3BOHUTh. DTO — IUIAHUPOBAHUE MPOEKTOB» B IITUPOKOM CMBICIIC.
Peur wuper O cocpenoTOYEHMM BHUMAHMUS Ha OTACIBHOM IPEAIPUATHH,



CUTyallUl WM 4YeJOBEeKEe, KOHKPETH3allMu JIIOObIX HJeH, MOapOOHOCTEH,
MIPUOPUTETOB W TIOCIICIOBATEIBbHBIX COOBITHI, HEOOXOIWMBIX i1 paOOTHI B
YKa3aHHOM HaIpaBJIEHUH, 10 KPaHEN Mepe, Ha JTaHHBIM MOMEHT.

Llenp y BEpTUKAIBHOTO U TOPU30HTAIBHOIO YIPABJICHUS OJHA: OCBOOOJUTD
CO3HAHUE U CIIPaBUTHCA C JenamMu. ['paMOTHOE yIpaBJieHHE AESITEIbHOCTHIO
MO3BOJISIET BaM OIMYyIIAaTh CIOKONCTBHME M YBEPEHHOCTh MPU PEIICHUHU BCETO
crekTpa mnpobieM, BOZHUKAIOIIMX Ha paboTe M B KU3HU, & COCPEIOTOUYCHUE
YCWJIMI Ha CAaMbIX BaJKHBIX IMPOEKTAX MO3BOJISIET BaM YSICHUTh UX CyTh U U30patTh
MPaBUIBHBINA MyTh UX OCYIIECTBICHUSI.

I'nagnwtit waz: 6b16p06‘bme 6ce u3 207106l

O6biuno mexncoy mem, CKOIbKO 8bl Oymaeme o npoobreme, u mem, HACKOIbKO
npeycnesaeme 6 ee peuleHuu, cywjecmgyem oOpamHo HNpPONnOPYUOHATbHAS
3a6UCUMOCHIb.

VY Bac He OyaeT AeHCTBEHHOTO CrIoco0a JOCTHKEHHUS COCTOSHUS CTIOKOMHOTO
KOHTPOJISL HaJ CUTyallMeld, 0 KOTOPOM s TOBOPIO, €CIIU BbI OyJeTe JepKaTh BCE
npoOiemsl B rojoBe. Kak Bbl yOenuTech, MHAUBUyabHBIE 00pa3bl JEHCTBUH,
ONMCAHHbIE B JAHHOM KHHIE, COCTOST M3 IOCTYIKOB, KOTOpPBIE BBl K€
coBepuiaeTe. bonpmas pa3HuLa MEXAY TEM, YTO JEJAK0 s, U TEM, YTO AECNAOT
IpYyTrue, COCTOUMT B TOM, UTO sl MOTY OXBAaTUTh U ynopsaouuthk Bce 100 % cBonx
PYTUHHBIX TpOOJeM B OOBEKTHBHYIO CHCTEMY C MOMOIIBIO 3((PEKTUBHBIX
MHCTPYMEHTOB, HaXOJSLIMXCS Y MEHS MOJ PyKOW, a HE B Moel roiose. U 3T0
YTBEPXKJIEHUE KacaeTca Bcex mpoOseM: OONbIIUX M MallbIX, YacTHBIX H
npodeccruoHaIbHBIX, HEOTIOKHBIX U JOITOCPOUHBIX. Beex.

Sl yBepeH, 4TO B Balllel KM3HH, WIM B OJHOM M3 BallUX MPOEKTOB KOrja-
HUOY/Ib HACTyIajdl MOMEHT, KOTJla HY>KHO OBLIO MPOCTO CECTh U COCTABHUTH
cnucok. Ecnmm 3T0 Tak, TO BBl MPENCTaBISIETE, O 4e€M s TOBOpro. Bmpouewm,
OOJIBIIMHCTBO JIO/ICH MPUOEraloT K COCTaBICHHUIO CIIUCKOB TOJIBKO TOT/A, KOTIa
Hepa3z0epuxa JOCTUTAaeT amoress W HYXHO 4YTO-TOo Jenarb. OOBIYHO OHU
COCTaBIIIOT CIHCOK TOJILKO B KOHKPETHOM 00iacTu, kotopas ux 3adotut. Ho
ecyu ObI BBl ClIealld COCTABICHUE MOJAO0HBIX MEPEYHEN HEOTHEMIIEMOM YacThiO
BaIllero OOBIYHOTO >KU3HEHHOTO M pabouyero pacropsjika, U MPUMEHSIU ITY
Mporeaypy BO Bcex cdepax CBOeH IeATeNbHOCTH (2 HE TOJBKO B CaMbIX
«TOPAIIUX»), TO 51 MOT Obl IPUCBOUTH BaM «UEPHBIA MOSAC» IO YMPABICHUIO, O
KOTOPOM pacCKa3bIBalO B KHUTE.

Hem cmbicna oymams 0 uem-mo 08adxicOvl, eciu 3mo He NPUHOCUM 8aM
Y00B80ONIbCMBUSL.

S mpITaroCh UHTYUTUBHO CJENIaTh BHIOOP Ha OCHOBE BAPUAHTOB, KOTOPHIMU
pacroJjiararo, BMECTO TOT0, YTOOBI CTPEMUTHCS BBISCHUTD, UTO 3TO 32 BAPHAHTHI.



MHe Hy>XHO Bce 00/IlyMaTh U YIIOPSIIOYUTh Pe3yIbTaThl HAJIEKHBIM cr1ocoOoM. S
HE XO4y TPAaTUThb BpeMs Ha TO, YTOOBI AyMaTh O MPOOJIEeMax Mo HECKOJIbKY pas.
D10 — HE3(pPEeKTUBHOE HCIOIb30BAaHUE TBOPUYECKON DJHEPTUHM, KOTOPOE
MOPOKAAET Pa304YapOBAHUE U CTPECC.

N Bam He ymactcs yHUTHM OT OSTUX pas3MblliuieHuid. Bam pasym Oynet
MpoJ0JDKATh PpaboTy Hal JI0O0BIM HEpelieHHbIM BorpocoM. Ho ecth mpenen
YHCIIy HEPEIICHHBIX «PYTUHHBIX MPOOJIEM», KOTOPHIMH OH MOXET 3aHUMATbhCH,
IIPEXK/IE YEM JIOITHET OT MEPEHANPSIKECHUS.

OO6nacTp Bamiero Mo3ra, OTBEYAlOIIasl 3a KPAaTKOBPEMEHHYIO MaMATh, TJE
OOBIYHO COJEP>KUTCS BCs HE3aBEpIIICHHAs, Hepa3pelIeHHAs U HEYNOpsA0UeHHAs
«pyTHHA», (PYHKIIMOHUPYET MNOJO0OHO OMEPATUBHOW MAMSITH MEPCOHAIHLHOTO
KOMIIbIOTEpa. Baie co3HaHue, Kak 3KpaH KOMIIBIOTEpPA, SABISETCS CPEICTBOM
O0TOOpaXkeHus, a He XpaHeHus uHpopmaiuu. Bel MoxkeTe OJHOBPEMEHHO AyMaTh
TOJILKO O JBYX WM Tpex Bemax. Ho He3aBepiieHHbIe MpoOJIeMbl BCE PaBHO
XPaHATCA KPAaTKOBPEMEHHOW NaMsAThIO. U, Kak U B ciiyyae ONepaTUBHON MaMSITH,
€€ BO3MOXXHOCTU OTPAaHUYCHBI; €CTh MPEACIbHBI 00BEM «PYTHUHBD», KOTOPHIA
BBl MOXET€ XPaHUTh B MaMATH, YTOOBI 3Ta 4YacTh MO3ra MO-TPEKHEMY
s pexTuBHO (YHKITMOHUPOBaANIA. Y OOJBIIMHCTBA OKPYXKAIOIMUX HAC JIOJSH
omneparuBKa TpeuuT no mBaM. OHHM MOCTOSSHHO OTBJIEKAIOTCSl, UX BHUMAaHUE
paccesiHO BCJIEJICTBUE BHYTPEHHUX MH(DOPMAIIMOHHBIX MEPETPY30K.

Hanpumep, He OTBIEKanoCh JiM Ballle CO3HAHUE 34 MOCIEIHUE HECKOJBKO
MUHYT Ha KaKOW-HUOY[b MpEAMET, He UMEIOIINA HU MaJICHIIIEro OTHOIICHUS K
teMe kHuru? Beposartno. UM, ckopee Bcero, Baiie CO3HaHHE OOPATHIOCH K
KaKOMY-HUOYJIb HE3aMKHYTOMY IMKJIy, WIH Hepa3pelieHHoW mpoodieme,
KOTOpas KacaeTcs Bac HEKOTOPBIM o0pa3oM. DTa mpobiema MpocTo BCIUIbUIA U3
Balllel OMEPaTUBHON NMaMATH U «Hayaja Ha Bac opaTh» (U3HYTPH, ECTECTBEHHO).
W 4yTo BBI IpEeANPUHSIIN IO 3TOMY MTOBOAY? ECii BBl HE 3aNKcaii HAIOMUHAHUE
0 HEW M HE TMOJIOKWIM €r0 B HAZEKHYIO «KOP3UHY», KOTOPOH HABEPHSKA BCKOPE
YAEIUTE NOJDKHOE BHUMAHME, TO, BEPOSITHEE BCETO, BBl HAYAJIM IepekuBaTh. He
CaMbIid YJTauHBIA MOCTYNOK: MPOrpecca HUKAKOr0, a BHYTPEHHEE HANPSKECHUE
BO3POCIIO.

TpyaHo cpaxaTbCs C BparoM, y KOTOPOTO €CTh aBaHIOCTHI B Ballei
rOJIOBE.

Camm Kemriron

['maBHast mpoGiema B TOM, YTO Ballle CO3HAHUE IMOCTOSTHHO HAITIOMUHAET BaM
O pa3HbIX BEIIaX UMEHHO TOI'/a, KOT/a Bl HUKAK HE MOXETE IOBJIMATh HA HUX.
Peur He maer o mpouwiomM uinu OyaymieM. DTO O03HAYAET, YTO, KAK TOJBKO BBI
CKaxkeTe ce0e, YTO HaJ0 YTO-TO MPEANPHUHATH, U COXPAHUTE HAOMUHAHUE 00



ATOM B CBOEH ONEPAaTUBHOMN NaMATH, YaCTh BAlIEro CO3HAHUA OyAET AyMaTh, 4YTO
BAM HYKHO IIOCTOSIHHO «YTO-TO NpeAnpUHUMAaTh». [10 MHEHHIO Bamero mosra,
Bbl JOJDKHBI MPAMO CEMYac NPUCTYyNaTh K JEUCTBHUSAM, KOTOPBIE CUMUTACTE
HEoOXOoNUMbIMU. YecTHO TOBOps, COXpaHss B ONEPATHUBHOM  MaMSTH
HallOMUHAaHUA O JBYX 3a/a4ax, Bbl Cpa3y TEPIHUTE BHYTPECHHE IIOPa)XCHHUE,
MIOTOMY YTO Bbl HE MOXETE BBINOJHUTH WX OJHOBPEMEHHO. DTO MOPOKIAET
BCENpPOHUKAIOMUKA  (pakTop  cTpecca,  HMCTOYHHUK  KOTOPOTO  HEJb3s
HEUTPAIN30BaTh.

bonpmmHCTBO Joe NpeOBIBAIOT B COCTOSHMM TAaKOro0 MEHTAJIbHOTO
cTpecca, B TOM WIM UHOM (opme, Tak JOJro, 4TO YXKe He 0Co3HaroT 3Toro. OH
IPUCYTCTBYET NOCTOSIHHO, KAaK CHJIa 36MHOI'O IPUTSKEHHUS] — OH HACTOJIBKO
OPUBBIUEH, YTO T€, KTO €ro HCIBITHIBAIOT, OOBIYHO Ja)K€ HE YYyBCTBYIOT
auckoMpopTta. BoNBIIMHCTBO M3 HUX MOWMYT, Kakoe Opemsi HOCWJIM, TOJIbKO
TOTJIa, KOTJIa U30aBsITCS OT HETO U 3aMETAT, KaK U3MEHUJIOCh UX COCTOSIHUE.

MoskeTe 1 BBl U30aBUTHCS OT TAKOTO BHYTpeHHero HampsbkeHusi? Emne Obl.
[IpounTaB OCTaBIIYyIOCS YAaCTh KHUT'H, BBl Y3HAETE, KaK 3TO CHENIATh.



I'maBa 2. Kak craTtbh X03IMHOM CBO€H KU3HU:
ISATH 3TANOB 3aBOCBAHUA KOHTPOJIA HAJI
padoyumM nmpoueccom

OCHOBHOI MpoLEecC, KOTOPBII OCBAaMBAIOT YYaCTHUKHM MOUX TPEHUHIOB,
YTOOBI OBJIAJIETh UCKYCCTBOM OpPraHU3allid MHTEIICKTYyaJIbHOTO TpyAa, — 3TO
METOJ yHOpaBlIeHUS pabOYuM MPOIECCOM, COCTOSIIMNA U3 TMATH HTAroB.
He3aBucumMo OT KOHKpPETHBIX OOCTOSITENIbCTB, BBIMOJHEHUE PAOOTHI MOXKHO
pa3nenuTh Ha TATh OTACHBHBIX cTamuid. Mel (1) coOupaeM BOeIWHO BCE
npoOieMbl, 3aHUMAIOIME Hallle BHUMaHUE; (2) ySICHSEM HUX CYTh U PEIlaeM,
KaKW€ IIard NOpeanpuHsTh; (3) OpraHu3yeM pe3yibTaTbl, KOTOpble Mbl (4)
paccMaTpuBaeéM B KayeCTBE aJbTEPHATHBHBIX BAPUAHTOB Mporpammel (5)
JCVICTBUMU. [Tepeuuncnenneie ATaIbI COCTaBJISIFOT yIIpaBJICHUE
«TOPU30HTAJIBHBIMUY» ACIEKTAaMU HAIIEW >KW3HU; OHHM MO3BOJISIOT COTJIacOBaTh
BCE€, YTO 3aHUMAET HAllle BHUMAHUE B KAXK]IbIl KOHKPETHBI MOMEHT.

3HaHUE, KOTOPOE Mbl CUMTAEM 3HAHUEM, MPOSBIISIETCA B aeiicTBuu. To,
YTO MBI CETOJHS Ha3blBa€M 3HAHHEM — JTO HWHMOpMaNUs B JCHCTBUH,
nH(popMalus, HanpaBJIeHHAs HAa PE3yIbTaTHI.

ITutep Hdpykep

[IpuHIIMNIUANBHO METOJA JIOCTAaTOYHO MPOCT M B IIEJIOM OTpa)xkaeT olIiee
OTHOIIEHHE K paboTe M000Or0 THUMA, HO, KaK IIOKa3bIBAE€T MOM OIBIT,
OOJBIIMHCTBO JIIOJIEH CHOCOOHO 3HAYHMTENIBHO YCOBEPIICHCTBOBATH CBOIO
JESTENBHOCTh HA KAXKIOM M3 MATU »TanoB. KadecTBo ympaBienus pabouum
MPOLIECCOM OTPEEIISIETCS] CaMbIM CIa0bIM 3B€HOM BO BCEH MOCIIEI0BATEIHLHOCTH
ATANoOB, TaK YTO HYXHO YAEJNSATh BHHUMAHUE BCEM IISATH COCTABISIOIINM
mporecca W MOPEeabABISITh K HUM OJIMHAKOBO BBICOKHE TpEOOBaHUS.
BoapmMHCTBO MIOZIEH MCTBITHIBAET OCHOBHBIE TPYIHOCTHM Ha CTaguu cOopa
npoOieM B enuHOe I1efoe. MHOTHE YHOPSIOYMIM CBOM MPOOJIEMbI, HO HE
o0OpaboTany CBeJICHHsI O HUX WM HE ONPEACNIUIN, KaKUe IIaru NpeAnpUHsTh B
HalpaBJiCHUM uX pemieHus. HekoTopble NPUHUMAIOT BEpPHBIE PELICHUS,
Kacaroluecss «pyTUHbD), HAKOMMBUIEHCA K JAaHHOMY MOMEHTY, HO HE MOTYT
BOCIIOJIB30BAThCSl JAOCTHUTHYTBIMU —ycleXamu, OyAydd HE B COCTOSHUU
3G (HEeKTUBHO OpraHU30BaTh PE3YJIbTATHI CBOUX paccyxaeHuil. Emne onna rpymnmna
JOJIeH MPUEPKUBACTCS HAJIEKHOM CHCTEMBI OpraHU3allii CBOUX MPoOiieM, HO
He oOpamaeTcss K HEW JOCTaTOYHO YacTo [Isi TOTO, YTOOBI OHAa XOPOIIO



pabotana. Hakoner, ecinu kakoe-1u00 U3 OMMCAHHBIX 3BEHLEB CIIMIITIKOM ci1aboe,
TO JEUCTBUS, KOTOPBHIE HWHJIMBUIYYM PELIAT NPEANPUHATH B KOHKPETHBIN
MOMEHT, MOT'YT OKa3aThCsl HE JIYUIIIIMM BEIOOPOM.

UToObI BCE MATH 3TAMOB OCYIIECTBISINCH ONTUMAIBHBIM 00pa3oM, ClIeayeT
MOHATh UX JUHAMHKY U 3aJICHCTBOBATH CHEIUAIBHBIE METOAb U UHCTPYMEHTHI.
S moHsI, 9TO BechMa IMOJIE3HO, a, MOXKET, 1 HEOOXOAUMO, Pa3aeisaTh CTaauu
MeX Iy coOoi B mpoliecce MOBCEAHEBHON paboThl. bhIBaeT Tak, 4To MHE XO4ETCS
TOJIBLKO HaKaIlJIMBaTh UCXOJHBIC CBEACHUS U HE TyMaTh, KaK C HUMU MOCTYMUTb.
WNHorna y MeHsI BO3HHMKACT KEeJIaHUE MopadoTaTh ¢ 3aMETKaMH, ClIeJTaHHBIMA Ha
cobpannn. Cpa3y MO BO3BpAIICHUH €3 JOJTOM TMOE3JAKH MHE HYXHO
YHOOPSAIOUYUTh U OPraHU30BaTh CBEACHHS, KOTOpBIE s coOpai u oOpaboTan B
nopore. Takxe ObIBAIOT MOMEHTBI, KOT/Ia MHE XOUETCs MPOaHAIU3UPOBATh BECh
¢bpoHT paboOT WK TOJBLKO HEKOTOPHIE 3a1a4uu. I eCTECTBEHHO, MacCy BPEMEHH S
MIPOBOXKY, MTPOCTO Jiejasi TO, YTO JOKHO OBITh CIEIaHO.

S oO6HApYX W, 9TO OJHA U3 OCHOBHBIX IIPUYHH, IO KOTOPHIM MHOTHUM JIOJISIM
HE yJaBajoCh KaK CJIEAYeT «OpraHu30BaTh ceOs», COCTOMT B TOM, YTO OHHU
MBITAJIUCh BBIMIOJIHUTH BCE IMSATh HTANOB OJIHOBpeMEHHO. Yaime Bcero 3To
MPOUCXOAUT, KOTJa YEJIOBEK CaIUTCAd «COCTABJISATH CIOUCOK», IIBITACTCS
MEPEUUCIIUTh «CaMbl€ BAXKHBIC JI€JIa» B OMPEICICHHOM MOPSIKE, OTPaKarolmeM
UX TMPUOPUTETHOCTh M TMOCIEIOBATEIBHOCTh BBINOJHECHUS, U TIPU 3TOM HE
yKa3bIBaCT MOUYTH HUKAKUX (MJIM BOOOIIE HUKAKWX) KOHCTPYKTHUBHBIX JCHUCTBUM,
KOTOpBIC COOMpaeTcs MpeanpuHaTh. HO ecim BBl HE pemuTe, 4TO CIEeayeT
CIeNaTh B CBSA3U C JHEM POKJICHUS Ballled CEKpeTapIlu, IOTOMY UYTO OH «HE TaK
yK BaXCH» Ha JTAHHBIH MOMEHT, TO BO3HHUKIIHWK HE3aBEPIICHHBIA ITUKII OyneT
OTHUMAaTh y Bac DOHEPrUI0 W MemaTh BaM HaJIeKalmuM  o0pa3oM
COCPEIOTOUNUTHLCA Ha ICHCTBUTEIHLHO BAXKHBIX JI€JIaX.

B nanHo# riaBe moipoOHO paccMaTpUBaIOTCS BCE MATh 3TanoB. [naBsl ¢ 4-i
Mo 8-10 coJepXarT IMOIIAroByK MPOTpaMMy BHEAPEHUS YETKOH CHUCTEMBI
JNEUCTBUM JIJI KQXKJIOTO 3Tarna, MacCy MPUMEPOB U MOJE3HBIX YITPAKHEHUM.

Coop npoonem eoeouno

BaxxHo 3HaTh, kKakue CBEJCHHUS COOMpaTh M Kak coOpaTh WX HambOosee
3¢ PeKTUBHO, YTOOBI MOXKHO OBIJIO BIOCJIEICTBHU 00pabOTaTh MX HAJJICKAIUM
obpazom. UtoObl u30aBUTH Balie CO3HaHUE OT OECCMBICIICHHBIX IOIBITOK
OJTHOBPEMEHHO OXBaTUTh BCE NPOOJEMBI, BBl JOJDKHBI 3HATh, 4YTO
JCHCTBUTENIPHO 3aUKCHUPOBAIM BCE, YTO KacaeTcs 3ajaad, TpeOyromux
BBITIOJIHCHHUS, ¥ YTO B OJrpkaimeM OyaymieM Bbl 00padoTacTe W pacCMOTPHTE
BCE COOpaHHBIC CBEICHUS.



Coop 60oeduno éceil «ne3agepuieHKu»

YtoOs! n3bexkaTh «yTeUKH HHPOPMALIUUY», BaM cliefyeT coOpaTh BOCIUHO U
3amucath CChUIKM W yINOMHHaHMS 000 BCEX HE3aBEepIIEHHBIX Jenax
(«HE3aMKHYTBIX IMKJIaX», KaK s Ha3Bajl UX B MpeAbAYIIEeH riaBe) Ha JaHHOM
JTame Balled JKU3HU, TO €CTh O JIIOOBIX AacleKkTax — YacTHOTO WU
npo(hecCHOHaIBLHOTO XapaKTepa, CEPbE3HBIX WM HECYIIECTBEHHBIX, Ba)KHBIX
WM MaJIOBaXKHBIX, KOTOPBIE, HAa Balll B3I, TPEOYIOT U3BMEHEHUS U BBI3bIBAIOT
y Bac X0Ts Obl Majeiilliee BHyTPEHHEE JKeJlaHuEe UCTIPAaBUTh CUTYyaluio. MHorue
7iesia, KOTOphIe BaM MPEJICTOUT ClieaTh, HAKAIUIMBAIOTCA caMu COOOM, MOKa BBbI
yuTaeTe 3Ty KHUTY. Bam mpuxoaut moura, ciiy)keOHbIE MHChMa OIyCKAIOTCs Ha
Balll CTOJ, Ball KOMIBIOTEP aTaKkyeT TMOTOK JJICKTPOHHBIX IOCIaHUH,
HaKaIUIMBAIOTCsl ToJ0CcOBble coobuieHus. Ho, B To ke BpeMms, Bbl coOupaere
BOKPYT ce0sl U B CBOEM CO3HAHHUM MPOOJIEMBI, KOTOPbIE TPEOYIOT pa3pelieHus
yke JaBHO. [laxke ecau oHU He OpocaroTcs B I71a3a, Kak 3JEKTPOHHAs MoYTa, 3TU
«pyTHHHBIEC MPOOJIEMBD) TaKKe TPEOYIOT KaKOTO-TO PEIICHHS] — LUKI JTOJKEH
ObITh 3aBEpIICH, HYXKHO YTO-TO JeiaTb. BJIOKHOT ¢ HaOpOCKaMH HOBBIX
CTpaTeruii, nexamuii B Kydye Oymar y Bac Ha CTOJ€, CIOMaHHBbIE MPHOOPHI,
KOTOpBIE TBUIATCA B SIIIMKAaX TOTO K€ CTOJA W XKAYT, MOKAa UX MOYMUHST WU
BBIOPOCST, CTapble KypHAJIbI HA TYMOOUKE — BCE€ ATO MOMAAAECT B KATETOPHUIO
«PYTHHBIY.

Kak ToJbKO BBl HalenmuUTE SIPIBIK «HYKHO», «TPEOYETCS» WU «JIOJDKEH» Ha
KaKoi-mubo MpeaMeT, OH CTaHOBUTCSA HE3aBEpIICHHBIM aenoMm. Hampumep, He
OPUHATHIE PELICHUS O TOM, CTOMT YTO-TO NPEANPUHUMATh WU HET, YXKe
SBIIAIOTCS HE3aBEPIICHHBIMU JenaMu. K HHM e OTHOCSTCS U BCE BallH
3aMBICJIbI TUIA «1 COOMPAIOCH...», B OTHOIIEHUH KOTOPBIX Bbl TBEPJO PELIUIH
YTO-TO MPEANPUHATH, HO €Ille HUYero He caenanu. Y KoHeyHo ke, K JaHHOU
KaTeropuu CIeAyeT MPUYHCIUTh BCE 3a7a4M, KOTOPbIE «BUCAT B BO3AYXE» HIIU
HAXOJSATCS B MPOLIECCE BBIMOJHEHHS, U BOMPOCHI, JJIs PEHICHUS KOTOPBIX BBI
c/ieNiaji BCE, YTO MOIJIM, HO HE MPU3HAETeCh ce0e, UTO C HUMH MMOKOHYEHO.

YtoOBsl TPaMOTHO YIPaBIATh OSTUM CKJIQJIOM HE3aBEPIICHHBIX IIUKIIOB,
MOMBITAUTECh 3aKIIOYUTh UX B CHECIUANbHBIE «KOHTEHHEPHI», TI€ OHU OyAyT
’KJIaTh CBOETO Yaca JI0 TeX IMOop, MOKa y Bac HE MOSBUTCA Mapa MUHYT, KOTJIa BbI
CMOJKET€ PEIIUTh, YTO OHU COOOM MPEACTABISAIOT U YTO HYKHO MPEANPUHATDH
JJIs 3aBEPILIEHUS UKJIIOB (eciu BooOIIe ecTh Takasi HeoOXoaumocTs). [lpu atom
BbI JIOJDKHBI PETYJISIPHO OCBOOOXKIATh 3TU KOHTEHHEPHI, YTOOBI OHU OCTABAJIUCH
HAJC)KHBIMA MHCTPYMEHTaMU cOOpa HEpa3pelIeHHbIX MPoOIeM.

B Gonee mmpokom cMeicie, Bce MpOOJEMbl U TaK COOMpAIOTCS B €IUHOE
uenoe. Eciu Bel He oObeAMHSIETE UX B HAJC)KHYIO BHEIIHIOIO CHCTEMY, TO OHA



CYIIECTBYET TJe-TO B BalleM CO3HaHWHU. TOT (akT, 4TO BBl HE «ITOJOKHII»
npo0ieMy B CBOIO KOP3UHY ISl BXOJSIIUX COOOIIEHUH, HE 03HAYAET, UTO €€ HE
cymecTByeT. Peub uyet o ToM, 9To0bI OOBEIUHUTH BCE HEOOXOAMMBIC CBEICHHS
B CHCTEMY, HaXOAIIYIOCS HE B BaIlIeil TOJIOBE.

Hucmpymenmot coopa ungpopmayuu

EcTp HECKOJIBKO BHUIOB MHCTPYMEHTOB C HU3KUM WM BBICOKHM YpPOBHEM
aBTOMaTH3alliy, TMpEJHA3HAYEHHBIX I  TOro, 4YTOObl  HAKaIlJUBaTh
HE3aBEpUICHHbIE NPOEKThl. CleAylomue HWHCTPYMEHTBI MOTYT  CIIyXHUTh
npuUMepaMu HEKOW 0O0O0OIEHHON KOP3WHBI JJIs BXOJSIIUX CBEIECHUN, KOTOPHIC
MOCTYNAIOT KaK U3 BHEIIHUX, TaK U U3 BHYTPEHHUX UCTOYHHUKOB.

* OOBIKHOBEHHAs1 KOP3UHA ISl TIOYTHI.

* bymaxknbie HocUTenu HHPOPMALIUH.

* DJIEKTPOHHBIE CPECTBA 3aMKCU HH(OPMAITIH.

* 3ByKO3aIKChIBAIOIINE YCTPOMCTBA.

* DNIEKTPOHHAS MOYTA.

Kop3una pi1s moursl

Cra"mapTHBIM TUIACTMACCOBBIM, JI€PEBSIHHBIN, KOKAHBIA WM MPOBOJIOYHBIN
JIOTOK SIBIIIETCA HamOoJiee PacIpOCTPAHEHHBIM CPEJCTBOM cOOpa MEYaTHBIX
CBEJCHUN © JIOOBIX (U3MUECKHX MaTepHalioB, TPEOYIOMMX KaKOW-T1M00
00pabOTKHU: TOUTHI, )KYpHAJIOB, MHUCEM, 3aMMHCOK, TeaehOHOTpAMM, KBUTAHIUI
— Jaxe (POHAPUKOB, B KOTOPBIX CENI OaTaperKi.

Iucyas 6ymara u 0JJIOKHOTBI

OTpbIBHBIE, IPYKUHHBIE U KapMaHHbIE OJIOKHOTHI, a TAK)XKE U €KETHEBHUKU
HJeaTbHO TTOAXOAT JJIS 3aMMCH CIYYaWHbIX UCH, COOOIECHNM, TN Ha KaXKIbIi
neHb u npoyeit uapopmanuu. [logoitner a060i OJIOKHOT, KOTOPBIN OoJiee BCETo
COOTBETCTBYET BalllUM BKyCaM U OTPEOHOCTSM.

JJIeKTPOHHBbIE HOCUTEIN HHPopMaun

JI71st 3aMEeTOK, K KOTOPBIM MOHO BEPHYTBHCSA MO3HEE, MOYKHO HUCIOJIb30BaTh
KoMmnbloTepbl. [lo Mepe pa3BUTHS TEXHOJIOTMI pAaclO3HABAHUS CUMBOJIOB
MOSIBJISICTCSL LEJbId  apceHan UU@POBBIX CPEACTB, NPEIHA3HAYCHHBIX IS
¢ukcupoBanus naHHbiX. [lopTaTuBHBIE yCTpoilcTBa (NEpcOHaIbHBIE ITUGPOBBIC
CEeKpeTapu) M DOJICKTPOHHbIE OJOKHOTHI MOXKHO HCHOJB30BaTh i cOopa
BXod1IeH nHpopMaIu J1I000ro xapakrepa.

3anuch ros10coBoii uHGoOpManuu

K nmocTynmHeIM Ha CEromHAIIHUNM AEHb 3BYKO3AMMUCBHIBAKOIIAM YCTPOWCTBAM
OTHOCSITCSL aBTOOTBETYMKH, TOJIOCOBAsI IMOYTa W YCTPOMCTBA MJIsI JAUKTOBKHU
uH(popMaIMi, B YaCTHOCTU IU(POBBIE U KacceTHble AUKTOGOHBL. Bce oHm



MOTYT TPUTOAUTHCS I BPEMEHHOTO XpaHEHUsh HH(OpMaIuu, KOTOPYIO BbI
XOTUTE 3alIOMHUTH WK MPOAHAIU3UPOBATH MO3XKE.

DJIEKTPOHHAS MOYTA

Ecnu BBl coequMHEHBI C OCTAJbHBIM MHPOM TOCPEIACTBOM JIICKTPOHHOM
MOYTHI, TO CPEIU MPOrPaMM, YCTAHOBJICHHBIX HA BAllleM KOMITBIOTEPE, JOJKHBI
OBITh MPUJIOKEHUS AJI1 XPAHEHUs BXOSAIIUNX COOOIICHHUM U (ailioB: MecTo, T
OHM MOTJIM OBl HAaXOIUTHCA 1O MOMEHTa PACCMOTPEHUS, MPOUYTCHHS WU
oOpabotku. Kpome Toro, mnomoOHyI0 BXOAAIIy0 UH(GOPMAIMIO MOTYT
(dukcupoBaTh NEHIKEPHI U TeICHOHBIL.

BbICOKOTEXHOJIOTHYHBbIE YCTPOUCTBA

CeronHs Bbl MOXKET€ HAJUKTOBATh WJIM OT PYKH 3amucaTb HHPOPMALHUIO
HENOoCPeICTBEHHO Ha KommbioTep. [lo mepe Toro kak Bce OoJible CpEICTB
oOMeHa mH(oOpMaIuel nepeBoaiATcs B HUPPOBOH U OecipoBOAHON (hopMarThl,
CTAaHOBHUTCS Jierde (PUKCUPOBATh HUACH (COOTBETCTBEHHO, PAcTeT M O0BEM
BXOJIAIIUX TAHHBIX, KOTOPBIMU MBI JIOJKHBI YIIPABIIATH!).

— Komnbrotep!

— Cnymaro, JIpBun?

— HyxHo xynutsb xmeoa.
— Ha, I»Bun.

HeoOxoauMplii TIpOMyKT 3amucaH B maMmaATh. M korga opraHu3airoHHAs
4acTh MpOIecca YIpaBICHHS ICATEILHOCTHIO OyneT mepeBefeHa B IU(poBoi
dopmat, «xiebd» OymeT aBTOMAaTUYECKH TO0OABIATHCS B SJEKTPOHHBIA CIHCOK
MOKYTIOK, &, BO3MOJKHO, JaKE€ 3aKa3bIBaThCsl B MarasuHe U JOCTABIIATHCA.

HeszaBucumo OT ypoBHS aBTOMAaTH3allid, BCE WHCTPYMEHTHI, OIMMCAHHBIC
BBIIIE, BBIMOJTHSIIOT POJIM CXOAHBIX KOP3WH MJIsA BXOHAIMICH WHMOpMaIuM, T
(UKCUPYIOTCS CBeIEHUS, TTPOOJEMBbl M MPOTPAMMBI JACHCTBHM, KOTOPHIE MOTYT
OKa3aThCs TOJIE3HBIMU. B KakoH-TO Mepe BBI, BEPOSTHO, YXKE€ HCIOJIb3yeTe
OOJIBIITMHCTBO ATUX UHCTPYMEHTOB WJIM UX MOJIU(DUKAIIHIA.

Daxkmopul ycneuwtnozo coopa ungopmayuu

K coxanenuto, camoro ¢akra Haauuusg KOp3uHbl  «Bxomsmme»
HEJI0OCTaTOYHO JIJIsi TOTrO, YTOObI OHa ObUIa (PYHKIIMOHANBLHON. Y OOJIBIIMHCTBA
JIOJIEN eCTh KakKhe-TO cpeAcTBa sl cOopa MH(pOpMalMU, HO OOBIYHO OHHU B
OO0JIbIIeH WM MEHBIICH CTENEHU HEKOHTPOJIUpyeMbl. [laBaiiTe pacCMOTpUM TpuU
HE0OXOIUMBIX YCI0BHS 3P deKTUBHOrO cOOpa nHPOpMaIUU:

1. Kaxxap1if He3aMKHYTBIN UK HYKHO BBIOPOCHUTH W3 TOJIOBBI U IIOMECTUTH
B cucteMy cOopa uHdopmaiuu.

2. Crapaiitecb 00XOIUTHCS MUHUMAIBHBIM KOJIMYECTBOM «EMKOCTEI» s



cbopa napopmammm.
3. Bbl JOmMKHBI PETYISIpHO OCBOOOXKIATh KOP3WHBI JUIS BXOJSIIEH
uH(pOpMAIIHH.

BblﬁpOCbme 6ce u3 20Jioenol

Ecnu BBl mO-TIpeXHEMY TMBITAETECh YCIAEAUTh 3a CIHMIIKOM MHOTHUMH
npoOiemMamMu, 3aHUMAIOUIMMU Ballly ONEpaTUBHYIO MaMmsiTh, TO y Bac, CKopee
BCcero, He OyAeT MOTHBA ISl TOTO, YTOOBI CHCTEMAaTUYECKH HUCIOJIb30BaTh U
OTOPOKHATH CBOM KOP3WHBI JJII BXOJHOW MHGOpMaIMK. BoNbIIMHCTBO JH0aei
He o0palarT 0co00ro BHUMaHUS Ha 3TU CPEACTBA, IOTOMY YTO OHU YBEPEHHI,
YTO KOpP3WHBI B JIOOOM Cilydae HE MPEACTABISIOT JUCKPETHBIX, LEIOCTHBIX
CUCTEM: B KOp3MHE HAXOJUTCS OECHOpsI0YHAs COBOKYITHOCTh HE3aBEPIICHHBIX
JIeJ1, U TaKasl k€ COBOKYITHOCTh HAXOAUTCS B UX CO3HAHUM, MPU YEM HU OJIHA, HU
Apyrasi, 0 UX MHEHHUIO, He MPUHOCUT HUKAKOW Moub3bl. [Iporiecc HanmoMuHaeT
Urpy B NMUHOON Ha aBTOMATE CO CJIMIIKOM OOJBIIMMH JIyHKaMHU: M4 JIETKO
Hcue3aeT B HUX, U UTpa OBICTPO HaJAO0CIaeT.

Nuctpymentsl cOopa wuHGOpMAIMM JIOJDKHBI CTaTh YacThIO — BAIIETO
KU3HEHHOTO cTuis. [lepkure w#X MOJ PYKOM, YTOOBI MOXKHO OBLIO
3auKCUpOBaTh JIOOYI0O MBICIHb, KOTOpas MOXET OKa3aThCs IOJIE3HOM,
HE3aBUCUMO OT TOro, TJ€ BBl HAXOAMUTECh: CYHUTANTE, YTO OHU TaK Ke
HE0OXOIUMBI, KaK 3yOHas IIETKa, BOAUTEIHCKHUE MPaBa WM OUYKU.

Cokpamume 00 MUHUMYMA YUCTIO KOP3UH OJ1A1 6X00AUIUX
Mamepuanos

Ywuco Kop3uH IS BXOAIICH WH(POPMAIUU JTODKHO OBITh HE MCHBIIIE, YeM
BaM HY)XHO, HO HE JIOJDKHO IPEBBIIMIATH KOJUYCCTBA, KOTOPHIM BBl MOXKETE
oboiituck. JlaHHas (yHKOMS JOJDKHA OBITH JOCTYIHA /IS Bac B JI0OOH
CUTYAIIMH, TTIOCKOJIBKY CBEJICHHSI, KOTOPHIC BbI 3aXOTUTE 3a(DMKCUPOBATH, MOTYT
MOSIBJIATHCS MPAKTUYECKH II¢ YroaHo. OHAKO €CIM Y Bac CIIMIIKOM MHOTO 30H,
OTBECUANOIIMX 3a cOOp WHGOPMAIMK, Bbl HE CMOXKETE JIETKO W PETYJISPHO
oOpaniaTbCs K HUM.

N30BITOK KOp3WH PEAKO COCTABISIET MpoOieMy, €clid pedb HAET 00
aBTOMATU3WPOBAHHBIX CPEJICTBAX; PeaIbHAasi BO3MOXKHOCTh YCOBEPIICHCTBOBATh
mporecc cObopa wuHbDOpManUM IS OOJBIIMHCTBA JIOJCH — YHOPSAOYUTH
PYKOIKMCHBIC MaTepuajabl M COJCPKUMOE HACTOJBHBIX JIOTKOB. [IMChbMEHHBIC
3aMETKHU HY)KHO CUCTEMaTHU3UPOBaTh M 00padaThIBaTh, @ HE OCTABIIATh MBUIUTHCS
B CTOIIKax OyMar, OJIOKHOTaX M siuKax crona. [IncbMeHHbIC MaTepraibl HYKHO
aKKypaTHO CKJIaJIbIBATh B JJOTKH, a HE PaCIIMXHMBATh M0 Pa3HOOOPa3HBIM CTOIKaM
OyMar u J10ObIM JIOCTYITHBIM yTOJIKaM Balllero Mupa.



['ennanbHble  JIOJM, BBIMIOJHSS CaMyl0 TMPU3EMIICHHYIO  PaboTy,
MPOSIBIISIIOT HAMOOJIBIIYI0 aKTUBHOCTb.

Jleonapno na Bunumn

Yem Oombiie OyAeT YCIOXKHSITBCSA Balia padoTa W KW3HB, TeM 00Jiee BbI
OyneTe HYXJIaThCS B CTaHAAPTHBIX MHCTPYMEHTAaX 3alUCU UICH U BXOASIIEH
unpopmaruu. Hanpumep, npoaBurasch 1mno KapbepHOW JECTHHIIC, Bbl HAUHETE
3aMeuarh, YTO caMmble JyUlIue UeH, Kacaroluecs padoThl, OyayT mocemaTh Bac
B Hepabouee Bpemsi. COCOOHOCTh KOHTPOJIUPOBATH ATH HIAEH C IOMOIIBIO
3G (HEKTUBHBIX HHCTPYMEHTOB cOOopa MH(POpPMaIIUU, KOTOPBIE BCEria MO PyKOil,
SIBJIIETCS TJIABHBIM KJIFOYOM K MOBBIIICHUIO TIPOAYKTUBHOCTH PaOOTHI.

Pecynapno onycmowaiime Kop3unoi

[Tocnegnuit gaktop ycmenHoro cbopa WHPOpPMAIIMU HAMPAIIUBACTCA Cam
co0oil: ecau Bbl He ouMIlaeTe Kop3uHy «Bxopsmme» u He oOpabaTbiBacTe
HAKOIUICHHYIO0 «PYTHHY», TO KOP3UHBI CIyXaT TOJbKO JJI1 HAaKOIUICHUS
o6ecopMeHHOl Tpyasl Marepuana. YUCTUTH SIIUK HE O3HAYAET CHUI0O MUHYTY
MOKOHYUTh CO BCEMM JellaMHd, HAKOMUBIIMMUCS HAa aBTOOTBETUHKE, B
AIIEKTPOHHOM SIIMKE WIH JIOTKE /Uit Oymar. DTO 3HAUUT, YTO MPoOiIeMy claeayer
U3BJICYb U3 «KOHTEUHEpa», OMpPEACIUTh, YTO OHA COOOM MPEACTaBIAET U KaK C
HEW NOCTYIIUTbh, a €CIIA OHA JO CUX IOp HE PEIIEHA, HAMTU €l MECTO B BalleH
cuctemMe mpuopuTeToB. Hu B KoeM ciydae He KiaauTe mpoljemMy oOpaTHO B
nanky «Bxojsimas uHpopmanus»! He ocBoO0k1aTh KOP3UHY — BCE PaBHO, UTO
HAKaIUTMBaThb MYCOpHbIE Oaku, KOTOpbI€ HHUKOIJIa HE OMOPOXKHSIIOTCA —
MPUAETCS MOCTOSIHHO JJOKYTAaTh HOBbIE EMKOCTH, YTOObI OHM BMECTHIIA BECH Balll
MYyCOp.

YToObl yCHEIIHO OYHMCTUTh KOP3UHY ISl BXOJdled WHOOpMAIMU, Bam
HY’)KHa 4YeTKas oOIlas cucremMa YIpaBieHUS AesATeNbHOCThI0. M30bITOUHAS
«pyTHHA» HAKaIIMBaeTCd B KOp3WHAaX C BXojsmeld wuHdopmaimeil wuz-3a
OTCYTCTBUS 3(P(PEKTUBHBIX «UCXOJAIIUX» MOTOKOB. YacTo Ham KaxeTcs, 4TO
MPOIIE OCTaBUThH MPOOJIEMBI B KOP3UHE, C HUMH BCE PABHO HYXHO OYyJEeT Kak-TO
pa3o0parbcs, HO Mbl HE MOXKEM B JaHHBIM MOMEHT YyJEIUTh UM HaJJexKaliee
BHHMaHue. (OO0oOIIeHHasT «KOp3WHA», OCOOCHHO JIOTOK [JIi TICYaTHBIX
MaTepHaJiOB U MamKa JIsl SJIEKTPOHHBIX COOOIIEHUM — 3TO JIy4Illee, YTO MHOTHE
JIIOJIU CIIOCOOHBI CO3/aTh JJIsi COBEPIICHCTBOBAHUS JMYHOM OpraHU3AlMH; IO
KpaiiHel Mepe, OHU 3HAIOT, YTO TJIe-TO TaM JICKUT HAIOMUHAHUE O YEeM-TO, YTO
HY’)KHO caenatb. K coxanenuro, 3Ta cerka 0€30MacHOCTH HCYE3aeT, KOrjaa
CTOIKHU OyMar BbIPACTaOT 10 MOTOJKA, & CIUCOK COOOIICHUI CTAHOBUTCS TAKUM
JUTMHHBIM, YTO HE MOMEUIAETCs Ha dKpaHe.



Korma BBl ocCBOWTE CIEAyIOMMWNA 3Tall WM HAYYUTECh OBICTPO M JIETKO
oOpabaThIBaTh HE3aBEPIICHHBIC 3aJayd, Bamla KOP3WHA CMOXET CHOBa
BBITIOJTHATh CBOM W3HadalbHbIe (yHKIMU. J[aBaliTe mepeiigemM cleayomeMy
BOIIPOCY: KaK OYHINATh KOP3WHBI W DJICKTPOHHBIC SIIMKH, HE mpuderas K
HEMEJJICHHOMY PEIIEHUI0 MPOoOeM.

Oopabomka 3a0au

ITomaroBoe MEBIIUIEHHE, HEOOXOAMMOE JJId TOr0o, 4YTOOBI OCBOOOXKIATh
KOP3UHBI, BEPOSITHO, SIBJISICTCSI CaMbIM Ba)XKHBIM YPOKOM, KOTOPBIN S Mpernojat
MPaKTUYECKU BceM, ¢ kKeM 3aHumaics. Korga mbl ¢ TiiaBoil KpymHOTO OT/elna
MEXAYHapOIHON KOPHOpalUy 3aKOHYMIN 00paboTKy BCEX €€ HEe3aBEepIIECHHBIX
7IeJI, OHA 3aMETHIa, YTO paHblle Ojarojaps CBOEMY BEpPHOMY KalIeHIApIo ei
yAaBaJIOCh CIIOKOWHO PEIIaTh, KAKKE BCTPEUM MOCEIATh, U BCE KE OHA HUKOTAA
HE OIlIylajJia Takoro OOJErdyeHus MpPU MBICIH O BCEBO3MOXKHBIX aCIEKTax
paboThl, KOTOpPbIE MBI BMECTE MPOSICHWIU. JIeMCTBUS U CBEIEHUS, O KOTOPBIX
paHbIlle el Hy>)KHO ObLIO HATOMUHATh, TENEPh ObUTH YIOPSAOUYEHBI B HAJCKHYIO
Y KOHKPETHYIO CUCTEMY.

O d"em BBI JODKHBI c€0s CIPOCUTH (M YTO JOJKHBI OTBETHTH), €CIIH PEYb
UJIET O KOHKPETHOM TOJIOCOBOM WJIA 3JIEKTPOHHOM COOOIIECHUH, CITyKEOHOM
NUChME WIM COOCTBEHHOW Hjee, KOTopas MPUXOAUT BaM B rojoBy? B stom
BOIIPOCE OTPAXKEH DJIEMEHT YMPAaBICHUS NEATEIbHOCTHIO, KOTOPBIA COCTaBISET
OCHOBY  JIMYHOM  OpPraHM30BaHHOCTH.  MHOTHE  JIOAM  TBITAIOTCS
«CaMOOPraHU30BATHCS», HO COBEPIIAIOT OIIMOKY, OCTaBiss 3a cOOOM Trpymy
HE3aBEPIIEHHON «pPyTHHBI». BBl HE MOXETe OpraHu30BaTh BXOJSIIYIO
uH(pOpMAII0 — Bbl MOXETE TOJBKO COOpaTh €e BOEAMHO M 00padoTaTh. Bbi
opranusyete He MH(OpPMAIHUIO, a IeUCTBUSI, KOTOPBIE BbI PEIININ MPEANPUHSTS,
UCXOJ1 M3 TMOCTaBJIEHHBIX Ileneil. Bech mporecc — aTambl 00pabOTKU U
OpraHu3alud — MpPeJCTaBiIsieT coO0N OCHOBHOW «CTBOJIY JEpeBa pEIICHUH,
MoKa3aHHOTo Ha puc 2.1.

B mocnenyromux TtiaBax S TOAPOOHEHITUM 00pa3oM OMUIINY KaXIyrO
CTaJMI0 Ipolecca, HO Ha JAHHBIM MOMEHT s NIpPEUlarard BaM B3SiTh KaKOM-
HUOY/Ib CIIMCOK 3aJa4 WJIM CTONKY Oymar u3 KOp3WHBI U MPOBECTU BMECTE CO
MHOM KpaTKuii 0030p HEKOTOPHIX ACMEKTOB.
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Puc. 2.1. Cxema pabouero nporecca — 006padoTka uHbOpMaIun
Puc. 2.1. Cxema paboueeo npoyecca — obpabomka ungpopmayuu

Ymo smo?

DTO HE Iiaynblid BOMpOC. MBI TOBOPWIM O «pyTHHE». I MBI rOBOpHIHA O
Kop3uHax 1ysi coopa uHopmaruu. Ho MBI He TOBOPWIM O TOM, YTO TaKoe
«pyTHHa» M Kak ¢ HeW moctynath. Hampumep, MHOTHE TpOOIEMBI, KOTOpHIC
BBIXOJAT 3a TPEACibl CUCTEM JIMYHOW OpraHm3alud, — 3T0 OecopMeHHbIe
3a/layy, MOJYyYEHHbIE OT MPABUTEIHCTBA WM KOMIIAHUHU, HO JEUCTBUTEIHHO JIH
HaM CJIelyeT MpEeANpPUHUMATh YTO-TO JUIsi UX paspemieHus? S packoman B
CTONKax Oymar W SIUKax CTOJOB Maccy COOOIICHHH, KOTOpbIe MONad TYyHa,
MOTOMY YTO KJIMEHT HE yAOCYXWICS MOTPATUTh HECKOIBKO CEKYH/] U BBISICHUTb,
B YeM, COOCTBEHHO rOBOPSI, CYyTh TOKYMEHTA UJIH OObIBICHUS.

Cmoum 1u umo-nu60 npeonpunumams?

Bo3moxnbix oTBeToB nBa: JIA u HET. He Hy:XHO HMYEro npeanpuHUMAaTh.
Ecnm otBer HET, TO CymiecTByeT Tpu BO3MOKHBIX BApUAHTA:
1. 9T0 — Mycop, KOTOPBIN 0OJIBIIIE HE TIOHAT0OUTCHI.



2. Ceifuac HE HYXXHO HHUYEro MNPEANPUHUMATh, HO TO3JHEE, BO3MOXKHO,
MPUAETCS BBIIIOJIHUTD KaKue-TO NEeHCTBUS (IPUACPKATH).

3. [IpeameT npeacTaBisieT NOTEHIIMAIBHO MOJIE3HYI0 HHPOPMAIIUIO, KOTOpast
MOJXKET MPUTOUTHCS B Oy IyIIeM (TIOMETHUTH).

OTU TpU KaTeropuu mpodieM MOXKHO PElInTh (Mbl 00CYIUM UX B OJHOU U3
MOCJIEYIONINX IJ1aB). A MOKa 3aMeuy, 4TO BaM MOHAJ00UTCS MyCOpHas KOp3UHA
U KHOMKA «YHUYTOXUTHY», TMaMsITHas KHIDKKA WM  KaJleHAapb s
«TPUAEP)KAHHOTO» MaTepuaia, a TakKe HaJexHash CUCTeMa JUIsl XpaHEHUs
MOMEYeHHOH nH(OpPMAIIUH.

[IpoGnema mpeanonaraeT Kakue-To AeHcTBUsA. Peub umer o mpobiemax, ass
KOTOPBIX OTBET HAa BONPOC « CTOUT JIM YTO-TO MpeanpuHumMars?» — J{A, To ecTb
O pyTHHE, KOTOpasi TpeOyeT Kakux-TO AaKTUBHBIX IaroB. Kiaccuueckue
pPUMEPHI BECbMa Pa3HOOO0pa3Hbl: OT ANEKTPOHHOTO COOOIIEHUS ¢ MPOCchOOi 00
y4acTUH B KOPIOPATUBHOM MPOEKTE B TAKME-TO JHU JI0 3aMETOK, CAECIAHHBIX BO
BpeMsi JIMYHOM Oecelbl C BHUIE-TIPE3UJCHTOM TPYIMIBl O KPYIHOM HOBOM
MPOEKTE, KOTOPHIN TpeOyeT MpUBICYCHUSI HE3aBUCUMOT'O0 KOHCYJIbTaHTA.

Jljis kaXk10¥ U3 TaKuxX mpoOJsieM cleAyeT JaTh OTBETHI Ha JiBa BOIPOCaA.

1. Kakoit pesynbrar TpeOyeTcsi MOJYy4YUTh WM KakOWl MpPOEKT Tpedyercs
BBITTOJIHUTH ?

2. Kakue nepBoouepeiHbIe 1eUCTBHUS HEOOXOUMO MPEITPUHSITH?

Eciu peur umer o mpoekrte... Bam crnemyer 3ammcars (HopmMyIupoBKYy
pesynbTara B cnucke «[IpoekTsi». 3T0 OyJeT «KOJBIIIEK», HATTOMUHAIOIIUN BaM
0 HE3aMKHYTOM LMKJIe. ExXeHeleNbHbI nmepecMoTp cnucka (00 3TOM JajblIlie)
MOKAXET, YTO 3Ta mpobiieMa mo-mpexxkHeMmy He pemieHa. OHa OyJeT COXpaHATb
aKTyaJIbHOCTh M BaXKHOCTDH B Balllel CUCTEME YIIPaBICHUS JEATEIbHOCTHIO, TTOKA
He OyJIeT pelieHa Wik yCTpaHeHa.

Jlist Toro, 9yToOBI J€NaTh Jeja, OCOOBIX YCWIMK HE TpeOyeTcs: TpyaHee
BCETO PEIINTh, YTO JICIATh.

Dnbept Xabbap

KaxkoBbl ganbpHenmme AeiMcTBUs? IT0 — KPUTHUUECKUH BOIIPOC, KACAIOIIMICS
0001 coOpaHHON BaMu MH(OpMAIUU; €CIIM Bbl OTBETUTE HA HETO MPABUIIBHO,
TO y Bac MOSIBUTCS KJIIOYEBasl CYIECTBEHHAs 3ajaya, TpeOyromias opranu3ali.
«Cnenyroiee AEUCTBHE» — ITO CHEAYIOIUN (U3HUECKHM, ONIyTUMBIHM IIar,
KOTOPBIN HYXKHO CJesiaTh, YTOObI MPOJABUHYTHCS B HAMPABICHUU 3aBEPIICHUS
TEKYILEH 3aJa4Hu.

HexoTopsie npuMepsl CIEAYOMNX ASUCTBUN:

* [lozBonute ®peny, 4ToOBl y3HATH TeNe(OHHBIM HOMEpP XO3s5I€B rapaxa,
KOTOPBIM OH ITOCOBETOBAJ KYIIUTh.



* HabOpocaTth uaeun, KOTOpbIE MOXHO OBUIO Obl BKIIOUHUTH B TOBECTKY
cobpaHusi OFOHKETHOTO KOMUTETA.

* OOcymuTh ¢ AHXEJIOW CHCTEMY pEerucTpalud JTOKYMEHTOB, KOTOPYIO
HY>KHO YCTaHOBUTb.

* UccnenoBath cucteMy ynpaBlieHUs 0a30i JaHHBIX B JIEKTPOHHOM CETH.

Bce aT0 — peanbHble duznueckue NeUCTBUsI, KOTOPbIE HY>XHO BBITIOJIHUTD.
HamomuHanusi 0 HMX CTaHYT 3€pHOM Ha MEJIbHHIIE, KOTOPYIO MPEACTABIISICT
Ballla CUCTEMa YIPaBICHUS IPOYKTUBHOCTBIO.

CoBepmnte TpeOyeMble NEWUCTBHS caMH, MepeAalTe KOoMy-HUOYIb WIH
OTIIOKUTE Ha Oyyiiee. Kak TOIbKO BbI OMPEACTUINCH CO CACAYIONIUM IaroM, y
Bac €CTh TPU BapUaHTA:

1. Boimonuuth Tpebyemsble nerictBus. Ecnu nelficTBue 3aiiMeT MEHbIE ABYX
MUHYT, €r0 CJEAYeT BBINOJIHUTH CpPa3y, KaK TOJBKO BBIACHUTCS, YTO OHO
HEO00XO0IUMO.

2. IlepenopyuuTs nelicTBre KOMYy-HHOyAb (AenerupoBatb). Ecnu neiictBue
3aiiMeT OOoJbIlle JIBYX MHUHYT, CIIPOCUTE CeOsl, s JIM JOJDKEH €ro BBIMOJIHATH?
Ecnu oTBeT oTpuIIaTENbHBINA, TOPYUYUTE €M0 COOTBETCTBYIOIINM CYObEKTaM.

3. OtnoxuTh AercTBre Ha Oyaymiee. Ecnu neficTBue 3aHMMaeT OOJIbIe TBYX
MUHYT U UMEHHO BbI JIOJDKHBI €70 COBEPIIUTH, TO BaM MPUJETCS OTIOXKUTH €ro
Ha Ooiyee mosaHee BpeMs M 3a(UKCUPOBATH €r0 B OJHOM MM HECKOJIBKUX
«Cruckax nepBOOYEPETHBIX HIArOB.

Opzanuzayus

Bo BHemHeM KOHType nuarpaMMbl padodero mpoiiecca (puc. 2.2) HaXoaaTcs
BOCEMb Pa3HbIX KaTEropui HAIOMUHAHUW U MATEpUAJTIOB, KOTOPHIC MOSABITCS B
pesynbrare o0pabOTKM Bced Baimield «PYTUHB». B COBOKYMHOCTH OHH
COCTaBIIIIOT IIEJIOCTHYIO CHCTEMY OpTraHU3alMi TMPAKTHUYECKH BCEX BalllUX
npo0IeM: TEKYIIUX U T€X, YTO OYYT MOSBISATHCS €KETHEBHO U €XKEHEACIBHO.

st mpobyieM, KOTOpbIE HE TpPEArnojaraloT HUKAKHUX JEHCTBHUM C Bariei
CTOPOHBI, CYIIECTBYET TPU BO3MOXKHBIX KAaTETOPUU — MYCOpP, OTJIOKCHHAs
uHpopMaIs U XpaHWIUIIE ToMedeHHON nHpopmaruu. Eciu ¢ Bamieit cTopoHsl
He TpeOyeTcs HUKAKHUX IIaroB, Bbl MIPOCTO OTOpackiBaeTe MpoOsieMy, 3aHOCUTE
nH(popMaIuio B OJIOKHOT, YTOOBI TEPECMOTPETH €€ T03kKe (KOTaa-HUOY/Ib), WIH
COXpaHsieTe ee, 4YTOObl MOKHO ObLIO, [0 Mepe HEOOXOUMOCTH, B JIF0O0E BpeMs
oOpaTtuThcsi K Matepuany. s ympasieHus npobdieMaMu, MpeanoiaraloiMu
Kakue-Iu0o Iaru ¢ Ballleid CTOPOHBI, BaM IMOHAJO0UTCS CIHCOK IMPOEKTOB,
(aiinpl WM Manky A7s MIAHOB MPOEKTOB M MaTEpHaNIOB M HUX, KaJICHAAph,
CIHCOK HATIOMHHAHUN O MEPBOOYEPEIHBIX JACHUCTBUSIX U CIIMCOK HAITOMUHAHUU
00 0KUIaEMBIX COOBITHIX.



Bce opranmzanvoHHbIe KaT€rOpUU JOJKHBI KaKUM-TO 00pa3oM (U3HUYECKH
xpaHuThcsa. Korma s roBopro O «COHUCKax», s UMEO B BHUIY JTOCTYHHYIO MJis
oOpallleHusi COBOKYITHOCTh HATOMUHAHHM, KOTOpasi MOKET MPEJCTaBIATh COO0M
HECKOJIBKO JINCTOB U3 OJIOKHOTA, CIEUATBHYIO KOMIBIOTEPHYIO MPOrpaMMy HIIH
MpO3pavyHble TAaNKH, COJAEpKAIUE OTIACIbHBIE JTOKYMEHTBI 10 KaXIOMy
BoIpocy. Hanpumep, cCiucok TEKyIUX NPOEKTOB MOYKHO JEpPKaTh HAa CTPAHULE
€KEIHEBHHUKA; OH MOXET XPAaHUTHCSA B AJICKTPOHHOM Mamke ¢ rpudoM «HY>KHO
cleNnaTh» Ha MEPCOHATBHOM IU(POBOM CEKpeTape WM B MPOCTOM Mamke,
MOANMCAHHON «CIHUCOK MPOEKTOBY». OTI0KEHHbIE HATOMUHAHUS (THUNA «1ocie 1
MapTa CBSI3aThCA CO CUETOBOAOM, UYTOOBI OPraHU30BaTh BCTPEUY») MOXKHO
XpaHUTb B OJIOKHOTE, TOMETUTh B OOBIYHOM WJIH 3JEKTPOHHOM KaJleHAape.
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Puc. 2.2. Cxema pabouero mporiecca — OpraHu3amus
Puc. 2.2. Cxema paboueeo npoyecca — opeanuzayus

Ilpoexkmul

S Ha3pIBal0 MPOEKTOM JIIOOOW >KeJIaeMblil pe3yibTaT, IS JIOCTUKCHUS
KOTOPOTO HEOOXOAMMO MPEANPHUHATH OoJiee YeM OJMH aKTUBHBIM IIar. 2To
O3HAYAET, YTO HEKOTOPHIE OTHOCUTEIILHO HECYIIECTBEHHBIE 3a7]a4K, OOBIYHO HE



Ha3bIBa€MbI€ MPOCKTaMH, MOMaAyT B chHcOK Bamux «IIpoekToB» ¢ OOJbIION
OykBbl. IlpuunHa, MO KOTOpOMl S MPHUAECPKUBAIOCH JAHHOTO OIpeAeNeHus,
TaKOBa: €CJIM OJIHO JIEHCTBHE HE MO3BOJIMT 3aBEPUIUThH OMpPENEICHHYIO 3a/auy,
TO HEOOXOJUMO OCTaBUTH TJE-TO «KOJBIIIEK», KOTOPbIA Obl HATIOMHHAJ Bam O
TOM, YTO OCTaJOCh €IIe YTO-TO caenarb. Ecau BaM HErge MNOMECTHUTH
HAalIOMUHAHUE, TO MpobieMa momnajaeT oOpaTHO B OMEPATUBHYIO MaMsTh. [pyroii
CIoco0 — BOCTIIPUHUMATDH TMEPEUYCHb HAIOMUHAHUN KaK CIHCOK HE3aMKHYTBIX
IIUKJIOB.

OT1pbiBoK U3 cnucka «IpoekTei»

Hanamws nosozo compyonuxa

B aseycme — omnyck

Omoszeamb compyoHUKos ¢ (habpuxu

Haneuamamu xnuey

3asepuiums 0O6HOGIEHUE KOMNBIOMEPA

Ilepenucamyo 3a6ewanue

3axonuums HeOpeHue HOBOU TUHEUKU NPOOYKIMO8

Oceoumv HOBYIO NPOSPAMMY YNPAGIEHUs KOHMAKMAMU

Coenamwv xonuu cmamou u3 sxcypraia Fortune

Haiimu cneyuanucma no nevamu u pexiame

3akoruums nocadkKy H08020 cada

CoemecmHuulil udeonpoekm 6 cghepe uccied08anull U paspabomox

Iloocomoeumu HOBbII YueOHbI KOMNAKM-OUCK

Cocmasums epagux cemuHapos Ha ciedyiouutl 200

IIpopenemuposams 4aco8yio npocpammHyIo npe3eHmayuio

B cosepuencmee oenadems 0ocmynom K 6u0eoKoHpepenyuim

3axnrouums mpyoosvie 0020680pa

Yemanosums Hosble ponapu 60 0ope

Hanaoums 0enogvie omuowenust ¢ 1009CHOAMEPUKAHCKUM npeodcmagumesem

Ymeepoumus xadposyro nonumuxy u npoyeoypy Habopa compyOHUKO8

Ilocmasumu HOBbLU cMY 8 20CMUHOU

[IpoekThl HEe HYXHO MEPEUUCISATH B KAaKOM-JIUOO OIpPEACIEHHOM MOpPSJIKE,
3aBUCSIIEM OT Maciutaba Wik TpHOpUTeTHOCTH. OHU MPOCTO  JOJKHBI
MPUCYTCTBOBATH B OCHOBHOM CIHMCKE, KOTOPBII MO3BOJISLIT ObI 00paIiaThCsi K HUM
JOCTaTOYHO YacTO [JIsi TOTO, 4TOObI 00€CNeYuTh TJIAaHUPOBAHHUE TPEOYEMBIX
JNAJbHEUIINX AEUCTBUH 10 KAXKAOMY U3 HUX.

HeBo3MOXHO (U3MYECKH BBIMOIHUTH MPOEKT, BBl MOXKETE TOJIBKO
NpEANPUHAT, AaKTUBHBIEC IIarW, OTHOCsANIMecs K Hemy. Korma mpeanpuHATO
J0CTaTOYHOE KOJIMYECTBO HEOOXOAUMBIX MEP, BOSHUKAET CUTYAIIHsI, TOCTATOYHO
OnMu3Kas K M3HAYAJIbHON KapTHUHE OXXUIAEMOTrO pe3yjbTaTa — MPOEKT MOXKHO



Ha3BaTh «OCYHIECTBICHHBbIM». CIHCOK TPOEKTOB — O3TO COBOKYMHOCTbH
«QUHUIIHBIX JIEHTOYEK», KOTOpbIe Mbl HameuaeM s ceOs, 4ToObl Halu
MOCIIEAYIONINe JEHCTBUA BO BceX cdepax MNPOJABUTAINCH B HYXHOM
HaIpaBJICHUH.

Mamepuanot no npoexmy

JIJis OCyIIECTBICHUS MHOTUX BalllUX MPOEKTOB BaM MOHAJO0OMTCS cOOpaTh
HE0OX0IUMYI0 MH(OpPMAIUIO, KOTOPYIO HY>KHO PacCOpTUPOBATh MO TeMaTHKE,
peIMETy WM Ha3BaHUIO MpoekToB. Bam crmcok «IIpoekTe» Oyaer mpocTto
yKkazateneM. Bce nmeranmu, miaaHel UM COMYTCTBYIOIIAas HWH(OpMaius, KoTopas
MOXXET TOHAJ0OUTHCS B XO0J€ palOOThl HANl PAa3IUYHBIMU MPOEKTaMH, TOJDKHA
XpaHUTbCS B OTJACNBHBIX IManKaxX, KOMIBIOTEPHBIX (paiinax, OJOKHOTaxX WU
MOJIIIIMBKAX.

BcnomorarensHbie MaTepuansl U (aitniel. Kak TOJIbKO BBl pacCOpTUpYETE BCe
MaTepualibl MPOeKTa MO TMpeaMeTaM WM TeMaTUKe, Bbl, CKOpEe BCEro,
OoOHapy>XKuTe, 4TO OHM HMMEIOT Ty € Ba)XXHOCTb, YTO U Jpyras MOMEUYEHHas
uHpopmalsi, ¥ UX MOXKHO XpaHUTb B TOM JKE€ CHCTEME TMOMEUYEHHBIX
MaTepuasioB (Harpumep, nanka «Caab0a» MOXKET XpaHUTHCSA B 00IIEH cucTeMe
BCEX MOMEUEHHBIX BaMH MaTepuaioB). EAMHCTBEHHOE OTIMYME COCTOUT B TOM,
YTO MaTepualbl MO MPOEKTaM, MPEANOIaraloliuM aKTUBHBIC ACHCTBUS, HYKHO
OyZneT mpocMaTpuBaTh dyalle, 4ToObl OOECHEUYUTh YETKOE OMpe/eNieHuEe BCEX
HEOOXOIUMBIX II1aroB.

OOBIYHO 5 PEKOMEHYIO JIFOISIM XPaHUTh BCIIOMOTaTEIbHbIE MATEPHAIIBI TaM,
rae oHn He OpocaroTcs B maza. Eciam y Bac moa pykod ecTh 3(QexTuBHAS
cuctema oOpaiieHust K HHHOPMAIIMH, Bbl YBUAUTE, YTO 3TO — CaMBbIi MPOCTOU
croco0 opranuzaiuu marepuanoB. Bopouewm, nnorna ynoonee 0yner ObICTPO U
JIETKO o0palarbesi K MaTepuasiaM U MOJACPKUBATh MOCTOSHHBIN JOCTYH K HUM,
0COOCHHO €cIii BbI pa00TaeTe HaJl «TOPSYUMY MPOCKTOM U JIOJKHBI CBEPSITHCS
CO BCIOMOTaTENbHBIMU JAHHBIMU IO HECKOJIbBKY pa3 B JeHb. [Ipo3paunbie
(aitipl B NPy KUHHBIX IMaKaxX, KOTOPHIE JieKaT Ha PACMOJIOKEHHBIX APYT IMOA
ApyroM JIOTKax B TMpeaenax J0CsAraéMoCTH, MOTYT OKa3aThCsi Hauboiee
MPAKTUYHBIMU TSI «TEKYLIEi» OyMakHOU pabOThI MOAOOHOTO poja.

Kamezopus nepsoouepeonvix uiazos

[lenTpanbHOE MeCTO Ha AUarpaMme pabodero mpouecca 3aHUMaeT pelieHue
O TOM, KakuM OyJeT CIeAYIIUNA Imar. DTOT mar AO0HKeH MPelICTaBIsATh
¢usznueckoe, 3puUMOE JCHCTBUE, HAMNpaBICEHHOE Ha 3aBepIICHHE JHOO0Tro
HE3aMKHYTOTO LIUKJIa, 0€3 UCKITIOYECHHUS.

JIroObie nelCTBUA, KOTOPhIE 3aHUMAIOT MEHBIIE JIBYX MUHYT, U BCE Jeia,



KOTOpBIE YK€ 3aBEpIICHbI, €CTECTBEHHO, HE TPEOYIOT Balller0o BHUMAaHUS: OHU
yxe B mpounioM. OTCIIeKNBaTh HYKHO BCE JCHCTBUSI, KOTOPHIC JTOKHBI OBITH
COBEpILICHBI B KOHKPETHOE BPEMSI B ONPEICIICHHBIN JeHb (IOMEYaiiTe UX B CBOEM
KaJieHJape), BCE 3aJlaud, KOTOPhIE HYKHO BBIMIOJIHUTH KaK MOXHO CKopee (HUX
cinexyer n00aBisaTh B cnucku «llepBoodepenHpIX IIaroB»), M, HAKOHEI, BCE
JICHUCTBHS, KOTOPbIE MOTYT OBITH CHENaHbl APYTUMU (MX CIEAyeT BKIIOYATh B
CrUCOK «OXKuIaHus»).

Kanenoapyo

HanoMunHanust 0 1eMCTBUAX, KOTOPBIE BBl JOJKHBI TPEANPHUHSATD, ACISITCS Ha
JIB€ KaTEeropuu: HAMIOMUHAHUS O COOBITHUSX, KOTOPBIC IOJKHBI MPOU3OUTH B
ONpENICTICHHBIA JEHb WM B KOHKPETHOE BpEMsi, U HANOMHHAHUSA O JeJax,
KOTOPBIE HY>KHO 3aBEPIINTHh KAK MOYKHO CKopee. Bai kaneHaapp npeaHa3HauyeH
IUTsl XpaHEHHs] HATOMUHAHUN TIEPBOTO THUIA.

B kanengape cienyer oTMe4aTh TPU BELIU:

* IEUCTBUS, KOTOPBIE CIETYET COBEPIIUTH B ONPENICTICHHOE BPEMS;

* ICUCTBUS, KOTOPBIE CIETYET COBEPIINTH B ONPE/ICICHHBIN JEHb;

* UHQOPMAIIUIO, TPUYPOUCHHYIO K KOHKPETHBIM JaTaM.

JeiicTBHUs, KOTOpPbIE CIEAYyeT COBEPIIUTH B ONpeaeJeHHOe Bpems. Peub
UJET O HA3HAYEHHBIX JEJIOBBIX BCTpedax. YacTo mepBoOYEpEeHbIEC ACHUCTBUS B
paMKax KOHKPETHOTO MpPOEKTa MpEANnojaraloT BCTPEYH, Ha KOTOPBIX OyIeT
oOcyXnarbcs MpoeKkT. JlocTaTo4HO MPOCTO CAenaTh MOMETKY O BCTpede B
KaJIeHJape.

JeiicTBUs, KOTOpbIE CJeAyeT COBEPUIMTHL B OIpPeNeJeHHbIH JAeHb.
Nmerorcs B BUAY JEUCTBUS, KOTOPBIE HYXHO COBEpPLIUTH B TEUYCHUE
KOHKPETHOTO JHS, HO HEe 00s3aTelIbHO B OmpeneieHHoe BpeMs. Bo3MOXHO, BbI
ckazaii MUOKO, 4TO TO3BOHUTE €i B MSATHUILY, YTOOBI Y3HATh, BCE JIU B MOPSAKE
C OTYETOM, KOTOPBIA Bbl ei oTmpaBwiud. OTdyer OyAeT MOJIy4YeH HE paHblle
yeTBepra, a B cy00OTy OHa ye3kaeT 3a TpaHHIly, TaK YTO MATHUIA — 3TO
BPEMEHHOU IMPOMEKYTOK, Ha MPOTSHKEHUH KOTOPOr0 MOKHO COBEPIIUTH
TpebyeMoe nelcTBHE, HO 3TO MOXHO claenaTh B Jroboe Bpems AHs. HyxHo
3amucath 93Ty UWHGOpPMAIMIO B KaJleHIaph, HO HE TMPUBA3BIBaTH €€ K
KOHKPETHOMY BPEMEHH — JI€JI0 HYKHO CJIeJIaThb B NATHHI]Y B TEUCHHUE IHS.
[Tone3Ho UMETh MO PYKOU €XKETHEBHUK, II€ MOKHO TTIOMEYaTh JECHCTBHS 00emX
PaCCMOTPEHHBIX KaTETOPHU.

Nupopmanust 0 KOHKpeTHBIX Jarax. B KajneHmape Takxke CleayeT
IIOMEYaTh CBEICHUS, KOTOPBIMH Bbl XOTUTE PACIOJIATaTh B KOHKPETHBIE THU —
He 00s3aTelIbHO HAOMHUHAHUS O JCHCTBUSAX, a CKopee MHGPOpMaIUs, KOTOpas



MOYKET OKa3aTbCs INOJIE3HOW B OIpelereHHbId MOMeHT. K 3Toi kareropuu
MOYKHO OTHECTM YKa3aHUs IS JEIOBBIX BCTPEY, MEPONPHUATHS, B KOTOPBIX B
3TOT JIeHb OyAyT yd4acTBOBaTh Ipyrue JIOAU (CeMbs, COTPYAHHUKH), HIH
COOBITHS, TIpeicTaBIAOIIME UHTEpeC. [loe3Ho0 Takke 3anuchiBaTh B KaJeHAApPh
KPaTKOCPOUHYI0 HMH(OpPMAIMI0, O KOTOpPOMl CJeayeT IOMHUTh: Hampumep,
HAalIOMUHAHUE O TOM, YTOOBI IO3BOHUTH KOMY-TO U€pe3 J€Hb MOCIIe TOT0, KaK OH
BEPHETCA U3 OTITyCKa.

Jlonoit criucku Jen Ha KaKIbld JeHb. B KkaneHmape MOJKHBI ObITh TOJIBKO
TPU YKa3aHHBIX KaT€rOpUM HAIIOMUHAHUN, U HUYETO JIpyroro! Sl moHuMaro, 4yto
Ui CTOPOHHHUKOB TPAAUIIMOHHBIX KOHIEMIUN pachpeaeneHus pabouero
BpEMEHH, YOKIECHHBIX, YTO «CIMUCOK JIe] HA KaXK/IbIM JeHb» — TJIaBHAsI BElIb B
’KU3HU JIEJIOBOTO YeNIOBEKa, MOe yUeHHe — cyias epecb. Ho mogo0OHbie cniucku
HE BBIMOJHSIOT CBOUX (PYHKIIUN MO IBYM MIPUUMUHAM.

Bo-miepBpIX, HEHWCCSKAaeMbIi TOTOK BXOJAMeH WHOOPMAMM W CMEHA
IIPUOPUTETHBIX HANPABICHUW BHOCAT TAKHWE CYIIECTBCHHBIE W3MCHEHHS B
©XKEIHEBHYI0 paboOTy, YTO MPAKTUYECKH HEBO3MOXHO 3apaHee OMpPeIeTuTh
npo0eMbl, KOTOPBhIE HYKHO OyJeT pemuTh. Beerna moie3Ho uMeTs moj pykou
3¢ PEeKTUBHBIN TUIAaH JEWCTBUH, HO OH JOJKEH JOIMyCKaTh BO3MOXKHOCTH
U3MEHEHHH B 000N MOMEHT. [IonmbITKM COCTaBUTH B KalieHIape MUCHMEHHBIM
IIEPEUYCHb, KOTOPBIA HYXHO IEPEHOCUTh Ha CIEAYIOLIMWA JEHb, €CIU JIeJIa HE
clenaHbl, — 23TO HeOmarogapHoe u OeccmbicieHHOe 3aHsATHe. ChHCcKu
«TIEPBOOYEPEAHBIX IIATOB», IPUBEPKEHLUEM KOTOPBIX S SBISIOCH, JOJKHBI
COAEPKaTh BCE 3T HAIIOMUHAHUS, TAXKE T€, KOTOPbIE CUIIBHEE BCETO 3ABUCST OT
BpemeHu. M ux He mpuaeTcs nepenuchiBaTh €KEIHEBHO.

Bo-BTOphIX, ecinu B CHHUCKE JIeJ €CTh 3a/laHhe, KOTOpOoe HE 00s3aTeabHO
BBITIOJIHATh B TEYEHUE JHS, TO OHO OYJET TOJbKO OTBJIEKATh Ballle BHUMAHHUE OT
pobJieM, TpeOYIOIUX CPOUHOTO perieHus. Eciau s qomkeH mo3BoHUT, MHOKO B
IATHULY, TOTOMY YTO 3TO — E€IWHCTBEHHBIN JI€Hb, KOrJA s CMOTY C HEH
CBSI3aThCS, 4 B MOEM CIIMCKE €CTh €IIE IATh MEHEE BaXKHBIX MJIM MEHEE CPOUYHBIX
3BOHKOB, TO B CyE€T€ S MOTY TakKk W HE MO3BOHUTH MHOKO. MO MO3r MOXKET
YOYyCTUTh W3 BUJY HAllOMHHAHUE O TOM, 4YTO y MEHS He OyJeT Ipyroi
BO3MOXHOCTH CHENaTh 3TOT 3BOHOK. Ilomydaercs, 4Tro s HEBEPHO HCIIOJB3YIO
cucteMy. Ha moii B3rsi, KaJleHAaph JOJDKEH OBITh CBAThIHEH. Eciu BBI 4TO-TO
3anMCAIA B KAJICHAAPb, TO BBl JOJDKHBI BBINIOJHUTH ITOCTABJICHHYIO 3a7ady B
ATOT e JCHb WM BOOOIIE OTKA3aThCsl OT €€ BHIMOJHEHUS. VI3MeHeHus MOKHO
BHOCHUTB TOJIBKO B CIy4ae NEPEHOCA JIEIIOBBIX BCTPEY.

bnarocioBeHHBI T, KTO 00j1aJaeT TMOKOCTBIO, MO0 JUISI HUX HE COCTAaBHUT
TPpyAa MPUCTIOCOOUTHCS K U3MCHEHUSM.



Maiikn MaxkI puddu, 10kTOp METUIIMHDBI
Cnucku nepeoouepeoHnvlx oelicmeuil

Tak Kyna ke onpeaeianuTh HaIIOMUHAHUS O IEPBOOYEPENHBIX neicTBusax? B
CIUCKU MEPBOOYEPEIHBIX JEHCTBUM, KOTOPBIC, HAPSIAY C pabOUYUM KaJeHAapeM,
COCTaBJISIIOT OCHOBY OPTraHM3allui yIIPABICHUS AEATEIbHOCTBIO.

JIto06oe nelicTBue, 3aHUMAarOIee 0osee IBYX MHUHYT, KOTOPOE BBl HE MOXKETE
HUKOMY TIepeaTh, HyHO rae-1o gukcupoBatsh. «Ilo3Bonuts Jxxumy CMHUTY 11O
noBoy coOpaHusi OI0KETHOTO KOMUTeTa», «CBsi3aTbes ¢ MarepsimMu Paiiuen u
Jlopsl mo moBoay 3aropojHoro jarepsi» u «HaOpocatb uumen st exerogHou
KOH(EpEeHIIMU 10 MPoJIaXkaM» — BCE 3TO HAIIOMUHAHUS O JEHCTBUAX, KOTOPHIC
CIEAYET XPaHUThb B CHEHHAIBHBIX CIMUCKAaX, WM KOP3UHAX, T€ HUX MOXKHO
paccMaTpuBaTh KaK BO3MOJKHBIE HANPABJICHHS JEITEIBHOCTH B KOHKPETHBIU
MOMEHT.

Ecnu y Bac TOIBKO J1Ba UM TPH AECATKA MOJOOHBIX €I, TO MOKHO XPaHUTD
HallOMMHAaHUS O HUX B OJIHOM CIHHCKE noA HasaHueM «llepBoouepennbie
JICUCTBUS», K KOTOpPOMY BBl Oyaere oOpamarbcsi, KaK TOJIBKO TMOSBUTCS
cBOOOSHAsT MUHYTKa. Brpouem, nisi OGONBIIMHCTBA M3 HAC HMX KOJUYECTBO
kosnebnercs mexay S0 u 150. B Takom ciiydae mMeeT CMBICT pa3OWUTh Balll
criucok «llepBoouepenHbIX NEUCTBUI» Ha TaKUE KaTErOpUHU, KaK «3BOHKW,
KOTOpbIE HEOOXOIUMO COBEpUINTh, WU «KitoueBble BOMPOCHI MO MPOEKTY,
KOTOpPBIE HYKHO 33/1aTh Ha €KCHEECIBbHOM IUIAHEPKE.

Bce HyxHO ynpomiats 10 npejena, Ho He 0oyee Toro.
Anb0epT DUHINTEHH

Ilpo6nemul, He mpedyrouiue aKkmueHovIX Oeiicmeuil

Kak m B ciydae 3amad, KOTOpbIe TpeOYIOT aKTHUBHOTO PEIICHHS, BaM
MOHAZ00STCS XOPOIIIO OpPraHW30BaHHBIC, OTIACIBHBIC CHUCTEMBI JJISI XpaHCHUS
BOMPOCOB, HE MPEANOIAralOIIMX AaKTUBHBIX JCHCTBHUM C Balllell CTOPOHBI. Takue
CHUCTEMBI JICJISITCA Ha TPU KATETOPUU: MYCOP, OTJIOKCHHBIC JI€JIa U TOMECUYCHHBIC
MaTEpUAIIBI.

Mycop

CroBo Mycop TOBOpPHUT camMo 3a cebs. BeiOpockTe BCe, B CBSI3M C YE€M BBI
HUYero He OyjeTe MpeAnpUHUMATh U K ueMy He Oyaete oOpamiathes. Eciau B
Oyzere OCTaBJATh ITH MPOOJEMBI CpPeAW JPYTUX KaTeTOPHM, OHU CEPHhE3HO
IOBPEJIST BaIlIEW CUCTEME.

OT1/10:KeHHBIE JeJ1a



Ecte nBe rpymnmel mpobiieM, KpoMe Mycopa, KOTOpbIe He TpeOyIOT CPOUHBIX
JCUCTBUM, HO JOJDKHBI XpaHUThCA B Bamieil cucrteme. Eme pa3 oOparum
BHUMaHWE Ha TO, YTO KpailHE Ba)XHO OTIEIUTH MPOOJEMBI, KOTOpPhIE TPEOYIOT
AKTUBHBIX JCHCTBUMA, OT TPOOJEM, HE MPEATNOJararolnX HUKAKUX CPOYHBIX
1IaroB € Ballled CTOpOHBI. ECIM BBl 3TOr0 HE CHENAETE, TO OCTAHOBUTECH B
HEPEIIUTEIHLHOCTHU MEPe BOPOXOM Oymar, CTOIKAMU MaroK U CIIMCKOB, HE 3Has,
YTO JIeJIaTh U C YEro HAYaTh.

JlommyctM, BBl OOHAPYKHIIM YTO-TO MHTEPECHOE B CIY)KEOHOM MHUChME WU
AIICKTPOHHOM COOOINICHUH, T/ W3JIOKEHAa UJesd TMPOEKTa, KOTOPBIA BBI,
BO3MOJKHO, 3aXOTHTE OCYIIECTBUTh, HE CETOAHS, a KOT/1a-HHOY1b. MOXKeT OBITh,
BBI 3aXOTHUTE BEPHYTHCS K ATOM M€ T03KE, YTOOBI MEPECMOTPETh BO3MOXKHOCTh
MIPUHSTHUS ONPENICICHHBIX MEp MO ee peanusanuu. Hanpumep, y Bac B KOp3UHE
«Bxopsme» oka3bpiBaeTCs OpPOIIOpa, PacCKa3bIBAIOIIASI O CIEAYIONIEM CE30HE B
MECTHOM 3aJic CUM(OHHYECKOH MY3bIKH. berso mpocMoTpeB OpoImiopy, BbI
3aMeuaeTe, YTO KOHIEPT, KOTOPhI BaM JEHCTBUTEIBHO MHTEPECEH, COCTOUTCA
TOJIBKO Yepe3 YEThIPE MECSIa — CIUIIKOM JIOJTUHA CPOK, YTOOBI 3arajibiBaTh (BB
HE 3HaeTe, KakuM OyAeT Baml rpadMk KOMaHIUPOBOK HA 3TO BpeMs), HO ceiuac
BBl JOMa M XOTeIu OBl TMOWUTH Ha TpeAcTosmmi KoHIepT. Kak cruemyer
MOCTYTHUTH C 3TOM OPOIIIOPOiA?

Ectp nBa THUma CHCTEM «OTJIOKEHHBIX JI€JD», KOTOPHIE TMO3BOJISIOT
OpraHu30BaTh HHGOPMAITHIO 3TOTO poja: ciucku «Korma-HuOy5/MOKET OBITh)»
Y YIIOPSII0YEHHBIC HATTOMUHAHUS.

«Korpa-undyab/mMoxker ObITb». BeneHue TMOCTOSHHOTO CIHCKA e,
KOTOpPBIC BBl XOTUTE CJHeNaTh KOrJa-HUOYyIb, HO HE ceddac, MOXeT OBbITh
MOJIE3HBIM W TIPUSTHBIM 3aHSITHEM. TakKoll CIHUCOK SIBJISIETCA «CTOSTHKON» st
MPOEKTOB, KOTOPBIE CErOJHS HUKAK HEJIb3sl CABHUHYTH C MECTa, HO M HaIpOYb
3a0bIBaTh O HUX BBl TOXKE HE XOTHUTE. BBl XOTHUTE, YTOOBI BaM pETYISPHO
HaIIOMHUHAJIA 00 3THX BO3MOKHOCTSIX.

Tunnunbii cniucok «Koraa-aHuldyab/MokeT ObIThY:

Kynumw 100Ky ons noenu oxyneti

Boviyuums ucnanckuu

Totimu na 3auamus no aKeapenbHOU HCUBONUCU

Kynumoe cepsanm na xyxmio

Ilocmpoumsv manenvkuil baccetin

Kynumo Kompun camoxam

Iloxamamuvca na 6030yuiHom wape

Ilonymewecmeosamov no wmamy Moumana

H3zyuume 8o3moorcnocmu npocpammsi Photoshop

Yupeoumwv nexommepueckyro opeanusayuio



3anucams compyoHUKo8 Ha 6udeo O0jisl PeKIAMHO20 POJUKA
Haiimu Cmagpopoa Jlationca

Kynumw yugpposyro euoeoxamepy

Tlocemumw cesepuyro Umanuro

Tlotimu 6 noomacmepwvs Kk c6oemy niOMHUKY

Coenamb nooceemxy 0Jisi cmamylti 60 080pe

Ilocmpoumw anonckuii npyo

Ilepesecmu cmapvie homoepaguu 6 yugposoii hopmam
Yemanosums 0oma yoanenuwlil 0ocmyn K cemu

Bo3moxkHo, Bl paznenute cBoil crucok «Korma-HuOyas/MOXKeT ObITh» Ha
MOJATPYIIIbI, TAKUE KaK:

» KoMnakT-a1cku, KOTOPBIE S X0Uy KYMIHTb.

* BungeokacceTsl, KOTOPBIE sl XOUY B3ATh HA MPOKAT.

* Knuru, kotopsble 51 X049y MpOYECTb.

* Buna, xotopsie s X0uy MonpoOoBaTh.

* Mecra, KOTOpBIE sl XOUy IOCETUTDH B BHIXOJTHBIE.

* Pa3Bneuenusi, KOTOpbIE 1 XOUY YCTPOUTH JETSIM.

» CeMUHapbI, KOTOPHIE ST XOUY MOCETUTb.

Bbl 70MKHBI IEPHOAUYECKH POCMATPUBATH 3TOT CITUCOK, €CJIM COOMPAETECH
U3BJ€Yb W3 HETO MAaKCUMaJbHYI0 TNONb3y. S mpennarato BaM BKJIIOYUTH
MIPOCMOTP CIIHCKA B €KEHEIEIbHBIN MTEpecMOTp e (00 3TOM HUXKE).

YnopsiioueHHble HanoMuHaHusl. Camplii Jy4muid Ccrnocod XpaHUTh
HAlIOMUHAHUSI — 3aHOCUTh MX B CHEIUATbHBIA OJIOKHOT, KOTOPBIA MHOT/A €Ille
Ha3bIBAIOT CIIMCKOM «BUCAIINX» WIH «IOCIEAYIOUIUX» 3aJa4. ITO — CHCTEMA,
MO3BOJISIIONIAS BaM MHCATh CaMOMY ceO€ TMOCIaHUs, KOTOpPhIE BBl MOXKETE
MOJIYYHUTh B ONPEACIICHHBIN IeHb B OyAyIIEM.

Bam kanennaps Takke MOXET BBIMOJNHATH 3Ty (pyHkiuio. Hampumep, BbI
MOXETE MOMECTUTh B KaJeHAApe HAOMUHAHHUE O TOM, 4TO 15 mapra Hy>KHO
IUIATUTh 32 KOMMYHaJIbHBIE YCIyTH 3a Mecsl, a 12 centsops B 3ane Civic
Auditorium Oynet moctaHoBka «JlebenuHoro o3epa» B UCHONHEHUU bosbiioro
Tearpa.

bonee moapo6HO MBI OCTAHOBUMCSI Ha 3TOM B TJIaBe 7.

IHlomeuennvie mamepuaiibl

Mmuorue maTtepualbl, KOTOpbIE MOMATAIOTCd BaM Ha rja3a, He TPeOyroT
aKTUBHBIX JCHCTBUM, HO COJAEpKaT IEHHYI0 HHGOpMAIMi0. Y Bac BO3HUKACT
KEJTaHUE COXPAaHUTh OTH CBEACHUSA, YTOOBI OOpPaTUTHCA K HHUM IO Mepe
HeoO0XoauMocTH. MIX MOKHO XpaHUTh B OyMaKHOM WM ITU(GpoBOM (opmare.



[leyaTHble MaTepuaIbl — BCE, YTO YTOJHO: OT MEHIO MECTHOTO MHJIUNUCKOTO
pecTopaHa ¢ JIOCTaBKOW OJIOJ Ha JOM, O IJIAaHOB, CXeM U uHdopmaruu 00
MHBECTOPE JIAaHAMAPTHOTO MPOEKTa — JIyYIlle BCEro XpaHUTh B 3()PEKTUBHBIX
CUCTeMax, MpeArnojararonmx (QU3nYecKud MOCTyn K AaHHbIM. VX nuamazoH
BECbMa IIMPOK: OT CTPAHUIl B OTPHIBHBIX OJOKHOTAX WJIM 3aNMUCHBIX KHUXKKAX,
€CJIM peyb UJET O CHHCKE JIOOMMBIX PECTOPAHOB WU TEIEPOHHBIX HOMEPOB
POJIUTEIBCKOTO KOMHUTETAa, 10 LENbIX BBIABIKHBIX INKAQOB € ManKaMmu
aKKypaTHO COOpaHHBIX MaTEPUAJIOB O CIIUSHUH KOPIOPALIUA.

DNEKTPOHHBIE XPAHWIUIIA TaK)K€ MOTYT MMETh pas3IM4yHbIA BUA: OT 0a3bl
JaHHBIX, JOCTYN K KOTOpPOM oOecredyrBaeT BCs JIOKAJbHAs CETh, /10 LEJIEBBIX
CIPAaBOYHBIX MAaTEpPUAJIOB W aApPXMUBHBIX TAlNoOK, XpaHSANIMXCA Ha BalleM
KOMITBIOTEpE.

CaMblii BaXXHBIM acHeKT, O KOTOPOM CIEAYeT MOMHUTH: CChUIKA JOJKHA
OBITh KOHKpPETHOH, oOpamieHue K HHPOpMAIMU JOJKHO, B  CiIydae
HEOOXOJUMOCTH, OCYIIECTBIATHCS 0Oe3 mpobiem. CucremMbl TOMEYECHHOMN
nHpopManmu OOBIYHO CO3MAOTCA B OAHOW W3 nByX ¢opm: (1) Xpanwmnwuiie
MaTepuajoB MO TeMaM U TpeameTaM U (2) olIee XpaHWUIHUIIE MOMEYCHHBIX
MatepuasioB. IlepBblii TuUm OOBIYHO OMpEAENseTCs CIOCOOOM XpaHEHUs
MaTepHalioB: Hampumep, mKad ¢ MaTepuasaMu, PacCOPTHUPOBAHHBIMHU IO
pa3HbIM KOHTpaKTaM WM JaTaMm; SIIHUK, COAEpX AU HCKIIOUYUTEIHHO
KOH(UIeHIIMATbHBIE TaHHBIE 00 OIUIaTe TpyJa COTPYIHUKOB; WX Psif MIKAPOB C
3aKPBITBIMU CYJEOHBIMU JI€TaMH, K KOTOPHIM HYXKHO OOpaimarbcs BO BpeMs
MOCJIETYIOIINX MPOIIECCOB.

OOmiee XpaHWIUIIE TOMEYECHHBIX MaTepuaioB. BTopod TUN cHUCTEMbI
XpaHeHus UHPOpMalUu IJisi 0OpalieHusl TOJDKEH OBITh MOJI PYKOM y Kaxaoro,
KOMY HY’KHO TJIe-TO JIepKaTh CIEIUATHU3UPOBAHHBIC CBEICHUS, HE OTHOCSIIIHECS
HUA K OJHOM M3 KOHKPETHBIX Kareropuil. HyKHO rae-to XpaHUTh WHCTPYKILIMIO
JUISL TIOJIb30BaHUS BAllMM MOOWIBHBIM Tele(OHOM, 3aMETKU C 3acelaHus IO
npoekTy CMUTa M T€ HECKOJIHKO HMEH, KOTOPBIE Bbl HE YCIEIM MOMEHSTH BO
BpeMsi mnocieAaHel moe3nku B TOKHMO (M XOTUTE TMOTPATUTh BO BpEMs
CJIEYIOIETO BU3UTA).

OtcytcTBre 3(PPEKTUBHOrO OOIIETO0 XpaHWINIA UH(POPMAIMH, K KOTOPOM
KOT/Ia-TO TPHUAETCS OOpaTUTHCS, MOXKET CTaTh OJHOM M3 CaMbIX CEPbE3HBIX
npo0sieM Ha MyTU OCBOeHUS 3((HEKTUBHOMN NepCOHATBHONW CUCTEMBI YIIPABICHUS
JesTeNbHOCThI0. Eciu Bbl HE MOXeTe JIeTKO u  ObIcTpo (M Jaxe ¢
YAOBOJBCTBUEM) PACCOPTHPOBATH «HEMPUKASHHBIC» MaTepHallbl, TO BBl UX HE
yHopsI0uMBaeTe, a Harpomoxaaere. Eciau 3TH Marepuasibl He UMEIOT YETKOTO
HayaJla ¥ KOHIIA, TO BU3yaJIbHAas U MICUXOJIOTHYECKas uepTa MexX a1y mpodiemMami,
KOTOpbIE TpPeOYIOT aKTHUBHOTO pelieHus, MU mpoliemMamMu, KOTOpble He



MpEANoiaraloT HUKAKWX JEHCTBHM, CTHUpACTCSA: Ballle CO3HAHWE TPHUACT B
nmoytHOE 3ameniaTeabcTBo. Co3zmanue 3¢GHEeKTUBHON, JEHCTBEHHOW CHCTEMBI JIJIs
XpaHCHUsI JTaHHOW KaTeropwH MpoOJieM HMeeT KPUTHYECKOE 3HA4YeHUEe s
o0OecrieueHsT BRICOKOW MPOAYKTUBHOCTH TpyJa 0€3 BHYTPEHHErO HAMPSIKCHUS
(mompoOHO 3Ta cucTeMa pacCMOTpEHa B Ti1aBe 7).

Ilepecmomp npoonem

OpaHo neno — 3amucath Ha OyMaXKKe, 4TO HY»KHO KyIMUTh MOJIOKA, U JIPYroe
— BCIOMHHUTH 00 3TOM, HaxoJsACh B MarasuHe. TOYHO Tak 3Ke, 3amucarh
HAalIOMUHAHUE O TOM, YTO HY>KHO IO3BOHUTH APYTY, YTOOBI y3HATHh UM areHTa
M0 MpOJAaKe HEABMKUMOCTHU, U BCIIOMHHUTH 00 3TOM, HaXOJsiICh Yy TenedoHa B
CBOOOTHOE OT pabOThI BpeMsI — 3TO pa3HbIC BEIITH.

Bbl 1071KHBI OBITH B COCTOSIHUU NEPECMATPUBATh BCIO KAPTUHY CBOEH KU3HU
u paboTel C TpeOyemMoW TMEepUOJUYHOCTHIO W Ha BceX YypoBHsX. s
OOJBIIMHCTBA JIIOJIEH CYTh yINpaBlieHUs paOOodyuM MPOLECCOM 3aKIIOYaeTCs B
MOCTOSIHHOM TiepecMoTpe npodsieM. IMEHHO Ha 3TOM 3Tane Bbl KaXkIy0 HEJIETI0
paccMaTpuBacTe HE3aBEPILIEHHBIE MPOCKTHl M HE3aMKHYThIC IIUKJIBI HA YPOBHE B
10 000 ¢yToB, Kak s 3TO Ha3biBalO0 (CM. HUXKE). DTO — Balla BO3MOXXHOCTh
NEePEeCMOTPETh BCE AAJIbHEUINNE IEUCTBUS U PA3IUYHbIC BAPUAHTHI C TEM YTOOBI
OPUHATH MPABUIBHOE pEIIEHHEe O TOM, Kak MOCTynaTh B OMPECICHHOU
CUTYalIUU.

Kaxkue npoo1emul u koz0a nepecmampugama

Ecnu BBl cnegyere cucrteMe MEpPCOHATBHON OpraHU3allid, B CTPYKTYpPY
KOTOpOHM, KaK S TMOCOBETOBAJ, Bbl BKJIIOUHWIM CIHUCOK IMPOEKTOB, MEPEUCHb
CIEYIOUIMX IIaroB M CIHUCOK OXHUIAEMBIX COOBITHH, TO AJsi MOJACp>KaHUs
paboThI TaKOM CUCTEMBI BaM HE MPUJIETCS MIPHJIaraTh 0COOBIX YCUITUH.

NHcTpyMEeHTOM, K KOTOPOMY BBI OyJieTe oOpamiarhCs 4aie BCero, BEPOsSTHO,
CTaHeT €KETHEBHUK, HATOMUHAIOIINI BaM O «IMHUKaX» TPALYIIETO THS, TO €CTh O
Jiesiax, KOTOpbIe HE JOXKUBYT 10 CIEAYIOLIEro JHS, €CJIU UX HE caenarh. ITO He
3HAYUT, YTO JeJia, 3alicaHHble B KalleHJape, — CaMble «Ba)KHbIC» B Ballel
’KU3HU, MPOCTO UX HYXKHO cjenarh. Eciu Bbl Oy/ieTe 3HaTh, YTO M KOTAa HY>KHO
clieNlaTh, TO y Bac MOSBUTCS MPOCTOp AJisi MaHeBpa. [lone3Has mpuBbluka: mocie
TOTO, KaK IOMETUTE B KaJeHJape 3a7ady KaK «BBIMOJHEHHYIO» (BCTpeua,
TeneOHHBIA 3BOHOK, OKOHYATENbHAsI BEPCHUs JOKIIA/a), MPOBEPUTH, KaKUe eIle
po0IeMbl HY>)KHO PEIIUTb.

Pecynapno npocmampueaiime ceou cnucku 3a0ay: 9mMo  NO380AUM
8bIOPOCUMb UX U3 20JI08bI.

[Tocne mpocMoTpa KajieHaaps Bbl yalle Bcero Oyzaere oopararbes K CIUCKY



nepBooyepenHbix nerctBuil. [logoOHBIE CHOUCKKM MPEACTABISIIOT MEPEUHU
HaMEUEHHBIX I1aroB, KOTOPHIE Bbl MOYKETE MPEANPUHSATD, €CIIM B TEUECHUE AHS Y
Bac MOSIBUTCA CBOOOIHOE BpeMsi. Eciiu BbI paccopTUpPOBaIM UX B COOTBETCTBHUH C
oOcranoBko# («domay, «3a kommbiorepom», «IIpu BcTpeue ¢ Jxopmxem»), TO
OHU OyIyT UMETh 3HAYCHHUE TOJIHKO B COOTBETCTBYIOIIUX OOCTOSITENIbCTBAX.
Crnucku MpPOEKTOB, OXUJAHUNA U CIUCKOB «KOTJa-HUOYIB/MOXKET OBITh»
CllelyeT MpocMaTpuBaTh Cyrybo IO Mepe HEOOXOIUMOCTU: PEryJsIpHOCTb
MPOCMOTPA ITUX CIHUCKOB JOHKHA MO3BOJIUTH BaM BHIOPOCUTH UX U3 TOJIOBHI.

Kpumuueckuii pakmop ycnexa: edxicenedenvHulii 0030p npooiem

Bce mpobGnemsl, KoTOphie MOTYT TpeOOBaTh AKTHUBHBIX JACHCTBUM, MOMXHO
MepecMaTprBaTh JOCTAaTOYHO YAaCTO JUIsI TOTO, YTOOBI Ballle CO3HAHWE HE
MBITATIOCHh TTOCTOSIHHO O HUX MOMHHUTH M HAIIOMUHATH BaM O HUX. UTOOBI MOYKHO
OBLJIO OBEPSTh OBICTPHIM WHTYHUTHUBHBIM PEIICHUSM, KOTOpPHIE BBl BpeMs OT
BPEMEHU IMPUHUMAECTE B OTHOLICHUU JAIBHEUIIUX JECUCTBUM, BbI JIOJKHBI
MTOCTOSTHHO BBIXOJMTH Ha O0Jiee CIIOKHBIM ypoBeHb. Ha 0OCHOBE ombiTa pabOTHI ¢
THICSTYaMU KJIMEHTOB S MOTY YTBEpXJaTh, YTO CO BPEMEHEM 3Ta IPHUBBIYKA
MePEPOKIACTCS B MOJICNb MOBEICHHS, UMEIONIYI0O KPUTHICCKOS 3HAUYCHHE IS
JTOCTIDKCHUS yCcIiexa: eXXeHEeAeTbHBIN 0030p.

Bce Bamu He3aMKHYTBIE ITUKIIHI (T. €. POEKTHI), TUTaHBI HA OyayIee, CIIUCKU
CIICAYIOIINX I1aroB, €KEIHCBHUKH, CIIMCKU OXKHIaHUHN U naxe crucku «Korma-
HUOYJIb/MOXKET OBITb» HYKHO IepecMaTpuBaTh pa3 B HENETI0. DTO TaKke
MO3BOJIUT BaM OCBOOOJUTH CO3HAHUE OT NPOOJIEM M YOSAUTHCSA, HYTO BCE
«XBOCTBI» 3a TIOCJICTHIE HECKOJIbKO JHEH MOATAHYTHI — cOOpaHbl, 00paboTaHBI
1 yIOPSIOYCHBI.

JKuzneHnnple MpoOJIeMBbl OXBAaTHIBAIOT ITUPOKUN KPYr WHTEPECOB, U TOT,
KTO OOAyMBIBacT OJHY M3 HHX, HE 00pamrasch K OCTAIbHBIM, — IPOCTO
MeuTaTesb, HEJJOCTOMHBINA BEPIIUTh CYIb0BI MUPA.

Hxeime @ennmop Kynep

Ecnu BBl OOBIYHBIN YENIOBEK, BaM MPEKPACHO H3BECTHO, YTO Jelia MOTYT
BBIWTH U3-TI0J] KOHTPOJISA BCETO 3a HECKOJBKO JHEH HaIpshDKeHHOW paboThl. Bam
HE 3aX0YETCsl OTBIEKAThCS OT TEKYyIIeH paboThl, KOTOPOH U 6€3 TOro MHOTO, Ha
TO, YTOOBI MOCTOSIHHO TMOJJEPKUBATh OE3yNMpeyHbI MOPSIJAOK B CBOMX Jejax.
Opanako 4TOOBI MO3BOJIUTH ce0€ POCKOIIL CIOKOMHO OTJOXHYTh, BaM, BEPOSITHO,
MPUAETCA pa3 B HEJEIO IPOBOAUTH B IOME T€HEpaIbHYI0 YOOPKY.

ExenenenpHbIi 0030p — 3TO BpeMs:

* cOopa 1 00pabOTKH BCEH «PYTUHBIY;

* IEpECMOTpa BalllC CUCTEMBI;



* OOHOBJICHUS CITHCKOB;

* YIOPSAOYCHHUS, TPOSICHEHUS, POJIBUKCHISI U 3aBEPIIICHHUS.

BOJIBIIMHCTBO JIOJIEM HE pPAacCIojarar0T 3aBEPIICHHOM CHUCTEMOW W HE
MOJIYYalOT pPeaibHOM OTAauu OT MEepecMoTpa CBOUX MPOOJIeM MO CIeAyIOIIeH
NpUYUHE: WX 0030p HE TOJOH. Y HUX MO-MPEKHEMY OCTAETCS YYBCTBO, YTO OHH
YTO-TO YIYCTWIH U3 BUAY. BOT modyeMy oTmada OT BHEAPEHUST BCEH MPOIETYPHI
pacTeT, 1Mo KpaiiHel Mepe, B TeOMETPUUYECKON MPOrpeccuu: 4eM Oosiee MOTHOM
SIBIIIETCSL CUCTEMa, TeM OOJbIlle BBl €W JoBepsieTe. A deM OoJibllie BBl €i
J0BepseTe, TeM CUiIbHee OyJeT Ballle KEJIaHHE COXpaHUTh ee. ExxeHenenbHBbIN
0030p — BEpHBIN CIIOCOO MOAEPKUBATH ITOT CTAHIAPT.

Bonvuwuncmeo nrooeii wyecmeyem bonee nonnoe y0oeiemeopeHue om ceoell
pabomul nocie mo2o, KAK Hpugeiu 6 NOpsOOK, 3a8epuiuni, NPOACHUIU U
nepecmompenu 6ce co2iauieHusi ¢ cooou u ¢ okpysxcarowumu. /lenatime smo pa3s
8 Heoello, a He pa3 6 200.



BonpmmHCcTBO  MIOE  MaKCHMMabHO OTHAlOTCS paboTe Torma, Koraa
OCTaeTCsl HeZed A0 OTIYCKa, HO JIEJIO HE B CaMOM OTITycKe. YUTo BbI JenaeTe 3a
HEJIEI0 J0 TOrO, KaKk yexaTb B JOJroe myTemectBue? Bbwl ynopsaoduuBaere,
3aBeplIAcTe, MPOACHIETE W IEPECMATPUBAETE BCE JOTOBOPEHHOCTH C CaMUM
co0oil U ¢ okpyxkaromumu. TOIBKO s PEeKOMEHAYI0 BaM JenaTh 3TO pa3 B
HEJIEIII0, a HE Pa3 B TO/I.

Heiicmeusn
OcHOBHasi 1I€JIb BCEro YIpaBjieHUs pabOYuM MPOIECCOM — TMPUHATHE
MPaBUWIBHBIX PEIICHUH, KacaloMIMXCs Ballell TEeKyIeh NesaTeIbHOCTH B JIIOOOU
MoMeHT. B 10:33 B MoOHENENbHUK pEIICHHWE O TOM, YTO JeJIaTh — 3BOHUTH

CoHau, 3aKaHYMBATh IOJATOTOBKY KOMMEPUYECKOTO NPEIIOKCHUS — HIIN
MIPOCMATPUBATh JICKTPOHHBIC COOOIICHMS Bcerja OyaeT OCHOBHOW IPOOJIEMOH,
HO TpaMOTHOE TPEJBApUTEIbHOC IUIAHWPOBAHHUE MPUIACT BaM YBEPCHHOCTH B
cBOeM BbIOOpe. B cBOMX AEUCTBHUAX BBl MOXKETE MEPEHTH OT HAACKT K
YBEPECHHOCTH B TOM, UYTO TIOCTyHacTe MPaBHIbHO, TOI/a TEMIIBI M
3G (HEKTUBHOCTH Balleil paboThI Cpa3y MOBBICSITCS.

Kaorcooe snympennee nobysicoenue x oeticmsuio — unmyumusro. Ilpobrema
8 Mmom, umobbl nepeumu om Ha0eNHcObl HA MO, YMo COeNAH NPABUTILHBIL 8b1O0D,
K Y8EepEHHOCMU 8 MOM, YO 8bl00p 0elicCmMEUmMeIbHO NPAGUIbHBILL.

Tpu mooenu evioopa npozpammot oeiicmeuii

JlaBaliTe Ha MTHOBEHHE MPEANOI0KUM, YTO Bbl HE OOPETECh C «PYyTHUHOID)
M3-32 YyBCTBA HEONPENCICHHOCTH W NPUBBIYKH BCE OTKJIaAbIBaTh. Hamx Bammu
MOCTOSIHHO TSTOTEET CIHCOK 3a]1ady, KOTOPHIEC Bbl HE BBIMOJIHIETE — B JIIOOOU
MOMEHT BpeMEHHU. Tak Kak K€ peluTb, YTO JENAaTh M YEro He JAenaTb, U IpHU
ATOM HE UCIIBITHIBATh BHYTPEHHETO AUCKOMpopTa?

OtBer: gdoBepsiiTe cBoed wuHTyunuu. Eciu Bbl coOpanu BOEIUHO,
o0paboTany, ynopsJIoumiId U MEPECMOTPENN BCE CBOM TEKYIIME MPOOJIEMBI, TO
Bbl MOXETE MOJKPENHUTh CBOM WHTYUTUBHBIE CYXXICHHS 3IpaBbIMH U
parMaTUYHBIMH JIOBOJIAMH, KaCAIOIIMMUCS Balleil paboThl U MPUOPHUTETOB.

V sac ecezoa 6onvue npoonem, uem 6ol 6 cocmoanuu pewums. Ilpocmo vl
00ICHBL ObIMb YEEPEHbl 8 MOM, KAK paccmasiieme npuopumenul.

S pazpabortan Tpu MOJENHM, KOTOPbIE MOYKHO HCIOJIb30BaThb B IIPOIECCE
IPUHSATUSA PELICHUN O TOM, KaK IeWCTBOBaTh. Moaenu He AaayT BaM OTBETa Ha
BOIPOC, YTO JIeNaTh: 3BOHUTH DpeepuKy, HaUcaTh IEKTPOHHOE COOOIIEeHHE
ChIHY B HIIKOJIy WJIHM MPOCTO MOOONTATh C CEKpeTaplie «0 TOM O Cem», HO OHU
MOMOTYT BaM 00Jiee OCO3HAHHO OIEHUWBATh BO3MOXKHbIC BapUAHTHI ACUCTBHUIL. A
Ha 3TO HE CIMIOCOOHBI TaK Ha3bIBa€MbIC MPOCTHIC MaHAIEH YIIpaBICHUS pabounuM



BPEMEHEM U IPUOPUTETAMH.

1. Yerbipe KpuTepusi BbIOOPA TEKYIIMX JeilCTBUIA

Kak BbI ompegensiete, yeM 3aHiATbCA B cpeny B 15:22? EcTe uersipe
KpUTEpUs, KOTOPBIE BBl MOYKETE 3a1€IICTBOBATH B CIEAYIOIIEM MOPSJIKE:

1. KoHTekcr.

2. 3amac BpeMeHHU.

3. 3amac sHeprumu.

4. ITpuOpUTETHOCTD.

Konreker. HekoTopeie [O€MCTBUSA MOXKHO COBEpIIATH TAE YTOJHO
(HampuMep, 3amuchiBaTh Ha Oymare HJIeu O HOBOM IPOEKTE), HO OOJBIIMHCTBO
U3 HUX TpeOyeT ompeneieHHOW OOCTaHOBKH (OM, O(pUC) WU HAIAYUS TOJ
pYKOM Kakoro-HuOyAb pabouero HHCTpyMeHTa (TeiaedoH Ui KOMIBIOTEDP). ITO
— mepBas rpynna (pakTopoB, OrpaHUYUBAIOIINUX BHIOOpP ACHCTBUM, KOTOPHIC BBI
MOJXKETE MPEANPUHATh B KOHKPETHBIA MOMEHT.

3anac Bpemenu. Korjga Bam Hy»XHO cnenath 4To-TO Jpyroe? Eciau y Bac
BCTpEYa 4epe3 MATh MUHYT, TO OHA MOMEIIAET BaAM BBINOJHUTh Maccy 3aJady, Ha
KOTOpbIe TpeOyeTcs 00JIbllie BpEMEHHU.

3anmac 3Heprum. CKOJIBKO Yy Bac SHepruu? BeinoiHeHWE OAHMX 3a]a4y
TpeOyeT Hamuuusi OOJBIIOro 3araca TBOPUYECKON IHEPTUH, IS PEIICHUS IPYTUX
HY’)KHO 3aTpaTuTh OoJibllie (PU3NYECKUX CUJI, a €CTh TaKue 3aJayu, s
BBITIOJIHEHHUS KOTOPBIX HE MOTPEOyETCs HU TOTO, HU APYTOTO.

IIpuopurernocTh. Ecnu 3a1aH KOHTEKCT, 3aMac BPEMEHU U SHEPTUU, KaKoe
JEUCTBHE CYJIUT BaM MaKCHMalbHYIO OT/Iaudy? Y Bac €CTh 4ac BPEMEHH, BBl B
oduce ¢ TenePoHOM U KOMIBIOTEPOM, a Balll 3arac SHEPTUU COCTABILET 7,3 1O
aecaTHOAIIbHOM — mmikane. YTo HYXKHO cjenarb: TEpPEe3BOHUTH  KIHMEHTY,
nopaboTarb HaJ TEKCTOM KOMMEPYECKOTO MpeJIoKEeHHs, pa3o0paThCs ¢
TOJIOCOBBIMU M JJIEKTPOHHBIMU COOOIICHUSIMU WM CBSI3aTbCS CO CBOEH
CYNpyTOH, 4TOOBI y3HATh, KaK y Hee fiena?

NMeHHO Ha »TOM »JdTame cjleayeT OOpaTUTbCcs K CBOEH MHTYUIUU H
MOPUCIYIIAThCS K TOMY, 4YTO TMOJCKa3bIBAC€T BHYTPEHHHM TOJIOC B JaHHBIN
MoMeHT. UToObI moapoOHEe pacCMOTPETh Ty KOHIICTIIHIO, IaBalTe UCCIeAyeM
emie JBE MOJCIMU OIpejesieHus «Haubonee BaXKHBIX»  HalpaBICHUUN
JEATETbHOCTH.

2. Moaesb aHAJIHM3a MOBCEHEBHOI PadoThI

Korga BbI BBITIONIHSIETE TOCTABJICHHBIC 3a7add WM paboTacTe B HMIUPOKOM
CMBICJIE CJTIOBA, Bbl YUYACTBYETE B OJTHOM M3 TPEX BO3MOKHBIX MPOILIECCOB:

* BhIloHEeHWE 3aMIaHUPOBAHHOM pabOTHI.



* BrinmonHenue paboThl O Mepe €€ MOsIBICHUS.

* [InanupoBanue nanpHEUIIE paboTHI.

BoinosiHenne 3amiaHuMpoBaHHO padoTrbl. Korga Bbl  BBIOJHSETE
3aIJTAaHUPOBAHHYIO paboTy, BBl OTpalaThIBAaeTe CHIHCKU MEPBOOYEPETHBIX
JNEUCTBUHA — pa3peliaeTe 3aJayd, NPUOPUTETHOCTh KOTOPBIX YKE OINpPEACIInIIN
paHee, yIpaBisisi CBOMM pabouyuMM IpoiieccoM. BblI 3BOHUTE KIIMEHTaM,
3alIMCBIBAETE UJEH, ITOJYYEHHBIE B MPOLIECCE MO3TOBOIO IITYypMa, WK TOTOBUTE
CIIUCOK BOMPOCOB, KOTOPBIE XOTUTE OOCYAUTH CO CBOMM MOBEPEHHBIM.

BoinosiHenne padoThl MO0 Mepe ee mosiBJeHHsA. YacTo Jena BO3HUKAIOT
CIIOHTAHHO: TOSIBJISIOTCS HEOXHUJAAHHBICE W HEMPEABHUACHHbIE MPOOJIEeMBbl, Ha
KOTOPBIE BBl CUMTAECTE HYXHBIM WM JOJDKHBI pearupoBaTh. Hanmpumep, k BaM B
oduC 3axOoAWUT Bamla JAelioBas MapTHEpIIA C TeM 4YTOObI OOCYIUThH 3amycK Ha
PBIHOK HOBOT'O MPOAYKTa — BbI OecenyeTe ¢ Hel BMECTO TOTO, YTOOBI periaTh
BCE oOcTajgbHble TIpoOjeMbl. Kaxaplii JeHb TIOJIOH HEOXKUIAHHOCTEH —
HE3aIUTAaHUPOBAHHBIX MPOOJIEM, KOTOPHIM BBl JAOKHBI YICISATh XOTS OBl 4acThb
cBoero BpeMeHu. Korma BeI pemraete 3TH HpoOJieMbl, Bbl MO YMOJIYAaHUIO
CUMTAETE, UTO OHU BaXKHEE BCEX OCTAIBHBIX JEII.

IlnanupoBanue panbHeilmed padorel. I[lnanupoBaHue nanpHEWIIEH
paboThl MOJpa3yMeBaeT NPUBEACHHE B MOPSIAOK KOP3UHBI IS BXOJSIIUX
MaTepHalIOB, JIEKTPOHHBIX M TOJOCOBBIX COOOIIEHUMN, 3aMETOK, CAEIAHHBIX BO
BpeMsi JCJIOBBIX BCTPEY, a TAKXKe pa30MEHNEe HOBBIX MPOCKTOB Ha BBHIMOJIHUMbBIC
maru. B xone oOpaboTku Bxopsiiedt nuHpopmanuu Bbl, 0€3 COMHEHUs, Oyere
COBEpIIATh ONPEACIICHHBIC JCHCTBUA, 3aHUMAIOIIME HE 0oJiee JABYX MHUHYT, a
TaK)Ke€ OTCeMBaTh W YMNOPSAAOYMBATH Maccy MpoOiem (ele OJUH BapHUaHT
BBITIOJIHEHUS PabOThl MO Mepe €€ MosiBlieHus). B 3HauuTenbHOW Mepe 3Ta
JEeSTENbHOCTh OyAET 3aK/IouaThbCs B MPUHATUU PEUICHUN O TOM, KaKue Jena
HYXXHO CJIIeJlaTb, HO HE CpPOYHO. Bam mpuaercs monmodHATh BCE Balld CIUCKH
3a/1ad.

Kak Tonpko BbI onpeenuiy JalbHeHIe AeHCTBUS, MOXKETE ObITh YBEPEHBI,
YTO CIIMCKM [I€JI, KOTOpBbIE CIEAyEeT CHeNaTh, COJAEPKAT HCUYEPIBIBAIOLLYIO
uHpopmaImo. A KOHTEKCT, BpEMEHHBIE PAaMKH U 3arac YHEPTUH MO-MPEKHEMY
IIO3BOJISIFOT BAaM BBINIOJIHATH HOBYKO 3aJady, U He oxHy. llocimenmnee, o dem
CJIelyeT MOayMaTh, — 3TO CYTh Balleil paOoThl, €e 1eJId U TpeOOBaHUs K HEH.

3. lllecTuypoBHeBasi MOAeJIb AHAJIN3A COOCTBEHHOH padoThI

BamiM BBIOOpPOM JTOJDKHBI  yIPABIATH MPUOPUTETHI, HO OOJBIIMHCTBO
METOJ/IOB UX OMPEEICHUS HE SBISIOTCS HAJC)KHBIMU MHCTPYMEHTAMU, KOTOPBIE
MOXHO HCIMOJb30BaTh BO MHOTUX cdepax Hameh mnpodecCHOoHaTbHON
AesTeNnbHOCTH. YTOOBI y3HATh, KAaKOBBI Ballld WCTUHHBIE TPUOPUTETHI, BaM



HY’KHO 3HaTh, B YeM COCTOUT Bailia pabora. U cymiecTByeT kak MUHUMYM I1I€CTh
Pa3IUYHBIX PAKypCOB, KOTOpBIE MOMOTYT 3TO cienaTh. Ecii BOCHOIB30BATHCS
AHAJIOTHEN C A’POKOCMHYECKOM OTPacCibi), TO PEYb MOWAET B OCHOBHOM O
BBICOTAX.

* 50 000 ¢yTOB U BBIIIIC: BCS KU3Hb.

* 40 000 ¢byTOB: BpeMEHHOM MPOMEXKYTOK OT TPEX JO IMATH JIET.

* 30 000 ¢yToB: 1enu, s AOCTUKEHUSI KOTOPBIX TPeOyeTcs OT OJHOTO /10
JIBYX JIET.

* 20 000 dyToB: chepa OTBETCTBEHHOCTH.

* 10 000 ¢yTOB: TEeKyIIHE MPOCKTHI.

* B3neTrHas noJsioca: TEKyIIue ACUCTBUS.

JlaBanTe IBUTaThCA CHU3Y BBEPX:

B3nernas mosoca: Tekyuiue aeiicTBUsl. JTO — CIHCOK BCEX CPOYHBIX
JCHCTBUM, KOTOPBIE BBl JOJKHBI MPEANPUHATH: BCEX 3BOHKOB, KOTOPHIE HYKHO
COBEPIIUTH, BCEX AIEKTPOHHBIX COOOIICHUH, HA KOTOPBIE HY’KHO OTBETUTD, BCEX
3aJlaHui, KOTOPBIE BbI JOJHKHBI BBITIOJIHUTD, U IJIAHOB, KOTOPBIE HY>KHO JOBECTU
710 BeIoMa Balllero HayalbHUKA, KEeHbI WU My>ka. Eciu Obl Bech Mup 3amep, U B
Ballle CO3HAHUE HE MOCTyNaJI0 Obl HUKAKUX HOBBIX MPOOJIEM U3HYTPU WU U3BHE,
TO Ha BBINOJIHEHHE 3a7a4, HAKOMUBIIUXCS K JaHHOMY MOMEHTY, BaM
noTpeOoBaNOCh ObI OT TPEXCOT J0 MATUCOT YaCOB.

10 000 d¢yroB: Tekymue MNPOEKTHI. 3HAYUTEIBHYI) YacTh BallUX
NAJbHEUIINX JEUCTBUM ONPENEIAOT OT TPUALATA 1O CTa MPOEKTOB, HAJ
OCYIIECTBICHHEM KOTOPBIX BBl ceHYac TPYAUTECh. OITO CPABHUTEIHHO
KPaTKOCPOYHBIE PE3YJbTAThl, KOTOPBHIX BBl XOTUTE JOCTUYb, TaKHE Kak
YCTaHOBKa KOMITBIOTEpA B JIOME, OpraHu3alvs KOH(EpEeHIHH IO Mpojaxkam,
nepees ] B HOBbIA 0UC WM BU3UT K CTOMATOJIOTY.

20 000 ¢yroB: chepa oTBeTcTBEeHHOCTH. BBl co3maere OOIBITUHCTBO
CBOMX TIPOEKTOB WM Oeperech 3a WX BBIIOJIHEHHE IO BIUSHUEM
oOs3anHocTel. OO0A3aHHOCTH OCHOBHOM MAacChl JIOAeH OOBEIUHSIOTCS B
KAaTeTOpUU: MX MOXET OBITb OT JEeCATU N0 NATHAAIATH. JTO — OCHOBHBIC
cheppl, B KOTOPHIX BBl XOTUTE JIOCTHUYb pPE3YJbTATOB U YJIOBJICTBOPUTH
nocTaBJIeHHbIE TpeOoBaHus. Baia pabota moxkeT TpeOoBaTh XOTs ObI CKPBITOM
OTBETCTBEHHOCTH 3a TaKHE AacCHEeKThl, KaK CTPAaTeTMYecKoe IUIaHHUPOBAHUE,
aMUHUCTPATUBHAsT MOJJCp>KKa, HAa00p KaJApOB, UCCIECIOBAaHUA PBIHKA,
oOCTy>KMBaHHE KIMEHTOB WM YIPaBJICHUE aKTHUBAaMU. TOYHO TaKOe e YUCIIO
IIPUOPUTETHBIX HAIPABJICHUNA IIPUCYTCTBYET M B Ball€d YaCTHOM KU3HMU:
3JI0pPOBbE, CeMbsl, PUHAHCHI, OBIT, TyXOBHAS MUINA, OTABIX U T. A. [lepeuncienue
u 0030p 3THX c(ep OTBETCTBEHHOCTH IIO3BOJIIET MOJIYYHUTH 00Jiee TMOJHYIO
KapTUHY OLEHKH COCTOSIHUS BaIlIMX MMPOEKTOB.



30 000 ¢pyToB: e, NS JOCTHKEHHS KOTOPBIX TPedyeTcsi OT OJHOTO /10
ABYX JeT. To, 4ero Bbl XOTUTE JOCTUYDL B PA3NUYHBIX cdepax Balleh KU3HU U
paboThl Yepe3 JIBa rojia, COCTABISET €Ile OJUH PaKypcC, MOJ KOTOPHIM MOXKHO
paccmaTpuBaTh Bairy paboty. YacTto JocTHKeHue Iiefiei U BBIMIOJIHEHHE 3aa4
Bamiei paboThl TpeOyeT mepeHoca akIeHTOB B Balllel ESITEIHPHOCTH HAa HOBBIC
cdepbl OTBETCTBEHHOCTH. B yacTHOM MiaHe Ha ATOM YPOBHE, BEPOSITHO, TAKXKE
MPUCYTCTBYIOT MPOOJIEMBbI, KOTOPHIE BBl XOTUTE PEUIUTh (WM «YTPICTH») —
OHM YBENUYWIN Obl BaXHOCTH OJIHUX ACHEKTOB Balllel >KU3HU U YMEHBIIHIN
MPUOPUTETHOCTD IPYTUX €€ CTOPOH.

40 000 ¢yrToB: BpeMeHHOWl NPOMEXKYTOK OT Tpex 10 HATH JeT.
CocraBieHue TUIAHOB Ha TPU-TISATH JIET BIEPE] 3aCTABIISAECT BaC MBICIUThH OoJiee
IIMPOKUMH  KaTEeropusMHU, TAaKUMU KaK OpraHU3al[MOHHbIE  CTpaTeruu,
U3MCHEHHUS B OKpPYXKEHHH, Kapbepe U JKHM3HEHHBIX oOcrosiTenbcTBax. Ko
BHYTPEHHUM (DakTopaM OTHOCUTCA OoJiee JOITOCPOYHOE IUIaHHUPOBAHUE
Kapbepbl, CEMEHHOW KHU3HU, a TakKe (UHAHCOBBIX IIeJIed M CTpaTeruu.
BHeniHre acmexkThl MOTYT BKIIIOUAaTh U3MEHEHHUS, KAaCaloluecs Balie padoThl U
OpraHu3alliyd, TaKhe KaK HOBbIE TEXHOJOTUH, TJIOOAIU3aIus, PHIHOYHBIC
TEHJICHIIUU U KOHKYpeHIIHs. Pemennst Ha 3Toil «BBICOTE» MOTYT JIETKO U3MEHUTh
00K Baiei paboThl HA MHOTUX YPOBHSIX.

50 000 ¢yToB M BbIlIE: BCS KU3Hb. DTO — «oOmmas kapTuHay. Jisg dero
cylecTByeT Bamia kommnanusi? [[ns gero Bwl cymiectByeTe? M3HauanmbHas 1elb
J000r0  MpeAMeTa COCTABJISIET OCHOBY — OINPEACNICHUS €ro  HCTHHHOIO
npeaHa3HaueHus. OJTO YHUBEpPCalIbHOE olpejaelieHne pabotel. Bcee uenw,
BUJICHUS, 3a7a4M, MPOEKTHl U ACHUCTBUS HCXOASIT W3 OTOTO ONpPEHCTCHUS U
MOJKPEIUISIOT €TO0.

[lomoOHBIE aHANOTUU C aBUALUEW HECKOIBKO CYOBEKTUBHBI, U B peajbHOM
KU3HU TPEAMET COJEp)KaTeIbHBIX OeceJl O BallluX TIJaBHBIX 3aJadax M
MpPUOPUTETaX HE Bceraa OyAeT YKIAIbIBaThCs B PAMKU TOW WJIM UHOUM «BBICOTHDY.
Ho, TeM He MeHee, mogoOHbIE CpaBHEHHS MO3BOJISIIOT HAMOMHUTH BaM O
MHOTOYpPOBHEBOM MpPHUpPOJE Balle pabOThI, a Takke O MmpobiemMax W 3ajaayax,
KOTOPBIE OHA BIIEYET 3a COOOIA.

EctecTBeHHO, 4TOOBI OBITH OKOHYATEIHHO YBEPEHHBIM B MPABUIBLHOCTH
CBOETO BbIOOpa BpEMEHM W XapakTepa AAJbHEUINUX [EUCTBUI, BaM CJIEAyeT
B3BECUTh  MHOXECTBO  (hakTopoB.  «OrmpeaelneHre  MPUOPUTETOB» B
OOILIEIPUHITOM CMBICIIE, TO €CTh COCPEOTOUCHUE BHUMAHHUS Ha JOJITOCPOUHBIX
HEeJsIX U heanax, X0Th U SBJSETCS BAXKHOM 3a/1ayueii, He TO3BOJISIET BOILUIOTUTH B
U3Hb TMOJABJISIONIee OOJIBIIMHCTBO IMOBCEIHEBHBIX PEIICHUH U 3aMBICIIOB.
3aBoeBaHNE KOHTPOJIA HaJ BCEMH YPOBHSIMHU paboyero mpolecca mo3BOJIUT BaM
ropaszio 0osiee 0OCTOATENBHO MOIXOIUThH K BBITIOJIHEHUIO 337]a4 U UCIIBITHIBATD



MIPHU STOM MOPaTbHOE Y/IOBJICTBOPCHUE.

Bropas dactb 93TOH KHHUTHM COJICPKHT KOHKPETHBIC PEKOMEHIAINH,
KacaroIIrecss IPUMEHEHHUS TPEX OIMMCAHHBIX MOJICICH MPHU BBIOOpE MalbHEHIIIMX
JCHCTBUH, U paccKa3blBaeT O NMPUMEHEHUU HanOolyiee d(PPEKTUBHBIX METOJIOB
coopa, o0pabOTKH, MIAHUPOBAHUS, OPTaHU3AIMKA M YIOPSAOYEHUS 3a1ad s
JTOCTHIKEHUS yCIeXa.



I'naBa 3. TBopueckuil MOAX0 K peajin3anuu
MPOEKTOB: NATH 3TANOB IJIAHUPOBAHUS

Korna nemaems menkue aena, cieayeT AyMaTh O KPYMHBIX, YTOOBI BCE
MEJIKHE MTPOJBUTAIUCH B HY’>KHOM HAIIPABJICHUM.

OnsuH Toddnep

OCHOBHBIMH COCTaBJISIIOIIMMHU BHYTPEHHEW YBEPEHHOCTHM M KOHTPOJISI HaJ
cutyanuen apisgroTcs: (1) yetko chopMynupoBaHHBIE PE3yNIbTAThI (IPOCKTHI) U
NEePBOOYEPEIHBIC NEUCTBHS, HEOOXOIUMBIE ISl TOTO, YTOOBI MPOABUHYTHCS K UX
OCYIIECTBJIICHHIO, a Takxke (2) HamoMUHaHUS, OOBEAMHEHHBbICE B HAJCKHYIO
CUCTEMY, K KOTOpOM BBl peryispHo oOpamaerecb. S Ha3blBal0 3TO
KOHIICHTPAallUEX BHUMAHHUS B TOPU3OHTAIBHOM IUIOCKOCTH. XOTs, HA NEPBBIU
B3IJIAJ, MPOLECC MOXKET II0Ka3aTbCsl BECbMA IIPOCTBIM, €ro peanbHOE
MPUMEHEHHUE MO3BOJIAET JOCTUYD TITYOOKHX PE3yJIbTATOB.

YleluueHue ((6€pmuKaﬂbH0ﬁ)) Konuenmpauuu 6HUMARUA

[IpakTuyecku Bcerma TJaBHOE, B 4YeM BBl Oyaere HYXXIaTbCs, —
TOPU30OHTANbHAS KOHIIEHTpallMsl BHUMaHUsA. Brpodem, HMHOrIa BaM MOXKET
MOHAO0UTHCS OOJIbIIIE PBEHUS M COCPEAOTOUYEHHOCTH, YTOOBI TOIYYUTH
KOHTPOJb HAJ NPOEKTOM, MPHUHATH BEPHOE pEIICHHWE WIM 3allJIaHUPOBATH
nanpHemye maru. IMeHHO B TaKUX CUTYallUsIX B UTPY BCTYIMAET BEPTUKAIbHAS
KOHIIEHTpAIUsl BHUMaHUS. YMEHUE MPOAYKTHUBHO MBICIUTh B «BEPTUKAIBHOIN
IJIOCKOCTA M BHEAPATH pe3yJjbTaThl 3TOTO Ipollecca B HUHAMBUAYAIBHYIO
CUCTEMY — 3TO BTOPOU MOIIHBIM HHCTPYMEHT UHTEJUIEKTYaIbHOTO TPyAa.

3aoaua 6 mom, umoobOvl 6vIOPOCUMb NPOEKMbL U 0OCMOAMENbCMBEA U3
207108bl, HO NPU IMOM He OCMAasumv 6e3 HUMAHUsL HU OOHOU MbICIU, KOMOPAs]
MOdIcem 0Ka3amucsi NOJIE3HOU.

JlaHHBIA TUN MBIIUICHUS HE JOJDKEH ObITh (opMmanu3oBaHHBIM. bosbias
4acTh PacCyXACHUM HOCUT He(OpPMabHBIA XapakKTep: s Ha3bIBal0 €ro
«IJTAHUPOBAHUEM Ha OOpPaTHOW CTOPOHE KOHBEPTA» — BBI 3aIIUCHIBACTE UJICHU HA
000poTe KOHBEpTa, 00Cy»KJas ¢ Koyierod B Kade miaaH U rpaduk TOProBOU
npe3eHTanuu. Ha ocHOBe COOCTBEHHOTO OIBITA MOTY CKa3aTh, YTO 3TO — CaMBIii
MPOJYKTUBHBIN THUI IJIAHUPOBAHMS, KOTOPHIM BBl MOXETE 3aHUMATHCS, €CIIH
TOBOPUTH O COOTHOIICHUH PE3yJbTaTOB M 3aTpaT HPHEPTUU C Balleil CTOPOHBI.
Jla, Bpemsi OT BpeMEHU TMPUXOJIUTCSA paszpadbaTeiBaTh OoJee (HopMallbHYIO
CTPYKTYpY WIH IUIaH, YTOOBI YTOYHUTH 3Tallbl pabOThI, MOCIEI0BATEIHLHOCTD



NeNCTBUN WM NPUOPUTETHI. bosee neranbHble MIaHbl MOHAA00STCS BaM U JUIS
TOTO, YTOOBI COBNIAJaTh CO CIOXKHBIMH CUTYyaIlMsIMU: HapUMeEp, KOTJa HY>KHO
co3/aBaTh KOMaH/bl, OTBEYAIOLIUE 3a BHEAPEHUE OTEIBHBIX 3TAlOB MPOEKTA,
WM TOTOBHTH BapHUaHTHl OM3HEC-TUIAHOB, YTOOBI YOEIUTh WHBECTOpPA B CBOEH
KOMITETEeHTHOCTH. HO 0OBIYHO BBI B COCTOSIHMM BECbMa MPOJYKTUBHO pabOTaTh,
uMes MOJI PYKOU TOBKO KOHBEPT U KapaHarll.

[ToTpeOHOCTH B (hopMaIM30BaHHBIX MOJIESIX HE SIBISIETCS CaMOW Cepbe3HOM
npoOiemMoii B JenoBoi cepe; OOBIUHO y TEX, KOMY HYXKHBI MOJEIH, OHH YyKe
€CTh WU, B KpallHEM cydae, OHM MOTYT UX OCBOUTH B MPOIECCE MOTYyUYEHUs
oOpazoBaHuss WK MpodecCHOHATFHON TOATOTOBKA. BwmecTo »3Toro 4
OOHapy>KuJj, 4YTO CaMblid CEPbE3HBIM MpPoOEenT — 3TO OTCYTCTBUE MOJEIH,
OpPUEHTUPOBAHHOW Ha MPOEKT, KOTOpasi Obl MOJXOUIA «BCEM OCTalIbHBIM». Ham
HY>KHBI METO/IbI, TIO3BOJISIFOIINE 0OOCHOBATH M MOAKPEIUTH HAIU PACCYKACHUS
HE3aBUCUMO OT TOro, HAacKoJbKo HedopmasieH wux xapakrep. CeaHCHh
(opManpHOTO MJIAHUPOBAHUS M MOIIHBIE MHCTPYMEHTHI IJIAHUPOBAHUS (TaKue
KaK KOMITBIOTEPHBIE MPOrpaMMbl pean3aliu MPOEKTOB), HECOMHEHHO, MOTYT
OKa3aTbCs TMOJE3HBIMU, HO CIMIIKOM YacTO YYaCTHUKAM JEJOBOM BCTpeuu
HY’)KHO BCTpEYaThCs €lle pa3 — MPOBOAUTHh TaK HAa3bIBAEMYIO «IUIAHEPKY Ha
000pOoTE KOHBEpPTa», — UTOOBI JCHCTBUTEIBHO BBIMOJIHUTh M B3STh MO
KOHTPOJb Bech 00beM paboTel. K TomMy ke ydacTHukHM Oosiee (popManbHBIX U
CTPYKTYPUPOBAHHBIX BCTpPEY CKJIOHHBI YIYCKaTh W3 BHUJIY KaK MUHUMYM OJUH
KPUTUYECKUN BOMPOC: JIsL UETO OCYIIECTBISIETCS MPOEKT. JleoBble BCTpEeUYn HE
OCTaBIIAIOT BPEMEHH JJI1 MO3TOBOTO IITypMa, T. €. JJI1 pa3pabOTKU MacChl UJIEH,
O KOTOPBIX HHUKTO Ja)XXe HE 3aJyMBIBAJICS, IMO3BOJSIOMIUX CIENATh MPOEKT
WHTEpecCHee WM npuObUibHee. I HakoHel, Mano NOJ0OHBIX BCTped
OPOAYIHUPYIOT TaKOH yYpOBEHb PEIIUTEIBLHOCTH, KOTOPBIA HYKEH JUIsl YE€TKOTO
ONpEeACCHUs AANbHEUIINX JCHCTBUM M PACHPENECICHUS] OTBETCTBEHHOCTH 3a
pa3IUYHbIC ACIIEKTHI BHEAPEHUS MMPOCKTA.

[IpomyKTUBHBIN CcHOCOO aHaiM3a MPOEKTOB, CUTyallud U TEM, KOTOPBI
MO3BOJISIET TOJIYYUTh MAKCHUMAJIbHYIO OTJady MpU MHHHUMAJIbHBIX 3aTpaTax
BpEMEHU U CHJI, Bce-Taku cymiecTByer. [Ipuyem 3TO ecTecTBeHHBIH 00pa3
MBIIIJICHUS. U TUIAHUPOBAHUSA, XOTS Mbl U HE BCETrJla MPUIEPKUBAEMCS JAHHOTO
croco0a, Korja CO3HaTEIbHO MBITAEMCSl 3aBOEBATh KOHTPOJIb HAJ MPOEKTOM.
Kak moka3piBaeT MOW OMBIT, KOTJA JIFOJIA CTPOST TUIAHBI MPEUMYIIECTBEHHO B
€CTECTBEHHOU 1 HeopMaIbHOM 0OCTAaHOBKE, OHU U30ABIISIIOTCSL OT BHYTPEHHETO
HAMPSHKEHUS U IOCTUTAIOT JIyYIUX Pe3yIbTaTOB.

Mooenv ecmecmeenHH020 RAAHUPOBAHUSA

Camvlii onvimublii NJIAHUPOBUUK 6 MUpPE — IN10 6AUL MO32.



Bbl y’ke 3HaKOMBI C CaMbIM JIYYIIHM U MPOAYKTUBHBIM IUIAHUPOBIIMKOM B
MHpE: 3TO — Baml MO3r. Bbl camMu B JEHCTBUTEIBHOCTH SIBIISIETECH
IUIAHUPYIOLIEN MallMHOW. BbI muranupyere CBOM AEHCTBUsSA, KOTJa OAECBACTECH,
o0OenaeTe, UJETE B Mara3uH WM MPOCTO pa3roBapuBaere. XOTs MPOLECC MOXKET
MOKa3aTbCS HECKOJIBKO CIOHTaHHBIM, MPEXKJIE YEM Ball MO3T J1aCT CUTHAN K
($u3MUECKOMY COBEPIIEHUIO JEUCTBUS, OH JOJDKEH BBINOJIHUTH JOCTATOYHO
CJIOKHYIO MOCJEA0BATENBHOCTD IaroB. Baie co3HaHue MPOXOAUT OATh CTaAUi
[IPU BBIMOJTHEHUH MPAKTHYECKH JIF000TO 3aJaHus:

1. Onpenenenue ueay v NPUHLUIOB.

2. ®opMupoOBaHUE KaPTUHBI KOHEYHOTO PE3yJIbTaTa.

3. Mo3roBoi mrypmM.

4. Opranuzanus.

5. Onpenenenue caeayonmx I1eUCTBUN.

IIpocroii npumep: JIAHMPOBAHUE YKUHA B peCTOpPaHe

UTo mocayXuiao MOBOJIOM Balller0 MOCJIEAHEr0 yXKMHA B pecTopaHe? ITo
MOT OBITH JIF000I HAOOP CTUMYJIOB — JKEJIaHWE YTOJUTh TOJI0J, MO00IAaThCs ¢
IpY3bsIMH, OTIPA3IHOBATH TOPKECTBEHHOE COOBITHE, TMOJMUCATh JIEJI0BOE
CoTJIallieHWe WM 3aBs3aTh poMad. Kak Tombko mr000H M3 ITHUX IOBOJOB
MPEBPATUIICS B peajbHOE MO0YXKIeHHEe, KOTOPOE BBl XOTEIN Pa3BUTh, Bbl HAYAIIU
CTpOUTH IJIaHbl. Bamie HamepeHwe NpeBpaTUIIOCh B L€JIb W aBTOMAaTUYECKU
3alyCTUJIO  TPOLECC BHYTPEHHEro IUTAHMPOBAHUA. Bamu  NPUHIUIEI
OTpPEJICIUIN TPAHUIBl Balllero IulaHa. Bbl, BEepOsSTHO, HE 3aJAyMBIBAJIUCh HAJ
OPUHIIMIIAMEU y>KHHA B PECTOpPaHe, HO BbI IJIAHUPOBAIHU BBIXOJl B paMKax 3THX
MPUHITUIIOB: y Bac €CTh TPeOOBAaHUS K MUIIE U 00CTYKUBAHUIO, 1IEHE, YI0OCTBY,
1 KOM(OPTY — U BCE OHU MOTJIM ChITPaTh CBOIO poJib. B Mr0060M citydae, 1ep u
MPUHITUIIBI CTATH IBIKYIIEH CUIION U ONpeeNuiIi TPaHuIlbl BalllUX IJIAHOB.

Kak Tonbko BBl pemwiv BBIIOJHUTH TOCTABICHHYIO 3ajady, Kakue
KOHCTPYKTHBHBIC UJCH TMOCETHJIA Bac, Mpexnae Bcero? BeposTHO, HE «IIyHKT
miana I[.A.3by». Bameit mepBoil MBICIBIO, BEpOSITHO, OBUIO YTO-TO BpPOJIC
«TOECTh Yero-HUOYIb U3 UTANBSHCKON KyXHU Yy J[>KOBaHHW» WU «IIOCUAETH Ha
Teppace B IpUIOPOXKHOM Kadey». Bbl, BeposTHO, Takke MNpencTaBuin cede
KaKylo-HUOYJb ~ paay’KHYI0O  KAapTUHY  COOCTBEHHBIX  OIIYIICHUH WM
MPEACTOSIIEr0 BeYepa B LIEJIOM — BO3MOXKHO, JIIOJICH, KOTOpbIE MPUIYT Ha
yKHH, ero armocepy w/mnum ucxoa. ITo ObUI0 (HOPMHUPOBAHHUE KaAPTHUHBI
KOHEYHOTO pe3yibTaTa. B To BpeMs Kak Ballia 1eiib OTBe4asia Ha BOIIPOC MOYEMY
BBl HJETE Y>KWHATh, CHOPMUPOBAHHAS BaMU KapTHHA SBISIACH OTBETOM Ha
BOIPOC UYTO: OTpaxkana GU3NUecKyr0 00CTaHOBKY, 3BYKH U OLIYIICHHUS, KOTOPbIC
HAWJTYYIIUM 00pa3oM COOTBETCTBOBAIH JTOCTHXKCHHIO IICIIH.



Kak TOnbKO BBl ONpEAENWIA CBOE BUACHUE PE3YyJbTaTa, KaKue IMPOLECCHI
HayaJluch B BameM co3HaHuu? O yeM Bbl Hauau ayMath? «Korma Hy>KHO uaTH
B pectopan?», «OH ceromHs pabotaetr?», «MHOTO 1 OyneT MOCETUTEICH?»,
«Kakas ceromns noroga?», «Mmeer nu cmbica nepeoaeBarbesi?», «EcTh I B
Oake Oen3uH?», «YTo 3akazaTh Ha YXUH?» OTO — MO3TOBOM IITYpM.
[lepeuncneHHble BONPOCHI SIBJISIIOTCS YacCTbK0 €CTECTBEHHOTO TBOPYECKOIO
Mpol1ecca, KOTOPBI HAYMHAETCSI, KaK TOJBKO BbI 33Ja€TECh ONPECICHHOM, eIl
HE JIOCTUTHYTOH, ULenpl0. Bam Mo3r 3ameTwn pa3pelB MEXAY BallUMH
OKUJAHUSMU W TEKYIIMM TOJOKEHUEM Belled, M Hayajdl YCTpPaHSATh JTOT
«KOTHUTUBHBIN JMCCOHAHCY», MBITAsICh 3aloNHUTH Mpobensl. Hawamacey (aza
MpOLIECCa €CTECTBEHHOI'O IUIAHUPOBAHUS, KOTOPYIO XapaKTEPHU3YET BOIPOC
«kak». Ho Bamie co3HaHHWe Hayano pa3MBIIUISITh HECKOJbKO XaOTUYHO U
CIIOHTAHHO, (OPMUPYST MHOKECTBO PAa3HBIX ACMEKTOB BHIXOJAa Ha Y>KWUH. Bawm,
BEpOSITHEE BCET0, HE MOHAIOOMIOCH (PU3UYECKH 3aMKMCHIBATh WX BCE Ha JIMCTE

Gymaru, Ho BBl BOCIIPOM3BENH 3TOT Hporiecc B yme. 2

Kak TonpKO BBI CTEHEPUPOBAIM CHHCOK WJEH W 00JQyMalid BCE JCTAJIH, BaM
HHUYETO HE OCTAETCs, KPOME KaK MPUCTYIIHUTh K UX opranu3anuu. [IepBeiM aenom
Bbl MOIVIM MOJAyMaTh WM CKa3aTh: «(CHayajga HYXHO Y3HaTh, OTKPBIT JIU
pectopan» win «JlaBail mO3BOHUM AHJIEPCOHAM W Y3HAaeM, HE XOTAT JIM OHU
nmoitu ¢ Hamwmy. Ilociae Toro ObUIM CreHEPUPOBAHBI WJIEH, OTHOCSIIHECS K
JIOCTIKEHUI0 TpeOyeMoro pesyjibTaTa, Ballleé CO3HAaHUE aBTOMATUYECKU
HAauYMHAET COPTUPOBATh HMX B 3aBUCHUMOCTH OT KOMIIOHEHTOB (TIOAIENEH),
MIPUOPUTETHOCTH W/WIIM TIOCIEAOBATEIBHOCTH NEUCTBUN. KOMIIOHEHTHI MOTYT
dbopmynupoBaThes Tak: «Ham HY)XHO ompeaennTh TpeOyeMble pecypChl, COCTaB
YYaCTHUKOB U MECTO ITPOBEACHUS». [ [pHOPUTETHI MOTYT BBITJISIAETH CHEAYIOIIUM
obpaszom: «BakHO OnpeAeINTh, COTTIACUTCS JIM HAIll KJIIMSHT Ha JCIIOBOU Y)KUHY.
[TocnenoBaTenbHOCTh JAEHCTBUN TakoBa: «CHavana HY>KHO TPOBEPUTH, OTKPHIT
JU pecTopaH, 3aTeM — IO3BOHUTh AHJEPCOHAM, a IOCJe€ 3TOr0 — HayaTh
cOOMpPAaTHCS.

Haxownerr (eciu Bbl JEUCTBUTEIIBHO PEIIWINA OCYIIECTBUThH 3ayMaHHOE — B
JAHHOM CJIy4ae IMOWTH Ha YXKHUH), BBl COCPEIOTAYMBAETECH HA CIEAYIOIIEM IIare,
KOTOPBIM ~ HEOOXOAWMMO  TPEANPUHATH, YTOOBI  peaqn30BaTh  MEPBYIO
COCTABJAIOIIYIO NMpOoeKTa. «II03BOHUTH B peCTOpaH, y3HaTh, OTKPBIT JU OH, U
3aKa3aTh CTOJIMK.

Bel  ecrecTBeHHBIM 00pa3oM MPOXOIUTE OINWCAHHBIC IISITh CTaTUui
MJIAHUPOBAHUS MPOEKTa, pellas BCE CBOU IMOBCEIHEBHBIE MpoOieMbl. MIMeHHO
TaK BbI U BBINOJHSETE 3aJlaud — y>XKUH B pECTOpaHE, CBOOOIHBIN BeUep, 3aMyCK
HOBOTO NPOAYKTa WM CO3JaHHE HOBOM KOMIAHUM. Y BaC BO3HHUKAET
CTPEMJIEHHE JOCTHYb KAKOTO-TO PE3YyJIbTATa; Bbl MPEACTABIACTE KAPTUHY ITOTO



pe3ynbpTarta; TEHEpUPYETE WJIEH, HAIMpPABICHHBIE HA €ro JOCTHUKCHUE;
copTUpyeTe WHACH B CTPYKTypy; U, HAKOHEI, ompeaeiseTe Q(U3NIECKOE
JEUCTBUE, C KOTOPOTO HYKHO HAYMHATh BBITIOJHECHUE MOCTABICHHOMN 3agaun. U
BCE€ 3TO BBI OCYIIIECTBISICTE aBTOMAaTUUECKH, 0CO00 HE 3aTyMbIBAsCh HaJ CBOUMU
JIICUCTBUSIMM.

Ecmecmeennoe nnanuposanue ne 06a3ameibHo npeocmaesniem
Cco00Il HOPpMATLHYIO MOOETb

Ho Ttakoil nu mpouecc NpouCXOAHT, KOI/Aa MECTHBIH KOMHUTET IUIAHUPYET
CO3JaHME LEPKOBHOro nputoTa? Takoro M moaxoja NpHUACPKUBAECTCS Tpynna
1o pa3paboTke HH(OOPMAIIMOHHBIX TEXHOJIOTHI MPU YCTAHOBKE HOBOM CUCTEMBI?
Takum 51 0Opa3oM BBl OpraHM3yeTe CBaJb0y WJIH OOJyMBIBAETE BO3MOKHOE
CIIUSIHUE KOMIaHUM?

Bbl yTOUHWIIM OCHOBHYIO LIEJb MpoeKkTa? Bbl 03HAKOMUIIM C HEH BCEX, KOTO
cienyer? Bbl oOcynunu TpeOOBaHHS U NPUHIMIBI, KOTOPBIX CIEAYET
MPUAEPKUBATHCS, YTOOBI YCIIEUTHO BBIMOJHUTH MMOCTABICHHYIO 3a/1auy?

Bvt  cghopmuposanu kapmumny 201080KpYHCUMENLHO20 YCHEXa 6 C80eM
cosHanuu?

Bbl yacHunu nnsi ce0s KapTUHY YCHEIIHOTO JOCTHKEHUS eI M HOBBIX
PE3yNbTATOB, KOTOPHIE OYAYT MOJYYCHBI B CIy4Yae BHITIOTHEHUS 3a/1a4u?

Brl 3adukcupoBany Bce BO3MOKHBIE UIEH — BCE, Ha YTO CIEAyeT 0OpaTUTh
BHHMaHUE, BCE aCTIEKThI, CIOCOOHBIC TTOBIUATh HA PE3yIbTaT?

Bbl onpenennny KpUTUYECKUE COCTABIAIONIME CBOECM MUCCHH, OCHOBHBIE
BEXHU U IIaru?

Brl onpegenuiiv Bce aclieKThl BBIMOJIHEHHS IPOEKTA, K KOTOPBIM MOXKHO YK€
MPUCTYIUTD, MIEPBOOUEPEIHBIC JACUCTBUS B paMKax KaXKJIOTro acmekTta u cdepy
OTBETCTBEHHOCTH KA OO UCITOJIHUTEIS?

OTBeT Ha OCHOBHYIO MacCy MOCTaBJICHHBIX BOIIPOCOB OOJBIIMHCTBA JIIOJIEH,
C KOTOpPBIMH s OOIIAiCS Kak TPEHEep WJIM KOHCYJIbTAHT, OYyJET CIEIYIOUIUM:
«0otoch, uTo HeT». Ckopee BCero, ectb XOTs Obl HECKOJbKO KOMIIOHEHTOB
MOJIENIN €CTECTBEHHOTO MIAHUPOBAHUS, KOTOPBIE HE OBLITN 3a/IeHCTBOBAHBI.

Ha HexkoToppix ceMHHapax s 3acCTaBsl0 YYaCTHUKOB  (DU3HUECKH
IJIAHUPOBATh TEKYIIUM CTPATETMYECKUM NPOEKT HA OCHOBE JaHHOU MOJEIH.
Bcero 3a HECKOJIBKO MHHYT OHM NPOXOAST BCE MATh 3TAlOB M OOBIYHO C
YAUBJIECHUEM 3aMEUal0T, YTO 3HAYUTEIBHO MNPOJBHHYJIUCH MO CPAaBHEHUIO CO
BCEMHU MPEAbIAYIIMMHU HONbITKaMU. OJUH KIMEHT MOJOLIEN KO MHE IIOCHE
CEMUHapa U cKazall: «Sl He 3Haio, OJaroJapuTh Bac WU 3MUTHCS. S TONBKO YTO
3aBepIni OM3HEC-TIIaH, Ha KOTOPBIA COOMpAsCs MOTPATUTh MECAILIbI, U TENEPh Y
MEHSI HET IPUYHH OTKJIA/IBIBATh €T0 PEATU3ALUI0 ! .



Ecnu xotute, MoxeTe camu onpoOOBaTh OMUCAHHYIO METONUKY. Boibepure
OTJACJBHBIMA IPOEKT, KOTOPBIM TOJBKO HEJABHO BO3HMK, 3alle] B TYIHUK WU
MpoCTO TpeOyeT KaKUX-TO YyCOBEPIICHCTBOBaHMM. [lomymaiiTe, Kak IOJDKEH
BBITJISJICTh YCHEIIHBIA HCXOJ TMPOEKTa, KAKOBBI Tpedyemble (u3nyeckue u
¢uHaHCOBBIE pe3ynbTaThl. OmnpenenuTe BO3MOXHBIE NalbHEHIINe AeUCTBUS
MyTeEM MO3roBoro mrypMa. CHUCTEeMAaTH3UPYHTE CrE€HEPUPOBAHHBIE UICH.
Onpenenute nanpHedmme aevicteus. Hy, kak? Temepp Bam 0ojee MOHATHBI
BAIlIX LIEJIN U ITyTU UX TOCTUKECHHUS?

Mooenv neecmecmeenHH020 NAAGHUPOBAHUSA

YToOBhl MOJYEPKHYTHh BAXKHOCTh MPUMEHEHUS MOJEIH ECTECTBEHHOTO
IUIAHUPOBAHUS Uil PELICHUS CaMbIX CJOKHBIX 3a/1a4, BO3HUKAIOIIMX IEpeN
HaMHU, JIaBaiiTe CpaBHUM €€ ¢ 0oJiee KHOPMAJIbHON» MOJIEINbIO, UCIIOIb3yEeMOU B
OOJIBIIMHCTBE CUTYallUd — MOJIEIbI0, KOTOPYIO S Ha3bIBal0 HEECTECTBEHHBIM
IJIAHUPOBAHUEM.

Kozoa xopowas uoesa na camom oene nnoxas

Bel kornma-HuOyap CHABIMIANHA, KakK PYKOBOAWUTENIb M3 CAMBIX JIyYIIIAX
MoOYKJIEHU HauYMHAET COBEIaHue ¢ Bompoca: «MTak, y KOro ectb XOpoIiue
UJIeH 10 ATOMY TOBOJY ?»

B wem cocrout moceuika? [{o Toro, xak OyIyT YCTaHOBJICHBI KPUTEPUH,
MO3BOJIAIOIINE YETKO ONPENENIUTh, HACKOJIBKO XOpolla HUJes, CIEAYET YSICHUTH
1[eJb, COCTABUTh KAapTHHY OKHAAeMOI0 pe3yibTaTa, a Takke coOpaTh (myTeM
MO3TOBOTO IITYpMa) M TMpOaHAIM3UPOBATh (OpraHW30BaTh) BCE HEOOXOIUMBIC
JIaHHbIe. «XopoIias uaesi?» — 3TOT BONPOC YMECTEH TOJbKO TOTJA, KOT/a BBbI
y>Ke TpoLEeHTOB Ha 80 MPOJBUHYJIUCH B CBOUX pacCyxAcHUsIX. Ecnu HauaTh ¢
ATOr0 BONPOCA, TO B MPOLECCE TBOPUYECKOIO MOUCKA Y BCEX MPOCTO «IOJIETAT
MPEAOXPAHUTEITN.

Ecnu vl sicoeme, umo 6ac nocemum xopouias uoesi 00 moeo, KaK 6am 4mo-
aUbO NPUWIO 8 207108y, MO Y 8AcC 8000We OyOem He 0CODEHHO MHO20 UOelL.

CnoXHO TBITaThCA MPOAHATM3UPOBATH CUTYAIMIO C MO3UIMI, KOTOpbIE HE
COOTBETCTBYIOT €CTECTBEHHOMY XOJYy MBICIHMTEIbHBIX MPOUECCOoB. Jlroau
MMOCTOSTHHO TaK M IMOCTYMNAlOT, HO TaKWE TMOIBITKH MPAKTUUECKU BCET/Ia BHOCST
cymOyp B UX MBICIIM W YCUJIMBAIOT BHYTpPEHHEE HampsbkeHue. B mporiecce
TPYIIIIOBOTO OOCYXICHUS TaKOUW IMOIXOJ BBITOJCH XapU3MaTUUECKUM JIUEpaM,
MOJIUTUKAaM W J100OucTaM (WMHBIMH CJIOBAMH, WHHIIMATHBY B JHCKYCCHUU
3aXBaThIBAIOT T€, KTO TOBOPUT OoJjbine Bcex). M eciam Bbl OJUH MBITaeTECh
MPOTOJKHYTh CBOK «XOPOLIYIO HACKO» [0 TOTO, Kak ONPENEJCHbl LEHu,
chopMupoBaHa KapTHHA pe3yibTaTa M COOpaHa Macca IUIOXHMX, Ha TICPBBIM



B3rJI4n4, HI[GfI, TO Bbl pPUCKYCTC IIOAXBATUTDH «TBOp"IGCKI/Iﬁ 3a110p».
ﬂaeaﬁme GUHUMD 60 6cem muccuc Bunvamc

Ecnu Bbl mogoOHBI OOJBUIMHCTBY MpEACTaBUTENCH HAIIeW KyJIbTYpPHOM
Cpeapl, CIWHCTBEHHBIH ONBIT (OPMATBLHOTO OOYyYCHHUS IUTAHUPOBAHUIO U
TBOPUYECKOM OpraHu3alliy Bbl MOJYYWJIM B YETBEPTOM WM MSTOM Kiacce. U
Jake eciu Balle oOpa3oBaHHE B JIaHHOW cdepe He OTrpaHUYMBACTCS ITHUM
OTIBITOM, BEPOSITHO, OH OBUI MHTCHCHUBEH HCKIIOYUTEIBHO C SMOIMOHAIBLHON
TOYKH 3pEHUS (ITOCKOJIbKY 3alIOMHUJICS JIyUIII€ BCETO).

Muccuc BunbsimMc, MOsI yIUTEIbHHUIIA B YETBEPTOM KJlacce, JODKHA ObLia
HAay4YUTh HAC YIOPSAOYMBATH CBOM MBICITH (3TO OBLIO B y4eOHOM IaHe). Mbl
VYIWIACHh THCaTh A0Kiaabpl. Ho 4TOOBI caenath MOCienoBaTeIbHBINA, XOPOITHN
JOKJIa/, YTO HY>KHO ObLTIO Hamucath cHavana? [IpaBuibHO, miaH!

Ilucams naawnvt 66110 NPocmo, eciu OOKIAO ObLIL Yiice 20MO8.

JI;1st Havaia Mo3BOJIBTE CHPOCUTH: BbI KOT/Ia-HUOYL COCTABISIN TutaH? Bbl
KOTJa-HUOYIb CMOTPENIM MYYHTEIIBHO JOJTO Ha pUMCKYI0 mudpy I B BepxHeM
yIIIy CTpPaHUIIBI, Aymasi, 9YTO 3a0JaroBpeMeHHas OpraHu3alus U MJIaHUPOBAHUE
NEATEeIbHOCTU — 3aHSITHUE COBCEM HE JIJI TaKUX JItO/IeH, KaKk Bbl? BeposTHo, na.

B KoHIle KOHIIOB, s HaAy4ywWJICs NHUCATh IUIaHBL. Sl MPOCTO CHayaja mnucanl
JOKJIaJl, a 3aTeM, MOCT(AKTYM, HAa €r0 OCHOBE COCTABJISUT ILJIaH.

Bot uto maer GONBIIMHCTBY JIOJIel Hamia cuctema oOpa3oBaHUsA B cdepe
jaHupoBaHus. WM s Mo-MpeXHEMY CTAIKUBAIOCh C IJIAHAMHU, HANMCAHHBIMU
MoCJie JOKJIAN0B, TOJBKO JJII TOTO, YTOOBI YyJOBIETBOPHUTH HAdalbCTBO. B
JIeJIOBOM cpepe MX eIlle 4acTo Ha3bIBAIOT ESIMU WU 3adadamMu. Ho oHM Bce
PaBHO HMEKT BEChbMa OTJAJICHHOE OTHOIIEHHE K TOMY, YEM JIIOIU
JNEUCTBUTEIIBHO 3aHUMAIOTCS, WM K TOMY, 4YE€ro OT HHUX OXHUJAKT. ITU
JOKYMEHTBI MPOCTO 3aHUMAIOT MECTO HA MOJKAaX U B AJECKTPOHHBIX MOYTOBBIX
AIUKAaX, HE UMes NPAKTUYECKM HHUKAKOrO OTHOIICHUS K peallbHOU
NEATEIbHOCTH.

Mooenv peakmuenozo ni1aHuUpPoOBaAHUA

bonbmHCTBO  MIOAEH  CO3HATENBHO  CUHATAKOT  IUIAHUPOBAHUEM»
HEECTECTBEHHYKO) MOJIEJb, U, MOCKOJBbKY OHA 3a4aCTyK) HE UMEET OTHOIICHUS K
peanpHONl paboTe W SABIACTCS HAAyMaHHOM, JIOAU TPOCTO OTKA3BIBAOTCS
ctpouth maHbl. [lo KpaiiHelW Mmepe, TUIaHbl, Kacarolluecs IEePBOOYEPETHBIX
3a7a4: TPUXOIAUTCS OTKJIAJbIBaTh IUJITAHUPOBAHUE BCTPEY, NPE3CHTAUN U
CTPATETMYECKUX ONEPALUU 10 IMOCIECTHETO MOMEHTA.

Ho 4dro mpoucxoauTt, eciii HE TUIAaHUPOBATH CBOM JIeWCTBUs 3apaHee? Bo
MHOTHX ClIy4dasx HacTymaer Kpusuc. «Twl He B3sin OmneTrwhi? Ilo-moemy, ThI



cobuparcs 3To cuenath!» M xorma HacTymaer 3TOT camblil MOCIEIHUNA MOMEHT,
HaynuHaeT padoTaTh MOJIEIb PEAKTUBHOTO IJIAHUPOBAHMUSI.

Korma okaxerech B siMe, IPEKPAILIANTE KOIATh.
Bunn Pomkepc

N Ha 4dem e MBI COCPEJOTOUYMBAEM BHHUMAaHWE B MEPBYIO Ouepellb, KOTIa
naxHet sxkapeHeiM? Ha peiictBusix! Pabortats ycepauee! Ilpommuth pabouunii
nenb! [logkmounts kK pabore Oosbmie mrofacii! IloBeicuTh 3anarocts! M Ha
MOMCKH BBIXOJA U3 CIIOXKHUBIICHCS CHUTyallud OpocaeTcs ToJma JIHOJCH,
pa3AaBICHHBIX CTPECCOM.

3aTeM, KOrja CTAHOBUTCS SICHO, YTO TOJIA Y>KACHO 3aHSTHIX JIOJIEH,
KOTOpBIE HOCSTCA TyJda-Cloa W CTaJIKWBAIOTCA J10aMH, HE MOXET HaWTH
pereHrne mpooOJIeMbl, Y KOTO-TO HACTymaeT o3apeHue, W OH ToBopuT: «Ham
HYXHO opraHuzoBatbcs!» (Bwl cmemute 3a moeit mbicibio?) Jlrogu oOBomsaT B
paMKy OTHEJbHBIC AacCHEKThl MPOOJIEMbI W Ha3bIBAIOT WX Kak-HUOyAb. Wmum
PHUCYIOT HOBBIC PAMKU U IEPEUMEHOBBIBAIOT UX.

Mano npocTo caenaTh YTO-TO, HYKHO YJEp:KaTbh pe3yJbTaThl CBOCH
JeSITENbHOCTH.

Pamens Matiep

B Kkako#-TO MOMEHT OHH ITOHUMAIOT, YTO MPOCTOE NEPEPUCOBBIBAHNE PAMOK
HE OYEHB-TO TMOMOTaeT peuieHuI0 mnpodsembl. Temepp KTO-TO (KTO TOpasio
YMHEE) BBICKA3bIBACT NPEANOJI0KEHUE, YTO HYXEH TBOPUECKUU MOAXOA.
«/laBaiite yctpoum mo3zroBou mrtypm!» CoOpaB Bcex B KaOMHETE, HaYaIbHHUK
crpammBaer «Mrak, y KOro €crb KOHCTPYKTHUBHBIE MPEIIIOKEHUS I10 ITOMY
noBoay?» (cnacu6o, Muccuc Buibsmc).

Korma ocobbix mpeniokeHuid He MOCTyMaeT, HaYalbHUK HaYWHAET AyMaTh,
YTO €ro IOAYMHEHHBIE HCYEpIIAd CBOM 3alac BHYTPEHHEHM TBOPUYECKOU
sHepruu. llpuxomutr BpeMs HaHMMaTb KOHCYJIbTAaHTA. ECTECTBEHHO, e€ciu
KOHCYJIbTAaHT HE 3psl €CT CBOM XJieh, TO B OIpEACNICHHbIII MOMEHT OH 3aJacT
KJIFOUEeBOM Bompoc: «Tak 4To e Bbl XOTUTE CHAeNaTh, B KOHIE KOHIOB?» (Ero
MHTEPECYIOT BUACHUE PE3ysIbTaTa U OCTABJICHHAS LIEJIb).

PeakTuBHBIA CTWIb IUIAHUPOBAHUS — 3TO «HU3HAHKA» €CTECTBEHHOMU
mozenu. OH Bcerga OyAeT OTpakaTh MOAXOJ «CBEPXY BHU3». Bompoc HE B TOM,
OyneT 1M 3aJeCTBOBAHO €CTECTBEHHOE IUIAHMPOBAHHE, BOMPOC — KOI/IA U
KAKOH LIEHOM.

Texnuka ecmecmeennozo NJIAHUPOGARUA:> NAMb OCHOBHbILX IMAnoe

To, uTo s ceiWiyac ckaxy, W TaK TOHATHO: Oojee aJeKBaTHBIE METOJIbI



BHYTPEHHETO BOCIIPUSATHS NPOECKTOB U CHUTYAllMH MO3BOJIAIOT CIPABIATHCS C
aenaMu ObIcTpee, Mydlle U ycnemrHee. TakuMm 00pa3oM, eclid Halle CO3HAaHUE B
JT000M cllydae MPUACP>KUBACTCI €CTECTBEHHON CXEMbI IIJITAHUPOBAHMUS, YEMY MBI
MOXXEM Yy Hero HayuuTbcs? Kak Mbl MOKEM HCIOJIb30BaTh 3Ty MOJAENb, YTOOBI
HAIll UHTEJJICKTyaJIbHbIE YCUITUS TPUHOCUITN OOJIBIINE U TYUYIIUE Pe3yIbTaThI?

JlaBanTe paccMOTpUM  KaXAyH W3 IIITH CTaJIud  E€CTECTBEHHOI'O
IJJAHUPOBAHUS U BBISICHUM, KaK MBI MO>KEM HOBJIMATH HAa BCE ACHEKTHI ITpoIIECcCa.

Hean

Hukorma He Bpeano crpocuth «3auem?» I[lpakTuuecku ir000M M3 BalIux
TEKYIIHUX MPOEKTOB MOYKHO YCKOPUTH U JaXK€ 3HAUYUTEIIbHO YCOBEPIIEHCTBOBAT,
€CIM BHUMATEJIbHEE OTHECTUCh K HEMY Ha 3TOM YpoBHE. C Kakoil 1ENbI0 BbI
UJIET€ Ha MPENCTOsIIYI0 BcTpeuy? B uem Bama 3amada? 3aueM Bbl coOpaiu y
cebst apys3eil Ha manuibiku? [ yero Bbl HaHMMaeTe AMPEKTOpa IO
MapKeTuHry? 3auem cocTtaBisieTe OromkeT?

danaTU3M MpeArnojaraeT yIBOCHUE YCHIWM, KOTr/Aa Bbl 3a0bUIM, HA 4YTO
OHU HaIIPaBJICHBI.

Jlxopmx CanrasiHa

Cornacurech: peyb MIAET O HEKOM BBICIIEM 3paBOM CMBICIE. 3HAHUE U
YeTKOE MOHMMAHUE LIETU JII0OOU JEeSATEIHHOCTU COCTABISIOT OCHOBY SICHOCTH,
TBOPYECKOI'O PA3BUTHS U YCIIEIIHOTO COTpyAaHMYecTBa. Ho 31paBbiil cMbICT HE
MIPUMEHSIETCSI TTOBCEMECTHO MPOCTO MOTOMY, YTO HaM CBOMCTBEHHO, CO3/1aBast
BEILIM, YBJEKATHCS PE3yJIbTATAMU CBOEr0 TPyJa W YMNYCKaTh U3 BHUAY CBOU
VCTUHHBIC U U3HAYAJIbHbIE HAMEPECHHUSI.

[IpoBenst ThICSYM YacoB B pPa3idUYHbIX o(dHcax, CO MHOXECTBOM
MCKYILICHHBIX pPAa0OTHUKOB, SI MOHSUI, YTO BOMPOC «3auyeM?» HEJb3sl OCTABIIATH
6e3 BHuManusa. Kornma mroam >KaiayroTcs, YTO Y HUX 3allJTAHUPOBAHO CIIMIIKOM
MHOI'0 BCTpEY, MHE MPUXOAUTCS CIPAIINBATh: «A KaKoBa LEIb ITUX BCTPEU?».
Kornga mens cnpammBaroT: «Koro cregyer mnpuriacuth Ha IUIAHEPKY?», s
orBeyaro: «A B ueM ee 1enb?» [loka He modaydeHbl OTBETHI HA MOM BOIPOCHI,
HEBO3MO>XHO BEPHO OTBETUTh Ha BOIPOCHI, 3a/IaHHbIC KIINCHTAMU.

Ba:xxnocTh Bonpoca «3a4em?»

Jloou nwbsm nobexcoams. Eciu 6bl He VACHUIU YemKO UYelb C8oell
OessmebHOCMU, MO Y 84C Hem HUKAKUX WAHCO8 HA nobed).

[IpuBenem JUIb HECKOJIBKO JOCTOMHCTB BOIIPOCA «3aUEM?»:

* OH ONIPEACIISIET Ball YCHEX;

* OH OMPENEIISIET KPUTCPUU TTPUHSITHUS PEUICHHUIA;

* OH I03BOJIIET PaCIPEEIUTh PECYPCHI;

* OH CO3/1a€T MOTHBAIHIO;



* OH PaCCTaBIIACT AKIICHTHI;

* OH pacUIUpsieT KPYT BapUaHTOB.

JlaBaliTe IO oYepeIn pAaCCMOTPUM KaxKJ10€ U3 3TUX ITPEUMYIIECTB.

Bompoc «3auem?» ompenenser ycnex. B Hamm gHM JIOAM  OJIEPKUMBI
nobenamu. Mel 1I0OUM UTpaTh B UTPHI U JIFOOUM MOOEXKIATH UITU XOTS ObI UMETh
miaic Ha noOexy. M eciau Bbl 4eTKO HE YSICHWIIM 1eJIeil CBOel NeaTeNbHOCTH, TO
HUKAKUX IIaHCOB Ha mobeay y Bac Het. Llenb onpenenser ycnex. OHa siBhsieTcs
OTIIPAaBHOM TOYKOW MpU JIOOBIX 3aTpaTrax CWJI M BPEMEHU: OT PpEIICHUs
0aIIOTUPOBATHCS HA BEIOOPHYIO TOJKHOCTH JI0 ONpeAesieHus (POPMBbI OACHKIbI.

Panmyiitece m00bIM  gocTmkeHUs M. He xauTe, TMOKa JOCTHTHETE
COBEPIIIEHCTBA.

OnH Mak-I'u Kynep

Bbl HUKOrJja HE MOYYBCTBYETE YAOBJIETBOPEHUS OT COOpaHMS KOJUIEKTHUBA,
ecnu He OyAeTe 3HaTh, B YEM COCTOsUIa €ro meinb. M ecnum Bbl XOTUTE cHaTh
CIIOKOMHO, TO JIy4Yllle BaM HAWTHU YJOBJIETBOPUTEIBHBIM OTBET Ha BOIIPOC,
MOYEMY BbI YBOJIWIHM BULIE-TIPE3UACHTA [0 MAPKETUHTY WJIM HAHSJIU OTYassHHOTO
MarucTpa J1eJI0BOro aIMUHUCTPUPOBAHHMS HA TIOCT (PMHAHCOBOTO AUPEKTOpa. B
HUKOTI/Ia TOYHO HE y3HaeTe, XOPOII JIU COCTABICHHBIM BaMHU OM3HEC-IIJIaH, MMOKa
HE OLIEHUTE €r0 MO0 KPUTEPHUIO YCIEIHOCTH, KOTOPBII ONpPENEAeTCS] OTBETOM Ha
Bompoc: «JlJist yero Ham Hy>KeH OM3Hec-TUIaH?y

Bomnpoc «3auem?» omnpenenser KpUTepUM NpUHATUSA pemeHuid. Kak Bbl
MIPUHUMAETE PEIICHHE HACYET TOr0, CTOUT JIM TPATUTh JACHBIM Ha I€4YaTh
MOJIHOI[BETHON OpOIIIOPHl UM MOXXHO OOOWUTHUCH NBYXI[BETHOU? OTKyAa BB
3HaeTe, CTOUT JIM MpuOeratb K yciayraM KpymnHou (upmbr Web-nuzaitna ans
pa3pabOTKH BaIIero HOBOTO caiiTa?

Yacmo eouncmeenuvili cnocob NpuHAMUA  CHOPHO20  pEeuleHusT —
6038paweHue K NOCMaseaeHHOU Yelu.

Bce Bo3Bpataercs k nenu. OnpaBiaHbl U TaKUE 3aTPaThl peCypcoB (U eciau
71a, TO KAKMX UMEHHO) B YCIIOBHSIX 33Ja4H, KOTOPYIO Bbl XOTUTE BBINOIHUTH? Bl
HUKOTJ]a 3TOT0 HE Y3HAETE, €CIIU YETKO HE YSICHUTE CBOIO LIEIb.

Bomnpoc «3auem?» mo3BoJiIeT pacnpeneantb pecypcebl. Kak pacnopsanutbes
¢donmaMu, BBIZICIICHHBIMU Ha KaJapoBoe obecreueHue, corinacHo O0romxety? Kak
HAWIy4YIIMM 00pa3oM HCIOJIb30BaTh HBIHEUIHUE JEHEKHBIC MOTOKU, YTOOBI B
CHEAYIOIIEM TOAYy MAaKCUMHU3UPOBATh YCTOMYMBOCTH PO3HUYHOW TOPrOBOU
komrnanuu? Ha dro criemyeTr moTpaTuTh OOJbllle JEHEr MpPU TMOJATOTOBKE
©KEMECSYHOro coOpaHusi accolualuu: Ha o00el WM Ha TOHOpapbl
TIOKJIAJIHUKOB?

B nmoboM ciiygae OTBET 3aBUCHUT OT TOrO, Kakyr 3aJady Mbl IbITaeMCS



pElINTh, T. €. HAM CJIEYET OTBETUTH Ha BOMPOC «3aueM?»

Bonpoc «3aueM?» cozmaer motuBanuio. COrjlacCUTECh: HET CMbBICJIA YTO-TO
JienaTh, €CJIM Y Bac HET HAa TO BECKOW MpUYMHBI. MEHS 4acTo MOpakaeT, Kak
MHOT'O JIFOJICH 3a0BIBAIOT, JUIS YE€TO OH 3aHWMAIOTCS CBOCH NIEATEIBHOCTHIO, U
KaKk OBICTPO TAaKOW MPOCTOH BOMpPOC, KaKk «3aueM BaM 3TO HYKHO?», MOXKET
BEPHYTh UX Ha MPABUIbHBIN My Th.

Bonpoc «3aueM?» 1mo3BOISIET pacCcTaBUTh akleHThl. Korma BaM u3BecTHa
WCTUHHAS TIeNbh JIIOOOW JeATeTbHOCTH, MHOTO€ CTAHOBHUTCS SICHO. Ecim BbI
MOTPATUTE JIBE MUHYTHI HA TO, YTOOBI OMKCATh TJIABHYIO MPUYUHY BBITIOTHEHUS
ONpEeAeICHHON 3aJ]auu, TO Balll B3IJIs]l Ha MPOOJeMy HEMPEMEHHO MPOSICHUTCS,
MoA00HO TeJecKomy, CPOKyCHpOBaHHOMY Ha o00BekTe. YacTo MPOEKTHl U
CUTYyallM, KOTOPbIE MPUBOJAIT JIFOJEH B 3aMENIATEIbCTBO M BBI3BIBAIOT Y HUX
HEJIOYMEHHE, PE3KO MPOSCHSIOTCA, KOTJla KTO-TO BJAPYT CIPAIIUBACT: «A 4Yero
MbI, COOCTBEHHO TOBOPSI, IBITAEMCS JJOCTUYB?»

Bonpoc «3aueM?» pacmiupser Kpyr BO3MOXHBIX BapuaHTOB. Kak 3To Hu
napajoKcaabHO, XOTS IeIb PE3K0 (POKYCHpPYET BHUMAHNE Ha HY)KHBIX aCTICKTax,
OHa OTKpBIBACT TYTH TBOPYECKOTO PACCMOTPECHHS Oojiee IIUPOKUX
BO3MOXHOCTE. TouHO cdopMynupoBaHHas Ienb Meponpusatus (0yIp TO
KOH(EpeHIMs, KOpIOpaTUBHAs BEUEpPHWHKA, YMpa3gHEHHWE PYKOBOJISIICH
JOJDKHOCTH WJIM CJIMSIHME KOMITAHUW) pacuIuMpsieT Ball KPyro3op, OTKpbIBas
HOBBIC€ BO3MOKHOCTHM JIOCTHKEHHUS JKejlaeMoro pesyibTata. Korma Ha mMowux
CeMHMHapax JIIOJsAM YJIaeTcsi YETKO OINucaTh I1elb MPOEKTa, OHU YacTo
CPaBHMBAIOT CBOM OUIYIIECHUS C JYHOBCHUEM CBEXEro BETPa, KOTOPBII
MIPOHOCHUTCS Y€Pe3 UX CO3ZHAHUE U MPOSICHACT UX B3TJISA HA ICATEIbHOCTD.

Ecnu 6vl ne 3naeme nagepusaxa, ue2o paou 3aHumaemecs HeKUM 0eloM, bl
HUK020a He cModiceme 8bINOIHUMb €20 8 NOJHOM 00beMe.

JloCcTaTOYHO 7 SICHA M KOHKpETHa Baia 1enab? Eciau Bbl JEHCTBUTEIBHO
WCTIBITHIBAETE MPEUMYIIIECTBA KOHIICHTPAIMA BHUMAHUS HA €I — ONIYIIAeTe
MOTHUBAIIHIO, SICHOCTh, IIPUJIMB TBOPUYECKON SHEPTHM, MPEICTABISACTE KPUTECPUU
MIPUHSTUSA PEUICHUN W KapTUHY paclpelesieHus pecypcoB — TO Balla Ieib,
BEpOSITHO, JIOCTaTOYHO KOHKpeTHa. OJaHAKO MHOTHE «(HOPMYJIMPOBKHU IICIICH
CIIMIIKOM TYMaHHBI JJIsl TOTrO, 4TOObl JaBaTh TakWe pe3ynabTaTbl. Hampumep,
«ydy4lieHue paboThl OTAeNa» — 3TO CIUIIKOM oOIas 1esib. B KOHIle KOHIIOB,
YTO Takoe «xopomui otaem»? Waer nu peub o rpylrme JroAeH, odaagaronmx
BBICOKOW MOTHBAIIMEW U MHULUATUBOW, MEXKY KOTOPHIMH HAJIAXKEHO 3J0POBOE
COTpyaHUYECTBO? A MOXeET OBITh, UMEETCSI B BHJY OTHEJ, paboTa KOTOPOTO
yVKJIaJabIBaeTCs B paMKku Oropkera? VHBIMH ClIOBaMH, €CIM BbI TOJKOM HE
3HAeTe, KOT/Ja MOXXHO CUMTATh II€h BBITTOJTHEHHON WM KOTJa BBl COMJIHCH C
MyTH, Y Bac He OyJeT YeTKOW WMHCTPYKIIMU K JACHCTBHIO. Y Bac JIOJDKEH OBITh



YeTKMM OTBET Ha Bompoc «Kak s y3Haw, 4TO OTKJIOHWICS OT HAaMEUYEHHOMN
MPOTrpaMMBbl JEUCTBUN?)

IMpuHuMIBI

He meHee BaxHBI Takie OCHOBHBIE KPUTEPUH KOOPAUHAIIMM U PYKOBOJICTBA
BHEJI[pEHUEM TMPOEKTa, KakK CTaHAapTbl M LEHHOCTH, KOTOPBIX  BBI
MPUACPKUBACTECh. XOTs JIIOJU PEAKO CO3HATEIBHO 33 yMbIBAIOTCS O HUX, OHU
BCerJa MpPHUCYTCTBYIOT B pabore. WM ecam mnpuHIUOB HapyLIAlOTCA, TO
PE3yIBTaTOM HEMPEMEHHO OYIyT Takue OeCIOoJIe3HbIe SIBJICHHUS, KaK OCIabieHne
BHUMAaHHUSI U CTPECC.

[IpexpacHblif cioco0 YSICHUTH, B Y€M 3aKIJIIOUAIOTCS Ballld MPUHIUIBL, —
3aKOHUUTH CIEAYIOIIee TMpeUIoKeHHe: «S MpeaoCTaBiio0 JIPYTUM JOJSM
MOJTHYIO CBOOOYy JACHCTBHI B 3TOM acleKTe, eclid OHU?.. (OCTaHyTCS B paMKax
Oro/keTa; KIMEHT OyneT noBoJieH; OyayT 3(@exTuBHO paboTaTh B KOMaH/E;
CO3AaayT TMOJIOKUTENbHBIA 00pa3 opraHu3anuu; 4 T. A.)» Kakue 3aKoHBI,
MUCaHbIe WM HEMUCAHBIC, ONPEICISIOT TPAHULIBI ICSITEIbHOCTH BaIlIe TPyIIbI?

[IpocTele, sICHBIE LIENU U NMIPUHLIUIIBI JAI0T HAYal0 CI0KHBIM U Pa3yMHBIM
nerctBusM. CIoXKHBIE HOPMBI U TpaBWIa MNOPOXKIAIOT MPUMUTHBHBIE H
[UIYTIbIE TIOCTYTIKH.

Jn Xok

Korma oxpyxaromme JIEeMOHCTPUPYIOT WJIM JONYCKAlOT IOBEJICHHUE,
MPOTHUBOpEYAIlee BalllUM yOEKIEHUSM, Bbl UCIBITHIBAETE HEOBIBAJIBIN CTpecc.
Ecnu BaM HuKOrga HE MPUXOAUTCS CTAJIKUBATHCA C 3TOM MpoOIEMOil, TO BbI
MMOMCTUHE CYACTJIMBBIA YEJIOBEK. A €ClIM Takue NMpOoOJIEMbI BCE KE BO3HUKAIOT,
TO KOHCTPYKTHMBHas Oecela, HampaBlieHHas Ha pPa3bsiCHEHHWE MPUHIIUIIOB,
MOMOKET BaM COXPAHUTh CWJIbl U H30€kKaTh HEHYXHBIX KOH(MIUKTOB. Jlis
HayaJla BaM, BO3MOXHO, 3aXOYeTCsl CIpPOCHUTh cebdsi, «Kakue mocTymku Moryt
MOMENIAaTh MOEU JIEATEIBHOCTH M KaK S MOTY MX MPEJOTBPATUTH?» DTO MOMKET
CTaTb HAJICKHOW OTHPABHOW TOYKOM B IIPOLECCE OINPEOCICHHUS Ballux
TpeboBaHMii K pabore.

Eme omHa ceppe3Has NpuUYMHA, IO KOTOPOM CTOUT COCPENOTOYMTHCA Ha
OPUHIMIAX, COCTOMT B TOM, 4YTO OHHU OO0JIaal0T YETKOCThIO U SIBISIOTCS
HAJIC)KHBIM OPUEHTHPOM B IMPOLIECCE YIPABICHUSA IEITENbHOCTHIO. Kak BbI
XOTUTE WJIM JOJKHBI COTPYAHHUYATH C OCTAJIbHOM KOMAHJOM B paMKax JaHHOTO
MpoeKTa, 4ToObl OH oKazayics ycremHbM? Kakol o0pa3 AeicTBHIl MO3BOJISET
BaM JINYHO JOCTUYb HAUBBICIIEH NPOYKTUBHOCTH?

B T0 Bpems kak 1enb HaAenser palbOTy JKU3HEHHOM CWIOH W
HAaIlPABJIECHHOCTBbIO, NPUHLHUIBL ONPEACISIOT IapaMeTpbl JESATEIbHOCTH U
KPUTEPHUU ISl OLIEHKH MTOCTYIIKOB.



Bupnenune/pesyiabrar

YroOsl  momyuuTh  3PGEKTUBHBIA  JOCTYNl K  CO3HATEIBHBIM |
Oecco3HaTeNbHBIM pecypcaM, HaXOMASIIUMCS Yy Bac B pPacHOpsDKEHUHU, BaM
cienyeT copMUPOBATh B TOJIOBE YETKYIO KAPTUHY yCIleXa: Mpe/ICTaBUTh, KaK OH
OyIeT BBITJISACTD, «3BY4YaThy», Kakue OIIYIICHHsS BbI30BET. Llenb W mpUHIUIBI
OTIPEIENISIIOT MOTUBAIIMIO U yIPABIICHUE JIEATEIbHOCTHIO, & BUJICHUE COCTABIISET
peabHBI TPOEKT KOHEYHOTO pe3yibTaTa. OHO MO3BOJISIET OTBETUTH HA BOMPOC
ymo? a He novemy?. Kak NOIKEH BBITISACTH STOT MPOEKT WM MEPONPUATHE,
YTOOBI MOXHO OBLIIO HA3BATh UX YCIEITHBIMU?

K npumepy, BBIIYCKHUKHM Ballero CEMHUHapa IOCTOSIHHO MPUMEHSIOT
MOJIYYCHHBIC 3HAHUS Ha TpakTuke. B pesynbraTe 3a mocineaHuil PUHAHCOBBIN
roJl A0JIsl PhIHKA Ballleli KOMIIAHUHM B CEBEPO-BOCTOYHOM PETHOHE YBEIUYHIIACH
Ha 2 %. Wnu Bama qoub ysICHWIA, KaKOBbI OyAyT Ballud TPEOOBAHHS U B YEM
OyZeT 3aKiroyvarbCs Balla MOJAEpPKKAa B TEUEHHE €€ IEpPBOro CEeMecTpa B
KOJIIEJKE.

Hpeujnywecmea Konuenmpauuu 6HUMAanRUA

C 1960-x romoB OblIa HalleuaTaHa Macca KHUT, IMOCBSIICHHBIX HaBBIKAM
dbopMHUpOBaHUS TOJOXKHUTEIBHOM KapTUHBI pe3yibTaTa W KOHIICHTPAIUU
BHUMaHUsA. DoKycHpoBKa BHUMaHMs Ha JIOJITOCPOUYHBIX TMEPCIEKTHUBAX BCETIa
Oblla  KJIFOYEBBIM  JJIEMEHTOM  TIOJATOTOBKH  OJIUMITMMIIEB: CIHOPTCMEHBI
dbopMupOBaI B CBOEM MPEACTABICHUN (DM3UYECKUE YCHIIHS, MOJIOKUTEIBHYIO
SHEPTHI0 U YCICIIHBIA pe3yJbTaT, YTOOBl 0OCCIEYNTh HAMBBICIIMK YpPOBCHD
MOICO3HATEILHOMN TOAICPIKKH BHICOKOM Pe3yIbTaTUBHOCTH.

Boob6pakenue BakHee 3HAHUS.
Anp0epT DUHIITEHH

[lepcniekTrBa, KOTOPYIO MBI MIPEACTABIIAEM, BIUAET HA HaIlEe BOCHPUSITHE U
MPOU3BOUTENBHOCTD. M 3TO yTBEpKAEHUE CIIPABEAIMBO B JTI000M CUTyalluu: Ha
KOpTax majisi roibda, HAa COOpaHMM TEpCOHAajJa WU BO BPEMS CEPHE3HOIO
pasroBopa C CymnpyroMm uiad cymnpyrou. Mos 3amada — co34aTh MOJIEIb
(GbOKyCHpOBKM BHUMaHHS, KOTopas Obl oOecleurnBajia JIWHAMHUYHOCTH B
MOBCEAHEBHOM 1EATETLHOCTH, OCOOEHHO B IPOEKTHOM MBIIIIJICHUH.

Korma Bbl cocpeoTraunBaeTech Ha Y€M-TO — Ha MPEACTOSIICH MOe3/Ke B
OTIyCK, Ha BCTpeYe, KOTOPYI COOMpaeTech IMOCETUTh, WM Ha TPSAyLIEM
3aIyCcKe Ha PHIHOK HOBOTI'O TOBapa, — (OKyCHMpOBKAa BHUMAHUS MO3BOJSIET BaM
CTCHEPHUPOBATh HJIACH M 00pa3 MBICICH, KOTOpble Obl HE chopMHUpOBaIHCH 0€3
HeoOXxonuMoN KoHIeHTpauuu. Jlake Bamr opraHu3m OyAeT pearupoBaTh Ha
oOpa3 B Balllell TOJI0BE, KaK Ha PeabHYI0 CUTYAIIHIO.



CereBas cucrtema akTuBanuu. B xypHane Scientific American 3a mait 1957
roga Obula OMyOJIMKOBaHA CTaThsl, TJC TOBOPWIOCH OO0 OTKPBITHH CETEBOM
CTPYKTYpBI, JIeXameid B OCHOBE TOJOBHOTO Mo3ra. (CereBas CTpPyKTypa
MPAKTHYECKU SIBIIICTCS BOPOTAaMH HAIIIETO CO3HAHUS. JTO TyMOJIep, KOTOPBIH
BKITIOUACT BOCIIPUSITHE UJICH M TAHHBIX, 3TO TO, YTO MO3BOJISIET BaM CIIaTh, KOTJa
UTpaeT My3bIKa, HO 3aCTaBJISCT MPOCHINATHCSA, €CIM B COCETHEH KOMHATe
HayWHaET IJIaKaTh Balll PEOCHOK.

[TogoOHO KOMIBIOTEPY, MO3T 00MamaeT (PyHKIMEH MOUCKa, HO ero padoTa
eme Oonee (¢eHoMeHasbHA. Mo3r mporpaMmMupyeT TO, Ha YeM Mbl
cocpenoTaunBaeMcs, a Jalie BCero To, 4To HaMm Onu3ko. Peus uaer o6 ocHoBax:
MHOTHE JTFO/IH HAa3bIBAIOT UX MApaTUTMaMU, KOTOPBIX MBI TIPUACPKUBaEMCS. MBI
3aMe4aeM TOJBKO TO, YTO COOTBETCTBYET CHCTEMaM HalINX BHYTPCHHHUX
yOeX)JIeHHd W 3HAKOMBIX KOHTEKCTOB. Hampumep, eciaw BBl — OITHK, TO,
HaxoJsICh B KOMHATE, TJIe MHOTO JIOJICH, CKopee Bcero, Oyaere oOpalmiaTh CBOE
BHUMAHUE HAa TEX, KTO HOCUT OYKH; €CITU BBl — CTPOHUTEIb-TIOAPSTINK, TO
o0paTuTe BHUMaHUE HA JICTAIH TUIAHUPOBKU KOMHATHI. EC B TaHHBI MOMEHT
BBl COCPEIOTOYMTECh Ha KPACHOM IIBETE, a 3aTeM IPOCTO OCMOTPUTECH IIO
CTOpPOHAM, TO Balll B3V 3aUKCHPYET JaKe camble MEIKHE JCTaad JTOTO
OTTEHKA.

ABTOMAaTHUYECKUI CO3UIATEIbHBIM MEXaHU3M HOCHUT II€JICHANPaBICHHBIN
XapakTep. ITO 03HAYAET, YTO OH OMEPUPYET KATETOPUSIMHU 1EJIe U KOHEUHBIX
pe3ynpTatoB. Kak TOIBKO BBl CTaBUTE MEPE]I HUM KOHKPETHYIO 3a/1a4y, BbI
MOJKETE TOJIOKUTHCA HAa CUCTEMY €ro aBTOMATHYECKUX KOMAaH], KOTOpas
MPUBENIET BAaC K MOCTABJICHHOW €M Topa3fo OBICTpee, YeM CO3HaTelIbHas
MBICTB. BBl cooOmaere emy Menb, MPOCTO ayMas O HEH B KOHTEKCTE
KOHEYHBIX pPE3yJNbTAaTOB. biiaromapss 3TOMYy aBTOMATHYECKHM MEXaHU3M
MPEAOCTABISAET BaM HEOOXOIUMBIC CPEJICTBA IOCTHUKEHUS IIEIIH.

Maxcsemt Moirix

[TogpobHocTH 3TOTO Tpolecca (PUIbTpauu — JAETalu MOJICO3HATEIHLHOTO
yCBOCHUS MH(POPMAIIMM HAIIUM CO3HAHUEM — MOIJIM OBl CTaTh TEMOM
HEJIEJIbHOTO CEMUHApa. J[0CTaTOYHO 3aMETUTh, YTO B YEJIOBEUECKOM CO3HAHUU
aBTOMATHUYECKHU MPOUCXOIUT HEUTO HEOOBIUHOE, KOT/IA JIFOJH MBITAIOTCS CTPOUTD
YETKYIO0 KapTUHY OKHUJIa€MOr0 pe3yJIbTaTa U COCPENOTAYNBAOTCS HA HEH.

KOHerm usauus pes3yjiomamos

Ecnu BbI moitmeTe cioco6 paboThl CBOMX (PUIBTPOB BOCHPUATHUS, TO YSICHUTE
OJIMH MPOCTOM, HO TIIyOOKHI IPUHIIUIL: BBl HE y3HAETE, KaK BBHIMOJIHUTH 3a/1a4y,
II0KA CaMH HE 3alIMETECH €€ BBIITOJIHCHUEM.



OdeHb MPOCTO MPEACTABUTH KAKOE-TO COOBITHE, €CIId OHO MPOUCXOIUIO
paHee WU €CIU BBl YK€ CTAJIKUBAJIUCh C HEOOXOIUMOCTBHIO JIOCTHXKEHUS
nonoOHbIx 1eneil. Opnako ¢GOpMHpPOBAHWE 4YETKONW KAapTUHBI YCHEIIHOTO
pe3yNbTaTa MOXKET MPEACTABIATh CEPbE3HYI0 TPOOJIEMY, €CIIH OH SIBJISETCS YeM-
TO HOBBIM M HEM3BEJAHHBIM, T. €. €CJIH Bbl CJIa00 MpeJCTaBisieTe ce0e KapTHHY
OKHJJTAEMOTO COOBITHS M PEIKO CTATIKUBAIKUCH C MOAOOHBIMU MpELEeICHTAMU.

Yacmo eam npuxooumcsi cgpopmuposamv KApmuHy pe3yiemama 8 C80em
8000padiCeHUU, npedtcoe Yem 8bl CMOJCeme 00CMULb €20 8 PeabHOU JHCUIHU.

MHuorue u3 Hac BO3JEP>KUBAIOTCS OT TOTO, YTOOBI MPEACTABISATH KETaeMbIi
pe3yNbTar, MokKa KTO-HUOY/Ib HE MOKaXeT, KaK ero Joctuyb. K coxanenuro, 3To
— OTCTAJIbII MOJXOJ C TOYKU 3PEHUS MEXAHM3MOB, KOTOPBIC HAIle CO3HAHHE
UCIIOJIb3YET JUIsl TEHEPUPOBAHUS U BOCIIPUATHUS PEIICHUN U METOJIOB.

OauH U3 caMbIX MOIIHBIX HABBIKOB B MHUPE HHTEIUICKTyaJIbHOW pPabOTHI,
KOTOpBIN KpailHe HEeOoOXOIMMO OTTA4MBaTh U Pa3BUBATh, — 3TO CIOCOOHOCTH
(dbopMUpOBaTh YETKYI0 KapTUHY KOHEUHBIX pe3yibTaToB. M 3TO HE Tak Mmpocro,
Kak Kaxkercs. HaM ciegyer moCTOSSHHO onpenessaTh (M IepeonpeiensiTh) 3a1a4H,
KOTOpPBIE MBI TBITAEMCSl BBITIOJIHUTh Ha MHOXXECTBE Pa3IUYHBIX ypOBHEH, U
HEMPEPBIBHO  TEpepaclpenesisiTh  pPecypchl, 4TOOBI  3aBEpUINTh HUX C
MaKCHUMaJIbHON OBICTPOTOM M 3 (HEKTUBHOCTHIO.

YT0oOKI CTaTh KEM-TO, HY>)KHO CTaBUTh 00JIe€ KOHKPETHBIC TICITH.
JInmm Tomuun

Kaxk OyzaeT BeITIIAIETh pean30BaHHbIN MTPOEKT? UTO MODKEH MOYyBCTBOBAThH
KJIMEHT, U 4TO, MO-BallleMy, OH JOJDKEH 3HaTh W JeJaTh IMOCJe MpPe3eHTAIun?
Kakoro ciayxe0HOTO MOJIOXKEHHS Bbl XOTUTE JNOCTUYL 4Yepe3 Tpu roja? Kak, Ha
Balll B3TJIAJM, JODKEH paboTaTh HACANBHBIM 3aMECTUTENh 1O (PUHAHCOBHIM
Borpocam? Kak ObI BEITIISIEN CAalT M KaKue BO3MOKHOCTH OH IMpeaycMaTpuBall,
ecyu OBl TTOTHOCTHIO COOTBETCTBOBAJT BAIIIM OKHJIAHHSIM ?

Pe3ynbpTarhl (MX BHJEHUE) MOTYT BBIIVISIACTh MO-Pa3HOMY: OT MPOCTHIX
bOpMyYITHPOBOK, TAKUX KaK «3aBEpIIUTh BHEJIPECHNE KOMITBIOTEPHON CHCTEMBI»,
710 TIOJTHOCTBIO 03BYYCHHBIX (DHIIBMOB, TJie TTIOKa3aHa KapTUHA OyIyIIero BO BCEX
KPaCOYHBIX MOAPOOHOCTSAX. BOT Tpu OCHOBHBIX 3Tama (OPMUPOBAHUS KapPTHHBI
pe3ynbTara:

1. B3rnsHyTh Ha IPOEKT TakK, Kak OyATO OH y>KE 3aBEpIIICH.

2. ChopmupoBaTh KapTUHY «I OJOBOKPYKHTEIBHOTO ycrexa» (0e3 BCAKUX
«7aa, HO...»).

3. 3adukcupoBaTh OXHJAeMble UYEpPTHI, ACTIEKTHl M KadyecTBa B BaIlleM
MPEICTABJICHUH.

Korma s mnpemmarato mooasm 3aaymarbCid HaJ CUEHApPUEM  YCIEIIHOTO



Pa3BUTHS COOBITHI, OHM OOBIYHO MCTIBITHIBAIOT AYIIEBHBIA MOABEM U AYMAIOT O
YEM-TO HOBOM M PAJIOCTHOM, UTO PaHbIIE HE MPUXOJWIO UM B TOJIOBY. «bbLIO
OBI 3710POBO...» — HE TaKOH YK IUIOXOM COCOO HadaTh OIEHKY CHUTYaIlUH, IO
KparlHEN MepE 0 TOr0O MOMEHTA, MOKA HE HAWJEH BBIXO/I.

Mo3zzo60it wumypm

Haunmy4mmii crmoco® reHepupoBaTh XOPOIIYH HICK0 — HAaBBIIYMBIBAThH
MAaccCy UJIeH.

Jlaitnyc ITommt

Korga Bl 4ETKO YSICHWIM, KaKMX PE3YJbTATOB XOTUTE JOCTUYb U C KaKOU
1eNblo, MPUXOIUT OdYepeab Bompoca «kak». Korma Bel mpeactaBmiid cebe
KApPTUHY, OTJIWYHYK OT TEKYLIEro MOJIOKEHUS BEIIEH, Bbl ABTOMATHYECKHU
HAaYMHAeTe 3alOJHIATh IPOOEIbl, T. €. MPUCTYIaeTe K MO3roBoMy mTypmy. Maeu
HAYMHAIOT TMOCEIIaTh BAaCc NPAKTUYECKM B TPOU3BOJIBHOM TOPSIKE —
CYILIECTBEHHBIC, HECYIIECTBEHHbIC, IUIOXHEe U xopomre. OOBIYHO JaHHBIN
mpolecc MPOUCXOAUT B CO3HAHMM  OOJBIIMHCTBA  JIIOACH, KOTOpPBIC
3alyMBIBAIOTCA HAJl Pa3JIMYHBIMU BEIIAMH, M 3a4acTyl0 3TOr0 JOCTAaTOYHO.
Hanpumep, Bbl aymaeTre O TOM, YTO CKA)KETE€ HayalbHUIE, MOKAa HIETE IO
KOpUIOpY Ha BcTpedy ¢ Held. Ho B gpyrux cutyanusx 3amnuch WIH
¢ukcupoBaHue UJEH Ha KAKOM-TO BHEIIHEM HOCUTEeNe HHGOPMAIMH MOXKET
CYILIECTBEHHO OBBICUTh TPOU3BOJUTEIBLHOCTD U TPOYKTUBHOCTH MBIIIUICHHUS.

Bawe co3nanue cmpemumcs 3anoiHums npooenvl Mexcoy meKyuum u
JHcenaemMviM  NONOJCEHUeM 6ewjel, HO 3anojHsAem Uux NpaKkmuyecku 8
NPOU3BOTILHOM NOPSIOKe.

3anuco uoei

B Tedenme mocnemHUX JACCATUIICTHH C IIEIBIO  YCOBEPIICHCTBOBAHUS
TBOPYECKHX MOIX0/IOB K aHAIN3Y MTPOCKTOB U TeM OBLI IIPEITIOKEH P METOIO0B
MO3TOBOTO ITypMa Ha rpaduyueckoil ocHOBE. MeTO/ bl Ha3bIBAIH TO-Pa3HOMY:
MMOCTPOCHHUE KapThl CO3HAHWS, KIAcTepu3allvs, MOJICTUpPOBaHNE 00pa3oB,
«IUICTCHUE TAayTHUHB, W «BBIKJIAQJBIBAHUE PBIOBMX KOCTEH». XOTS aBTOPHI
Pa3IUYHBIX METOJIOB MOTYT YTBEP)K/IaTh, UTO OHHM PA3HATCS MEXKTY COOOM, MJis
OOJBITMHCTBA W3 HAC (KOHEYHBIX ITOJIH30BATENICl) OCHOBHAS WSS OCTAeTCs
HEU3MEHHOM: MO3BOJIbTE ceOe 3aMKCUPOBATh JIO0YIO MBICIb, a 3aTEM, MO3/IHEE,
pelmmTe, HACKOJbKO OHA COOTBETCTBYET OOIIEH KapTMHE, W KaK C HeW
nocTynuTh. [loMUMO Bcero mpodero (a «Ipouyux» JOCTOMHCTB MOXKET OBITh
MUJITMOH), JaHHAs METOJMKA MO3BOJIAECT YBEIUIUTH TEMIT pabOThI — KOTJa Bac
MOCeIIaeT ujiesl, Bbl PUKCUpPyETe €€ U BIIOCICACTBUN BaM HE MPUXOIUTCS CHOBA



UCKATh TY K€ UJIECHO.

CaMblif MOMyJISIPHBIN U3 MEPEUNCIICHHBIX METOIOB HA3hIBACTCS KITOCTPOCHUE
KapThl co3HaHus» (mind-mapping) — 3TUM Ha3BaHUEM OpUTAHCKUU
WCCIICJIOBATENh MBICIUTENBHBIX TporieccoB, Tom Brio3eH, okpecTus mporiecc
nepeBojia uaek, KOTOPhIe POKIAIOTCS MPH MO3TOBOM IITYpMeE, B TpaduuecKuit
Buj. [lpu mocTpoeHUM KapThl CO3HAHUS KITFOUEBAs UJES TOMEIIACTCS B LIEHTP
JUCTa, a COMYTCTBYIOIINE WU OTOOpakaloTCs B BUAEC OTPOCTKOB, KOTOPHIE
OTXOJISIT OT HEE B MPOU3BOIBHOM mopsiike. JlomycTtum, ecinu OBl s y3HAII, YTO
JOJDKEH Tiepeexarh B Jpyrod oduc, TO MHE NPUIIIOCh OBl 33aTymMaTbcs O
KOMIIBIOTEPAX, HOBBIX BH3UTKAX, BCEX CBA3SIX, KOTOPBIC HYXHO TIOMCHSTH,
HOBOM MeOenn, mepeBo3ke TeneoHoB, yOOpKe, ymaKOBKE MaTepHAIOB W TaK
nanmee. Ecnmu Obl s mpeAcTaBWil BCE ITH MBICTH Tpad@UUYECKH, TO KapTHHKA
BBITUIsI/IENIa OBl CJICTYIOIIUM 00pa3oM:
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Bbl Mornm Obl COCTaBISATH TaKUE K€ KAapThl HA CAMOKJICIOIIMXCS JHUCTKaX,
KOTOpBIE MOXHO IPUJICTIUTh HA JOCKY, 3arOHATH UJIEU B TEKCTOBBIN MPOLIECCOP
WJIY CTIEIUAJIbHYI0 KOHCIIEKTUPYIOILIYIO IIPOTrPaMMy.

Pacnpedeﬂennaﬂ KOZHUMUBHASA CROCOOHOCHb

Camoe 3ameyaTenbHOE CBOMCTBO BHEIIHErO MO3TOBOIO IITYpMa COCTOUT B
TOM, 4YTO, KpOME 3aliCH W3HAYaJbHbIX COOOpaKCHHM, OH IIOMOTAaeT
CTCHEPHUPOBATh MHOXKECTBO HOBBIX UJICH, KOTOPBIE ObI BaCc HE MOCETUIN, HE OYyIb
y Bac MexaHu3Ma (pUKCaIlMy BaIIMX MBICJICH W MOCTOSHHOTO OOpaIeHUs K HUM.
Bamr Mo3r Oyaro Obl roBOpUT: «3HauuT, Tak. Sl TPEAOCTAaBIIO BaM POBHO
CTOJIBKO HJIEW, CKOJIBKO BBl CMOYKETE MPUMEHUTh C MOJb30M. Ecimu Bel He
cobupaere UX KakUM-HHOYb BEPHBIM CITIOCOOOM, 51 He Oyy Bac oTsromars. Ho



€CIM Bbl JIEHCTBUTEIBHO YTO-TO C HHUMH JEJNaeTe — JaXKe €ClId MPOCTO
3aMKChIBAETE C LIEJIbIO MOCIEAYIONIEro aHaln3a — TO BOT BaM €Ie HECKOJIbKO!
N kcrtaTu, 3TO HATOJKHYJIO MEHs €I¢ Ha OJHY MBICIb, a MOXET ObITh, U HE
OJIHY...»

Het Hruero 0ojiee ommacHoro, yeM ujesl, €ClIu 3TO — €IUHCTBCHHAs HJIes,
KOTOpas y Bac €CTb.

Omuiib [lapThe

[Tcuxonorn HAaUMHAIOT HA3bIBATh OMMCAHHBIN MPOIECC U TIOI00HBIC SIBJICHUS
«pacrmpeieIeHHON KOTHUTHUBHOW CIOCOOHOCTHIO». Peub uaeTr o Tom, 4TOOBI
BBIOPOCUTH UJIEU U3 TOJIOBBI M MEPEBECTU UX B OOBEKTUBHBIN (OpMAaT, KOTOPHIN
OBl TIO3BOJISITT OOpPaTUTHCA K HUM BIIOCHEACTBHH. A BOT MOEMY YUHTEIIO
AQHTJIMICKOTO SI3bIKa B CPEHEN IIKOJIE HE HY)XHO OBLIO 3HATHh TECOPHIO, YTOOBI
MO3HAKOMUTh MEHSI C OCHOBHOW HJIEEH; OH CKa3al: «/[3Buj, Thl mOCTymacuib B
KOJUICK, TJe TeOe MpHUACTCS BECTH Maccy 3amuced. DUKCUPYH BCE CBOU
3aMETKH WM 3allUCU Ha OTJENbHBIX JIUCTKAX Pa3MEpOM TPHU HA MATh JOMMOB. A
MOTOM, KOoT/ia OyIellb TOTOB YIIOPSAOUYNUTh CBOM MBICITH, MPOCTO PA3I0KHA UX Ha
MOJTy, OIPEAEIN CTPYKTYpY U MOJAyMai, 4ero He xBaraet». Mucrtep DaMyHICOH
MPErno/iajl MHE OCHOBBI MOJIEIN €CTECTBEHHOTO TJIAHUPOBaHUs !

ToapkO TOT, KTO C JIETKOCTBIO YIPABISECT CBOMMH MBICISMH, SIBISCTCS
X035 MHOM CBOMX MBICJICH, a JIMIIb XO35SWH CBOUX MBICICH HE SBISACTCS HX
pabom.

JIuap FOTasp

Maiio KTO MOXET yJIepKUBAaTh CBOE BHUMAHUE HA OJHOM INPEAMETE JOJIBIIIE
HECKOJBKUX MHUHYT, HE UMes IMOJ pPyKoH Kakoi-HHOyAb OOBEKTUBHOU
CTPYKTYpPbl M BCIOMOTAaTEIBHOIO WHCTPYMEHTa WM MeXaHu3ma. Bospmwure,
HampuMep, OAMH M3 CEPhE3HBIX MPOEKTOB, HAJ KOTOPHIM paboTaere, u
MoCTapaiTech HE TyMaThb HU O YE€M JPYTrOM XOTs ObI MIECTHAECAT CEKYHJZ. DTO
OUYEHb CJIOKHO, €CIIU TOJIBKO Y Bac B PacCHOpPsHDKEHUU HET PyYKH U Oymarv U Bbl
HE HUCIIOJIB3YETE ITUX «aTPUOYTOB MO3HAHUSA» B KAUECTBE «SIKOPS» NJIsI CBOUX
uaen. B 3ToMm ciydae BBl MOXKETE yacaMHu AyMaTh HaJ NMPOEKTOM. BoT mouemy
YMCTBEHHBII Tporiecc OyIeT NPOAYyKTUBHBIM, €CIM Bbl paboTaeTe Haj
AJEKTPOHHBIM JOKYMEHTOM, KaCaroUIMMCs IPOEKTa, COCTABIISIETE KapTy MICH B
UPOKO(GOpPMATHOM OJIOKHOTE WJIM Ha OyMa)XHOM CKAaTepTH B PECTOpaHE, WIH
IPOCTO OpraHuzyere coOpaHUE MO JAHHOMY BOIPOCY, TNI€ MHPUCYTCTBYIOT
ApYTUe JIOOU U €CTh BO3MOXHOCTh OCTAaThCSl B pPaMKaX KOHTEKCTa (JIOCKa ¢
XOpPOILINMHU MapKepaMu, TOTOBBIMU IIPUWTH HA MOMOIIb, TAKKE BECbMA MOJIE3HA
B JIAHHOM CJIy4ae).



Knwueevie RPpURUUNDBL MO3206020 Wimypma

JIns yCOBEpIIEHCTBOBAHUS IPOLIECCOB MO3TOBOIO IITYyPMa U CIOHTAaHHOIO
MBILIJIEHASI MOKHO IPUMEHATh MHOXECTBO IIPUEMOB. BripodyeM, OCHOBHBIE
MIPUHIIUIIBI CBOJATCS K CJIEAYOIMM MOMEHTAM:

* He cynure, HEe ocniapuBanTe, HE OLICHUBANUTE U HE KPUTUKYWUTE.

* JlymanTe 0 KOJIM4ECTBE, a HE O Ka4ECTBE.

* OTOIBUHBTE aHAJIU3 U OPTaHU3ALMIO HA BTOPOM MJIAH.

He cyaure, He ocnapuBaiiTe, He OLEHMBAWTe U He KPUTHKYHTe. Monenu
HEECTECTBEHHOI'O IJIAHUPOBAHUsI CBOMCTBEHHO COBAaTh CBOWM YPOJJIMBBIA HOC B
IPOLECC MO3TrOBOr0 INTypMa: OHA 3acCTaBIIET JIKOJCH Cpa3y IEpEeXOIuTh K
CKOpOCIIEJIBIM OLICHKaM W TNPEXKIECBPEMEHHOM KpUTHKE uueu. Ecim Bac XOTh
HEMHOTO 3a00TUT MHEHHE KPHUTHKA, TO BBl OyJeTe pPEIaKTHPOBATH IMPOIIECC
U3BSABIICHUS MBICIIEH U MOAOUPATH «HY>KHBIE» (ppa3bl AJisl BHICKA3bIBAaHUS BCIYX.
Paznuuune Mexny yaep:KaHHEM MO3rOBOIO IITYpMa B paMKax 3aJaHHOM TEMBI U
OTpaHMYECHHEM TBOPYECKOIO IMpollecca BecbMa 3bI0K0. Takke BaKHO YBS3aThb
MO3TOBOM IITYpPM C OOIIMM KOHTEKCTOM MpOllecca IIAaHUPOBAHMS, TTOCKOJIBKY,
€CIM Bbl BHUJIUTE B HEM CaMoOIlelib, OH MOET TIOKa3aThbCsi OaHANbHBIM U
Herenecooopa3HbiM. Eciu ke Bbl BOCIIPUMETE €ro Kak HEeKyI0 TeKYIIyIO 3a7a4y,
KOTOpOH BBl Oy/eTe 3aHUMATbCAd HEKOTOpPOE BpeMs, YTOOBI 3aTeM MEPEeuTH K
JOCTXKEHHUIO TIOCTABJICHHOW e, TO BaM OYJET Jierde yAETUTh JO0HKHOE
BHUMAaHME JAHHOU COCTABJISIOLIEH MPOLEAYPHI IUIAHUPOBAHUS.

Xopowwuti cnocob ysnamoe, umo npeocmasisiem coOou 6euyb — BblACHUMD,
YyeM OHA HABEPHAKA He ABIAEMCA.

TonbkO0 HE mNOAyMaWTe, YTO S MNPEAJIArard BaM BOBCE OTKA3aTbCsA OT
KPUTUYECKOTO MBIIUICHUSI — Ha 3TOM CTaJuu urpa AOHKHA OBITh UYECTHOM.
[IpocTO BaXHO TMOHATH, KAKOB XapakTep HJEHW, KOTOpPHIE BAC IOCEIIAIOT, U
YOOPSAJOUUTh MX HAWIYYIIMM O0O0pa3oM i JabHEUIIEro HCHOJIb30BAHMUS.
OCHOBHBIM KpUTEpPUEM JIOJDKHO CTaTh pACIIMPEHHE, a HE CYXEHHE HX
JMaIa3oHa.

JymaiiTe 0 KoJu4ecTBe, a He 0 KauecTBe. CTpeMJieHHUE BbIIATh OOJIBIIE
ujeil MO3BOJSET PACIIUPUTH TOPU3OHTHI MBINIICHUS. YacTo OBbIBaeT TPYIHO
J0rajiaThbCsl, Kakas UJesd Xopoulas, IOKa OHAa Bac HE MOCETUT. A MHOrJa uaes
Wi ee HaOpOCOK OKAa3bIBAIOTCS BOCTPEOOBAHHBIMH TOJIBKO YE€pe3 HEKOTOPOe
BpeMsi. Coriacurech, 4TO MOKYIKa TOBAPOB B OOJIBIIIOM Mara3smHe ¢ OrPOMHBIM
ACCOPTMMEHTOM II03BOJISIET BaM IOYYBCTBOBATH YJIOBJIETBOPEHUE CACIAHHBIM
BeIOOpOoM? To ke camoe KacaeTcs M MPOEKTHOTO MbIuUieHus. Yem Oosnblie
KOJIMYECTBO UJIEH, C KOTOPHIMU BaM MPEJICTOUT pad0TaTh, TEM JIYUIIYIO ITOYBY



BbI MIOJITOTOBUTE JJIs1 OIICHKHA BApUAHTOB M OCO3HAHHOTO BBIOODA.

OToaBMHBbTE aHAJHU3 M OPraHU3ALMI0 HA BTOPOH IUIaH. AHAIN3Y, OIICHKE
U YIOPSIIOYEHUIO BalllUX MBICIIECH CIeAyeT YIEIUTh TaKOE K€ BHUMAHUE, KaK U
TBOPUYECKOMY CIOHTAaHHOMY MbINUIeHUI0. Ho Ha cTagum MO3roBoro mrypma
STUM Ba)KHBIM BHJIaM JESATEIHHOCTU HE CIEIYET OTBOAUTH PYKOBOISIIYIO POJIb.

[lo-HacTosiliieMy TBOPYECKHMM IIArOM MOXET OBbITh MPOCTOE COCTABIICHUE
CIHUCKA: 3TO — HAJAEKHBIA CHOCO0 MpOaHATU3UPOBATH JIIOJEH, KOTOPHIX BbBI
Oepere k ceOe B koMaHay, TPeOOBaHHUS KIMEHTA K IPOrPaMMHOMY 00€CTIEUEHHUIO
WIN TyHKTHl Ou3Hec-miaHa. [Ipocto 1mo3aboThTech O TOM, YTOOBI HUYETO HE
VOYCTUTh WM NPOAODKAMTE mpolecc A0 TeX Mop, IMOKa HE Mepeunere K
MPOCEUBAHUIO JAHHBIX M PACCTAHOBKE NPUOPUTETOB, KOTOPHIE COCTABISIOT
CIEYIOIIMI JTall.

Ynopaoouueanue uoeit

Ecnu BBl MOTHOCTHIO OCBOOOIMIIN CBOE CO3HAHKE OT BCETO, YTO MPHUIILIO BaM
B TOJIOBY Ha 3Tale MO3TOBOTO IITYpMa, TO BBl YBHUJWUTE, 4YTO MOSBISAECTCA
€CTECTBCHHAs CXeMa OpraHu3anuu uaeu. Kak roBopusia Moi IIKOJBHBIN YUUTEIb
AHTIIMHACKOT0, KaK TOJBKO BBl BEIOPOCHUTE BCE UJIEU U3 TOJIOBBI M OHU OKAXYTCS Y
BAC MEpeJ IJa3aMu, BBl Cpa3y 3aMETUTE €CTECTBEHHBIC CBS3M MEKJIY HUMHU U
ONPEAECIUTE HAMETUBILYIOCS CTPYKTYpYy. IMEHHO 3Ty npoueaypy UMEET B BULY
OOJIBIIMHCTBO JIFOJICH, TOBOPS O TUIAHAX IIPOEKTOB.

Opranuzanuss ujaed OOBIYHO COCTOMT B TOM, UYTO BBl OINpEIEisieTe
KOMITOHEHTHI U COCTABJISIONIUE, OCIEAOBATEIbHOCTh COOBITHI H/MIIM OCHOBHBIE
OPUOPUTETHL. UTO MODKHO MPOU30NTH, YTOOBI ObUI JOCTUTHYT KOHEUYHBIH
pe3ynbrar? B KakoMm MOpsiIKE TOJDKHBI MPOU30UTH ATH coObiTusA? Kakoi
AJIEMEHT HauboJiee BayKEH ISl YCIEITHOTO OCYIIECTBICHUS MTPOEKTa?

Ha pannom »stame Bbl MoxeTe 3((EKTHUBHO HCIONb30BATh PA3IUUYHBIC
WHCTPYMEHTBI ~ CTPYKTYpUPOBaHHS:  OT  HEQOpPMajbHBIX  IOJIYHKTOB,
pacnucaHHBIX Ha OOpaTHON CTOPOHE KOHBEPTA, I0 KOMIBIOTEPHBIX MPOTpaMM
MJIAHUPOBAHUS TMPOEKTOB, TakuxX kKak Microsoft Project. Eciu mpoekt Tpebyer
KECTKOTO OOBEKTMBHOTO KOHTPOJII, TO BaM TIOHAAOOWUTCS OJHA W3
Pa3HOBHUIHOCTEN MEPAPXUUYECKOM CTPYKTYpBI, KyJa BOUAYT LEIU U NOALEIH, a
takke (win) rpagukud [aHTTa, WLTIOCTPUPYIOMIME paclpenesieHue CTaauid
MPOEKTa MO BPEMEHH, Ha KOTOPBHIX OBLIO OBl MOKAa3aHO COOTHOIIECHUE MEXKITY
HE3aBUCUMBIMH, 3aBUCUMBIMU U (PYH/IAMEHTAJIbHBIMH 3JIEMEHTAMHU U TIPOEKTOM
B LICJIOM.

lInan npoexma onucwigaem npomexcymounvle pe3yabmamsl, 00CMUICEHUE
KOMOPbIX MOJHCHO PACHIAHUPOBAMb €CMeCEEHHbIM NYMeM.

TBOpYECKOE MBIIIJICHUE HE OCTAHABIMBACTCA HA JAHHOM JTale: OHO JUIIb



npuHUMaeT uHyo ¢opmy. Kak TOIbKO HAMETHTCS OCHOBHAs CTPYKTypa, Ballle
CO3HAHHME TIOMBITAETCS «3aMOJHUTh NpoOensdy. Hampumep, BbIACIUB TpHU
KJIFOUEBBIX MPOOJIEMBbI, KOTOpPble HEOOXOAMMO PEIIUTh B paMKaX MPOEKTa, U
BBICTPOMB HMX B HYXXHOHM IIOCJIEIOBATEIBHOCTH, Bbl MOJXKETE 3aJyMaTbCs Hal
YETBEPTOU U IATOM.

OcHoesbl opcaruzayuu

KiroueBnle marn Ha JaHHOM ATale TaKOBBI:

* OnpeneneHne 3HaYuMbIX COCTABIISIONIUX.

e CopTupoBKa MO OJHOMY (MJIM HECKOJIBKUM) U3 CICAYIOUIUX MPUHIIMIIOB:
KOMIIOHEHTBHI, MTOCEI0BATEIILHOCTD, IPUOPUTETHI.

* Jleranuzarus npo6seMsl 10 TpeOyeMOoro ypoBHS.

Sl Hukorma He BCTpedal JBYX TIPOCKTOB, KOTOpble Obl TpeboBaiu
OJIMHAKOBOW CTETCHW JACTANIM3allMA WM CTPYKTypU3aIlid, YTOOBI IO3BOJIUTH
JIOJISIM BBIOPOCUTH MPOOJIEMBI M3 TOJIOBBI U YCIICIIHO CABUHYTH MX PEIICHUE C
MEpTBOM TOYKH. HO mpakTHYecKu BO BCEX IMPOEKTAX MOXKHO C IOJIb30U
3aJICCTBOBAaTh B OMpenelieHHOW (opMe TBOPYECKOE MBINIICHUE JIEBOTO
MOJylIapusi TOJOBHOIO MO3ra, KOTOPOE TOCTOSIHHO OTBEYaeT Ha BOIPOC:
«KakoBBI HajpHEHININE TUIAHEI 7))

Hanvueitmue oeiicmeus

[locnennsis cragus mpolecca IUIAHUPOBAHUSA CBOJUTCS K MPUHATHIO
pEIICHU O BBIACICHUH W TepepachpenesieHud (U3MYECKUX PEeCypcoB,
HEOOXOIUMBIX JJIsi TOTO, YTOOBI OCYIIECTBICHUE MPOEKTAa HE CTOSJIO HAa MECTE.
Bompoc, KOTOpbeld HY»KHO 3aJjaBaTh HAa JAHHOM JTare, 3BY4HMT Tak: «KakoBbl
TaabHEUIINE NTCUCTBUL?)

JIaHHBIN THUN TPU3EMJICHHOTO, PEAIMCTUYHOrO MBIIUICHUS B COYETAHUU C
YETKUM YSCHEHUEM KEIAEMOIr0 Pe3yabTaTra COCTABIAIOT KPUTUUECKUN DIIEMEHT
MHTEJUICKTYyaJbHOU pPadoThl. Kak MOKa3bIBAE€T MOUM OIBIT, CHUCOK pPEabHBIX
MIPOEKTOB M MOCTOSIHHOE YIIPABJICHUE AAIBHEHIIMMU JICUCTBUSMH B paMKax
KaXI0ro u3 HUX coctaBisieT 90 % oOWEnpuHATOr0 MOHSTHS MPOEKTHOrO
IUIAaHUPOBaHUA. J[aHHBIM NOAXOX K NPOEKTY HAa YPOBHE «B3JIETHOM ITOJOCHD)
3aCTaBUT Bac OBITh «YECTHBIM» BO BCEX BOMpOcax: Bl cepbe3HO HACTPOEHBI ATO
caenarb? Ha KOM JIEKUT OTBETCTBEHHOCTh? BbI 1OCTaTOYHO YETKO MPOIyMain
BCE IIaru?



B omnpeneneHHbII MOMEHT MPOEKT NPEAINOJAracT AKTHUBHBIC ICUCTBUSA, U

TOrJla MPHUXOAUTCS HPUHUMATh pelleHHe o chexyiomem mare.2l Orser na
BOIIPOC O TOM, YTO KOHKPETHO BBl TOTOBBI (PU3UUYECKU CAENATH TSl JOCTUXKEHUS
OTIPEJICIICHHON TEJIHM, €CIU Y Bac He OyleT APYyrux 3a00T, MO3BOJUT OLIEHUTH
3pEJIOCTh BAIIMX 3aMBICJIOB, KaCArOIIMXCSA MPOEKTa. ECiM BBI €lle HE TOTOBBI
OTBETUTH HA ATOT BONPOC, 3HAUYUT HYKHO IEPECMOTPETh NPEABIAYIINE YPOBHU
IIPOLEYPBI ECTECTBEHHOIO TUIAHUPOBAHUSL.

OcHoBBI

* Pemaiite, kakuMu OyAyT MOCJICAYIOIINE JACHCTBUS B paMKax KaKIOW W3
TEKyLIUX COCTABIIIOIINX IPOEKTA.

* B cimyyae HeoOXxoanMMOCTH pelaiTe, KaKUMU OyIyT CIEIyIOUINe IeHCTBUS
B paMKax IpoLecca IJIaHUPOBAHUA.

AKTHBaLM  «TEKYLIIHUX  COCTABJAAKOMIUX». BHeapeHue  mpoekra
3aIJTAHUPOBAHO JOJKHBIM 00pa3oM, €ClId OMPEJENICHbl BCE MEPBOOYEPEIHBIC
mard B Kaxjou cdepe, e MOXKHO MPOJIBUHYTHCSA, HE OXHUAAs 3aBEPIICHUS
KaKuX-I100 Apyrux 3aaad. Eciiv MPOEKT COCTOUT M3 MHOYKECTBA KOMIIOHEHTOB,
TO KaXJbIM M3 HUX HYKHO KakK CIEAyeT MPOAHAIU3UPOBATh, T. €. OTBETUTH HA
Bonpoc: «EcTh 11 uT0-HUOYAb, YTO KaXABIA U3 UCTIOTHUTENICH MOXKET CIeNaTh B
JaHHbIN MOMEHT?» Hampumep, BBl MOXET€ KOOPAMHUPOBATH YYacTue
JIOKJIaTYUKOB B KOH(EpEeHIIMM W TpU STOM HCKATh MOAXOIAIIEEe MECTO €€
IIPOBEICHUS.

B HekoTOphIX Ciydasix MOXHO OyAeT CIBHHYTbH C MEPTBOM TOYKHU TOJIBKO
OJIMH acCIleKT, TOrJa BCE OCTajbHbie OyAYT 3aBUCETh OT pPE3yJbTaTOB
BBITIOJIHEHUS 3TOW MPOMEKYTOUYHOU 3aa4d. Tak 4TO OJMH-CAUHCTBEHHBIN ILIAr
MOXET CTaTh KaMHEM NPETKHOBECHHMS HA NyTH peaTU3aluu OCTaJbHBIX
MOJIIeICH.

Hyxno 3amianupoBats 4To-TO eme? Ilpeamonoxum, HyKHO
pPacCIUIaHUPOBATh €II€ HECKOJIBKO AacCIEKTOB, 0 TOTO KakK MEPEXOJUTh K
ONPENIENCHUIO CIEAYIOMNX AeHCTBUI. OCTaeTcs eme OJMH 1ar — CIEAYyoUee
NEUCTBME B paMKax Imponecca. KakoB cienyronmy mar B IPOLECCe
wianupoBanua? HaOGpocate mobonbiie wuaed. Hamumcats cooOuienus AHHe
Mapun u IloHy, 4TOOBI MOMYYHUTH OT HHUX BXOJHBbIE JaHHbIe. C(CKazaTb
MOMOIIHUKY, YTOOBI OPTraHMU30BaJl TUIAHEPKY IS TPYIIILI pa3paboTKU TOBapa.

[IpuBpIUKa yTOYHATH JAJbHEUINIWE JACHUCTBUS B paMKax IIPOEKTOB,
HE3aBUCUMO OT OOCTOATENbCTB, HMMEET OCHOBOIOJAraroliee 3HAYCHUE IS
COXPAHEHUSI CIOKOWCTBHUS M KOHTPOJIS HAJl CUTyallueu.

Eciam ciaexyrommi mar A0/KeH NPeANPUHATH KTO-TO APYyrou. Ecim
perarpniee CiI0BO HE 3a BaMH, BCE PABHO HYKHO BBIICHUTBH, KTO OTBEYAET 3a
JanbHEHme AEUCTBUS (B 3TOM 3aKJIFOYAETCSI OCHOBHOE MPEIHA3HAYEHUE CITHCKA



oxkunanuil). Ilpm rpynnoBoM IJIAHUPOBAHMM KaXIOMYy COTPYAHHKY HE
00s3aTeNIbHO 3HATh BCE MOCJEAYIOIIME JEeUCTBUS Ha MPOU3BOJBHON CTaauu
npoekta. Yacto TpeOyeTcss TOJNBKO pPAacHpeleNuTh OTBETCTBEHHOCTh 32
BHEJPEHUE OTIECJIBHBIX YACTEH MPOEKTa MEXKAY COOTBETCTBYIOIIMMU JIMIIAMHA U
MOPYYHUTh UM IJTAHUPOBAHUE TaJTbHEHIINX JCHCTBUN B CBOUX cepax.

OO6cyxkaeHue JanbHEWIIUX JEHCTBUU MpHUAACT MPO3PavyHOCTh pPaboTe
opranuzanuu. B xome oOCy>KIeHUS! BCIUIBIBAIOT aCHEKThl U JETalH, KOTOPHIC
YIIyCKaJIuCh U3 BUIY, ITOKa KTO-TO HE «IPUCTABUJI BCEM HOX K TOpPIy» U HE
3aCTaBUJ HCHOJHMUTENECH NpoaHalM3UpOBaTh pealbHYIO CHUTyallio B cdepe
pacnpeieseHus: pecypcoB. Pedb uier o mpocToM U mparMaTUYHOM OOCYXKICHUH,
KOTOpOE CIIeAyeT MPOBECTH, YTOOBI MPEOJOJETh 3aCTOM U ONpeAenuTh ciaaldble
CTOPOHBI.

Kaxoe neodoxooumbwiii 00vem naanuposanus ¢ eauiem ciydae

Tak KaKy!o K€ 4acTh ONMUCAHHOW MOJICJIU MUIAHUPOBAHMUS CIIETYET BOILUIOTUTD
Ha MpakTHKE, U KaKoBa CTENEHb ee AeTanu3anuu? OTBET MPOCT: HY>KHO POBHO
CTOJIBKO TIJIAHOB, CKOJILKO HEOOXOJIUMO JJI TOTO, YTOOBI BHIOPOCHUTH MPOEKT U3
T'OJIOBEIL.

OcHOBHas MIPUYMHA, 10 KOTOPOU MPOOJIEeMBbl 3aHUMAIOT BAlll MBICIIH, B TOM,
YTO YETKO HE OIpPEJICNICHBI KeJIaeMble Pe3yJbTaThl U MporpaMma JACHCTBUH, a
HAallOMUHAHUSI O HUX HE TMOMEIICHBbI B HAJCKHBIC MECTa, IJIe Bbl HABEPHSKA
yIEIUTe UM JOJDKHOE BHUMaHue. K ToMy ke, BO3MOXXHO, Bbl HEIOCTATOYHO
YETKO MNPOJYMAJIM JETalau, MEPCHEKTUBBI M PEHICHUs, YTOObI MOJaraTtbCs Ha
COCTAaBJICHHYIO CXEMY.

Ecnu pykoBOJICTBOBATHCS MOUM OINPEACIICHUEM IMPOCKTa Kak pe3yJibTaTa,
JUTSI TOCTHKEHHSI KOTOPOT'O0 HEOOXOIMMO COBEPIITUTH 00JIE€ OJTHOTO JEHCTBHS, TO
JUTSI TOTO, 9TOOBI BEIOPOCUTH OOJIBIIMHCTBO ITPOESKTOB M3 TOJIOBBI, HY’KHO TOJIBKO
chopMyIHpOBaTh KETaeMbI pPe3yabTaT M HAMETHTh CIeAyronuii mar. Bam
HYy)X€H HOBBIA Opokep? JlocTaTOYHO TOJIBKO IO3BOHUTH JPYry, 4YTOOBI OH
MMOPEKOMEHI0OBall KOro-HHOyah. Bam HYXHO TMOCTaBUTh JoMa NpHHTEP?
JloctaTouHO BBIMTH B MIHTEpHET M O3HAKOMUTHCA C PA3TUYHBIMU MOJCIAMU U
pacuenkamu. [To Moum noacueram, okosao 80 % MPOEKTOB HOCIT UMEHHO TaKOM
xapakTep. Bel B 11000M ciiydae BBITIOJIHICTE BCIO MPOIEAYPY INIAHUPOBAHUS B
paMKax 3TUX MPOEKTOB, HO JEJIAETE€ ATO MBICJICHHO: BbI YJEIAE€TE UM POBHO
CTOJIbKO BHUMAaHHS, CKOJBKO HY)XHO, YTOOBI OHM HE CTOSUIM Ha MECTE JI0
MOMEHTA OKOHYATEJILHOTO OCYIIECTBICHUS.

Ecnu npoexm ece ewe 3anumaem eauiu MviCiu, 3HAYUM HYHCHO euje Ymo-mo
CNJIAHUPOBAMb.

Eme oxomno 15 % npoexkToB MOryT TpeboBaTh NPUMEHEHHS KaKOTrO-HUOYAb



BHEITHET0 HHCTPYMEHTAa MO3TOBOr0 IITypMa — BO3MOKHO, KapThl HJICH,
HECKOJIbKUX 3aMETOK B TEKCTOBOM penakTope wiu ¢aine PowerPoint. DToro
OyZIeT JOCTaTOYHO, €CIM BbI COCTaBIISICTE IMOBECTKY COOpaHUs, IJIaHUPYETE
OTNYCK WJIH BBICTYIIJICHUE B MECTHOM TOProBOi manare.

W wmakoHeln, BHEAPEHHE OCTaBIIMXCA 5 % TPOEKTOB MOXKET IMOTPeOOBaTh
MOJTHOMACIITAOHOTO TPHUMEHEHHUS OJHOTO WM HECKONBKMX M3 IISATH JTAIloB
MOJIEJIA €CTECTBEHHOI'O0 IUIAaHUPOBaHUA. Mojelb COAEPKUT MNPAKTUUECKOE
PYKOBOJICTBO, TIO3BOJISIFOIIEE CJIBUHYTH JieJla C MEPTBOM TOYKH, PEIIUThH
mpoOJieMbl W MPOAYKTUBHO TMPOJOKUTH BBITIOTHEHUE 3a7a4. Bl dyBCTBYyeTe,
9TO KaKOMY-HHUOYAb W3 BaIlUX MPOCKTOB HE XBaTAET SICHOCTH WM aKTHBHBIX
NercTBUii? B TakoM ciydae MpUMEHEHHE MOJICTH YacTO MOXKET CTaTh KJIKHOUOM K
CYIIECTBEHHOMY IIPOTpeCCy.

He xeamaem acnocmu?

Ecnn Bam He XBaraer ACHOCTH, IEPEMECTUTE CBOW MBICIUTENBHBIA MPOIIECC
BBIIIIE MO IIKAJIE €CTECTBEHHOTO IUIAHHUPOBaHUA. HacTO OYEHb 3aHATHIE JIFOIAU
(meiicTBrE) TIPpEOBIBAIOT B HEPEHIUTEIBHOCTH U ONIYIIAIOT HEJOCTATOK
1eJICYyCTPEMIICHHOCTU. IM HY»HO OOpaTUThCA K IUIAHY WM COCTaBUThH IUJIaH
(ynopsinouuts ujaen). Eciu sicCHOCTH He XBaTaeT HA YPOBHE IUIAHUPOBAHMUS, TO,
BEPOSATHO, HY’KEH HOBBIM MO3IOBOM IITYPM, KOTOPBIA IO3BOJIUT I'€HEPUPOBATH
JOCTaTOYHOE KOJMYECTBO HJAEH, HEOOXOAMMBIX [IJIi COCTaBJICHHUS HAIEKHOTO
wia"a. Eciu ceanc MO3roBOro mTypMa 3aXOJUT B TYIIHK U MBICJIH ITYTAIOTCS, TO
HY>KHO CMECTHUTh aKIICHT Ha YPOBEHb BBIIIE — IMEPEUTH K KAPTUHE PE3yJIbTaTa U
yOeauThCs, 4TO (UIBTP CETEBOr0 BOCIPHUSATHS B BallleM MO3Ty 3HAET, «Kak
OCYIIECTBUThH 3aJyMaHHOE» HaWiIydimuM oOpa3oMm. Ecnu kapTuHa (BuIeHUue)
pe3yabpTaTta HE SICHAa, TO CIEAYET BEPHYTHCS K YUCTOMY AHAJIN3y MEPBONPUYMH,
10 KOTOPBIM BbI 3aMHTEPECOBAHBI B TAHHOM MEPOTNPUITUH (LI€ITICH).

Hyicnol 6onee peuwtumenvhnuvle mepul?

Ecau HeoOxomuMbl Oosiee ACHCTBEHHBIC IIard, TO CIEAyET ABUTATHCS BHU3
1o mkane. Bo3MOXKHO, 11€J1b MTPOEKTa BBI3BIBAECT IHTY3HAa3M, HO B TO K€ BpeMs
Ha0II0/IaeTC HEKOTOPOE COMPOTHBIICHHE HA JTale OMPEACICHUS KOHKPETHBIX
I1aroB, HEOOXOAMMBIX /IS €r0 BOIUIOIICHUsA Ha TpakThke. CerojaHs 3amaya
«TIOBBIIICHHUS] KadyecTBa MPO(ECCHOHAIBHOW ACATEIHLHOCTHY» MOXKET OKa3aThCs
Ha paboyeM CToJie y PYKOBOJUTENS OpraHU3aIli, HO 9acTO OH HE B COCTOSTHUU
chopMHUpOBaATh YETKYI0 KapTHUHY KEJIaeMOTO pe3ysbTraTta. MHTemIeKTyaabHbIN
MpoIiecC JODKEH OmpeaensaThes BuacHHeM. Eme pa3 cmpocute cebs: «Kak
JIOJKEH BBITJISIZIETh PE3YJIbTaT?»



[11anbl BBOJSAT Bac B KypcC Ji€fia, HO BbI JIOJKHBI HAUTH M OOPaTHBIN MyTh.
Bunn Pomkepc

Ecnu BbI chopmynupoBalii OTBET Ha 3TOT BOMPOC, a Jiefa MO-IPEKHEMY
CTOSIT HA MECTE, TO NMPUILIO BPEMs MOAYMAaTh HaJ HEKOTOPHIMU U3 aCIEKTOB,
OTBEUYAIOIIUX HA BOMPOC «Kak?», pabOYuMHU JETAISIMH M TEPCIEeKTUBAMU
(mo3roBoil mTypM). MHE 4YacTO MOMAJAIOTCS KIUEHTHI, YHACIEAOBABIIAE OT
MPEAIIECTBEHHUKOB OTHOCUTEIBLHO YETKO C(OpMYyIHMpPOBaHHBIM MPOEKT BPOJIE
«BHenpeHus HOBOM CUCTEMBI OLIEHKH MPOWU3BOAUTEIBHOCTH» M, TEM HE MEHEE,
HE CIIOCOOHBIE CABUHYTHCS C MECTa, IOTOMY YTO HE MOTPATUIN U Mapbl MUHYT
Ha TO, 4TOOBI HAOPOCATh HECKOJIBKO HJIEH O TOM, KaKue JIEUCTBUSI HEOOXOAUMBI
JUISL €70 OCYILIECTBIICHHUS.

Ecam MO3roBoii mTyp™m 3aXOJUT B TYNUK (@ 3TO 4acCTO MPOMCXOIUT, KOTJa
NPUMEHSIIOTCS CHUHEKTUYECKHUE TIOJAXOJbI), MOXET IMOTpPeOOBaThCA CTpOTras
OLICHKA W MPUHITHE PEIICHUH, KacaroUIUXCsl KPUTUYECKUX 337a4, KOTOpBIE
clelyeT BBINONHUTH (opraHu3anusi). Takas cuTyalusi MHOTAA CKJIaJbIBaeTCH,
Korja HedopmanbHas JABYCTOPOHHSAS BCTpeyYa, B XOAE€ KOTOPOM BO3HHUKIIO
MHOXECTBO UJEH, 3aKaHYMBAETCS, & KOHKPETHOE PEIICHHUE O TOM, YTO JI€NaTh
Janblle B paMKax MPOEKTa, TaK M HE MPUHATO. MOXeT ObITh Tak, 4TO €CTh
YeTKUW IUJIaH, HO MEXaHHW3M BCE€ PAaBHO HE paboTaeT Tak, KaK HYXHO, TOTAa
HY’)KHO TPOAHaJM3UPOBATh KAaXIbll 3Tam, 3aJaBlIMCh Bompocom: «KakoB
CIEAYIOIIMI IIar, U KTO JOJDKEH €ro mpeanpuHsATb?» OJIHa yCTPOUTENbHUIIA,
B3siBIIIAsl Ha ce0s OpraHU3alMI0 KPYIMHOM €XKEroJHoil KOH(EpeHIIMH 3a MHOTO
MECSIIEB JI0 €€ Hauyaja, CIpOCHia MEHs, KaKk M30ekKaTh KPU3UCHBIX CUTYyaIlil U
HOYHBIX OJICHMI, KOTOpbIE paHee BhINAIM Ha A0JI0 ee KomaHabl. Korma ona
HaOpocana IJaH pa3HbIX YacTeil MpOEeKTa, KOTOPBIM eil JocTayics, s CIPOCHIL:
«KakuMu acnekTamMm MOXXHO 3aHSAThCA B JaHHbIA MOMEHT?» Omnpenenus
MIPUMEPHO C JIECATOK aCMEKTOB, Mbl HAMETHIIM CIEAYIOIIUH 1Al MO0 KaXKIOMY U3
HuX. U 1emo caBuHYIOCH C MEPTBOU TOUYKH.

B AByx mnocienHHUX riaBax s ONKHCAJI OCHOBHBIE MOJEIHA MOCTOSHHOTO
JOCTH>KEHUSI MAKCUMAJIBHOW MPOU3BOAUTEIBHOCTH U COXPAHEHUSI KOHTPOJISL HAJl
CUTyalluell C HAaMMEHBIIMMH 3aTpaTaMH Ha JBYX OCHOBHBIX YPOBHSX Hallen
KU3HU U pabOTHI: HA YPOBHE JCHCTBUMN, KOTOPbIC MBI BHITIOJIHAEM, U Ha YPOBHE
HAMEUYEHHBIX IPOEKTOB, KOTOPHIE TPEOYIOT COBEPIICHUS ITUX JCHCTBUH.

OCHOBHBIE PUHITUIIBI TAKOBBI: BaM CJIEIYET B3SITh Ha c€0S OTBETCTBEHHOCTh
3a cOOp BCEX CBOMX HE3aMKHYTHIX LIUKIJIOB, IEPBUYHYIO MBICICHHYIO 00pa0bOTKY
KOKJIOr0 M3 HUX W YIPABICHUE €€ pe3yJbTaTaMH B XOAE YIOPSJAOYEHUS,
nepecMoTpa U petieHus: mpoosiem.

Bam ne nyoicnvl HoBble HABBIKU, UMOObL NOBBICUMb NPOOYKMUBHOCIb — GAM



He0OX00UM MOJbKO HOBbIL HAOOP peaekcos, onpeoensiouux, Ko2od u 2oe
NPUMEHUMb UMEIOWUTICS. ONBLM.

B r00oif  cuTyanuu, B HW3MEHCHMH KOTOPOH BBl XOTh HEMHOIO
3aMHTEPECOBAHbl, HMEET MECTO MPOIECC ECTECTBCHHOrO0 ILIAHUPOBAHMS,
HallpaBJICHHBIH HA TO, YTOOBI HCHPABUTh TEKYIIEE IOJIOKCHUE BEIICH.
[IpyuMeHEeHrE OMMCAHHOW MSTUIIATOBOM MOJIEIM YAaCTO MOXKET YIPOCTUTh U
YCKOPHTH Ballly JCSITCILHOCTD, a TAKXKE clieiaTh e¢ 00Jiee MPOTyKTUBHOM.

OTH MOJETU HETPYAHO TMOHATh M JIETKO NMPHUMEHHTh. VX HCMIOIb30BaHHE
MO3BOJISICT JIOCTUYh 3HAYUTEIIBHBIX Pe3y/IbTaTOB. BaM He HY>XHBI KapAUHAIBHO
HOBBIC IOJAXOJABI — BBl yMEETE JeJaTh 3aMETKH, YSICHSITh pPEe3yJIbTaThl,
ONpENCNATh JaJbHEHIINE JCUCTBHS, pPa3fciiaTh IPOOJIeMbl Ha KaTETOPHH,
nepecMaTpuBaTh CIMCKA W JCJaTh BBIOOpP, PYKOBOJCTBYSICH COOCTBCHHBIM
qyTheM. B JaHHBII MOMEHT Bbl yMEETE COCpPEIOTAYUBATHCS Ha YCICIIHBIX
pe3ynbTarax, MPOBOJUTH MO3TOBOM INTYpM MPOOJIEM, YIOPSI0YUBATH CBOM
MBICIIA ¥ OTIPECIISITh CICAYIOIIHNE MIaTH.

Ho opHOro yMeHHMS HEIOCTAaTOYHO JIJI IOJYYEHHUS PpPe3yJbTaToB.
CrocoOHOCTh K BBICOKOW TIPOJYKTUBHOCTH, COXPAHCHUIO CIIOKOHCTBUS U
KOHTPOJISL HaJ CHTyallueld He SBISCTCS 3aJIOTOM TOr0, YTO BaM yJacTCs
BHEJIPUTH 3TH HAaBBIKW HAa MpaKTHKE. ECIM BBl MOAOO0HBI OOJBIIMHCTBY JIFOJICH,
TO MOJKETE NMPUOCTHYTH K yCIIyraM TpeHepa — YeJIOBEeKa, KOTOPBIM OyJIeT yUnUTh
Bac Iar 3a IaroM BHEAPSATH STH HABBIKA, 3HAKOMHTH Bac C KIFOYCBBIMH
MPUHITUIIAMY U TI0JIC3HBIMU IPUEMaMH, TI0Ka BBl B COBEPIIICHCTBE HE OBJIAJICCTE
HOBBIM CTHJIEM PaOOTHI.

006 >TOM MOZIPOOHO paccka3bIBA€TCS BO BTOPO YaCTH KHHTH.



YACTD II. Pe3yabTaT 0€3 cTpecca: NpaKTHKA



I'naa 4. C 4yero HauaTh: onpejae/ieHue BpeMeHH, MeCTa U
HHCTPYMEHTApHus

Bo BTOpOM YacTM KHHIM MBI NEPEUIAEM OT TEOPETHUUYECKUX OCHOB M
OTPAaHUYCHHBIX  HABBIKOB  YIpaBJICHUS  pabOYMM  MPOIECCOM K  UX
noJIHoMacTabHOMYy BHeApeHHi0 U 3((PeKTUBHbIM yrnpaxHeHusM. OcBOeHUE
JaHHOW METOJIMKH YacTO MO3BOJIAET JIIOASM JOCTUraTh HEBUAAHHOTO YpPOBHS
KOHTPOJISL HaJ CHUTyalllel, COXpaHsisi BHYTPEHHEE pPaBHOBECHE, HO YTOOBI
NeperTH B ATO COCTOSIHUE, HEOOXOJUMO MPOUTH HECKOIBKO MOMIAaroBbIX
MpoLeyp, KOTOPBIE BHICTYIAIOT B KauecTBe Karainu3aropa. MTak, s 03HaKOMITIO
BacC C JIOTHYECKON MOCJIEI0BATEIHLHOCTbI0 HEOOXOUMBIX IIAroB, MO3BOJISIONICH
CYILIECTBEHHO YIPOCTUTHh BBHITIOJIHEHUE YKA3aHHBIX TMPOIEAYp U CHeNaTh
METOJIUKY MaKCUMAaJIbHO MOJIE3HOM.

Bueodpenue memoouku na 2no06anbHom uiu nO6CEeOHEBHOM ypoBHe
C8A3AHO C MACCOU «POoKYyco8)

I'opa3no nerde B mpouecce AESITEIbHOCTH HACTPOUTHCS HA HYKHBIM JIA,
YeM HACTPOUTHCA HA HYKHBIN BUJI 1€ TEIBHOCTH.

0. X. Moyap

Ecam BBl He yBepeHbI, YTO TOTOBBI K IIOJJHOMACIITAOHOMY BHEIPESHUIO
OMHMCAHHBIX METOJOB, TO MO3BOJIBTE 3aBEPHUTHh BAC, YTO M3 BCETO M3JI0KECHHOTO
MaTrepuaja 3HAUUTEIbHYIO IICHHOCTh MPEACTABISAIOT JOBKHUE «POKyChl». MHOT A
MMEET CMBICII 03HAKOMHUTBHCSI C KYpCOM paau OJHOTO 3(PPeKTUBHOTO Mprema: K
puMepy, HEKOTOPBIC CIIyIIATeId TOBOPWIM MHE, YTO CaMbIi Jy4YlIUi COBET,
KOTOPBIM OHM YCIBIIIAINA 3a JIBa JHSI CEMHHApa — 3TO PEKOMEHJAINS 3aBECTH
MaMSITHYI0 KHUXKKY WIA TankKy. 3HAYUTEIbHYI0 YacTh MOHMX 3HAKOMBIX,
JOCTUTIIUX BBICIICH IPOU3BOIUTEIBLHOCTH, COCTABJSIOT T€, KTO BOILIOTHII
HanOoJiee ICHCTBEHHBIC TPUEMBI B CBOIO KM3HB. Sl 3HAI0, UTO U CaM OTHOIIYCh K
gucny 9tux grofed. Camble Myzpble W3 Hac pa3pabaThIBAIOT MPOTrpaMMy
JICHCTBHM, KOTOPYIO MEHEE CO3HATEIIbHBIC HHANBUYYMBI IIOYTH aBTOMATHYECKU
BHEIPSAIOT B CBOK JICATEIIBHOCTh, YTOOBI JOCTHYH OOJee BBICOKOM
pPe3yAbTaTUBHOCTH. MBI caMM TOATAJIKHMBaeM ceOs K BBITIOJTHEHUIO 3ajad,
KOTOPBIMH JTOJKHBI 3aHUMATHCS.

Hampumep, ecin BbI, Kak U s, HE BCET/a ACNACTE 3apsaKy IO yTpam, TO Y
BacC, BEPOATHO, €CTh CBOM MPUEMBI, C TIOMOIIBIO KOTOPBIX BBI 3aCTaBiisAeTe ceOs
3aHuMaThes. Jisa MeHst caMbiM 3((HEKTUBHBIM HHCTPYMEHTOM SIBIIICTCSI KOCTIOM
— 0/ICK/1a, KOTOPYIO s HaJeBaro WM cHUMar. Ecnu s HajeBaro CIOPTHBHYIO



OZICKAY, TO MHE Cpa3y XOYETCs BBINOJIHATH YNPAKHEHHUs; €CIIM S HE HAACHY
KOCTIOM, TO, CKOPEE BCETO, MHE 3aX0YETCS 3aHATHCA YEM-TO IPYTUM.

HaBaiite paccmoTpum npumep «pokyca» B cdepe  MOBBIIMICHUS
MPOU3BOAUTENHLHOCTH. BeposiTHO, BbI Korja-HUOyab Opanu 1omMoil paboty,
KOTOPYIO TOJDKHBI ObUTH BBIMOJIHUTH K CIACAYIOIIEMY AHIO. BbUIO O4YeHb Ba)HO
He 3a0BITh B35Th €€ ¢ co00il Ha ciemyromiee yTpo. M Kyaa e BBl MOJIOXKHIN
HeoOxoauMble MaTtepuaibl BeuepoM? OCTaBUIM UX BO3JE ABEPH WM MOJIOKHIIN
Ha KJIOYM, YTOOBI HM B KOEM CJTIydae He OCTaBUTh JoMa? Y 1ajaoch JId BaM TaKUM
o0pa3oM TMOBBICUTH CBOIO OpraHu3oBaHHOCTH? Kakoil mpekpacHblii MeTon
caMOOpraHu3aluy Bbl BHEAPWIM B CBOK Xu3Hb! HO Bemp Bce mpou30mLIO
MMEHHO TaK, Kak f M TOBOpWI. Myzapas 4acThb BalllerO CO3HAHUS BEYEPOM yXKe
3HAeT, YTO €ro MEHEE CO3HaTeNbHAsg YacTh YTPOM BpsA JU OYyJIET 4YTO-TO
cooOpaxkath. «YTo 3TO JEeXKUT mepen ABephio? AX, Aa, 3TO HYXKHO B3STh C
coboii!»

N B camom pnene, Kakod NpekpacHbld mNOCTynok! S Tak W Ha3bIBarO
onmcanHbll npuem: «llonoxu nepen aseppro». B HameMm ciaydae pedb UIET O
«JIBEpW» BAILIETO CO3HAHMUS, a HE O BXoA€ B oM. Ho nes Ta xe.

JlocTaHbTE  €XKEIHEBHHMK M  BHUMATEIBHO  IIPOCMOTPUTE  JIEJa,
3aIUIaHAPOBAHHBIE HA CIECAYIOIIME JBE HeAenu. BeposTHO, TaM HauJeTcs Kak
MHHUMYM OJ[HA 3aMETKa, 0 KOTOPOW BbI IOAYyMaeTe: «AX, Aa, 3TO HAIIOMHWIIO
MHE O TOM, YTO HYXKHO». 3aUKCHpPyeTe€ 3Ty BaXKHYIO MBICIIb, U B HYXHBIN
MOMEHT OHA CMOKET MOOYIUTh Bac K JCHCTBUIO, TOT/Ia BaM Cpa3y CTAHET Jierye,
Ballle€ CO3HAHUE MPOSICHUTCS U YCUIIUTCS YyBCTBO BBIIIOJIHEHHOTO JIOJra. JTO HE
KOCMUYECKHUE TEXHOJIOTUU — MPOCTO YPHEKTUBHBIN MTPUEM.

IIponykTuBHOCT, Bameid PpadoTbl W TBOPYECKHH MOTEHUMAJ
YBEJIUYUBAKTCHA IKCIOHEHIMAJIBHO, KOIIa Bbl B HY’KHOE BpeMs AyMaere O
HYKHBIX BellaX M pacmojiaraere HHCTPYMEHTapHeM, IO03BOJISIIONIAM
(puxcupoBaTh 1oJie3HbIE MbICJIH.

Ecnu BbI ceffyac mocTaHeTe YUCTHIN JIUCT OyMaru U CBOIO JTIOOMMYIO PYUKY U
B TEUECHUE TPEX MUHYT COCPEIOTOYMTE BHUMAHHUE HAa CaMOM T'PaHIMO3HOM H3
CBOMX 3aMBICJIOB, TO sl TAPAHTUPYIO, YTO BaM B TOJIOBY MPUJIET XOTsI ObI OJHA
ujes Tumna: «Ax, 1a, Hy>)kHO ydecTb ___ ». Korga ato ciyuurcs, 3adukcupyiite
MBICIIA, TIOCETHMBIIME Bac, Ha JHUCTe OyMaru MU MOJIOKHUTE €ro TyJa, TJE BBI
CMOJKETe peajbHO BOCMIOJIB30BATHCS HOBBIMHU HAESIMHU U MH(opmarueit. Bol Hu
Ha MOTY HE MOYMHEETE 0 CPABHEHHUIO CO CBOMM HMHTEIJIEKTYAJIbHBIM YPOBHEM
JIECSIThI0O MUHYTaMU paHee, HO B Baileld paboTe W B Balllel KU3HU MPOU30MAET
CIBUT.

B 3HauMTenpbHOM Mepe MPOLECC 3aBOEBAHUSA «YEPHOTO II0sCa» IO
VOPaBJICHUIO pPabOYMM TMPOILIECCOM COCTOMT B  OBJQJACHUH HCKYCCTBOM



KCTIO0JIb30BATh HY>KHbIE HHCTPYMEHTHI U KOOPJAUHUPOBATH CBOU JECHUCTBUS TaKUM
oOpa3oM, YTOOBI aBTOMATHYCCKH HAMPABIATH MBICIH B HYXXHOE PYCIO U
ObIcTpee HacTpaumBaThCcsi Ha paboTy. Bce mocnemyronme pexkoMeHIaInu,
KacCarollNeCs OpraHu3allil MeCTa, BPEMECHM W HWHCTPYMEHTapHsl, SBISIOTCA
HaJIeKHBIMU METOJaMU JOCTH)KCHUSI HOBBIX, HCOBIBAJIBIX PE3yJIbTATOB.

Ecnmu BBl [IEMCTBUTEIIBHO XOTUTE CBEPIINTH KapJUHAIbHBIM CKA4YOK B
00J1acT TUYHOM OPTraHW30BAHHOCTH, TO 51 COBETYIO BaM YJEIUThH MPHUCTAIHLHOE
BHUMAaHHE BCEM JIETANIIM U HEYKOCHHUTEIBHO CJIEJ0BATH BCEM PEKOMEHIALIMSIM,
npuBeleHHBIM HIKe. OCBOEHHWE BCEM CHUCTEMBl B IICJIOM TIpUHECET OoJjee
CYLIECTBEHHBIC PE3yJbTAThl, YEM O3HAKOMIICHHE C Ka)XKJIOW U3 €€ 4acTeu Io
OTIeNbHOCTU. BBl OOHApyXWTe, 4TO BHITIOJIHEHHUE ATOW MPOrpamMMBbl TTO3BOJUT
CIBUHYTh C MECTa pEalbHbIC JI€JIa, KOTOPHIC 3aHUMAIOT Ballly XW3Hb HA JIAHHBIN
MOMEHT. MBI pemmM Maccy 3a7ad, OXHUIAKIIUX PEIICHUS, U CAEIAEM 3TO
HOBBIMU, () (PEKTUBHBIMHU U 3a4aCTYI0 HEOKHJAHHBIMU CITIOCOOaMHU.

Onpeoenenue HeoOX00UMO20 8PEMEHHO20 NPOMENCYMKA

S coBeTyr0 BaM BBIIETUTH OTPE30K BPEMEHHM HA MHUIIMATU3AIMIO Tpolecca
U MOJTOTOBKY paboyero MecTa ¢ HaJJIeKalluM MPOCTPAHCTBOM, OOCTAaHOBKOM U
WHCTpYMEHTapueM. Haanexamiass MOArOoTOBKa W opraHu3anus padoyero
MPOCTPAHCTBA MO3BOJISIET YMEHBIIUTH Balll€ MOJACO3HATEIBHOE COMPOTHUBIICHUE
HEOOXOIMMOCTH PEILICHUs PYTUHHBIX MPOOJIEM U Ja’Ke MOBBICUTH Balll UHTEPEC
K HUM: BaM 3aXx04eTcsi CecTh M 00JyMaTh BXOJHYIO HWH(GOPMALHIO H
MOCTaBJICHHbIE 3aJaud. UeanbHble BpEeMEHHBbIE paMKH i OOJBIIMHCTBA
JIOJIEH COCTABJISIOT JIBa MOJIHBIX padoumx nHA. (Brnpodyem, HE CTOUT yHBIBATh,
€CIM B BallleM pACMOpPSDKEHUM MEHBIIE BPEMEHH: BBITIOJIHUTH JCHCTBUS,
KOTOPBIE 51 pEKOMEHTy10, OYJIET MOJE3HO HE3aBUCUMO OT TOT'0, HACKOJIBKO MHOTO
WM MaJO BPEMEHU BBl UM ynenuTe. UToObl OMMCaHHbIC MPUEMbI U MPUHIUIIBI
onpasiain ceds, He HY>KHO >KIaTh JIBa JHI — OHHM HAYHYT MPUHOCUTH TLIOIbI
mpakTU4Yecku cpaszy). Beck mporecc cObopa wHPOpMAlUU MOKET 3aHATH JO
IIIECTH YacoB, a JJIsi 0OpaOOTKH W OMpeAeSeHHs] JAIbHEHITNX JACHUCTBUN IO
K01 po0siemMe, KOTOPYIO Bbl XOTUTE 3a(pUKCUPOBATH Ha BHEIITHEM HOCHUTEIIE
U BKJIIOYUTH B CBOIO CHUCTEMY YIPABICHUS ACSITEIBHOCTBHIO, 3aMIPOCTO MOXKET
noTpeboBaThCs emie BoceMb yacoB. KoHeuHO, BBl MOXKETe cOOMpPATh BOSTUHO U
o0OpabaTbiBaTh BCE CBOM TEKYIIME 3aJa4yM 110 YacTAM, HO ropasjio mpoiie Oyner
«3a OJWH TPHUCECT» ONPEIEIUTh IEPBOOUEPEAHbIC IIard MO KaXIAOW U3
BOKHEUIIINX MTPOOIIEM.

WneanbHoe BpeMs 715l TAKOH pabOThl — BBIXOAHBIC, TOCKOJIBKY B ATO BpEMsI
BEPOSITHOCTh BHEIIIHETO BMENIATeNbCcTBA MUHUMaNbHA. Eciu s paboTato ¢ kem-
TO Ha MPOTSHKEHUU TUINUYHOTO padoyero JHs, TO CHAayajga Mbl JIOJDKHBI



yOenuThCs, YTO Ha 3TOT J€Hb HE 3aIlUIAHUPOBAHO HUKAKHX BCTpPEY, a MPEepBaTh
HAC MOTYT TOJBKO B KpailiHEeM ciiydae; Telle(pOHHbIE 3BOHKHU 3alHCBhIBAIOTCS Ha
aBTOOTBETUMK WM (PUKCUPYIOTCS CEeKpeTapiued s aHauu3a u o0paboTku
uHdopmaru B nepepoiBe. He coBeTyro OTBOAUTH Ha ATy paboTy BpeMs IMOCie
OKOHYaHHA  pabouero  gHA. OOBIUHO 3TO  CYIIECTBEHHO  CHIJKAET

TIPOU3BOANTENHFHOCTh U YBEINUNBAET BEPOATHOCTD TyTaHUIBLH

JIJIS MHOTHX COTPYJIHHUKOB, C KOTOPBIMHU s pab0Tar0, OTOJABHUHYTHh BECh MU
Ha BTOPOW IUIaH Ha ICJBIX JBa JHSA — camas CJIO)KHas 3ajada: MOCTOSHHAS
TOTOBHOCTh IIPHCYTCTBOBaTh Ha JCJIOBBIX BCTpEYaX M pearupoBaTh Ha
0OBSABIICHUS «B pabOYEeM PEKUME» — ITO MPUBBIYKA, OT KOTOPOH TPYIHEE BCETO
aOctparupoBatbcs. BoT modyeMy MbI 4acTO MEPEHOCHMM pabOTy Ha BBIXOJHBIC.
Ecnu BeI pabotaere B 00MIeli KOMHATE, TO BBIICIUTD JOCTATOYHBIC MPOMEKYTKH
BPEMEHH B TCUCHUE TUITUYHOTO pabouero JHs OyJeT eIle CIoXKHEee.

Iloceamume smomy npoyeccy 08a OHs, U OHU OKYNAMCA MHO2OKPAMHO
803pocuieli NPOOYKMUBHOCHBIO U CHOKOUCMBUEM.

Jlesio He B TOM, YTO cama IpOoIeaypa HACTOIBKO «CBSIICHHA», MPOCTO IS
coopa u 00pabOTKH TAaKOTO OOJBIIOrO YHCIA HE3AMKHYTBIX ITUKIIOB, OCOOCHHO
«OTKPBITBIX», «HEPA3PCIICHHBIX» WA «3aCTPSBIIHUX», KOTOPBIC YXKE JIAaBHO
CTOAT Ha MecTe, TpeOyIlTcs OOJbIIMEe 3aTpaThl ICUXUYCCKOW HSHEPTHUH.
[TocTopoHHEE BMEMIATEIBCTBO MOXKET YJIBOUTH BpEMs, HEOOXOAMMOE IS
aHanM3a Bcex mpooem.

Ecnu BBI cCMOXETE 0CTaBaThCs HAa HY)KHOM YPOBHE KOHIICHTPAIU BHUMaHHS
B TCUCHHUE IMPOJIOJDKUTEIBLHOTO MEPHOJia BPEMEHH, TO Y BacC MOSBHUTCS YYBCTBO
KOHTPOJISI, BOSHUKHET ONIYIIEHUE 3aBEPIIICHHOCTH, OCBOOOIUTCS 3amac SHEPTUU
¥ TBOpueckui moreHmuan. [lo3mHee BBl cMokeTe 0OpamiaThCsl K CHCTEME Ha
0oJiee KOPOTKHE CPOKH HA MPOTSHKEHUH OOBIYHOTO pab0dvero JHS WIIH «MEXIY
CTPOK».

Iloozomoeka pabouezo npocmpancmea

Bam nonano6utcs pusmdeckoe mpocTpaHCTBO, KOTOPOE MOCITYKUT LIEHTPOM
YIOpaBJICHUS NEATeNbHOCThIO. Eciu y Bac yxe ecTh pabouuili CTON WM Jake
KaOWHeT, TJe Bbl pabdoTaere, TO Jy4Ylle BCEro HauyaTh MMEHHO C TOTO MECTa.
Ecnu Bam paGounii kKaOMHET HAXOUTCS Y Bac I0Ma, TO OH CTAHET Ballel mTao-
kBapTupou. Ecnu y Bac ectb U TO, U JIPYyroe, MOKETE CO3[aTh UACHTUYHBIE U
Jake B3aMMO3aMEHsIeMble CUCTEMbI B 000MX MECTax.

OCHOBHBIE 3JIEMEHTHI pab04ero MPOCTPAHCTBA — 3TO MUCBMEHHBIN CTON U
MECTO Ui JIOTKa C no4dTov. HekoToppIM mromsiM, TakuM KakK HadaJlbHUK
MalIMHHOTO 1I€Xa, JEXKypHas MeJcecTpa B OOJIbHMIIC WU HSHS, KPOME
yKa3aHHBIX MHCTPYMEHTOB, IMOYTH HUYEro He moHagooutcs. EcrecTBeHHO, /s



OOJBIIMHCTBA CHEIUAIKNCTOB TMOHATHE pabouyell MOBEpXHOCTH — Ooiee
HIMPOKOE: K HEMY OTHOCUTCA Tele(OH, KOMIBIOTED, JIOTKU ISl Oymar, SIuKu
JUIS  TIafoK, TOJIKKM JIJIi CCBUIOYHBIX MarepuaynioB. HekoTopbIM MOXKeT
notpeboBaThcsi (akc, MPUHTEP, BUACOMArHUTOPOH W/WUIU MYJIbTUMEAUITHBIC
cpenctBa koHpepeHi-cBs3u. CaMoiocTaTouHble PAOOTHUKUA TaKKE OIILYTST
HEOOXOIUMOCTh B CHApSOKEHUU NJii TUMHACTUKH, CPEACTBaX IPOBEICHUS
aocyra.

OyHKIIMOHANIbHOE pabodee MPOCTPAHCTBO HMMEET KPUTHUUYECKOE 3HAUYCHUE.
Ecaum y Bac emie HeT COOCTBEHHOTO pabodero mpoCTpaHCTBA M OOIICH KOP3WHBI
«Bxopgsme», HeMeUIEHHO 003aBeUTeCh UMHU. DTO KacaeTcsl M CTYICHTOB, U
TeX, KT0 paboTaeT JoMa, W JaKe MEHCHOHEPOB. Y KaXKIOTO IOJIKEH OBITh
¢uznueckuii LEHTpP YNpaBlIEHUS JCATEIBHOCTHIO, H3 KOTOPOTO MOKHO
PYKOBOJIUTH PEIICHUEM BCEX CBOUX MPOOIIEM.

Ecnu 6b1 y MeHs ObUIO 1B MUHYTHI Ha CO3/IaHUE aBAPUITHOM CTaHIUU, TO 5
OBl B3sJ1 ABEPb, MOJOKUI €€ Ha JIBE TYMOOUYKH C JABYMs SIIIMKAMU Kaxkaas (1o
OJIHOM TyMOOYKE C KaXkKIOH CTOPOHBI), IOCTaBWJI Obl Ha HEE TPU JIOTKA IS
OyMar u 106aBui ObI K ’TOMY OJIOKHOT M py4Ky. Takoi Obl1a ObI MOSI JOMAIITHSS

06aza (Oyap y MeHs Bpems, s Obl Takke Kymmil kpeciio!). XoTuTe — BepbTe,
XOTUTE — HeT, s BHUJCI HECKOJIbKO O0(HUCOB, KOTOpble OBUIM MEHEe
(YHKIIMOHAIBHBI.

Ecnu eévt pabomaeme 6 oghuce, mo eam éce pasno nonadodoumcs
pabouee npocmpancmeo ooma

He npeneOperaiite pabounm MectoM y cebst qoma. Kak Bbl yoenurech B Xo/1e
W3yUeHUs] Tpollecca, JoMa OYEeHb BaXXHO  pacrojaraTh  XOTS  Obl
BCIIOMOTATEILHON CHCTEMO, aHAJIOTHYHOU paboyeMy MECTy B BaiieM B odmuce.
Muorue u3 Tex, ¢ KeM s paboTal, OIIYIIaJd HEJTOBKOCTh H3-3a KOHTpAcTa
MEXIy OeCHopsaKoM, IapsMM y HUX B JIoMe, U OOCTaHOBKOW B paboueMm
oduce. Im Ob110 HEOOBIUAHO Ba)XXHO MO3BOJIMUTH ce0€ CO3/MaHUE aHAJTOTHUYHON
o0cTtaHOBKU B 000ux MecTax. Ecnu y Bac moxoskue mpoOyieMbl, TO Bbl YBUIUTE,
YTO BBIXOJIHBIC, TIOTPAYEHHBIE Ha O0OpyJOBaHWE JOMAIITHETO pab0vero MecTa,
MOTYT TIOBJIeYb 3a COOOM KapJWHAJIbHBIC W3MEHEHUsI B BaIlleil CIIOCOOHOCTH K
YIOPSAOYECHUIO CBOEH KU3HMU.

Bawm myosrcno gpynkyuonanvHoe pabouee npocmpancmeo — ooma, Ha pabome
U, eciiu B03MONCHO, MeHCOY HUMU.

TpaH3umH0e paﬁouee mecmo

Ecnu BBl MHOTO MyTemiecTByeTe mo paboTe WK MPOCTO BeleTe MOOUIBHBIM
o0pa3 U3HHM, TO BaM 3aXO04eTcsl OpraHu30BaTh 3((PEKTUBHOE NEPEIBHKHOE



pabouee Mecto B MuHHaTiope. BepositHee Bcero, 310 Oyaer mnopTdensb,
YeMOJAHYMK WM PIOK3aK C HEOOXOIUMBIM OTACIICHUSIMHU.

MHorue JFOH YIyCKafOT BO3MOXKHOCTb TIOBBICUTH CBOIO
MPOU3BOJUTEIHLHOCTh, TOTOMY YTO HE OOJNAAI0T CPEICTBAMU, MO3BOJISIONIUMU
UCTIONb30BaTh CBOOOJHBIE MOMEHTHI W «OKHA» BO BPEMCHH, KOTOPHIC
TIOSIBJIIFOTCS TIPY TIEPEMEIIIEHUHU C OJHOTO MECTa Ha JPYroe WM BO3HUKAIOT B
Hepaboueil ooctaHoBke. CoueTaHne TPaAaMOTHOTO CTHIIS PaOOTHI, HECOOXOAMMOTO
WHCTPYMEHTAPHUS M TECHO B3aUMOCBSI3aHHBIX CHCTEM JIOMa U Ha paboTe MOMKET
clenarh  IMYTCIISCTBUE  TOJXOASIIAM  BPEMEHEM  JUIS  BBITIOJHCHUS
OTIpE/ICTICHHBIX BHJIOB 3a/1a4.

He oenume nu c kem padouee npocmpancmeo!

KpaitHe HeoOxommmo, 4dYTOOBI Yy Bac ObUIO CcOOCTBEHHOE pabouee
MPOCTPAHCTBO — WJIM, MO KpalHeW mepe, coOOCTBEHHas Kop3uHa «Bxomsmue
JOKYMEHTBD» W MECTO i paboThl C¢ JokymMeHTamu. CIHIIKOM MHOTO
CYNPY>XECKUX Tap, C KOTOPbIMU s paloTall, JoMa MbITAIUCh Y>KUBATHCS 32
OJIHUM pabO4YMM CTOJIOM: KOTJla OHM pacHIMpsiu pabodee MPOCTPAHCTBO O
JIBYX OTACNBHBIX PabOYMX MECT, CUTyallusi KapJWHAJIbHO MEHSJIACh B JIYUIIYIO
CTOpOHY. BMecTO «OoTuyX)AeHUs», KOTOPOrO0 OHU OXKUAAJIH, STOT IIar MO3BOJISLI
UM CHSThb HE3HAUUTEIbHYI0 HANPSIKEHHOCTh B OTHOIICHUSX, BBI3BAaHHYIO
HEOOXOIUMOCTBIO JICIUTh APYT C JAPYTOM COBMECTHbIE Mpobiiembl. OnHa mapa
Jake pemmia o0opyAoBaTh MajeHbKOE padouee MECTO B KyXHE IJIsi MaMbl-
JIOMOCEJIKH, 4TOObI OHa Morjla paboTaTh, HE CIyCKas rja3 ¢ MJIaJICHIIa B
KOMHATe.

Hekotopple  opraHu3anuu  NPUBICKAET  KOHLEMNIUS  «TOCTUHUYHOU
CUCTEMBI», TMPU  KOTOPOM  COTPYJHUKH  MOJAECPKHBAIOT  IMOJHOCTHIO
caMOCTOSITeJIbHBIE W MOOWJBHBIE  paboyne  MecTa,  IO3BOJISIIOIINE
MOJKITIOYUTHCS» B JIO00M TOYKe, Te paboTaeT KOMIIAHWS, W BBIMOJIHATH
MOCTABJICHHBIE 33Ja4M MpsSMO Ha MecTe. Y MEHS BbI3bIBAET COMHEHUS
npaktudeckas 3G(EKTUBHOCTh JAaHHOM KoHIenmuu. Mo#l JIpyr, KOTOpBIA
y4acTBOBAJI B CO3aHHUM «oduca Oyaymiero» st npaButeabctBa CoeAMHEHHBIX
[ratoB B Bammuurrone, okpyr KomymOus, yTBep:kIana, 4TO YCTONYHMBOCTH
TOCTUHUYHOM OpraHu3aluy TpyJaa Hapylanzach (PakKTopoM «Moe» — JIH0JIU
XOTEJIM pacrnojiaratb COOCTBEHHBIMU pecypcaMu. $l cuuTaro, 4To ecTh U OoJjee
riyookasi MpUYMHA HECOCTOSTENBHOCTH KOHIEHIMU: YTOOBl HCIOJIb30BaTh
CUCTEMBbI, UMEIOLIUECS B HaIllEeM PpaCIOpPsLKEHHHM, HaM HEOOXOAMMO CBECTH K
HYJKO  CONpPOTUBICEHHE Ha  NOJACO3HATeAbHOM  ypoBHEe. llocTostHHas
HEOOXOIMMOCTh  3aHOBO  CO3/laBaThb Kop3uHy «Bxomsmme», cucremy
OpraHu3alliyd JTaHHBIX M ONPENENSITh METOA M MECTO O0pabOTKH pPYTHHHBIX



mpo0JIeM MOYKET pacCerBaTh 3HAYNTEIBHYIO JIOJIO HAIIEr0 BHUMAHUSI.

Kpaiine sasxcno umems cobcmeennoe pabouee npocmpancmeo. Bwi 6edb
xomume nojib308amvbCsl CGOUMU CUCEMAMU, d He NPOCMO OYMAmb O HUX.

Bl Moxere paboTaTh MNpakTUYECKH TAC YrOAHO, €CIH pacrojiaracre
MpO3pavyHO, KOMITAKTHOM CHCTEMOW M 3Haere, Kak oOpabaTwiBaTh 3a7adyu
OpIcTpO U onepaTuBHO. HO Bam Bce paBHO OHAAO0UTCS «IOMaNTHsAS 6a3ay, T. €.
YETKO MOJ00paHHBIN HAOOpP MHCTPYMEHTOB M JIOCTATOYHOE MPOCTPAHCTBO JJIS
BCEX CCBHIJIOYHBIX U COMyTCTBYIOIIUX MAaTEPUATIOB, KOTOPBIC JOJIKHBI OBITH Y Bac
Mol PYKOH, KOTJIa BBl «OcsaeTe». Y OOJBIIMHCTBA JIIOACH, C KOTOPBHIMH S
paboTaro, €CTh, IO KpaliHel Mepe, 10 YEeThIPE BBIABMIKHBIX SIIIIMKA JTSI TIEYaTHBIX
CIIPaBOYHBIX MaTEPHAIOB OOIIEro XapakTepa W JOKYMEHTAJIbHBIX JAHHBIX II0
MPOCKTaM — W TPYJAHO TMPEICTaBUTh, YTOOBI BCE 3TO MOXKHO OBLIO JIETKO
IIEPEBO3UTh C MECTA HA MECTO.

Ilo0060p HeodX00UMBIX UHCMPYMEHMOB

Ecnu Bbl HAcTpOEHbl Ha TMOJHOMACIITAOHOE BHEIAPEHHE METOJUKH
yOpaBieHUs paboOyuM TMPOIECCOM, TO Il Hayaja BaM TMOHAIoOOUTCA Psif
0a30BBIX PECYpCOB M HHCTPYMEHTOB. B xone mpolecca Bbl, CKOpee BCEro,
Oynere depeloBaTh NPUMEHEHHE TPUBBIYHOIO apceHajga C  OLIEHKOMU
BO3MOXHOCTEH HCIIOIb30BaHUS B pabOTE HOBBIX MHCTPYMEHTOB.

VYurure, 4YTO XOpOILIME HMHCTPYMEHTHl HE O0S3aTENbHO JOJIKHBI OBbITh
noporumu. Hampumep, o npucrnocoOaeHUsIX ¢ HU3KOM CTENeHbI0 aBTOMAaTH3alluN
MOJKHO CKa3aTb CIEAYIOLIEee: YeM IoJIe3Hee KaKeTcsi MpuoOop, TeM OH MeHee
(yHKIIMOHAJIEH HAa CaMOM JIeTe.

Ocnoenvle uncmpymenmot 06padomku uHgopmayuu

JlommycTum, Bbl HAUMHAETE ¢ camoro Hadana. Kpome Mecta Ha pabouem ctose
BaM IIOHAL00ATCS:

* Jlotku ansa 6ymar (XOTst Obl TPU IITYKH).

* [Tauka npoctoit 6ymaru popmara AS.

* Pyuka niu kapasjarni.

* CaMOKJICIOIIUECS JTUCTKH.

» Cxpenku 1t Oymar.

» CKpenku Jis IEPETieTa.

* CKOpOCIIMBAaTENb U CKPETIKU K HEMY.

* Kirelikas JieHTa.

* JIacTuk.

* ABTOMAT JIJIsl HAKJICUBAHUS ATUKETOK.

* [lankm st Oymar.



* E>xeTHEeBHUK.
» Kop3usnsl i Mycopa.

JloTkm ajis1 Oymar

Jlotku pana Oymar OyAyT KOp3WHAMHM JJiS BXOJSIIEH W UCXOJsIeH
unpopmaruu. OIUH WU JABa JIOTKA OyAyT NIpeIHa3HadaTbCs ISl XpaHEHUs
COITYTCTBYIOIIUX JOKYMEHTOB IO TEKYIIUM MPOEKTaM U CTOIMOK OyMar «Iis
MpOYTEHUS U nepecMoTpa». CaMblie y1I00HBIE — MPOIOJIBHBIE JIOTKUA Pa3MEpPOM C
KOHBEPT WU IMIUPOKOTO opmaTa, KOTOPbIE MOKHO CTaBUTh OJMH Ha JIPYTOil,
0e3 «ckaTa», YTOObl OyMaru He BBICHIMAIUCH.

IIpocrasi Oymara

B mporecce nepBUYHOTO HAKOIUICHUS HWHGOPMAIMK BaM TOHAIO0OUTCS
npocras Oymara. XoTUTe — BEpbTE, XOTUTE — HET, HO 3aIMUCHIBATh KaXAYIO
UK Ha OTACIBHBIM JUCT JCHUCTBUTEIBHO OYEHb IIOJIE3HO. bBOJBIIMHCTBO
JOJIEH MPEANOYUTAIOT IeTaTh 3aliCH B €KEIHEBHUKE WX OJOKHOTE, MaJIO KTO
MPUACPKUBACTCS TPOCTOM CUCTEMBI «IIO OJHOM HAee Ha JUCT». B mrobom
cllydae Ba)kKHO, 4TOOBI MOJ| pyKo# Obuio MHOro Oymaru majnoro ¢opmara WUiu
OJIOKHOTOB, KOTOPBIE OBl YIPOCTHIIM 3aTUCh CHIOHTAHHBIX UJIEH.

KannnpunaaiexHoctTu —  caMoOKJelOluecss JHUCTKH, CKpPeNKH,
CKOpPOCIIMBATE]b U T. 1.

CamoxkJieronecss JUCTKU, CKPENKH, CKOPOCIHIMBATENb, KIEWKas JIeHTa U
PE3UHOBBIE HUTH U TMPOYUE KAHIEISIPCKHE MPUHAJIC)KHOCTU MPUTOISTCS IS
MEPEeChbUIKA M XpaHEHUS OyMakKHBIX MaTepuaioB. Mbl elle He 3aKOHYMIUA C
Oymaramu (ecnmu Bbl HE 3aMeTuiu!), W MPOCTbIE HWHCTPYMEHTHI [UJISI HX
yHOpsI0UYeHUs OyayT IPOCTO HEOOXOAUMBI.

Eoicecexynonwiii coop, ananus, oopabomka u ynopsioouerue ungopmayuy —
00CMAamo4Ho cepbe3nas 3a0auyd;, no3abomvmecsb 0 Mom, 4modwvl y eac 6ce20d
ObLIU NOO PYKOU UHCMPYMEHMbl, NO360NAI0WUE MAKCUMATLHO 001e2uums dmu
npoyeccul.

ABTOMAT /1JI5l HAKJIEUBAHUS SAPJIBIKOB

Kak HUM cTpaHHO, SPJBIKU SBISIOTCS KPUTHUYECKH BaKHBIM MHCTPYMEHTOM B
Hameil pabore. ThIcSUM PYKOBOJIUTENEH, CIENHUATUCTOB M BHEIITATHBIX
COTPYIHUKOB, C KOTOPBIMU s paboTaj, Temepb MOJIb3YIOTCS aBTOMAaTaMu Jis
HAKJICHKH SPJIBIKOB, & MOMU apXUBBI MOJHBI WX KOMMEHTApUSIMH MPUMEPHO
Takoro conepkanusi: «HeBeposiTHO — s nake He aymal, 4To paborarb OyaeT
HACTOJIbKO yAOOHO!» ABTOMAT MOHAAOOUTCS IJs TOMETKM BalllUX MAarok,
KOPEIIKOB MOIIMBOK U MacChl IPYTUX BEIIEH.

B sroit kHure s pexomenayro aBtomatr Brother — on camblif yn0OHBINH B
ucrnoyib3oBaHuu. Kynure camyro JemieByl0 MalIMHKy, KOTOpash yMmelllaeTcs Ha



pabouem croiie U paboTtaer OT Ojoka nUTaHUS (YTOOBI HE MPHIILIOCH
OecriokouThcss O Oartapeiikax). Eme Bam mnonamoOutcs 3amac O0OWH C
ATUKETKaMH — 4YepHbIe OYKBbI Ha OenoM (oHe (a HE Ha Mpo3padyHOr Oymare)
ropaszio JIerye NpovyecThb; K TOMY K€ TaKUE SPIbIKA MOKHO HAKJIEMBATh MOBEPX
CTapbIX METOK Ha MankKax, KOTOPbIE€ Bbl XOTUTE MEPEUMEHOBATb.

KoHeyHO, MOXXHO KymnWTh CIEUUAJIbHYI0 MporpaMmMy u Oymary uis
MPUHTEPA, C TEM YTOOBI CO3/1aBaTh SPJIBIKM Ha KOMIIBIOTEPE, HO S MPEANOUYUTAIO
MCIIOJIB30BaTh JJIS 3TOM IeNH OTACNbHBIN Mpubop. Eciu Bam mpumercs xaaTh,
MOKa JaHHBbIE HAKOMATCA, YTOOBI PA3NIOKUTh WX IO TMarKaM M HaKJICHUTh
TUKETKH, 3TO BHeceT (akTop (opmanbHOCTH B Bally padoOTy, KOTOPHIi
Cepbe3HO CHIKAET AP (HEKTUBHOCTH METOUKH.

[Manku 1151 10KYMEHTOB

Bam nonamobutcs macca mamok (mompoOyiTe aocTaTh HamkKd MEITKOTro
dopmara, eciu TONYYUTCS, M TMANKU MIUPOKOro Qopmara, eclid 3TO
HeoOxonumo). Takke BaM MOTYT MOHAJAOOUTHCS JEpiKaTenu JUisl ManoK THIIa
Pendaflex, ecnu Bama cucremMa opraHu3alid MaTEpHAOB 3TOro TpeOyerT.
Cronarcst oObIYHbIE MAHUIIBCKHE TTAITKK — [IBETOBOE KOJMPOBAaHUE MaTEpPHAIIOB
peako ompapiabiBaeT ceds. Baia cuctema opranuzanuu mamnok co CCbUIOYHBIMU
MaTepraliaMi OOIIEro XapakTepa JOJKHA TMPEACTaBIsATh COO0OM MPOCTYIO
OMOINOTEKY.

E:xenHeBHHK

Bo3MokHO, €XEeIHEBHHK TMOHAJOOUTCS HE TOJBKO [UIsi TOTO, YTOOBI
OTMEUYaTh HEpEIICHHbIC MPOOJEMbI: Bbl HAaBEPHSAKA 3aXOTHUTE MOMECTUTHh TyJa
YIIOMUHAHHUS O 1Iarax, KOTOPbIE CIEAYET MPEANPUHATh. EXEIHEBHUK HYKEH HE
JUIsL TOTO, YTOOBI XpPAaHUTh CHUCKH JANbHEHIIUX JEUCTBUM, a JJI1 TOTO, YTOOBI
OTCIICKUBATh «0apbepbl» B paboTe, KOTOPbIE HYKHO YCTPAHUTh B KOHKPETHOE
BpEMsI, B ONIPEICTICHHBIN JCHb.

CeronHs OOJBIIMHCTBO CHEIMAIUCTOB MMEIOT TMOJ PYKOW CHCTEMBI
ONPENIEICHHOIO0 THUMA: OT KAapMaHHBIX €XKECHEACIIbHBIX 3alUCHBIX KHUXKEK H
OTPBIBHBIX KaJEHAApel C BO3MOXXHOCTBIO IUJIAHUPOBAHUS HA KaXKIbIA JICHD,
HEJIEII0, MECSI WU TOJ1, 10 UHIUBUAYAJIbHBIX AJEKTPOHHBIX MIAHUPOBIIUKOB U
IPYIIOBBIX JJIEKTPOHHBIX KajeHaaped, Takux kak Outlook u Lotus Notes,
KOTOpbIE MPUMEHSIIOTCSI B MaclITabax KOMIIaHUU.

EXeqHeBHUK YacTO SBISAETCS OCHOBHBIM HMHCTPYMEHTOM, Ha KOTOPBIU
MOJIaraloTCs JIIOAU, KOTJa HYKHO «coOpatbes». KoHeuHo ke, 3TO BaKHEHIIHiA
aTpuOyT YNOPSJOYECHUS [aHHBIX OIPEACICHHBIX TUIOB M HAllOMUHAHUN O
npo0iemMax, OTHOCSIIMXCS K KOHKPETHBIM JlaTaM M BpEeMEHaM CyTOK. Mokerte
MIOMECTUTh B €XKEIHEBHUK MHO>XECTBO HANIOMUHAHUW M HECKOJBKO AT, HO HA
ATOM HE CJIEAyeT OCTAHABJIMBATHCS: Balll €XKEAHEBHHUK JIOJDKEH CTaTh YaCThIO



ropas3o 0Oojiee TOJHOM CHCTEMBI, KOTOpas TOSBUTCS II0 MEPE OCBOCHUS
METOJIUKH.

O ToM, KakoW eXCAHCBHUK OYICT ONTHUMAJIbHBIM HMMEHHO I Bac, s
pacckaxy Oosiee TMOAPOOHO B cCieAyromeld TiaBe. A ceddyac MpPOCTO
MPOJIOJDKANTE MOIB30BATHCS TEM, YTO Y Bac €CTh. Kak TONBKO BBl BOCIIMTACTE B
ceOe TOTPEOHOCTh B CHCTEMHOM IIOAXOJIe, Yy Bac TOSBHUTCS HaJEKHBIN
OPUEHTHUP, KOTOPHIH TOMOKET OMPEIACITUTHCS ¢ HOBBIM HHCTPYMEHTOM.

MycopHbIe KOP3UHBI

BrioaHe BeposTHO, 4YTO MPUACTCS BBIOpAchbIBaTh Topas3io  OOJIbIIE
MaTepHaJIOB, Ye€M BBl MOXKETE IPEIIOJIOXKHUTh, TaK YTO OyAbTE TOTOBBI K
MOSIBJICHUIO M3PSTHOTO KOJUYecTBa Mycopa. HekoTopbie paOOTHHKH, KOTOPBIX S
TPCHUPOBAJI, YK€ B TEPBBIA JICHb TPCHUHIA BBIACHSIM, YTO OYCHB ITOJIC3HO
MMOCTaBUTH MEPE]T IBEPhIO 0duca OOJBITYI0 MyCOPHYIO KOP3HUHY.

3anucHas KHUMCKa

Hyxna nm 3ammcHas KHWKKA? OTO 3aBUCHT OT psaga (axTtopoB. Ber
MIPUBBIKIIA TIOJIb30BaThC OJNIOKHOTOM? B KakoM BUIE BBl XOTHUTE XPaHUTH
HalOMUHAHUS O JAJTbHEUIIMX JACHCTBUSX, IJIaHbl U MPOEKTHI? '€ U Kak 4acTo
BBl JOJDKHBI WX TiepecMaTpuBath? [1oCckoabKy MpoOieMbl HE HYXKHO JEpKaTh B
roJIoBe, MOXKET MOHAJOOUTHCS BHEUTHUM HOCUTENb JJIs 3alMCH HATIOMUHAHUH.
Brl Morim OBl TTOJTHOCTBEO OOOWTHCH 0€3 aBTOMATH3allUd U MPOCTO HOCHUTH C
coboli mamky ¢ JHCTKamMu Oymaru. Mojkere HOCUTh C co00il OyMaKHBIT
OJIOKHOT, MaMSATHYIO KHIDKKY WUIM WX DJICKTPOHHBINA aHanor. HakoHer, MoxeTe
COYeTaTh 3TH CPEJICTBA.

Kozcoa 6w novimeme, xax obpabamvieams pymunHvle NpoOAEMbl U KAKVIO
uHgopmayuio ynopsaoouusams, 6auid 3a0aya ceedemcsi K COCMAGIeHUo U
nepecmompy CHUCKo8.

Bce HeaBTOMaTM3uMpOBaHHBIE CPEACTBA, YHNOMSHYTHIE B TPEABIIYIIEM
paszmene, NPUMEHSIOTCS JJisg pPa3JudHBIX acleKToB cOopa, 00paboTKM U
ynopsimouenus nabopmaruu. st coopa JaHHBIX TOHATO0OUTCS JOTOK M OyMmara.
[To Mepe 00pabOTKH COIEPKUMOIO KOpP3UHBI «Bxomsmme» BbeI Oynere
COBEpIIaTh MAacCy JACHCTBUN, 3aHUMAIOIINX MEHEE JABYX MHHYT, JUISI KOTOPBIX
MOHA00SITCS CaMOKJICIOITHECS JIMCTKH, CKOPOCITUBATENb U CKpenKu. JKypHaisbl,
CTaThbU U JIJTMHHBIE CIY>KEOHBIE 3alUCKH, MPOYTECHUE KOTOPBIX 3aHUMAaET OoJiee
IBYX MHUHYT, NOHAYT B Jpyrou JOTOK. Bce ocraibHOE — coxpepkaHue
WHCTPYMEHTapHs, HEOOXOAUMOTo I TPOEKTa, 3aluch 3a7ad, HaMEUYCHHBIX
JNECWCTBUM W HAIIOMWUHAHWUK B KaJCHAAPh, & TAKKE OTCICKHBAHUEC OKHUIAECMBIX
cOOBITHIT — TOTpeOyeT CO3/IaHUs KaKUX-TM0O CIHUCKOB MJIM HAOOPOB CXOIHBIX
po0JieM, KOTOPbIE MOYKHO TIEPECMOTPETh B JTFO00 MOMEHT.



CnuckamMy MOXHO YIPaBISATh CAMBIM CTapOMOJHBIM CIIOCOOOM: XPaHHTH
JUCTHl Oymaru B mamke (HampuMmep, 3aMETKU WU HAlOMUHAHUS O KaXKIOM
YEJIOBEKE, KOTOPOMY HYXKHO MO3BOHHUTH, MOKHO XPAHUTh B MAaIKE «3BOHKN)
WIN TOPUACPKUBATBCA «CPEAHErO0 yPOBHS aABTOMATH3aLUW», 3alUCHIBas
CBEJICHUSI B OTpBIBHbIE OJOKHOTHl WU TMaMATHBIE KHIDKKH (CTpaHHMIIA,
o3aryaBieHHas «3BOHKW», HAa KOTOPYIO BbINHCAHbl MMeHa). HakoHen, MOXHO
BECTU DJICKTPOHHBIE BEpCHUU OYMa)KHBIX CIIHMCKOB (KaTteropus <«3BOHKH» B
pasnene «3amauy» MEPCOHAIBHOTO LU(PPOBOTO CeKpeTaps WU B pasielie
«3amanusi» Microsoft Outlook).

[ToMmumMo XpaHEHHsS KpAaTKUX CCBUIOYHBIX JaHHBIX (T. €. TeileoHOB U
aapecoB), OOJBIIMHCTBO OJIOKHOTOB MPETHA3HAYCHO JIJISl YIIPABICHUS CITUCKAMH.
(Bam xanengapb Toxe sBIseTcS (OPMOHM CIMCKa — HAIIOMUHAHUA O Jenax,
HaMEUCHHBIX Ha KOHKPETHYIO ATy U BPEMS, PACIIONIOKEHBI B XPOHOJIOTHYECKOM
nopszike). bIOKHOTHI BCEBO3MOXKHBIX THUIIOB OBLIM TMOMYJSIPHBI HAa PBIHKE 0
1980-x romoB, 3aTeM MOSBWINCH MEPBBIE KAPMAHHbBIC AJIEKTPOHHBIE 3alHCHBIC
KHI)KKHA; Cedyac MM Ha CMEHY NpHUIUIa BOJHA CJIOXKHBIX MEPCOHAIbHBIX
U(POBBIX CEKpeTapell U KOMIBIOTEPHBIX MPOrPAMMHBIX MPOIYKTOB, TAKUX KaK
Microsoft Outlook u Lotus Notes.

Ooun  u3z  camvlx  JayYWUX  QOKYco8,  NO3BOAIOWUX  NOBLICUMD
UHOUBUOYATLHYIO NPOU3BOOUMENbHOCHb, — MO NPUMEHEHUE OP2AHUIAYUOHHBIX
UHCMPYMEHMO8, KOMOPLIMU 8aM HPAGUMCA NOJIb308AMNbCA.

Kak moctynuTh: BHEIPUTH ONHUCAHHYK) B KHHUI€ NPOLEIYPY B HBIHEUIHUUI
apceHall Cpe/ICTB WM MPUOETHYTh K KaKHUM-TO HOBBIM MHCTpyMeHTaM? OTBeT
TaKoB: BbIOMpaliTe Ty NpOrpaMMmy JEWUCTBUIA, KOTOpas TIOMOXKET BaMm
OPUCIOCOOUTh  CBOE  TMOBEJEHHWE K  NPUMEHEHHIO  HAKOIJIEHHOTO
WHCTpYMEHTapusi. B naHHOM ciydae cienyeT TakKe Y4HUThIBaTh (HaKTOPhI
sbpdexTuBHOCTH. BBl HMMeere geno ¢ OonpmuM  00beMOM  ITUGPOBOM
uH(pOpMaIK, KOTOPYIO JIETde OTCJIEKMBATH C MOMOIIBI0O COOTBETCTBYIOUIUX
cpeacts? Bam Hy>xeH OyMa)kHBIN €KEeTHEBHUK, TTO3BOJISIFOIINN OPraHU30BBIBATh
JIETIOBBIE BCTPEUYM, KOTOpPHIE MOXKHO Ha3HA4aThb W OTMEHATH Ha Xoay? Bawm
HY’)KHbl HAlmOMHHAaHUS O TOM, KOMY M KOrja HEOO0XOJUMO TO3BOHHUTH, B
CUTYalUsIX, KOT/1a HeyJ00HO HOCUTH ¢ co0oit manku? U Tak nanee... He cnenyer
3a0bIBaTh TaKke O (aKTOpax 3CTETUKH U MOPAIBLHOTO YIOBJIETBOpeHUs. Sl
BBICTPOMJI HEKOTOPBIE U3 CaMbIX CTPOMHBIX IUIAHOB W YNOPSIOYMII
ONpENICTICHHBIE CBEICHUSI CaMbIM JIy4IIUM O0pa3oM, MPOCTO HAWAs B 3TOM
MOBOJ, BOCIOJIB30BaThbCsl (a, TOYHEE, MOUTPaTh) CO CBOUM BJIEKTPOHHBIM
cekperapeM Palm, korza cumen B pecTopaHe B OKUJaHUN YKUHA!

Korpma 3amymaerech Ham Tem, CTOUT JM MOKYMaTh OJOKHOT, U €ClU Ja, TO
KaKOW UMEHHO, TIOMHUTE, YTO BCE, YTO BaM Ha CaMOM JeJie IPUAETCS JeaaTh —



3TO BECTH CHHCKHU. BbI JOMKHBI KIMETHh BO3MOKHOCTh COCTaBUTh CITUCOK Ha X0y
U JIETKO K HeMy oOpamarbcs ¢ TpebyeMoi mnepuoanyHocThio. Korjga Bbl
YSICHUTE, YTO CJIEyeT BKIIOYATh B CIUCKUA M KaK UMH MOJb30BATHCS, XapaKTep
HOCHUTENIA YyXe He OyaneT Tak BakeH. PyKOBOJCTByiTeCh COOOpa)KEHUSIMHU
MPOCTOTHI, OBICTPOTHI K MOPAJIIBHOTO YAOBIETBOPEHHSL.

O 3nHauenuu cucmemol copmupoexku 00Kymenmoe

Echu sawa cucmema ynopsoouenusi OOKyMEHmMO8 He obecneuusaem
ovicmpoti  u  apgekmusnoi  pabomevl U He NPUHOCUM — MOPATLHO20
y0081emeopenus, mo 6ecb npoyecc Oyoem 6vi3bl6AMb Yy 8aAC UYBCMBO
Henpusmusl.

[Ipoctas u (¢yHKUMOHANBHAS WHIUBUIYyallbHAas CHUCTeMa OpraHU3aluu
CIIPABOYHBIX MaTEPUATIOB UMEET KPUTHUUECKOE 3HAUCHUE B MPOLIECCE BHEAPECHUS
Metoauku. CucTteMa opraHu3ald MaTepraioB, UMEIONIAsCS MOJ pyKOl, — 3TO
nepBoe, Ha YTO 5 OOpamail0 BHUMaHUE TIepea TEeM, Kak HauyuHATh
KOOpPJIMHUPOBaTh pabouuii mpoiecc B JoOoMm oduce. Kak yxe orMmeuanoch B
rjiaBe 2, OTCYTCTBHE YETKOM OpraHu3alliy CIPABOYHBIX CBEICHUMN SBISACTCS
OIHOM M3 HamboJiee CEPbEe3HBIX IMperpaj Ha IyTH BHEIPEHUS CHUCTEMbI
YOpPaBJICHUS JEATENBHOCTBIO, U i OOJBIIMHCTBA PAOOTHUKOB, KOTOPBIX S
TPEHUPOBAJ JIMYHO, OpPraHU3alMs MaTEepPUAIOB MPEJCTaBISET OJHY U3
BEIUYANIIINX BO3MOXKHOCTEH CaMOCOBEPIIIEHCTBOBAaHUA. MHOI0O pa3 s 3ae3xkal ¢
KJIMEHTOM B MECTHBIH Mara3uH TOBAapOB [isi oduca, TIe Mbl MOKyHaIH
KapTOTEUHBIN miKkad, Maccy Marnok U MalluHKY JJI HAKJICUKHU SPIBIKOB, YTOOBI
OpraHu30BaTh MOAXOMSAIIEE MECTO, KyJa Obl MOXHO OBLIO IMEpPEIOKUTH JBE
TPETH MaTepUajoB, HAXOMASIIUXCS HA CTOJIE, B BBIABIKHBIX SIIMKAX U JIaXe Ha
noity oduca.

Jlanee pedp moMAET B OCHOBHOM 00 OOIIMX CHCTEMaxX CIPaBOYHON
uHpopMali, a He 00 OTHENbHBIX KapTOTEKaX, MOCBSMICHHBIX KOHTPAKTaM,
(MHAHCOBBIM JTaHHBIM HJIA JPYTHUM KaTErOpUsIM CBEJCHUM, 3aCITy>KHUBAIOIIMX
OTJICIPHOTO MeCTa W UHACKCHpoBaHMS. B mamku ¢ marepuanamu 0OIIEro
XapaKkTepa MOXHO CKJIAJbIBaTh CTaTbU, OPOIIIOPHI, JTUCTKU OyMaru, 3aMeTKH,
pacnedatrku, (pakchl — MPaKTUYECKH JII0OYI0 MH(GOPMAINIO, HHTEPECHYIO WU
MOJIE3HYIO JINYHO BaM, KOTOpasi HE BIUCHIBACTCS B PAMKHU CIIEIUATU3UPOBAHHBIX
KapTOTEK M HE MOXET CTOSTh Ha MOJIKE cama Mo cebe (Kak CTOSAT TOJICThIC
WHCTPYKIIMH OT IPOrPAMMHBIX MaKETOB U MOIINBKYA PE3YIHTATOB CEMUHAPOB).

Ecnu y Bac ecTb HaJeXHBIH CEKpeTapb WM MOMOIIHHUK, KOTOPBIA BEIET
Ballly KapTOTEKy, MOXKETe IMPOCTO HaKIeUTh Tabnuuky «Onpenenutrb B
KaTeropuio X» U mepenarh Nanky eMmy Win ei, 3To Oyner 3amevatenbHo. U Bce
KE eIle pa3 CIpocuTe cedsi, HEeT JI elle KaKUX-HUOYJb WHTEPECHBIX HIIU



KOH(HJICHIINATBHBIX MAaTEPHAIOB, KOTOPHIC JOJKHBI OBITh JOCTYIIHBI B JIFOOOM
MOMEHT, Ja)K€ CCJIM BaIllero MOMOIIHNKA HET Mo0Jn30cTH. B TakoM citydae BaM
BCE PAaBHO MOHA00UTCS COOCTBEHHAS CHCTEMa OpraHU3aIliy JaHHBIX.

(DaKmOPbl yenexa 6 ucnolb3o06anuu cucmembl XpaHeHui

Sl xateropudeckd PeKOMEHIyI0 BaM HAJIaJIUTh Bally COOCTBEHHYIO CHCTEMY
XpaHEeHUs1, KOTopas OyJeT Bcerja moa pykou. Y Bac JOKHO YXOJIUTh HE OoJiee
MUHYTBI Ha TO, 4YTOOBI W3BJEYh MaTepual W3 KOp3WHBI «Bxomsmue» wumu
pacreyaTaTh €ro M3 JICKTPOHHOTO COOOIICHHS, MPUHATH PEIICHHE O TOM, YTO
OH HE TpeOyeT OT BaC aKTUBHBIX JCHCTBUMA, HO MOXKET MPUTOAUTHLCS B Oy IyIIIEM,
U TMOMECTUTh €r0 B CUCTEMY OpPraHW3alUU CCHUIOYHBIX JaHHBIX. Eciaum Bcs
MOCJICIOBATEIPHOCTh ~ YKA3aHHBIX JICUCTBUH 3aHUMaeT 0ojiee  MUHYTHI,
CYLIECTBYET pealibHasi BO3MOXHOCTh YCKOPHUTBH IPOLIECC: Bbl HE OIPEACISACTE
HOBBIM JJOKYMEHT B KapTOTEKY, & BMECTO 3TOr0 MPOCTO KIAJETE €ro Ha CTOMKY
OyMar uiau 3anuxuBaeTe KyJa-HuOyab. Kpome obecrnieuenrs BHICOKOW CKOPOCTH
YIOPSIIOUEHUS JAHHBIX, CHCTeMa JIOJDKHA MTPUHOCUTH PaoCTh, OBITH MTPOCTOM B
WCTIOJIb30BAHUN, COBPEMEHHOM M TMOJHOWM. B mpoTHBHOM ciiydyae y Bac
BO3HUKHET I0JICO3HATEIFHOE HEXEJaHHe O0CBOOOXKIaTh KOp3WHY «Bxomsmue,
MMOCKOJBKY TaM OyJeT HaxXOJIWUThCS MaTepuaj, KOTOPHIH HY)XHO BKIIOYHUTH B
KapTOTEKy, W MOBEPHTE, BAM HE 3aXOUETCA JaK€ CMOTPETh HAa JOKYMEHTHI. He
OTYAWBAWTECh: I BUJEI, KAaK JIOAH, KOTOPBIE TEPIETh HE MOTJIM MPOIECC
COPTUPOBKHM JOKYMEHTOB, HAaYWHAIW HACHAXIAThCA 3TUM MPOIECCOM TMOCTE
TOro, Kak ObUIa cO37aHa W OTJaXXE€HA WHAWBHAYyaJIbHAs CHUCTEMa OpraHu3alluu
JIAaHHBIX.

Bbel  1OKHBI OIMHAKOBO CIIOKOWHO OTHOCUTBCA K MPEAOCTABICHUIO
OTJIETbHOTO MECTa B KapTOTEKE OTJASILHOMY JINCTKY Oymaru 1mo HOBOW TemMe —
JaXe €CIM ATO TPOCTO PYKOMHCHAs 3aMeTKa — W K YIOPSIOYEHUI0 Oojiee
dbopMabHBIX W OOBEMHBIX JOKYMEHTOB. [lOCKONBKY Mg CO3MaHHUS W
YIOPSIIOUEHUS TIAMOK HYXHO MOTPATHTh CTOJIBKO CHII, JIFOJIU JUOO HE JCIAr0T
3TOTO, JMOO JepxkaT 3abuThie 10 OTKa3a IIKapbl ¥ SIUKH, TOJHBIE
Pa3HOOOpPa3HBIX JOKYMEHTOB, TaKMX KaK MEHIO MECTHOro Kade ¢ JOCTaBKOU
OJIFO] Ha IOM WJTM PacIMCaHME JIBM)KCHUS TTOE3]I0B.

Kakux Obl geiicTBuii HE TpeOOBaJO OT Bac TPUBEICHHE CHUCTEMBI
OpPTraHW3alMy  CChUIOYHBIX MATEPUAIIOB B COOTBETCTBHE C  BBICOKHMU
CTaHJapTaMH, 3TO HE0OXOAUMO caenatb. Mosi cucteMa mpekpacHo paboTaeT Ha
MEHS U Ha JPYTUX JIOJIEH, PENIUBIINX €K BOCIIOIb30BATHCS, U S HACTOATEIHHO
PEKOMEHIY0 BaM MOAYMAarb O BHEAPEHUH CICAYIOUIUX MPaBUI, KOTOPbBIC
MTO3BOJIAT IOBECTH MPOIECC YHOPSA0UCHUS HHPOPMAITH 0 aBTOMATH3MA.

Jlepxute B mpeaenax MOCATAeMOCTH TManKH CO CIPaBOYHOM HMHQpopMarueit



obmero xapaktepa. [Iporiecc COpTHPOBKH MOHKEH OBITh MPOCTHIM U OBICTPHIM.
Ecnu npuxoauTcst Kaxablid pa3 BCTaBaTh, YTOOBI 100aBUTh B KapTOTEKY KaKOM-
HUOY/lb YHHUKaJIbHBIM KIOYOK OyMmaru, y Bac TMOABUTCS CKJIOHHOCTh K
HaKOIUIEHUID MaTEpHajioB, a HE K HX YIOPSAJOYEHHUIO, U, CKOpPEE BCEro, BbI
HAaYHETe HEHABUJIETh BCIO paboTy ¢ KOp3uHOU «Bxonsiue» (MOCKoIbKy OyaeTe
3HaTh, YTO TaM 3aBEJOMO €CThb JaHHbIC, TPEOYIOIIHUE COPTHPOBKH). MHOTHE
npodeccroHanbl, KOTOPBIX sI TPEHHPOBAJ, MEPEIUIAaHUPOBAIM CBOU O(UCHI,
4yTOOBI YeThIpe MIKada CO CHPAaBOYHBIMH JAHHBIMA HAXOIUIUCH OYKBaJIbHO Y
HUX IO PYKON» a HE HA IPYrOM KOHIIE KOMHATHI.

EnuHcTBeHHBIH KpUTEpUM# COPTHPOBKHM. BmecTo MHOrMX CHpaBOYHBIX
MH(OPMAIIMOHHBIX CHCTEM S JEPKYy OJIHY KapTOTEKYy, OTCOPTHPOBAHHYIO B
an@aBUTHOM TOpsiIKE. Y JOJIel €CTh CKIIOHHOCTh K MCIOJIb30BAHUIO MAroK B
Ka4eCTBE OCHOBBI JIMYHOW OpraHU3alMd, W TO03TOMY OHM IIBITAKOTCH
COPTUPOBATh MaTepuaiabl MO TeMaM U TMpoekTaM. Takum oOpa3oMm, OHHU
F€OMETPUYECKN YBEIMYUBAKOT YHCIO MECT, TJI€ HET HY)KHOTO JOKYMEHTA, €CIU
YeJIoBeK 3a0bL1, Ky1a MookKuI ero. CucteMa COpTUPOBKH MO OAHOMY IIPOCTOMY
KpUTEPHUIO (Ha30BEM €ro «aib(ay) MpearnosaraeT COPTUPOBKY MaTEPHAIIOB MO
TeMe, MPOEKTy, (haMUIIMU WM HA3BAaHUIO KOMITAHUM, YTOOBI TOKYMEHT MOKHO
ObLJIO HAWTH TOJBKO B OJHOM U3 TPEX-4EThIPEX MECT, €CIIM Bbl 3a0bUIH, Ky/a
UMEHHO kjanu ero. OOBIYHO KaXKIbIi SIPJIBIK MOXKET MpeJrnoiaraTh BBEICHUE
TOJIBKO OJHOTO YpPOBHS MOATEM, TaKUX Kak, Hampumep, «CaloBOACTBO —
ropmku» U «CanoBojcTBo — uaen». O6e kareropuu OyAyT XpaHUTHCS CpeIu
MaTepHayioB Ha OYKBY «C».

Y MeHsd eCTh 4YeThIpe SIMKa Ui NAllOK CO CCBUIOYHBIMU MaTepralaMHu
oOlIero xapakrepa, 1 Ha KakJIOM M3 HHX KpacyeTcs 4YeTKas HaAmuch: «A-Ey,
«F-L» m Tak pmamee — Temepp MHE HE HYXHO AyMaTbh, KyJa OIPEICIIHUTh
NOKYMEHT, KOTJJa Ha HETO YK€ HAKJIEEH SAPJIbIK.

Bpemss or BpeMeHM y 4YEIOBEKAa HAKaIUIMBACTCS CTOJBKO CIIPABOYHOU
uH(OpMAIINH 110 TEME WM MPOEKTY, YTO €€ CIAEAYET MEePEOKUTh B OTJACIbHBIN
amuk wid mkad. Ho ecnu Marepuansl 3aHUMAIOT MEHEE MOJIOBUHBI SIIIIUKA, TO S
PEKOMEHYIO BKIIOYUTH €r0 B 00IIYI0 al(aBUTHYIO CUCTEMY.

Jepsxute 00abII0M 3anac nanok. S nepxy y ceds moa pykod OrpoOMHYIO
CTOIIKY HOBBIX, MYCTBIX IIallOK, KOTOpPBIE MOIry, HE€ BCTaBas C MECTa,
UCIIOJIb30BaTh B Tpoliecce 00pabOTKH COAEPKUMOTO KOpP3UHBI «Bxomsiiuey.
Her nuyero xyxe cuTyaluu, KOT/Ia HAaKaIUIMBAIOTCS MaTepHalbl, TPeOyroIIue
COPTUPOBKM, W HEOTKyJa B3ATh MamlKd, HEOOXOAUMBIC JIsi TOTO, YTOOBI
YIIPOCTUTH IIponecc. B mpon3BOIbHBIM MOMEHT BPEMEHU s JOJDKEH UMETH I10JT
PYKOM 3amac: MpuMepHO MOJI-AIUKA HEHUCIIONIb30BAHHBIX WM OCBOOOIMBIINXCS
TIaIoK.



He mno3BoJsiiiTe SINUKY HANOJHUTBLCA 0oJiee 4YeM HA TPH 4YeTBEPTH.
Bcerna crapaiitech caenarh Tak, 4TOObI SIUIUKU 3alOJTHSIIMNCH HE Oojee ueM Ha
TpU dYeTBepTH. B cioydae WX mepemnojHeHWs BBl OyJeTe HCIBITHIBATH
MOJICO3HATEILHOE HEXKEJIaHUE KJIacTh TyJAa JOKYMEHThI, M CIpaBOYHAs
nHpopManmss OyAeT MOCTENeHHO HarpoMoXkaaThCcsa. Ecnu sSmuk HayumHaAeT
MEPEMOHATHCSA, TO I MOTY €ro OCBOOOHTH, ITOKA TOBOPIO MO TenedoHy.

Y MeHs TpaKTUYeCKH HET 3HAKOMBIX, Y KOTOPBIX B CTOJIE HE OBLIO OBl
MEPETOJIHEHHBIX SAIMUKOB. Eciaum BaM JOpOrd Ballld HOITH W BBl XOTHUTE
n30aBUTHCSI OT TMOJCO3HATENLHOTO COIMPOTUBIICHUS MPOLECCY COPTUPOBKH,
JICPKUTE SAMUKHA JIOCTATOYHO CBOOOJHBIMH JUIsI TOTO, YTOOBI CITOKOWHO
100aBIISITH U U3BJICKATh OTTY/ 1A MATKH.

Hekortopsie ntonn B OTBET HA TAaKOM COBET BOCKIMLAIOT: «MHE mpuaeTcs
MOKYTIaTh HOBBIE KapTOTeUHBIC mKadbI!», OyATO 3TO YTO-TO ykacHoe. Crienure
3a MO€W MbICIblO. Eciu MaTtepuanbl CTOST TOro, 4YToObl MX OCTaBUTh, TO HX
CIelyeT COAEpKaTh TaK, YTOObI OHU OBUIM JOCTYIIHBI, BEpHO? A €CJU 3TO HE
TaKk, TO 3a4eM BOOOIIe JepxkaTh WX y cebs? ['oBOpSAT, YTO MBI KHUBEM B
MH(POPMAIIMOHHYIO 3TIOXY; €CJIU B 3TOM YTBEPKICHUU €CTh XOTh JOJISI TIPABJIBI, a
KaKHe-TO U3 BaIlluX JCHCTBUN TOPMO3SIT IPOTPECC, TO OHU MPOCTO HEPA3YMHBL.

Bo3moxkHO, mMOHAAOOUTCS co3AaTh €€ OJWH SpYyC NI XpaHCHHUS
cpaBoyHOM  mHpOpManMK, YTOOBI MOSBUJIIOCH JIOCTATOYHOE pabouee
MIPOCTPAHCTBO, a MAMKH CO CCHUIOYHBIMH JaHHBIMH OOIIETO XapakTepa ObLIu
noj pykoil. K mnpumepy, XpaHUTh Takue MaTepuadbl, KaK 3aMETKH IO
3aBEPIICHHBIM MPOCKTaM U «MEPTBBIC» CBEACHUS O KJIMEHTAaX, MOXKHO B APYTUX
MOMEIICHUSIX WJIH, 110 KpaltHel Mepe, 3a MpejiesiaMy Baliero paboyero Mecra.

HaxkiienBaiiTe fIpJBbIKM HAa NAaNKK ¢ NOMOIIbI aBroMmara. [leuatHbie
SAPJBIKM W3MEHAT NPUPOJY IMAanoK W Balle OTHOIeHWe K Hum. llanku ¢
SApJIBIKAMU TPEKPACHO CMOTPATCS HA CTOJIC B 3ajie 3aCeIaHUM; KaXKIbli MOXKET
MPOYECTh HAMNUCH HAa HUX; BBl MOXKETE JIETKO Pa3TJIsAAeTh SPJBIK C OOJBIIIOTO
paccTosHUS WJIM OBICTPO HAaWTH WX B mopTdene; a Korja Bbl BBIJBUTACTE
KapTOTCUHbIC SIIWKW, TO BalllUM TIJja3aM OTKPBIBACTCS II€UaTHasi BEPCUs
angaBUTHOTO TEPEUHS MaTepuaioB. [IpUATHO OTKpPHIBATH TAKOH SIIIMK, YTOOBI
MOJIOKUTh WA U3BJICUb MAIIKY.

Bo3M0xHO, B HOBOM THICSAUETIETHN YUCHBIC TIPEIOCTABAT HAM KaKoe-HUOYIb
CIIOHO€  230T€PUYECKOE WJIM  HEBPOJOTHYECKOE  OOBSCHEHHWE  TaKou
3 (PEKTUBHOCTH TMamoOK C T[I€YaTHBIMU HaKJIeWKamMu. A cedyac TIPOCTO
noBepbTeCh MHE. KynuTe aBTomar sl HAKJIEMKU JATUKETOK. [lpudem
coOcTBeHHbIN. [[151 6€30TKa3HOM pabOThl CUCTEMBI aBTOMAT JOJIKEH MOCTOSIHHO
OBITH y Bac MOJI pyKOH, 4TOOBI MOKHO OBIJIO TTIOMECTUTD JTaHHBIC B MAMKy, KOraa
3axotute. M1 HU ¢ keM He aenutech! Eciiv Hy»KHO HaKJIEUTh SIPJbIK, a MAITUHKA



HET MOJl pyKOH, Bbl OpocaeTe JOKYMEHTHI Ha rpyy Oymar BMECTO TOTO, YTOOBI
paccopTUpoBaTh. ABTOMAT JJIsl HAKJIECWKHU SIPJIBIKOB JOJDKEH CTaTh TaKHM K€
0a30BBIM HHCTPYMEHTOM, KaK U CKOPOCIINBATENb.

IMokynaiiTe kauecTBeHHble WKa(bl. [Ipu nokynke mkadoB A Manok He
APKOHOMBTE Ha KauecTBe. HeT HHMUYEro Xyke, 4eM MOMNBITKH OTKPBITh TSXKEIbIN
AIUK WJIM CKPHI, KOTOPBIN CIHBIIIHUIIL, KOTJAa OOpembcsl ¢ 3acCTPSBIIMMHU
KOJIECHUKaMH1 OJTHOTO U3 «3KOHOMUYHBIX» ITKa(oB 1Mo 29,95 nomapos 3a MITYKY.
Bawm nyxeH mikad, UMK KOTOPOTo OyAyT OTKPBIBATHCS M 3aKPHIBATHCS JIETKO
U TUTaBHO, MTOI00HO JBEPSIM HEMEUKUX aBTomoouseit. U s He mrydy.

Ecin moxere, HE WUCHNOJB3YWTE NOJABECHBIX IMamoK. Puckys cepbe3HO
o0uJeTh Maccy JIofiel, KOTopas yXke MOJIb3yeTCs MOJBECHBIMHU TMalKamu, S
PEKOMEH/IYI0 BaM MOJTHOCTBIO OTKA3aThCs OT MIKA(OB /ISl MOABECHBIX (PailyioB u
MOJIb30BaThCS OOBIYHBIMU TAIKAMH, CTOSAIIUMH B SIIUKE W OMUPAIOIIMMUCS Ha
€ro METAJUIMYECKYI0 3aJHIOI0 CTeHKY. I[loJBecHble manmku ToOpa3io MEHee
3¢ PeKTUBHBI, TTOCKOILKY J00aBICHUE HOBOW Mamku TpeOyeT 3HAYUTEIbHBIX
3aTpaT SHEPrHH U MPUJIAET MPOLECCY COPTUPOBKU MHMOpMAIK (opMaTbHBINA
Xapaxkrep.

Bort anektponHOE cooOlIeHHE, KOTOPOE S HEJABHO MOJIYYUI OT CTapIIEro
MEHEIKEpa; OH IOCIEIOBAl MOEMY COBETY MOCJE IBYX JIET HCIOJIb30BaHUS
MOABECHBIX MaMoK:

Bama cucrema — 310 mnpocto DPAHTACTUKA! S mnoaHOCThIO
MepecoOPTUPOBAI ANIKK JoMa M Ha paboTe — Ha 3TO YIILIO BCETO YEThIPE JTHS,
HO s oTkaszajicsi or cucteMbl Pendaflex u mepemien Ha MaHWIbCKUE TAINKH,
pacmoniokeHnple ctporo B andaButHoM mopsake. BOT O3TO JA! Oto
HACTOJIbKO ympocTuio padory! Ilouemy-To MO#l CTOJ TOXE CTan ropasio
YUIIIE: CTONKUA OyMar «Jj1sl COPTUPOBKU» YK€ HE JIE3yT MO PyKY!

Ecnu na mo, umobvi nomecmums 6 cucmemy XpameHusi HOgvle NPUXoosuuUe
OOKYMEHmMbl, YX00um 0Oojiee MUHymvl, mo vl Oyoeme He COpMUpoO8ams ux, d
HaKanaueams.

N Bce xe... MHOrue mroaM INMPUBBIKIM K CUCTEME IOJIBECHBIX IANOK, IO
KpailHeli Mepe, Ha paboTe, NOCKOJbKY ImKadbl I TaKUX Marok,
OTKpbIBaOIIUECS COOKY, CTalud CTaHAAPTHBIM aTpuOyTOM KOPHOPATUBHOMN
nesitenbHOCTU. Ecnu Bam mpuxoauTcst paboTaTh C MOJBECHBIMU IMaNKaMu, TO s
COBETYIO CIEAyoLIEe.

 [ToMeuatp sipiabIKaMy TANKH, & HE MECTO, T/I€ OHU BUCAT. JTO MO3BOJIUT
BaM OpaTh HAa BCTPEUH U B MOE3JIKH MaNKu 0€3 KPIOYKOB.

* Bemate 1o OJHOW Ianke Ha KaKAbBIM KPHOYOK. TOJIBKO B 3TOM cilyyae
AWK OyJIeT BBIMJISACTh aKKypaTHO U HE OyAeT BO3HHMKATh TJIYMbIX CUTYallHil,



KOTJa KPIOUOK HAYMHAET MIATaThCs O/ TPY30M MHOKECTBA MaIOK.

 JlepkuTe M3PSIAHBIN 3amac OOBIYHBIX KPIOYKOB M MYCTHIX MAIoOK Mepen
NEPBBIM  SAIIMKOM, YTOOBI MOXKHO OBUIO YIAKOBBIBATH HOBBIE TMAINKH U
COPTUPOBATh UX B MTHOBEHHE OKa.

OcBo0oxkaaiiTe manku xots ObI pa3 B roa. PerynsipHas peBu3ust nanok He
MO3BOJIIET KAPTOTEKE 3aCTAMBATHCS U MOKPBIBATHCS IIECEHBIO, OHA TO3BOJISET
OCTaBIIATb MaTe€pUaNbl B KAPTOTEKE «HA BCIKUHU CiIydail», €Ciu MOHaA0OUTCS.
Bbl 3Haere, 4TO yepe3 HECKOJBKO MECALEB, B JIIOOOM Ciydyae, MEpPEeCMOTPUTE
KapTOTEKY: TOT/Ia M PEUInTe, KaKyto HH(POPMAIIUIO CTOUT OCTABJISITh, 4 KAKYI0 —
Het. K mpumepy, s ocBoOOXIal0 Mamnky, KOrjaa roBOpIO MO TenedoHy (uiu
BBITAJIBIBAI0 BpPEMsI B MpOIECCe TEIS(POHHOIO COBEIIAHUSA, KOTOPOE HHUKAK HE
MOYKET 3aKOHUMUTHCH).

51 pekOMEHIy10 BCEM OpraHu3alusM BBECTHU [[eHb MyCOpHOro sinuka (eciau
OH elle He MPOBOAUTCA), KOT/Ia BCE COTPYAHUKU 00s3aHbI MPUNUTH Ha paboOTy B
Taroykax M JPKUHCAX, BBICTABUTH TeNe(DOHBI B PEXKUM «HE OCCHOKOHUTHY H

pa3o0parThcs ¢ HAKOMUBIIMMUCS MaTepuanamu.2! B momemennu craBsarcs ypHsl,
U BCEM pa3peliaeTcsi MPOBECTH ICHb B pekUMe yOopku. MIHAUBUAYyaIbHBINA I€Hb
MYCOPHOM KOp3UHBI YIOOHO HAMETUTDH B KaJIeHJape Ha BBIXOJHbIC B KOHIIE r0/1a
WJIM Ha PAaHHIOKO BECHY, KOTZa Bbl TOTOBUTE HAJIOTOBYIO JCKJIAPALUIO, U MOXKHO
yBS3aTh YHUCTKY MaTepUaiOB C apXUBUPOBAHUEM (PUHAHCOBOM JTOKYMEHTAIIUU 32
MHHYBIIWN TO.

H nanocneook...

BbI BhITafaii HEMHOTO BPEMEHH, MOJATOTOBWIIM pabodee MPOCTPAHCTBO H
CHAPSIWIACH OCHOBHBIMA MHCTPYMEHTAaMU JUISl BHEJPEHUS METOJO0JOTUU. UTO
Janbuie?

Ecnu BBI pemmim moCBITHTD OMPEAeTICHHOS BPeMsI HATa)KUBAHUIO CUCTEMBI
yIpaBIeHUs] pPabOYMUM IPOIIECCOM, TO €CTh €Il OJHA Belllb, KOTOPYIO CIEAyeT
cienarb, 4ToObl OHa Obula MakcuManabHO 3()QPexTUBHON: 3a0yaAbTe 000 BCex
OCTaJIbHBIX MPOOJIEMax Ha CPOK BHITIOTHEHHSI POIICTYPHI.

Ecimn BaM HYXHO CPOYHO KOMY-TO IO3BOHHTH, TOPYYUTHh Ba)KHOE JEJI0
CEKpeTapile Win 0OCYIUTh YTO-TO CO CBOEH MOJIOBUHOM, CAECNANTE 3TO cpa3y.
Wnu pemute aist ceOsi, KOT/Ia BBI 3aiiMenech STUM, U TIOMECTUTE HAIIOMUHAHUE
Tyza, T TOYHO He 3a0yaeTe 0 HeM. OYeHb BaXXHO, YTOOBI BCE Ballle BHUMAaHUE
OBLJIO COCPEIOTOUCHO Ha TEKYIIeH padoTe.

HecMmoTps Ha TO 4TO JIOAM BBIIEISIOT BPEMS U TPATST U3PSIHBIC JCHBTU Ha
OIJIATYy MOETO TPy/Aa KaK pecypca, KOTOPhI OyAeT HCIOJIb30BaThCS B TCUCHUE
3aJJaHHOTO TEPHO/Ia, MePeI TeM KaK HadaTh TPSHUHT M OTJIOKHUTH paOOTy, MOYTH
BCE OHU JIOJDKHBI PEIIUTh KAKUE-TO CPOUYHBIC MPOOIIEMBI, €Ile He BHEAPEHHBIC B



cucteMy. OHH TOBOPAT: «AX Ja, s JOJDKEH IMEPE3BOHUTH KIUEHTY B TECUEHUE
aHs» Wi «MHe HYKHO y3HATh y MY’Ka, B3sUT JIM OH OWJIETHI Ha Bedep». DTUM
0OyCJIOBJIEH HENOCTATOK KOHIEHTPAIIMM U 3PEJIOCTH B HaIllel KYyJIbType, U S
CUMTAI0, YTO MHOTME Pa3yMHBIC JIFOAU MOCTOSHHO UTHOPUPYIOT BHYTPEHHIOIO
OTBETCTBEHHOCTb.

Haneroch, BbI Bce mousimu? Xopomro. Teneps ONpuiuio Bpemsi coOpaTh Bce
HE3aMKHYTBIE IUKJIbI BOSJMHO.



I'nmaa 5. Coop unpopmManuu: «3aroH AJsi PyTHHHBIX
npooJieM»

Bo Bropoii riaBe ObUTM OMMCaHbl OCHOBHBIE MPOLEAYPHI, MMO3BOJISIOIINE
coopamb 60eduno Bce 3aadn. B aToi rinaBe OyaeT OoJiee moapoOHO paccKka3zaHO
0 MPOIECCe aKKYMYJIUPOBAHUSI BCEX HE3aBEPIICHHBIX 3a/1ay B OJJHOM MECTE — B
000011eHHOM nanke «Bxoasmue». 3T0 — KpUTUYECKU BaXKHBIN MEPBBIi 11ar Ha
MyTH JOCTIKCHHS COCTOSHHMS, KOTJIa pasyM moaoOeH Boje. JloGaBpTe erme
HECKOJBKO MpoOJeM K TeM, YTO YyKe OOO3HAa4YeHbl, U y BaC BO3HHUKHET
MoJIOKHUTENbHOE omryiieHue. Ho ecnu cocpenorounThes Ha mpoiiecce coopa u
coopats Bce 100 % mpobiem, TO Baille OTHOIIEHHE K paboTe CYIIECTBEHHO
MU3MEHUTCS: TOSIBUTCS HOBasg TOYKAa OMOPBI, KOTOpas IMO3BOJUT COBJANATH C
JICIIaMH.

Korma s yuy kinmeHTta 3TOMy Ipoliieccy, 3Tan cobopa nHpopmanuu 0OBIYHO
3aHMMAaeT OT OJHOTO JIO0 IIECTU YacoB, XOTs ObLI Ciyyai, Korja Mbl padoTaiiu
BCe Baanath (B utore s ckazan: «Hy, B oOmiem, Bbl MOHSIIM ueto»). Ho Ha 31O
MOXXET YWUTH U OoJibllle BpPEMEHHU, €CJIM Bbl coOupaeTech 3aUKCHUPOBATH
a0COIIOTHO BCE MPOOIeMbl, BOSHHUKAIOIME HA PabOTE U B IMYHOM KU3HU, BEIb B
TaKOM Clydae MPHUAETCS OCMOTPETh BCEBO3MOXKHBIC YTJIBI M 3aKOYJIKH, B TOM
YKCJie MAalTUHBIL, JOJKHA U 3arOPOHBIN JOM, €CITU OH Y Bac €CTh.

BynbTe yBepensl, yaenuB XoTs Obl mapy 4acoB cOOpy mpoOieM, BBl CMOXKETE
MEePEUUCIUTh OCHOBHYIO YaCTh HE3aBEPIICHHBIX Jiei. boyee Toro, MoxxHo Oyaer
ONpENEIUTh OCTAIbHBIC 3aJauyM, €CJIM TMPUBSI3aTh YINOMUHAHUA O HHX K
KOHKPETHBIM MECTaM: HallpuMep, «yOpaTh U PaCUHCTHUTh Tapax» U «HABECTU
MOPAJIOK B KAy B TOCTUHONY.

B [nelicTBUTENHbHOCTH, KOHEYHO, HEBO3MOXKHO IOCTOSIHHO (DUKCHUPOBATH
a0COJIIOTHO Bce pyTUHHBIE MpoOsieMbl. JKU3HB MPOTEKAET CIMIIKOM OBICTPO, U
BBl 3aHATHI CIUIIKOM OOJIBIIUM OOBEMOM palbOTHl B TEUCHHE HEAENHU, YTOOBI
MePEHEeCTH BCE UCH M 3a00ThI U3 COOCTBEHHOW T'OJIOBBI HA BHEITHUI HOCHUTEIIb.
OpHako MyCTh A3TO CTaHET JTAJIOHOM [UIsl MOJApa)»KaHusi, KOTOPbIA Oyjaer
noOyX/1aTh Bac IMOCTOSIHHO TMOJACPKUBATh MOPSAOK B Jienax, Ha padoTe U B
JIMYHOM KU3HU.

Ha craprt, BHMMaHMe...

Ects BecbMa akTyanpHblE MPUYUHBL, IO KOTOPHIM TMepel TeM Kak
0bpabamviéams CBEICHUS, HY’)KHO COOpaTh MX BOCIMHO:

1. Becbma mosie3HO 4€TKO MPEACTABISITH 00BEM MPECTOSIIEH pabOTHI.

2. Coop uHpOpMaILIUU MO3BOJSET ONMPEACIIUTD, T/I€ «KOHYACTCS TYHHEbY.

3. Ha »srtanax o6pabomxku W copmuposéku Bac HE JAOHKHA OTBIEKATbH



O0ecpopMeHHas macca PYTUHHBIX MPOOJIEM, KOTOpbIE MO-TNIPEKHEMY OKUIAIOT
«TIe-To TaM» Baiero perieHus. Kak Tonbko Bel coOepeTe B OJHOM MECTE BCe
nena, TpeOyrolue BHUMaHHUSA, Bbl aBTOMAaTHYECKH TMepeigere B pabouee
COCTOSIHME TTOBBIIICHHON KOHIICHTPAIIMY BHUMAHUS U KOHTPOJISL.

Bo3MmokHO, 0THOBpEeMEHHBIH cOOp BOEIUHO BCETO, YTO BAaC HE YCTPAUBAET,
MOKAXETCSI YTOMUTEIbHBIM 3aHsATHEM. B0O3MOXKHO, OH jaxe OyIeT BBITJISACTD
MPOTUBOPEUYMBO: Belb OOJbIIas 4acTh MpoOJeM HHUKOTJAa He obianana U He
oOnamaer o0co0Ol BaXXHOCTHbIO; MOITOMY OHHU U OKPYXKalOT Bac CTOJb
oecniopsimouno. JlomyctuMm, mpobiieMa He ObUTa CpPOYHOM, KOT/a BO3HHKIA, H,
BEPOSITHO, €Ill€ HE CIYyYWIOCh HHUYEro CTPAIIHOTO M3-3a TOrO, YTO OHA JO CUX
op He peuieHa. Bo3aMoxkHO, y Bac B OyMa)XHUKE JICKUT BU3UTHAs KapTOYKa, C
BJIAJICNIbIIEM KOTOPOW BBl XOTENH Obl KOTJa-HUOYb CBA3ATHCS. A MOXKET ObITb,
ATO MAaJICHbKUN MPUOOPYMK, KOTOPOMY HE XBaTaeT 3alvyacTH, JIeKaluid B
HUKHEM siiuke crona. Mnu mpuntep B oduce, Ajis KOTOPOTO Bbl HUKAK HE
MOJXKETe T0100paTh Jiydiiero Mecra. [lena Takoro Tuma rioxyT Bac, HO BBI €IIe
JaXKe HE pEHIMIW: MPEANPUHUMATH YTO-TO MO STOMY IMOBOAY WM COBCEM
BBIOPOCUTH UX M3 CIHCKA HE3aMKHYTHIX IHUKJIOB. HO MOCKOJIBKY BBl CUMTAETE,
YTO CpPeAM ATUX MPOOJEM MOXKET OBITh YTO-TO BAXKHOE, «PYyTHHA» YIPABISET
BaMHU M OTOMpaeT OOJbIIIE YMCTBEHHOM SHEPTUHU, YEM 3acCily)KHUBAET. YUTHUTE:
MOXXHO MpeKpacHO ceOs 4YyBCTBOBATh, HE JENas YEro-ro, HO TOJBKO B TOM
cllydae, €Clid Bbl 3HAETE, Yero He JeNIaeTe.

Urto x, HauHeMm. bepure CBOWO KOp3uHy «Bxomsmme», CTONKy MNHCYER
Oymaru B MOJIf0MMa TOJIITUHOM H. ..

... lloexauu!

Duszuyeckuii coop mamepuana

Ilpuyuume cebs 3amevams u cobupamev 6ce, umo, HA 6aul 8327140,
Haxoo0umcsi He Ha ceoem Mecme.

[TepBoe, uTO HaMO clEeIaTh — OTJISACTHCS BOKPYT B IOMCKAX YETro-Iu0o0, 4To
JEKUT HE TaMm, TIe JO/DKHO JIeKaTh BCEraa, M TOJOXKUTh B KOP3HHY
«Bxomsmme». Brl Oynmere cobuparh He3aBEpIICHHBIC 33a/1auyd W MPEACTOSIIHE
nena. Bce onm momamaroT B manky «Bxonsmue», 4TOOBI UMH MOXKHO OBILIO
3aHSATHCS] BIOCJICICTBUM.

Umo 0011cHO OCMAmMbCA Mam, 20€ J1eHcum

Jlyuymuii cnoco® MpUHATH BEPHOE PEIICHHE O TOM, CTOUT JIM OIpPEACIATh
YTO-TO B KOpP3UHY «BXO0as1ne», — 4eTKO YACHUTD, YETO HE CTOUT TyJAa KJIACTh.
[lepeuncnio deThIpe KaTEropud BENICH, KOTOphIE MOTYT OCTaThCcsi 0e3
W3MEHEHHUI TaM, TJe HaXOASITCS Ha JaHHBIM MOMEHT, U HE TpPeOYyIOT OT Bac



HUKaKUX JCHUCTBUM.
* Pecypchi.
» CripaBOYHBIC MaTEPHAIIBI.
* [IpenqmeTsl 0OCTaHOBKH.
» ObopymoBaHHE.

Pecypcbl — 3TO Bce marepuaibl, KOTOPbIE BbI JOJDKHBI JEpKaTh y ceos,
MOCKOJIBKY PETYJISIPHO UX HCIoNb3yeTe. KaHIToBaphl, BUBUTKHU, MapKH, CKOOKH,
CaMOKJICIOIINECS JTUCTKHU, IUPOKOPOpPMATHBIE OJIOKHOTHI, CKPENKU Jisi Oymard,
OaJJIOHBI JUTS IAPUKOBBIX py4eK, OaTapeiiku, popMbl JTOKYMEHTOB, KOTOPHIE BbI
PEryJISIPHO 3aIOJHAETE, JIJACTUKM — BCE 3TO OTHOCHUTCS K JAHHOW KaTErOpHUHU.
MHuorue Takke naepkaT Ha paloTe SIIHMKH C <WIMYHBIMH pecypcammu», Te
XpaHATCcs 3yOHbIE HUTH, BIIaXKHbIE caldeTKU, MATHbIE KOH(PETHI U T. JI.

CnpaBouHble MaTepuaiabl — 3TO Jt00asg HykHas MHGOpMALHsI, KOTOPYIO
BBl XpaHUTE y ce0si: HAIpUMEP, MHCTPYKIIUH JIJIsl TOJIb30BAHUS KOMIIBIOTEPHBIMU
nporpaMmMamMi, MEHIO MECTHOTO Kade C JOCTaBKOM Ha JOM WM pPaclHUCaHUe
¢yTOonbHBIX Urp Bamiero cbiHa. K 3Tol ke Kareropuu OTHOCATCA TelIePOHBI,
aapeca, 000N Marepuaj, KacalIIUiiCsd TPOCKTOB, TEM, IIPEAMETOB, H
VMCTOYHUKH JIaHHBIX, TAKAE KaK CIOBApH, YHIUKIIONEINN, aJTbMaHAXU.

IIpeamersl oOcTaHoBkM. K 1aHHOW KaTeropum OTHOCATCS CEMEHHBIE
doTtorpadumn, KapTWHBI, a Tak)kKe 3a0aBHbIE U OOOJPSIOIIME HAJIKCH,
MPUKPEIUICHHBIE K Balllel Jocke 00bsaBieHuid. Eiie BbI MOkeTe JepKaTh y ceos
3HAYKH, TAMATHBIC CYBEHUPHI /WA PACTCHUSI.

Oo6opynoBanue. Kakx HeTpyaHO gorajaThcsi, pedb HAET O TenedoHax,
KOMIIbIOTEpax, (akcax, TpUHTEpaX, MYCOPHBIX KOp3MHAaX, MeOenu u
BHJICOANIIApaType.

HecoMHeHHO, ecTh Macca BEUIEH, OTHOCSIINXCS K UETBIPEM MEPEUUCIIEHHBIM
KaTeropusM, B OCHOBHOM 3TO BCE€ Ballld paboyne MHCTPYMEHTHI U ammapaTypa,
KOTOpble HE TpeOyIOT COBEpIICHUS HUKAKMX AaKTUBHBIX JedcTBuil. Bcee
OCTAIBHOE — «UCXOAHBbIE Marepuaibdy. HO MHOrue BelM, KOTOPBIE BbI
W3HAYaJbHO MOIJIM OBl OTHECTH K pecypcaM, CIPaBOYHBIM MaTepHaliaM,
npeaMeTaM OOCTaHOBKM WJIM OOOpYJOBaHHUIO, TaKKe MOTYT TpeOoBaTh
BBITIOJTHEHUSI AKTUBHBIX JEHCTBHM, OCKOJIBKY HAaXOASATCSA HE TaM, TN JTOJKHBI
OBITb.

Hampumep, O0ONBIIMHCTBO JIOJEH ACP>KUT B CTOJE, HA CTOJIE WM Ha JOCKE
OOBSBIIEHUN MacCy CCBHUIOYHBIX MaTEpHANIOB, KOTOpbIE JIMOO ycTapenu, Judo
TpeOyroT peopranuzanuu. VX ToXXe HYKHO TMOMECTUTh B TMAamlKy «BXOJHBIX
MaTepuasioB». Takxke B Oecropsiike MpeObIBaeT Balll SIIUK JJIS PacXOJHBIX
MaTepHaJiOB, MOJHBIM OECHOJIe3HBIX WM HE PAacCOPTHUPOBAHHBIX BelIEH — OH



TOXKE TPEJICTABISICT HE3aBEPIICHHYIO0 Tpodiemy. A doTorpaduu Bamux AeTeit
HE ycTapenu? A KapTHHBI Ha CTEHE BaM HE HAJ0€lHu? A BCE JIU CYBEHUPHI €CTh
CMBICNT XpaHUTb? A MeOeab Bac IMOJHOCTHIO YCTpawBaeT? A KOMIBIOTEP
YCTAaHOBJIEH TaK, KaK BaM XOTeJIOCh ObI? A pacteHuss B oduce He 3adaxyin?
WNHbIiMu cioBamMu, pecypcehl, CChIJIOYHBIE MaTEpHAaIIbl, TPEAMETHl OOCTAHOBKHU U
o0opyZ0BaHHE, BO3MOXHO, TaKXe IMOHAJAOOUTCS TOMECTUTh B KOP3HUHY
«Bxopgsmie», ecia OHM HAXOJATCSd HE Ha CBOEM MeCTe WU TpeOyroT
peopraHu3aluu.

Ilpoonemul coopa ungpopmayuu

Ha »rame cOopa maTepuana BBl MOXETE CTOJKHYTHCSI C OJHOW WIIU
HECKOJIbKUMHU U3 CIETYIOMINX MPOOIeM.

* ¥ Bac HaKOMUIIOCh TOPa3a0 OOJBIIE MaTeprasa, YeM MOXKET MOMECTUTHCS B
OJIHY KOP3HHY.

* Bel MoxeTe cpa3y MEpecKOYMTh Ha dTall YHCTKU U YNOPSAOYCHUS
Marepuana.

* OmnpeneneHHas 4acTh PYTUHHBIX MPoOJIeM yke coOpaHa U yropsiioueHa.

* Bo3MOXHO, €CTh Kakue-TO Ba)KHbI€ MPOOJEMBbI, KOTOPbIE HE CIEIyeT
OTKJIaJbIBaTh HA IOTOM.

Uto aenarb, eciiu nNpeaMeT CIAUIIKOM BeJHMK I Kop3uHbl? Eciau Bbl He
MOXXeT€ (PU3NYECKU YIOXKUTh TPEIMET B KOpP3UHY, HAIMWIIUTE 3alMCKy Ha
JUCTKE Oymaru pa3MepoM C KOHBEPT, KOTOPBIA OyAeT MPEeACTaBISTH JaHHYIO
npobnemy. Hanpumep, ecnu mepen IBepblo Baiiero opuca BUCHUT IJIaKaT WA
IpYyroe MpOU3BEICHHE UCKYCCTBA, IPOCTO HAIMMILINUTE «KAapTHUHA 3a JBEPbIO» HA
MaJIeHbKOM JIUCTKE OyMaru u OpochbTe €ro B KOp3uHy «Bxosiuey.

He 3a0yabTe mOCTABUTH HA JIMCTKE JAATy. JTO J1aCT BaM Cpa3y HECKOJIBKO
npeumyiects. Ecnu B Bamieil opraHu3anmoHHONW cucTeMe OynyT XpaHUThCS
JUCTKU Oymaru, MOCBSILIEHHBIE IPYruM MpoOjemaM, Bbl OyJeTe 3HaTh, KOT/a
HamycaHa 3amnucka. BooOmie fgaTtupoBarh 3aMETKM — OYEHb IOJIE3HAsS
MPUBBIUKA: MUMEET CMBICI JIaTUPOBAaTh yKa3aHWs [JIs BAlllero MOMOIIHUKA Ha
CaMOKJICIOIINXCS JIUCTKAX, MEePENUcaHHble B OJOKHOT TOJOCOBBIE COOOIIECHUS U
3aMETKH, CHIEeJaHHBIE BO BpeMs TelIe(POHHOrO0 pasroBopa C KIUEHTOM. TpH
MPOLIEHTa BAlIEro BPEMEHH, KOTOPbIE YUAYT Ha PACCTAHOBKY JAaT, MPUHECYT
HEOBIBAIYI0 OTJa4y, M BBl TOWMETE, 4YTO 53Ty MPUBBIYKY HMEET CMBICI
pa3BUBATh.

Uto, eciid CTONKA MATEPUATIOB CJAMIIKOM BeJMKa s KOp3uHbl? Eciu
Bbl TAaKOW XK€ 4YeJIOBEK, Kak W 98 % MOUX KJIMEHTOB, TO B pe3yJbTaTe
MEePBUYHOTO HAKOIUICHUS MHPOpPMAIUU coOepeTe ropa3ao OOJbIIe MaTepHaloB,
4yeM MOXXHO YMECTUTb B Kop3uHe «Bxomsammue». Ecin uMeHHO Tak H



MPOUCXOJIUT, IPOCTO CKJIAJIBIBAWTE MaTEpHaIbl BOKPYT KOP3UHBI, 4, BO3MOXKHO,
U Ha nofty, noj Heil. [IoMHOCThI0 H30aBUTHCS OT 3TUX CTOIMOK BaM YJACTCS JIMIIb
o Mepe 00paboTKu U ynopsiaoueHus: matepuana. Hy a moka uro yoeaurecs, 4To
CTOIKHU «HUCXOJIHBIX MaT€PUAJIOB)» BU3YaJIbHO OTIIMYAIOTCS OT BCETO OCTAIBHOTO.

MomenTajibHOe H30aBJjieHHMe OT Mycopa. Ecnu o4yeBHIIHO, YTO MeCTO
KaKoro-tTo MpeamMera — B MYCOpPHOM Oake, cpasy BbIOpocbTe ero. Jlms
HEKOTOPBIX W3 MOHMX KIMEHTOB IEpPBOOUEPEAHOE H30aBICHUE OT Mycopa
3aKJIF0YAJIOCh UMEHHO B YMCTKE SIIUKOB paboyero croa!

Ecnu BBl He 3HaeTe, YTO MPEACTABISIET COOOM MPEAMET, U CTOUT JIU OCTABUTh
ero y ce0s, He CTECHASACH, KIAAUTe ero B Kop3uHy «Bxomsume». MoxHo Oyner
OPUHATH PEIICHUE TI03KE, HA ATane 00padOTKU KOP3UHBI. Yero He HAJO0 JeaTh,
TaK 3TO MO3BOJIATH ce0e MOTPS3HYTh B MPOOJIeMax, MbITasICh IPUHITH PEIICHUE O
TOM U 0 ceM. Bce paBHO mpuieTcst 3aHATHCS STUM I03KEe, €CIM MaTepual yxke
MOMEYEH KaK «UCXOJHBIN», a PEelIeHUs Jerye MPUHUMATh B pexxumMe 00paboTku
unpopmarmu. OcHoBHas 1esb cOopa MHPOpPMALUU — KaK MOXHO ObICTpee
YJIOXKUTh BECh MaTepual B KOP3UHY, YTOOBI HAJIEKAIIUM 00Pa3oM «OKOMAThCs
Y HAMETUTh JIMHUIO (PPOHTAY.

Ocreperaiitecb BHpPYCa YHMCTKM M yHnopsigodyeHus. Muorue mroau
3apa)xaloTcs BUPYCOM YHCTKU U YIOPSIOYCHHS, 3aHUMAsICh COOPOM pazIuYHON
uHpopmainmuu B oduce u goMa. Eciau 3To ciydunoch ¢ BaMH, TO 3TO HOPMaJbHO,
IIPH YCJIOBHUH, YTO BBl pacrojiaracTe 3aracoM BpeMEeHH, HEOOXOAUMBIM JIJIsl TOTO,
4TOOBI OCYIIECTBUTH BCIO MPOIEAYpY (Hampumep, y Bac BOEpenud — Ienas
Hezens). Mnaye Bam mpuaercs pa3OMBaTh MPOIECC Ha YaCTU U OCYLIECTBIATh UX
KaK OTJelbHbIC MPOEKThl WM JECUCTBHS, O KOTOPHIX B Ballel cucTeMe OyayT
XpaHUTbCS HANIOMHUHAHUS MPUMEPHO CIEAYIOUIero coiepkanus: «Pacuuctuthb
mKad ¢ YeThIpbMS AUUKaMI» WIH «Y OpaTh B MOACOOKE».

Yero BaM TOYHO HE 3aXOUETCs CHENaTh, TaK ATO 3alMyTaThbCi B JaOMPUHTE
HE3aBEPIIEHHBIX 3a7ad M YTPAaTUTh CHOCOOHOCTh K MOJHOMACIITAOHOMY
YOpPaBJICHUIO pabouuM TMpoieccoM. Bo3MmoxHOo, mporecc 3aiimMeT Oo0sblie
BPEMEHH, Ye€M BBl JyMaeTe, HO CIMIIKOM YK BEJUKO JKEeJaHUE cpasy J00paTbes
710 30JI0TOM >KUJIbI, TOKOHYUTH C PyTUHHBIMU TIPOOJIEMaMH U HaJaJUTh CUCTEMY
KaK MO>KHO CKOpee.

Kak ObITh C genamu, yKe 3alUCaHHbIMM B CIUCKaX U OJOKHOTax?
Bo3mokHO, y Bac yke eCTh KaKue-TO CIIUCKU M cucTema opranuzanuu. Ho eciu
BBl HE IMOJHOCTHIO 3HAKOMBI C JaHHOW MOJENbIO YIpaBiCHUS pabouuM
MPOLIECCOM U HE TOJB30BAIIUCH €10 PaHbIIe, TO S PEKOMEHIYI0 BaM OTHECTHCH K
CBOMM CIHCKaM KaK KO BCEM OCTaJIbHBIM HCXOJHBIM MaTepuaiam, TpeOyromum
nanpHedmendn oOpaboTtku. Bwsl  Bemp  XoTture, dYroObl cucTemMa  Oblia
COTJIACOBAaHHOM, a Ui A3TOro HEOoOXOJMMO OIEHHWBATh BCE C OJMHAKOBBIX



MO3ULINH.

«Ho 51 He Mory 3a0bITh 00 3TOM...!» YacTo B mporiecce cOopa MaTepuaioB
YEeJIOBEK HATBIKAGTCSA Ha KaKOW-TO KIOYOK OyMard WIH JAOKYMEHT, U
BockymmaeT: «O, 6oxe! S coBcem 3a0b1n (3a0b1a)! S MOomKeH (MOMKHA) ATUM
3aHATHCS!» DTO MOXKET ObITh (PaKc, HAMOMUHAIOIMIUKA O TOM, YTO HY>XHO OBbLIO
KOMY-TO TIEPE3BOHUTH JIBa IHS Ha3a/1, WM 3aMETKH C COBEIIaHUS, TJI€ TOBOPUTCS
0 KaKHUX-TO JICUCTBHUSAX, CPOKH BBINOJHEHUS KOTOPBIX HCTEKIM HECKOJIBKO
HezeNb Ha3ald. YenoBek He XOYeT KIacTh JOKYMEHT B OTPOMHYIO CTOIKY JPYTHX
Oymar, JexaInryr B KOp3uHe, 005Ch CHOBA 3a0BITh O HEM.

Ecam HeuTo momoOHOE CIyduTCsl C BaMH, NEPBBIM JEJIOM CIIPOCHTE ceOs,
JCHCTBHUTENIPHO JIM 3THM CTOUT 3aHUMATHCS, JO TOTO KAaK 3aKOHYWTE TEPBBINA
sTan npouenypsl. Ecnu oTBEeT yTBEpAUTENbHBIN, TO Jydllle PEUIUTh MpobdiaemMy
Cpa3y W BBIOPOCHUTH €€ W3 TOJIOBHl. B MNpoTMBHOM ciiydae HEe OOWTECh U
MOJIOKUTE JOKYMEHT B CTONKY. BbI Bce paBHO CkKopo oOpaboTaere Bce ITH
JaHHbIC U pa30epeTech CO BCE CTOMKOM, TaK YTO HUKY/Ia OH HE JIEHETCSI.

Ecniu we ygmaercs pemmth mpoOieMy cpa3y, a HallOMHHAaHUE O Hel
00s3aTEeNIbHO JIOJDKHO HAXOAMTHCS TMOJ PYKOM, co3hailTe MoOIM30CTU CTOIKY
«0c000 BaXHBIX Ael». JTO HE Jyullee, HO mpuemiieMoe peuieHue. [lomuure,
YTO BHYTpPEHHEE OECMOKOMCTBO BO3PACTET, KOT/a BCE MPOOJIEMBbl BCIUIBIBYT Ha
MoBepXHOCTh. [lomnepkuBaiiTe BHyTPEHHEE PAaBHOBECHE JTFOOBIMHU JTOCTYITHBIMU
criocobamu.

Haunume c pabdouezo cmona

l'otoBr1? Xopomio. HaunnHaliTe ckiaabiBaTh BCE, YTO JICKUT Ha CTOJIE, B
CTOIKY «BXOJSIIHUX MaTepHasioB». YacTo MHOroe W3 TOro, 4TO HYKHO OyJler
Ty/Ja TOMECTUTh, OyJIeT y Bac MoJA pyKoil. MHOrue JNoAW HCHOJB3YIOT B
KauecTBE MecCTa JJsi BXOJHBIX MaTepHUalioB caM pabOyuil CTOJd; €CIU BBI
MPUHAUICKUTE K MX YHUCIY, TO II€pel BaMH BBIPACTET HECKOJIBKO CTOIIOK
«BXOJSIIETO MaTepuayia», ¢ KOTOPbIX U CJeAyeT HayuHaTh cOOp JlaHHBIX.
Hauynute ¢ ogHOro KOHIIAa paboyero MpOCTPAHCTBA U JIBUTAUTECH 1O HEMY, HE
yoyckass U3 BHAY HHU OJIHOTO KyOMdeckoro mawpoiima. TumuuHble OpeaMeTsl,
KOTOpBIE IOIAAYTCs BaM MO PYKY:

* CTOIKYU MUCEM U CITy>KEOHBIX 3aITUCOK.

» Qakcwl.

* Buzutku.

* 3aMETKHU C COBEILIAHU.

He nopnmasaiitecr HCKyLIEHHUIO CKa3aTh TO, UTO CHavana ropopsrt Bce: «Hy, B
oO1iem, g 3HaK0, 4TO B 3TOM cromke. IlycTh 3T MOKyMEHTHI B HEHl U JIekKaT.
NMeHHO Takoi moaxoja Bcerja ObUT MPOUTPHIIIHBIM: BCE HY)XHO NOMECTHUTH B



Kop3uny «Bxozsmiue».

Barnsaute Ha cBoil pa®oumii CTON, €CTh JM y Bac XOTs Obl Maneiriee
’KeJIaHHe TIePEeCTaBUTh HA HEM O00OpyJOBaHHE U MHCTPYMEHTHI? Bac yctpauBaer
Bam Tenedor? Kommbrorep? Cton? Eciau 4ToO-TO HY)XKHO MOMEHSITH, 3aIUIINATE
HalOMUHAHUE 00 ATOM Ha JIUCTKE U MOJOKUTE €ro B KOP3UHY.

Awuku cmona

Temeps mo ouepenu pasrpeOUTE COACPKUMOE KaXKIAOTO U3 SIIUKOB CTOJIA,
€CJIM TaKOBBIC B HEM €CTh. UTO-TO MpUBJICKAET Ballle BHUMaHKHE? YTO-TO JIGKUT
He Ha cBoeM Mecte? Eciu XoTs Obl HAa OJMH U3 3THX BOIIPOCOB BbI MOXKETE JIaTh
YTBEPAUTCIBHBI OTBET, TOJOXKHUTE MPEAMET B KOP3WUHY WIA 3aIUIIUTE
HallOMUHaHUE Ha JHMCTKe Oymaru. OmnsaTh Ke, BOCIONB3YETECh  BBI
BO3MOYXHOCTBIO PACUYHMCTUTh M YIIOPSJIOYUTH COJICPKMMOE SIIHUKOB WM IPOCTO
3aMuIIeTe HATOMUHAHKUE O TOM, YTOOBI C/IeTIaTh 3TO TO3/IHEee, OyAET 3aBUCETh OT
TOTO, CKOJIBKO Y BaC BPEMEHH M CKOJIbKO MaTepHaia HaKOIMUIIOCh B CTOJIC.

Pabouue nosepxnocmu

[Ipomomkaiite mpoaBurathcsi mo oducy, cobupas Bce, YTO JICKHUT Ha
MOBEPXHOCTH CTOJIMKOB, TMOJIOK WM MIKa(OB, U MPU TOM HAXOIUTCS HE Ha
CBOEM MecTe. DTO MOTYT OBITh CTONKH MEYaTHOW MPOAYKIHMH, TpyJa MOYTHI,
Pa3TUYHbBIX MAMOK U CIIPABOYHBIX MAaTEPUAJIOB, KACAIOLIUXCS OMPEACIICHHBIX Je
u ipoektoB. CoOupaiite Bce.

Bo3mokHO, Mo pyKy MOmagayTcs CIPaBOUYHBIE MaTepHalbl, KOTOPHIMHU BBI
y>K€ BOCIONB30BATNCh M MPOCTO He yOpanu. B Takom ciiydae, eciau ecThb
BO3MOXHOCTh OBICTPO MOCTAaBUTHh JOKYMEHTHl HAa MECTO — B IIKad uau Ha
MOJIKY, — TakK U CJeAyeT ceNaTh. byibTe BHUMATENbHbI: TIEpe]l TeM, KaKk yopaThb
Marepuaj, cupocutre cebs, He CBS3aHO JM C HUM KaKOe-HHUOYJIb aKTUBHOE
neiictBue. Ecnu 3TO Tak, MOJNOXKHUTE TOKYMEHT B KOP3UHY, YTOOBI MOXKHO OBLIO
BEPHYTHCS K HEMY TMO3/IHEE, IO XO1y Ipolecca.

B wkagax

Tenepp 3arnsauTe B mkadel. Uro tam? Illkader — uaeanbHOE MECTO AJs
XpaHEHHUS MacChl PACXOHBIX MAaTEPUAIOB U CIIPABOYHOM MH(OPMAIINK, OHU KaK
HEJb34 Jy4lle TOIXO0IAT A TOTO, YTOOBI, MOAABIINCH UCKYIIICHUIO, 3aMPsATATh
TyJa MaTepuanbsl 0ojee TIyOOoKoro ypoBHsA. YacTo s HaXO0Xy TaM MpPEeAMETHI
KOJUICKIUMOHUPOBAHUSA M HOCTAJbIMYECKUE IMAMATKH, KOTOPBIE YK€ HHUYErO He
3Ha4YaT U1 MOMX KIMEHTOB. Hampumep, OAMH TIE€HEpAIBbHBIN MEHEIKEP
CTPaxOBOM KOHTOPBI BBIOPOCHI CTOJNBKO BCSAKHX IMOOIIPUTEIBHBIX Harpa,
HAKOIUBIIUXCS 33 TOAbl PabOThl, YTO OHU MOTJIM Obl HAMOJHUTH MAaJEHBKYIO



YpHY.

Ilooymaiime, OeticmeumenbHo iU CYBEHUPHL U NAMAMKU NO-NPENCHEM) YMO-
mo 3Hayam O0is 8ac.

OnATh-Taku, €CAU TAE-TO BBl OOHAPYKWUIU OCCIOPSIAOK U PEIIMIA BCE
pEOpraHn30BaTh, 3AMUINNTE HANMOMHHAHME OO0 3TOM Ha JIUCTKE OyMmaru W
OpoChTE B KOP3WHY.

HOJlbl, CmeHnbl U noJiKu

Kakoil-To JOKYMEHT Ha J0CKe OOBSBICHHH TpeOyeT OT Bac aKTHUBHBIX
nevictBuid? K cTeHe mpuKoJIOTO YTO-TO, YTO HE JOJDKHO Ha Hel BUceTh? Bac uro-
TO CMYIAeT, KOrjJa Bbl CMOTPHUTE Ha KapTUHBI, (oTorpaduu, IiakaThl HIA
CYBEHHUpPBI? A 4TO BbI iyMaeTre 00 OTKPBITBIX MOJKaxX? MOXET, TaM €CTh KaKue-
TO KHWUTH, KOTOpPbIE HYKHO MPOYECTh WU MoaapuTh Oubnuoteke? Katanorw,
WHCTPYKIIMHU WU MOIIUBKY, KOTOPBIE YCTApEIH WM TPEOYIOT OT Bac KaKUX-TO
maroB? Kyuku u cromku Ha mony? [Ipocto mepeaBUHBTE UX MOOMIKE K
KOp3UHE, 4YTOOBI JOOABUTH K «BXOSIIEMY MaTEPHAITY».

Annapamypa, mebenv u 006cmanoska

Ecth nu 4TO-TO, YTO BaM XOYETCS HW3MEHHTb, KOTJa Bbl CMOTpPUTE Ha
oducHoe obopynoBaHue, mMeOenb WIM MPOCTO OIJIsAbIBaeTech BOKpYyr? Bcee
paboraetr? Bac ycTtpamBaer ocBemieHue? Ecaum ecTh 4TO-TO, TO BBl XOTHTE
c/ieNaTh, HAUIINTE HATIOMUHAHUE U TIOJIOKUTE B KOP3UHY.

/JIpyzue mecma

B 3aBucumocTy OT MaciITaboB Balei JesTeIbHOCTA MO cOOPY IaHHBIX, BBI,
BO3MOXXHO, 3aXOTHUTE BBINOJHUTH MOJOOHYIO TPOLEAYpPY BCIOAY, TNe Y Bac
HAKaIUTMBAIOTCS MaTepuasibl. Eciu Bbl coOHMpaeTech MOITHOCTHIO OCBOOOIUTH
CO3HAHUE, TO ATO HYXKHO CJENIaTh BCIOAY.

He no3zeonatime Ko8apubim MuLCIAM O MOM, YUMO «IMO HE MAK YIHC BANCHOY,
noxoie6amov 8auLy peuumMoCcms 6HeOPUMb MemoOuKy 0oMd.

WNHorma nmrogu mpuriamairT MEHsS K cebe JAoMoM, Y4TOOBI s MOMOT UM
BBITIOJIHUTG TIpolenypy cbopa. PacmpocTpaneHo 3a0myskaeHue, 4TO MOPSI0K
JOMa — <«O3TO HE TaK yXX Ba)KHO», TEM CaMbIM JIIOJU HE IO3BOJSIOT cebe
MOJIHOIIEHHO YIPABJISITH CBOEW KHU3HBIO JIoMa M caMH y ce0s oTOuparor
HHEPTHIO.

C60p (MBICTIUMETIBHOZ20 Mamepuajia»y: ovucmiKa pasyma

Kak ToapKO BBI MOUYBCTBYETE, UTO COOpaliu Bce (PU3MUECKHUE OKPYKAIOIINE
MPEAMETHI, KOTOpbIe TPEeOYIOT BAaIIer0 BHUMAaHUS, HYKHO OyJIeT TaKkke coOpaTh



BCE, YTO MOXET HAXOJUTHCS B ONEPATUBHOM MaMsATH Bamiero mosra. Yrto eie
MOTJIONIAET Ballle BHUMAaHHE, HO TIOKA HE TMPEACTABICHO B KOpP3UHE
«Bxopgsamme»?

Bor Teneps mpuromutcs cromka mnucued Oymaru. Sl cCOBETYIO 3amHUCHIBAThH
KOKIYI0 MBICHb, KAKIYI0 HACK, KaXIAbIM MPOEKT WM 3aMbICEN, KOTOPBIH
MOTJIONIAET Ballle BHUMaHUE, HA OT/IEILHOM JIMCTKE Oymaru. MokeTe COCTaBUTh
OJIMH JUIMHHBIA CHHUCOK y ce0s B OJOKHOTE, HO, YUYHUTHIBas HEOOXOIMMOCTH
WHIUBUIYaTbHON 00paOOTKM Ka)XJA0ro MyHKTa B JajbHEHIIeM, pa3ymMHee OyaeT
3aMMChIBaTh UJEH HA OTAEIbHBIX JUCTKaX. Bbl Bpsa nu OyaeTe XpaHUTh y ceOs
ATH KJIOYKA OyMmaru (pa3Be UYTO pEIIUTe, YTO MPH YHOPSIOYCHHH JaHHBIX
yao0Hee Bcero oO0XOauThcs O€3 BCSAKOW aBTOMATH3allMu), HO B IpoIlecce
00pabOTKH CBEICHUI JTyUIlle UMETh JI€TI0 C TUCKPETHBIMH MPEIMETaMU.

BeposiTHO, 4TOOBI MEpeHeCTH COAECPKUMOE CBOETO CO3HAHUS Ha OTJEIbHBIC
JUCTKM OyMmaru, BaM MOHAAOOWUTCA OT [BaaUATH A0 TPUAUATH MHUHYT
(pa3ymeercs, mociie TOro, Kak BCE OCTalbHOE yke coOpaHo). Mbicau OyayT
MPUXOJUTh BaM B TOJIOBY B MPOU3BOJIBHOM TMOPSJAKE: CYUIECTBEHHBIE,
HECYIIECTBEHHbIE, YaCTHOTO JHOO0 Npo(decCHOHANBbHOTO XapakTepa — HIeU
OyIyT XaOTMYHO BO3HUKATDH B BAllleM CO3HAHUHU.

B nmamHOoM cnywae cruegyer aymarth O KoOJMYecTBe wuacu. Jlydie
nepecraparbcsa B mporecce cbopa uaed, yeM 4ro-To ymycTuTh. [lo3nHee BbI
BCETr/Jla CMOXETE OTOPOCHUTH BCSKYIO 4Yemyxy. Barieil mepBoil MBICIBbIO MOKET
OBITh «CTAcCEHHWE O30HOBOTO CJOs», Ccleaywomas wuaes Oyner Oosee
MPU3EMIICHHOM: «HYXXHO KYIUTh KOIIauybero kopmal!» XBaTalWTech 3a KaKIylO
uaeto. He ynusnsiitech, eciu B X0J€ 3TOM MpoLEayphl B KOp3UHE 00paszyercs
U3psIHAS CTOMKA OyMar.

Cnucox «CNRYCKOBbIX KPIOUKO086)

Jlnst Toro droObl OBICTpEe OCBOOOIWUTH CBOE CO3HAHWE, MPOCMOTPHUTE
CJIETYIOUIUI CIUCOK «CITYCKOBBIX KPIOYKOBY», IMYHKT 3a MyHKTOM, U MPOBEPHTE,
HEe 3a0buUld JU Bbl O 4YeM-HHOyAb. YacTo, 4TOOBI OOHAPYKUTH MBICIb,
3aTauBIIYIOCS B 3aKOYJKAaX CO3HAHUS, HYXEH TOJbKO HeOoibIIoNn Tomdok. He
3a0bIBaiiTe, BCNOMHUB O YE€M-TO, 3alUCHIBaTh 3Ty HJACI0 Ha JIMCTKE OymMaru u
KJIACTh €r0 B KOP3UHY.

He3a3epmermble oejla: CRUCOK «(CRYCKOBblX KPIOUKO06)

— Ilpogheccuonanvuasn desmenvHocmo

Hauatbie, HO He 3aBEepIICHHBIC TPOCKTHI

[TpoekThI, OCyIIeCTBIEHUE KOTOPHIX HYKHO HaYaTh
O6emanus u 00s13aTeNbCTBA EPEl APYTUMHU JIFOIbMHU:



* HauanpHukom/mapTHepamu

» Koyuteramu

* [loqTUMHEHHBIMU

* JIpyrumu peacTaBUTEIIMA OPTaHU3aAINH

* «[TocTopoHHUMMY JTIOABMHU:

* Kinuentamu

* JIpyrumu opraHu3aIusMu

» Cnenuanucramu

Nudopmarusi, KOTOpyr0 HEOOXOIUMO MOTYUUTh/TIEpeaaTh:

* BHemHss1/BHY TpEHHSS

CoBepuTh (0TOCHIATH, IEPEIATH) UIN OTBETUTH Ha:

* Teneonnsie 3BOHKH

* ['onmocoBbie cooOIIeHUS

* DJICKTPOHHBIE COOOIICHUS

» CooOmieHust Ha eHKepe

* Dakchl

* [Iucema

» CnyxeOHBIC 3aMUCKH

Jlpyrue 1oOKyMeHThI, KOTOpbIE HY>KHO 0()OPMUTH U MOJATh:

* Jlokmagel

* 3aKJTFOYCHHS/OT3BIBBI

* [Ipennoxenus

* Cratbu

* PeknaMHbIe MaTepuabl

* UncTpyKInn/ykazanus

* OTKOPPEKTUPOBAHHBIE U OTPEIAKTUPOBAHHBIC TOKYMEHTHI

BceTpeun, xoTopbie cieayeT Ha3HA4YWTh, W JIETIOBBIC BHU3UTHI, O KOTOPBIX
CTOWT MOMPOCUTH

Koro cnenyer 03HaKOMUTh ¢ TEMH UJIM UHBIMU PEIICHUSMU ?

Cy1iecTBeHHbIE MaTePHAIIbI, KOTOPHIE BBl YUTAIH WA MPOCMATPUBAIIH:

a) OUHAHCHI

* JleHEeXKHBIN NOTOK

» CTaTUCTUYECKHUE JaHHBIC

* brojokeThl

* [IporHo3b1/TIepCIIEKTUBHBIC OIICHKH

* [IpuGbLTN U YOBITKH

* bajiaHCOBBIN OTYET

* Kpenurnas nuHus

0) [ImannpoBanme/opranu3aus



» dopmalibHOE TUTAHUPOBaHUE (1IeH, 33a]1a4H, JKeJIaeMble PE3YJIbTAThI)
* Texymue npoeKThl (CAETYOUIME IIarH)
* ['panymume npoeKThl

* busHec-11aHbI ¥ TUTAHBI MAPKETUHTA
* Opranu3aliOHHbBIC 3aMbICIIbI

* [Ipencrosimue meponpusTus

* Berpeun [Ipesentannn

» Opranu3anoHHas CTPyKTypa

* I3MeHeHus yCIioBUM Tpyia

* YcTaHOBKA HOBBIX CHUCTEM/000pY10BAHMUS
* [loe3nku

B) bankoBckas cepa

» JleOutopckast 3a10J5KEHHOCTh

» Cyera K omiare

* Menkue pacxoasl

r) AIMUHUCTpaTUBHAas chepa

* FOpuandeckue acreKkThbl

» CTpaxoBKa

* [Iepconan

* CTpareruu/mpouenypbl

1) KnuenTsl

* BHyTpeHHHE

* BHemHun

e) MapkeTuHr

k) [IpoaBm>keHNE MPOAYKIINH

3) [Iponaxu

» O0cyXMBaHNE KIMCHTOB

1) CucTeMsl

* Tenedonst

* KoMneroTepsl

* OducHas TEXHUKA

* Jlpyras annaparypa

» KommyHansHbIe yCIyru

* YOpAI04YE€HUE TAaHHBIX

K) XpaHEeHHE

* ToBapHbIX 3amacos

1) Pecypcsl

M) Oduc/pabouee MmecTo

» Opranmzanus opuca



* MeGenb

» O0cTaHOBKA

Oxunanus:

* Uudopmarnus

* 3a7aHus ¥ MPOEKTHI, KOTOPbIE HYKHO TIEpeIaTh KOMY-TO
 Baxkneiime MeponpuaTus B paMKaxX OCYIIECTBICHUS IPOEKTOB
* OTBETHI Ha:

— Ilucema

— Cny>xeOHBIC 3aITUCKHT

— 3BOHKHU

— Ipennoxenus

— TpeboBanus

— Bo3memenue 3atpar

— CpencTBa Ha MEJIKHUE PacXobl

— CTpaxoBbi€ B3HOCHI

— 3aKa3bl

— Ilounnka 060py10BaHUs

— bunern

— Pemenus npyrux monen

[IpodeccronanbHbIif pocT

» O0OyueHne/ceMruHapbl

* YeMy CTOUT HAYUYUTHCSA

* OpHEeHTUPBI

» HaBbIkH, KOTOPBIMU HEOOXOAUMO OBJIAJIETh, 0COOCHHO B cdepe:
— IIporpaMMHBIX IPOTYKTOB

* Ay1MO- ¥ BUJIEOKYPCHI

* Pesrome

Bremnee passutue

HccnenoBanus — HyHO y3HATh O. ..
[IpodeccronanpHublil rapaepod

Yacmuas drcusto

Hauatble, HO He 3aBepIlIEHHBIE TPOCKTHI

[IpoekThl, OCYIIECTBICHIE KOTOPBIX HY>KHO Ha4aTh
OO6emanus u 00s13aTeNbCTBA EPEl APYTUMHU JIFOIbMHU:
* XKenoit/myxem

* JletbMu

* CeMbeit

* Jlpy3psamu



» Koyuteramu

[IpeameThl, KOTOPBIE BbI B35UIM BO BPEMEHHOE MOJIb30BAHHE
[IpoexThl: Apyrue opraHu3anuu

* Cepa obcmykuBaHuUs

* OO1IECTBEHHBIC

* JIoOpoBOJIBbHBIE

Nudopmarus, KOTOPYIO HY>KHO MOJTYYUTh WIH MEpEaaTh:
* Cembs

* Hpy3ps

» Kosutern

CoBepuTh (0TOCIIATh) WX OTBETUTD HA:

* Teneonnsie 3BOHKH

* [Inucema

* OTKpBITKH

[Ipencrosiue coObITHS:

* TopxkecTBa

* Jlnu poxieHus

* ['01OBIINHEI

* CBaabOBbI

* BeIlmycKHbIE

* [Ipa3guuku

* [TyremecrBus

* [Toe3nku Ha BBIXOAHBIE

» KaHukyJbl

* Berpeun ¢ npy3pamMu

* KynbTypHbIE MEpOTIPUSITUS

* CIIOPTUBHBIE MEPOIIPUATHUS

HccnenoBanus v pa3BUTHSI — IIard, KOTOPbIE HY>KHO MPEANPUHSTH:
* Kyna cienyer noexarb

* C KeM HY)KHO BCTPETUTHCS, KOTO MPUTIIACUTh
* MecTHBIE pa3BIICUEHUS

AnMuHUCTpaTUBHAS cdepa:

* OUHAHCHI

* Cyera

* banku

» KanuranoBnoxeHus

* Ccynbl

* Hanoru

» CTpaxoBKa



* FOpuandeckue acreKkThbl

* CopTHpOBKa JaHHBIX

Oxunanus:

* [louTOBBIM 3aKa3 TOBapa

* [lounnka

* Bo3menienue 3aTpar

* Bo3Bpar npeaMeToB, B3ATHIX BO BPEMEHHOE TTOJIb30BAHHE
* JlaHHBIC METUIIMHCKUX 00CIICIOBAHMIA
* OTBETHBIE TTOCTAHUS

JloM/ceMbs

* JloMmOBIaACIIbIIbI

* CoOCTBEHHOCTH

IOpuauueckue acnexThbl

* HenBr>xuMoe UMyIIIECTBO

* PalionnpoBanue

* Hanorun

Crpoutenu/moapsaIauKu
 OroruieHre/KOHANITMOHUPOBAHUE
» CaHTexHUKa

* DIIEKTPUYECTBO

* Kppima

o JlJangmadr

* 3ae3n

* CTeHbl, TOJIbI, TTOTOJKH

» O6cTaHOBKA

* Mebenb

» KoMmMyHaIbHBIE CITYKOBI

* [IpubGopsr

* Jlammouku/mpoBoia

» KyXxoHHBIE TPUHAIC)KHOCTH

* Moiika, CyliKa, IbLIecoC

* Mecra, rie Hy>XHO yOpaTh
Komnerorepsr

* [IporpammHoe obecrnieueHue

* AnmapatHoe o0ecrieyeHue

* CBs3b

* CD-ROM

* DJICKTpOHHAS MT0YTa U TOKITIOYCHUE K CETH
* TeneBunenue



* Buaeomarautodon

* My3bIKa, TUCKH, KaCCETHI

* HaymHuku

* ABTOOTBETYHK

CnopTuBHOE CHApS)KEHHE
[Mxads1/ogexaa

["apax/cxman

PeMOHT U conepxkaHne MalliHbI
NHCcTpyMEHTBI

barax

JlomamiHue >KUBOTHBIC
31paBOOXpaHEHUE

* Bpaun

* CtomMaroJjioru

* CrienMaiImcThl

VBneueHus

» Kaurn, 3ammcu, KacceThl, TUCKHU
Brixoasl

* Maras3uH npOMBIIIEHHBIX TOBAPOB
* ArrTeka

* PriHok

* bank

* XUMYHCTKA

» KannroBapel

Coo0111ecTBO

e Cocenu

* [ITkoinl

* MecTHbIE Oprasbl BIacTH
OO111eCTBEHHBIE ACTIEKTHI

Cooeprcumoe KOp3uHbl 071 6X00AUUX MAMEPUATLOB

Ecimu BbI BBIOpOCHIIM W3 TOJIOBHI BCE YacTHBIE W TPO(ECCUOHATHHBIC
npoOJieMbl, TO Bamla KOP3WHA, BEPOSATHO, HAMOJIHWIACH JO0 OTKa3a. B
JOTMOJTHEHUE K JOKYMEHTaM U (U3WYECKUM TpeaMeTaM, HaxOJSIIINMCS B
KOp3WHE, €€ COACPNKMMOE JIOJDKHO BKJIFOYATh BCE MPUIICIIIAE TOJIOCOBBIC U
DJIGKTPOHHBIE COOOINCHUS, HAXOJIIIMECS B AJICKTPOHHOM ITOYTOBOM SIIITHKE.
Taxoke creayeT OTHECTH KO BXOJHBIM MaTepuajaM BCE CIUCKA HAMEUYCHHBIX
3aad B OJIOKHOTE, OCOOEHHO €CIIM BBl €Ile HE OMPENeIIIN JalbHEHIINX
JNEHUCTBUN.



Cbop mamepuanog 3asepuiaemcsi, Ko20a 6vl Modxceme Oe3 mpyoa yeuodems
npeoesvl CO0EPAHCUMO20 KOP3UHDL.

OOBIYHO S COBETYHO KIMEHTaM pacledyaThlBaTh I'OJIOCOBBIC COOOINCHUS Ha
OyMare W KJIacTh B KOpP3MHY BMeCTE OJIOKHOTaMH, KOTOpBIC, KCTaTH, TOXE
TpeOyI0T OCHOBaTeIbHOrO mepecmorpa. Eciu y Bac ecth nudpoBoil cekperapb
Palm wmm mporpammer Microsoft Outlook wmmu Lotus Organizer u BBl
WCIIOJIB30BAJIM yKa3aHHBIC CPEJCTBA HE TOJIBKO B KadeCTBE KaJCHJIapeH,
TeaehOHHBIX WU aJpPeCHBIX KHHUI, PEKOMCHJIYIO paclieyaTaTh BCE 3aJadH,
XpaHAIINECsS Ha 3TUX HOCHTEISAX, U TOXKE IOJIOKHUTh B KOP3HHY. DJICKTPOHHBIC
COOOIIICHHMSI JIy4Ille HE TPOTraTh, IOCKOJIBKY UX CIUIIKOM MHOTO ¥ C HUMHU JIy4YIIIe
pa30uparbCsi HEMOCPEACTBEHHO B CAMOW CHUCTEME.

A ecnu npobaemuvl He XOmAmM 0CMABAMBCA 8 KOp3uHe?

Ntak, BBl coOpanmu Bce TPOOJIEMbI W TOTOBBI K CICAYIOIIEMY IIary.
EcTecTBeHHO, HE XOYETCSI HMYETO OCTaBIATh B KOP3WHE HA HEOMpPEeICHHBIN
NEepHO/l, MOCKOJIbKY B TAKOM Clydae ImpolOsiemMa 00s3aTeIbHO CHOBA 3aBIaJCeT
BaIllUM CO3HAHUEM — BbI OyJIeTe 3HATh, UTO HE yiensere e BHuManus. OJiHa u3
OCHOBHBIX TPHUYMH, O KOTOPOH JIOJU COMPOTHUBISIOTCS COOPY PYTHHHBIX
npo0ieM B «KOpP3UHY», COCTOMT B OTCYTCTBUU dS(PPEKTUBHBIX METOOB
00paboOTKH COPTUPOBKH JIAHHBIX, TO3BOJISIIOIINX PEIIATh HAKOMMBIIMECS 3aJa4H.

Hakoner, MbpI mogonutn K cieayroniei riaase: «OmyCcToeHne KOP3UHbD.



I'maBa 6. O6padoTka uHGopMaNNK: ONMYCTONIEHNE KOP3HUHBI

[IpeanonoxkuMm, Bel coOpajii BOSAMHO BCE, YTO 3aHMMAET Ballle BHUMAaHHUE,
TeNeph Ballla 3aJadya — JA00paTbcs A0 OHA Kop3uHbl. Ee omycromienue He
o3Ha4aeT (U3MUECKOr0 OCYIIECTBICHUS BCEX 3aMbICIOB U MPOEKTOB, KOTOPHIE B
HEel HAKOMWJIUCh. Pedb UAET MUIIb 0 TOM, YTOOBI ONPEACIIUTh MPUPOTY KAXKIOTO
MpeIMEeTa, HaXOASIIET0oCs] B KOP3UHE, U PEIINTh, YTO OH COOOW MpeCTaBIseT,
KaKOBO €ro Ha3HAYE€HHE U KaK Bbl COOMPAETECH C HUM MOCTYIIUTb.

B nportiecce 06paboTKu cOIEPKUMOTO KOP3UHBI BBl CMOKETE:

* U30aBUTHCS OT BCETO HEHY>KHOTO;

* BBINIOJIHUTH BCE JACHCTBUS, 3aHUMAIOIIUE MEHEE IBYX MUHYT;

* mepeaaTrb APYTUM JIIOASIM BCE 3aJlayd, KOTOPbIE MOKHO IMEPENOXKUTh Ha
HUX;

* YIOPSIIOYUTH COOCTBEHHYIO CUCTEMY OpPraHHU3allid, BBECTH HAIIOMUHAHUS
0 Jienax, Ha KOTOphIe TpedyeTcs OoJiee ABYX MUHYT;

* HAMETUTH O0JIee Cephe3HbIC 3a7a4l U MPOEKThI, OCHOBBIBASICH HA BXOJIHOMN
uH(pOpMAIIHH.

[lonyunts mpencraBieHue 00 HTOM MPOIECCe IMOMOXKET JIuarpamma
pabouero mporecca (puc. 6.1). LleHTpanbHbBIN «CTBOI» AWMArpaMMbl MTOKa3bIBACT,
KaKue Iard BKIoYaeT o0paboTka MH(POpPMALMK U OMPEICICHHUE TalbHEHIIMX
JNEUCTBUMU.

JlaHHas Ty1aBa MOCBSIIECHA AIEMEHTAM «CTBOJIa» IUArpaMMBbl, T. €. IIaraMm OT
U3BJICUCHUSI TIPOOJIEMBbl M3 KOP3UHBI JO COBEPIICHUS MEPBOOYEPEIHBIX
nevicteui. I[lomydaercss ecrecTBEHHass CXeMa  OpraHu3aliv, KOTopas
00yCJIOBJIEHA BBITIOJIHEHUEM JAHHOU MPOLEAYPHI ISl KAXKAO0TO U3 HE3aMKHYTHIX
nukioB. Hampumep, eciu Bbl BeIOMpaeTe mpoOieMy M3 KOP3UHBI U JIyMaeTe:
«MHe HYXHO 00CyIHTh 3Ty MpobiieMy ¢ AHIAplIa, HO 3TO CIEAYET ClIeliaTh B
MOHEIENbHUK, Korjia oHa OyAeT B oduce», Bbl Cpa3y OTKIAAbIBACTE IaHHOE
JEUCTBHE 10 TOHEAEIBbHUKA, CJIETIaB COOTBETCTBYIOIIYIO TOMETKY B KaJleHAape.

[Ipexxne dyem BBl 3aiiMeTech OOpabOTKOM  COACPKUMOTO KOP3UHBI,
PEKOMEHAYI0 BaM NPOYECTh HOTY TIJaBy U CIEIYIONIYI, MOCBSUIEHHYIO
opraHuzanuu npobjeM, — Toraa yaacTtcs u30exaTb HEKOTOPBIX HEHYXKHBIX
nevcteuil. Korma s oOyyaro KJIMEHTOB ATOM NPOLEAYpPE, OHH MOCTOSHHO
MEUYTCS MEXAY TMPOCThIM MPHUHATHEM pelleHu Ha cTaauun o0paboTKH
HE3aMKHYTBIX ITUKIOB U 00Jiee CIOKHOW 3aJauei ompenesieHus: ONTUMAaIbHOTO
crocoba ymnopsiIoueHUs: ATUX PEHICHU B KOHKPETHYIO CUCTEMY MEPCOHAIBHOU
OpraHu3alyuu KJINEHTA.

K mpumepy, MHOTHE KIHEHTBI, KOTOPBIX SI TPEHUPYIO, CTPEMSTCS IOCTPOUTH



CHUCTEMYy JIMYHOM OpTaHW3allM Ha OCHOBE JIUYHOTO HU(PPOBOTO CeKpeTaps,
CUHXPOHM3UPOBAHHOTO ¢ mporpammoii Microsoft Outlook, koTopyro KomMmaHus
WCIIOB3YeT IS AJICKTPOHHOM MEePeNUCKY M COCTaBIICHHS pacnucaHuii. [leproe,
YTO CJIEAyeT clenaTh (IMOocjae TOTo, Kak KOp3WHA YK 3all0THeHa), — YOS IUuThCA,
4TO BCS amnmapaTrypa W BCE MPOrpaMMbl HCIpPABHO paboTaroT. 3aTeM MBI
n3bapnsieMcs (OOBIYHO pacledaTbiBaéM W yAalasieM) OT BCEro, YTO KIMEHTHI
paHee MBITATUCH YIOPSAI0YHUTh ¢ MMOMOIILI0 mporpammbl Outlook, u mepenocum
JOKyMEHTHI B Kop3uHy. Ilocie storo ompenenseMm psja pabodmx KaTEropui,
Takux Kak «3BoHkW», «Bm3ute», «lloBectka gHs», «ComepKumoe
KOMITbIOTEpa» W Tak Aanee. Korma Mbl HaunmHaeM 00paOOTKY KOpP3WHBI, KJIUEHT
MOXXET Cpa3y CeCcTh 3a KOMIBIOTEp M BBECTH IOCJIEIOBATEIHHOCTh CBOMX
JICUCTBHM HEMOCPEACTBEHHO B CHCTEMY, OT KOTOpOoW OyJeT TMOJHOCTHIO
3aBHUCETh.
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Puc. 6.1. [luarpamma pabouero npoiecca — 00padoTka nHbopMaIiu.

Puc. 6.1. Juacpamma paboueco npoyecca — obpabomxa ungopmayuu.

Ecnu BBI elie HE ONMpENCIIMIN, YTO UMEHHO COOMpacTeCh MCIOJIL30BaTh B
KaueCTBE JIMYHOW CHCTEMBI HAIIOMHHAHUSA, HE OecmokouTech. Ji1s Hadama
MOXHO OOOWTHCH 03 BCSKOW aBTOMAaTH3AIMHU: MPOCTO JeiaTh 3aMETKU Ha




muctkax Oymaru. [loznmuee, xornma cuctema yxke OyIeT roToBa, Bbl BCerja
CMO’KeTe OOHOBUTH CBOM MHCTPYMEHTApUH.

Ilpasuna oopadomku ungopmayuu

Jlyumie Bcero ocBaumBaTh JAaHHYIO MOJENb HEMOCPEICTBEHHO B IpOIlecce
BHeIpeHUs. HoO ecTh HECKONbKO KIIOYEBBIX MPABUI, KOTOPHIM HYXHO
CJIEJIOBATh.

» O0OpabarbiBaiiTe MPOOIEMBI [0 TOPSIKY.

» OOpabaTbeIBaiiTe MPOOJIEMBI 110 OJTHOM.

* Hukorna He BO3BpanjaiTe HU4ero B KOP3HUHY.

Oopaboomxka npobrem no nopaoKy

Obpabamvsieams — He 03HAYAEM «KMPAMUNDb BPEMSD.

Jlaxke eciii BTOPBIM MPEIMETOM, M3BIICUEHHBIM M3 KOP3UHBI, OyIeT 3aIlHCKa,
aZpecoBaHHas TPE3UEHTOM CTpPaHBl JIMYHO BaM, a TEPBBIM — PEKIAMHBIN
OyKJIeT, TPUIICANINA TO TOoYTe, TO CHadajla HYXXHO 3aHATHCS PEKJIAMHBIM
oyknetom! KoHedHO ke, 3TO TpEyBENMYCHHE, HO MPHUHIUI JCHCTBHUTEIHHO
BaXKCH: BCE MPOOJEMBbI HYXKHO 0OpabaThIBaTh OJWHAKOBO TIATEIBHO. [ Jaron
«oOpabaTeiBaTh» B JaHHOM cllydae HE O3HAYaeT «TpaTUTh Bpems Ha». OH
MIPOCTO O3HAYACT «PEIINUTh, UYTO COOOU MPEACTABIAET JAHHBIN MPEIMET, U KaKue
JeHCcTBHS TPEOYIOTCS OT Bac, a 3aTeM — IOCTYMHUTh C HUM COOTBETCTBYIOIIUM
obpazom». B mro0oMm ciydae, HEOOXOAUMO JOCTHYL JHA KOP3WHBI KaK MOYKHO
CKOpee, MO3TOMY HE OCTaBIIsIiTE O€3 BHUMAHUSI HUUETO U3 €€ COACPKUMOTO.

Aesapuiinbit npocmomp — 3mo He odOpadomka

bonpmmHCTBO  JrOJIEld, MpocMaTpuBas COAEPKHUMOE  KOpP3UHBI  WIIU
AIIEKTPOHHOTO TMOYTOBOTO SIMKa, BBIMCKMBAIOT TaM Haubojiee CpOUHEIE,
BECEJIbIC WJIM MHTEPECHBIC JIea, ¢ KOTOPHIMHU pa3OuparoTcs B MEPBYIO OUYEPEb.
«ABapuHBIA TPOCMOTPY» TOJIE3EH U 3a4acTyI0 HEOOXOAUM (i TOKE MHOT/Ia UM
3aHUMAIOCh). BO3MOXHO, BBl TOJIBKO UTO BEPHYJIUCH C JE€JIOBOM BCTPEUH, a YEPE3
MATHAIIATh MUHYT HAYHETCs UIMHHOE coBellanue no tenedony. Camoe Bpems
MPOBEPUTH BXOAIIYIO HH(DOpMAINIO, YTOOBI YOEIUTHCS, YTO Bbl HE HATKHETECH
Ha HOBBIC MOJIBOJHBIC KAMHU WJIM YTO KJIMEHT OTBETWJ Ha Balle COOOIICHHE U
J1aJl COTJIACUE HA 3aKJIFOYEHNUE KPYITHOM CIEIIKH.

OnucaHHBIN TpoIecC HEIb3d Ha3BaTh 00PaOOTKOM CONEPKUMOT0 KOP3UHBI,
ATO BCETO JIMIIb aBApPUMHBIA NpocMoTp. Korma BeI NIEWCTByeTE B peKHME
0o0paboTku, BO3bMHUTE ceOe 3a MpaBWIO HAYMHATHL €€ C OJHOTO KOHIIA U
pa30uparbCs MO MOPSIAKY C KakIol mpoOiemoil mo otaenbHOCTH. Kak ToibKo
Bbl HApPYIIUTE MPABWJIO M HAYHETE B MPOU3BOJIHLHOM MOpsAKe 00pabaThIBaTh



3aJlaydl 1O CBOEMY YCMOTPEHHIO, TO Y Bac 00S3aTEIIbHO MOSIBATCS MPOOJIEMBI,
Tak M ocTaBiiMecss Oe3 BHMMaHHSI. B 3Tom ciyyae pabouuii KoHBeHep
nepecTaHeT PyHKIIMOHUPOBATh, U HEOOPAOOTaHHBIC MaTEPHAIBl CHOBA 3aITOTHST
BaIll CTOJ 1 o(uC.

IHocneonum npuovin — nepewvim oocayycen. Hnu naooopom?

TeopeTndecku, BBl JIOJDKHBI IEPEBEPHYTh KOP3WHY BBEPX JHOM M
HNPUCTYIIUTh K 0O0pabOTKe MepBOM MpPOOJEMBbI, KOTOpas HaXOIUTCS IOBEPX
OCTaJIbHBIX. BripoueM, ecii NpoABUTaThCS OT OJHOrO KOHIA K JPYyromMy B
TEYCHUE JOCTATOYHO CYIICCTBEHHOTO IPOMEKYTKAa BPEMEHH, TO HE TaK YK
BaXXHO, C KAakKOTO KOHIIA CJeAyeT HadaTh paboTy. B mobom ciiydae Bam
MPEICTOUT PACCMOTPETh KKIYIO MPoOeMy. A eCIu BBI ITBITACTECh PACUNCTUTh
BOPOX HAKOIMBIIHUXCS BXOJAIIMX 3JICKTPOHHBIX COOOIIECHUH, TO, OKa3bIBACTCA,
yaoOHee HauMHATH O0OpaOOTKY C TOCIECAHETO W3 HHUX, MOCKOJIBKY TaK Jierde
OTCJIC)KUBATH MIEPEIHUCKY C KaXKJIBIM U3 aJpecaToB.

Kopsuna — smo mecmo obpabomxu, a ne ckiao.

Oopabamureaiime npoodiemvl no 0OHOU

Bo3MOKHO, BBl BBHITAIIMIM 4YTO-TO W3 KOP3WHBI B Tpoliecce o0paboTKu
MaTepUaoB, a 3aTEM Ballle BHUMAHUE OTBJIEK APYTOM MPEIMET, JIEKAIIUN B HEH,
npudeM Bbl TaK W HE pPEHIWJIM, YTO JeJaTh C MNepBbIM. BTopoit mpemmer
3aMHTEpEecOBal Bac OOJbINE, YeM IMEPBbI, MOCKOJBbKY BaM $ICHO, KaK C HUM
MOCTYIUTh, & TO, YTO HAXOJUTCA Y Bac B pyKe, Bac yXe He 3aHUMaeT. IT0 —
oIacHasi NpUBbIYKA. T0, YTO HAXOJUTCA Y Bac B PyKe, CKOPEE BCETro, OKAXKETCS B
CTOIKE, KOTOpasi HAKaIUIMBAETCSl PSAJOM C pabOYMM CTOJIOM U BBI3BIBACT y Bac
HEOTMPEICTICHHOE «T'M-M», IOTOMY YTO €CTh OoJjiee Jerkue, 6ojee BaKHbIC WU
0ojiee MHTEpECHbIE 3a/layl, HaXOASIIMECs B KOpP3WHE IOMUMO TIpeIMeTa,
KOTOPBIi ObUT U3BJICUEH CHAYaIA.

BonpmMHCTBO JIOACH MBITAIOTCA BBHITAIMUTh W3 KOP3UHBI Cpa3y Bce
COJIEP)KUMOE, PA3JIOKUTh €ro mepes, co0oi U 3aHAThCS 00pabOTKOM MaTepuaia.
M x0T 04EeBUIHO UX KEIAHHE «Pa300paThCsi ¢ OOJBIIMM KYCKOM PabOThD», s
MOCTOSIHHO HAlOMUHAI0 KJIMEHTaM O TOM, YTOOBI OHHM OTJIOKWUIIU BCE, KPOME
MpeaIMeTa, JIeKaIlero Ha Bepimune cronku. CocpenoToueHne Ha eIMHCTBEHHOU
3a/laye TMO3BOJIAET YACIUTh €W HajyiekKallee BHUMAHUE W TPHUHATH BEPHOE
pemenue. M pgaxe ecim mporecc 00pabOTKM ObUT TMpepBaH (YTO BIIOJIHE
BO3MOXKHO), TO, IO KpaiiHe wmepe, Bac He OyayT OTBJICKAaTh JECATKH
HEMPUKASHHBIX MPEIMETOB, PACKHUIAHHBIX BOKPYT KOP3UHBI.

HUcknwuenue: MHO203A0aUHbLI pelxcum



Ecth  He3HauWmTenbHOE  WCKIIOYCHHWE W3  NpaBWia,  TPeOYIOIIEro
oOpabartbiBaTh MPOOIEMBI IO OJIHOM 3a pa3. HekoTophie TUIIBI IUYHOCTH MPOCTO
HE MOTYT HE MEPEHOCUTh BHUMAHHE C OJHOHN BEIIM Ha JPYTYIO, XOTS OBl Ha
MUHYTY, €CIM HY»XKHO TIPHHATH peIlleHue 1o nepBor mpoodieme. Korma st Buxy,
YTO KIMEHT SIBISETCS TPEICTAaBUTEIIEM HMMEHHO TAaKOTO TEeMIIEpaMeHTa, TO
pas3pemar eMy JI0CTaBaTh W3 KOP3WHBI cpa3y 1O JBa, a TO W 10 TPU MpeaMeTa
st 00padoTku. B aTOM citydae oH MOXkeT ObICTpee U ¢ MEHBIIMMHU 3aTpaTaMu
BBIOMpATH JabHEHIINE ACHCTBUSI.

[TomHHTE, MHOTO33JaYHBIA PEXKUM COCTaBISET WCKIIOYCHHE — U OH
paboTaeT TOJBKO B TOM CiIy4ae, €CId BBl CTpOro coOiromaere
MOCTIEIOBATEIFHOCTh 00PA0OTKH MATEpUAIOB M HE OTBIEKAETECh HU OT OJTHOTO
petieHust 6oiee YeM Ha MUHYTY HITU JIBC.

He knaoume nuuezo oopamno 6 Kop3uny

VY IoKyMeHTa, HaxoIAIErocs B KOp3WHE, €CTh TOJbKO OJUH MyTh — U3
KOp3uHbl. VIMEHHO TakKOB CMBICI JpEBHEH MOCIOBUIBI, KOTOpPas COBETYET
«TOJNBKO pa3 oOpamarhCcs K KaxAOMY JEIy», XOTS KOHLEMIHUS OJHOPa30BOIO
oOpamieHus K mpoOiemMe Ha caMoM Jenie 1ioxas wunaes. Ecim Obl BB
OPUACPKUBATUCH JAHHOTO TMPUHIMIA, TO Y BaC HUKOTJA HE MOSBHIOCH ObI
CIMCKa Jied: Bce MpoOJIeMbl peliaanuch Obl MO0 MEpe WX BO3HUKHOBEHHUS. OJTa
KOHIIEMIIMS Pe3Ko cHU3Ma Obl 3(PEKTUBHOCTH M TEMII Ballieii paboThl, IOTOMY
YTO OOJBIIMHCTBO BO3HUKAIOIIUX 3a7a4 HEJb3sl PEUIUTh Cpa3y IMOCIE TOTO, Kak
BbI y3HaeTe 00 uX cyiecTBoBaHUU. COBET aKTyaJieH B TOM CMBICJIE, YTO HYXKHO
0TKa3aTbCs OT BPEIHON MPUBBIYKH IMOCTOSIHHO JOCTABATh MPEIMETHI U3 KOP3UHBI
M KJIaCThb MX OOpAaTHO, TaK M HE PEIIMB, YTO C HUMU JenaTh. bonee ynauyHoe
HamyTCTBUE 3Bywano Obl Tak: «Korma B mepBwlif pa3 jgocraere MpeaMET H3
KOP3UHBI, Cpa3y pellaiTe, Kak C HUM MOCTYNUTh U KyJa €ro ONpeIeiuTh.
Hukoraa He ki1aguTe HIYETro 0OpPAaTHO B KOP3UHYY.

Knrwueeoit gonpoc 6 npoyecce oopadomku ungopmayuu: «Kaxoewt
oanvHeuuiue oelucmeusn?»

Brr Bce monsin. Bel Oynere paccMmaTpuBaTh MpoOJieMbl OHY 3a apyrou. U
BBl Oy/IeTe IPUHUMATD YETKOE PEIICHUE O TOM, KaKUM OyJeT CICAYIOIIHNH IIar K
pELICHUIO K0 u3 HUX. Ha mepBbIii B3I, B ’TOM HET HUYETO CJIIOKHOTO (U
TaK OHO U €CTh), HO BaM MPHUJETCS XOPOIICHbKO MoxyMath. [1o Gosnbiieii qacTw,
MePBOOYEPEIHBIC IIIaru HE OYAyT OYEBUIHBIMUA — HUX MPUIACTCS OMIPEACIIATh.

S moXo0 Ha MOCKHTA B I1aJJaTOYHOM ropoake HyaucCToOB; g 3Har0, 4YTO MHC
HYKHO, HO HC 3HAI0, C 4CT0 HAYAThb.



CruBeH beniH

Bosbmem, Hampumep, nepByro mpodiemy. Bel JOMKHBI KOMY-TO MTO3BOHUTH?
HyxHo 3anomuuth kakyoo-to (opmy? Haitt uHboOpManuio B 3JIEKTPOHHOM
cetu? Kynute uro-to B marasune? lloroBoputh ¢ cekperapmei? OTnpaBUTh
ANEKTPOHHOE cooOIeHne HadaiabHUKy? UTto Bam HyxHO cnaenatb? Ecmu
TpeOyeTcsi BBINOJHUTH KAaKOE-TO JEUCTBHE, TO €ro XapakTep OMpPEIeIUT
JanbHEHIIMEe BapuaHThl oBeneHus. Ho uro nenate, eciu, Ha Baml B3I, «JTa
npobJyieMa He TpeOyeT HUKAKUX aKTUBHBIX JEHCTBHIN?

A ecnu Hukakue oelicmeus He HyHcHbl?

Ckopee Bcero, 4acThb COJIEP)KHMMOTO KOpP3MHBI HE OyneT NpernoyaraTh
HUKAKNX AKTUBHBIX JICMCTBUU C Bamien CTOpoHbl. K maHHOW Kareropuu
Marepuaia OTHOCATCS TPU TUIIA IPEIMETOB:

* Mycop.

* Marepurail, KOTOpBIM CIEAYET OTJIOKUTh Ha KAKOE-TO BPEMSL.

* Marepuai, KOTOpbIi HY>KHO B34Th Ha 3aMETKY Ha OyayIiee.

Mycop

Ecimu BBl ciemoBanmm MOWM YKa3aHWSM, TO HaBEPHSKA YXKE BBIOPOCHIIN
U3pSATHOE KOJIMYECTBO Marepuaina. Takxe, CKOpee BCEro, Kialu B KOP3HHY
PeIMEThI, KOTOpPBIe OOoJbIie He MOHAM00sTCsa. Tak 4To HE yIUBISHTECH, €CIH
MPUAETCS BHIOPOCUTH MAacCy Mycopa B Ipoiiecce 00pabOTKU PYTHUHBI.

OO6paboTka Bcero HaKOMUBIIETOCS MaTepuaia MO3BOJIUT YETKO YSICHUTh, YTO
HY)KHO W d4ero He ciemyer aenath. OmamH mupektop (oHAa, ¢ KOTOPBIM s
pabotas, OOHApYXXWJ, YTO CKOMMJI Yy €0 CIUIIKOM MHOTO (TBICSYH)
AIIEKTPOHHBIX COOOIIEHWN, Ha KOTOpBhIE BOBCE HE coOupasics oTBeudaTh. OH
CKa3aJl MHE, YTO MPUMEHEHUE MOEH METOJMKH 3aCTaBUIIO €r0 «CECTh Ha JUETY»:
OH cTai 0oJiee CKpYIyJIe3HO BHIOMPATh, KAKUE HE3aBEPIICHHBIC JIeJIa OCTABIATH
B CBOCH JKM3HHU, a KaKHe MaTepHajbl BEIOpackiBaTh. BeposaTHO, eper BAMU TOXKE
BCTAaHET BOMPOC: CTOUT JIM OCTaBIATh MaTepHal JUisl TMOCIEAYIOIIEro
oOpamenus. [[yst MeHs €CTh /1Ba BO3MOXKHBIX BapHaHTa OTBETA!

* Ecnu comHeBaeTech, BHIOPOChTE MaTepHall Ha TOMOMKY.

* Ecnu comHeBaeTech, OCTaBbTE MaTepHall y ceOsl.

Bri6upaiite. S cuuraro, uto 06a nmoaxonaa xopoin. HyHo mpocTo 10BepsITH
CBOCH WHTYUIIMM U PEaTbHO OIEHUBATH CBOM BO3MOXHOCTH. BONBIIMHCTBO
JFOJICH MCIBITHIBACT CTPAX TEpe] MPOIECCOM B IEJIOM, MMOCKOJIBKY UX CUCTEMBI
HUKOT/Ia HE paboTamu HaAIe)KauM 00pa3oM U HE UMENH YeTKUX TpaHuil. Eciu
BbI [IPOBEJICTE YETKOE PA3IMUME MEX]y CIIpaBOUYHON MH(OpMaIuei, pecypcaMu



U MarepuajgoM, KOTOPBIM TpeOyeT BBIMIOJHEHUS AaKTUBHBIX NEHCTBUN, W €CIH
Ballla CUCTEMa XPAHEHMS CCHUIOYHBIX JIAHHBIX MPOCTa M (YHKIHMOHAIbHA, BBI
cMoskeTe 0e3 TpyJla MOMECTUTh B HEE€ BCE MPOOJIEMBI, C KOTOPHIMU B COCTOSTHUU
cupaBuThcs. [lockonbKky He TpeOyeTrcs NPUMEHEHHS HUKAKWX aKTHBHBIX
AeiCTBUM, MpoOjemMa CBOAUTCS K HAIMUYUIO (PU3MYECKOTO MPOCTpaHCTBA U
peCypcoB.

Cneuuanuctel B cdepe YHNOPSIOYCHHS MAaTepuajoB IMpeasaraloT Oosee
noApoOHbIE MHCTPYKIUMHU, a Balll CEKPETapb MOXET COCTAaBUTh CIEIUATbHOE
pacrucanue, TJIe CKa3aHo, CKOJIbKO BPEMEHU HYKHO YJIENATh PA3IUYHbIM THUIIAM
JOKyMEHTaluu. S mpeaiararo 4eTKO YSCHHTh pas3jIMuue MEXIy MaTepHallaMH,
KOTOpble TpeOyloT OT Bac aKTUBHBIX [JEHCTBUN, M BCeH OCTaIbHOU
unpopmarnmeit. Kak TOIbKO CTAaHOBHUTCS SICHO, YTO MPUMEHEHHSI AKTHUBHBIX
AeicTBUM He TpebyeTcs, epe BaMu OTKPBIBAETCS MHOXKECTBO BAPUAHTOB.

OT110XKMTH

BeposiTHO, B Bamien KOp3WHE HAWIyTCA BEUIM, O KOTOPBIX Bbl NOAYMAaere:
«Cellyac B paMKax peIICHUS JTOW MPOOJEMbl HE HYXXHO MpEeANpPUHUMATH
HUKaKUX JIEUCTBUH, HO OHU MOTYT TOHAAOO0UTHCS B Oyaymem». [Ipumepom
MOXET CIIYKHUTb:

* PexnamHoe oOBsIBICHHE O 3aBTpake B TOProBOM mamare, Tae Oyner
BBICTYNATh JOKJIAJ4YUK, KOTOPOTO BBl XOTenu Obl mochymats. Ho 1o
HA3HAYCHHOM JaThl €1lle IBE HEeIeH, U MOKa ellle He U3BECTHO, OyieTe BBl B ATO
BpeMs I0Ma, 3a TOPOJOM WJIU B JIEJIOBOM MOE3/IKE.

 [loBecTka coBelmIaHUsl COBETA TUPEKTOPOB, HA KOTOPOE BAaC MPUIVIAILIAIOT
yepe3 Tpu Henenu. OT Bac He TpeOyeTcss HUKAKUX JCHCTBUN: BaM HYXXHO OyJleT
TOJIBKO €I1I€ pa3 MPOCMOTPETH MOBECTKY 3a JIEHb A0 COBELIAHMUS.

* Pexnama craepyromeit Bepcuu mporpammbl Quicken ist  yrpaBiieHUS
JUYHBIMUA (PMHAHCOBBIMH CpeACTBaMU. Bam NelCTBUTENbHO HyXHaA O4epenHast
Bepcus? Bbl He 3HaeTe. .. Hy>)KHO MOAyMaTh €IIE HEACIBKY.

* Unes o ueM-To, 4TO BBl XOTENM clieJaTh BO BpeMsi COOpaHuUs OTAelNa
npojax B cieayromnieM roay. Ceifyac oT Bac HUUEro He TpeOyeTcs, HO XOTeNI0Ch
Obl, 4TOOBI BaM HAIIOMHUJIM 00 3TOM, KOTJa MPUJET BPEMsI BIUIOTHYIO 3aHSATHCS
IJIAHUPOBAHUEM.

* HanomuHanue o ToM, 4TOOBI MMOWTH Ha KYypChl aKBapelbHOM KUBOIUCH, Ha
KOTOpBIE y BaC ceM4yac COBEPIICHHO HET BPEMEHMU.

Yro aenath ¢ nonobHbIMU JokyMeHTamMu? EcTh n1Ba pabounx BapuaHTa:

* [TomecTuts ux B crincok «Korma-aHu0yap/MOKeT OBITHY.

* 3aHECTH UX B KaJ€HAAph WJIH KapTOTEKY.

Wnest Bcex 3TUX TPOLEAYP COCTOUT B TOM, YTO OHU MO3BOJISIIOT BHIOPOCHUTH
npoOiemMbl U3 TOJIOBBI M YETKO 3HATh, YTO KaKOe-HUOY/Ib HAllOMHUHAHUE O



TaTbHEHIITNX TEUCTBUAX BCIUIBIBET B HY)KHOE BpeMsl. boiee moapoOHO peus 00
ATOM TOWJET B CICAYIOIICH TriaBe, MOCBAIICHHOW OpraHM3aiiuud mpobieM. A
MOKa YTO MPOCTO 3aMUIIUTEC HANOMUHAHUS HA CAMOKJICIONIUXCS JIUCTKAX,
HAJIUIIATEe X «BO3MOXKHO» WM «HANOMHUTH 17 OKTAOps» W MEpEeHECHTE B
KaTETOPHUIO «IIOJIBEIICHHBIX)» JIeNI, KOTOpbIe TPeOYIOT JadbHEHIeld COPTUPOBKH.
[6]

CnpaBo4Hble MaTepHAJIbI

MHorue Belu, KOTOpbIe BBl 00HAPYKUTE B KOP3UHE, MOTYT HE TPEOOBATh OT
BaC AaKTHUBHBIX [IEWCTBUH, HO TPEACTABIATH IEHHOCTh KaK IOTEHIIUAIBLHO
nosie3Hass uHQopMaIus Mo MpoekTaM W Temam. B mpaeane, y Bac yke J0JDKHA
OBITHh TOTOBA CHCTEMa OpPraHMW3allUM JaHHBIX (OomMHcaHHAs B TiaBe 4) s
oOpamieHdss W XpaHEHWs BcmomorarelbHOW wuHpopmaruu. Kak Tomapko
HATHIKACTECh B KOP3WHE WJIM B DJICKTPOHHOM SIIMKE HAa Marepuasi, KOTOPbIU
XOTeNu Obl COXPAHWTh B KAYECTBE apXMBHBIX WMJIM BCIIOMOTATEIBHBIX JaHHBIX,
Cpa3y BKJIIOYAUTE €T0 B CUCTEMY.

BeposiTHO, BbI OOHapy)uUTe Maccy pazHOOOPa3HBIX TOKYMEHTOB, KOTOpHIC
BBl HAMEPEBAJIMCh COXPAHUTh, HO JEPKAIM B CTOMKAX M AMIUKAX, TOTOMY YTO
Ballla CHUCTEMa CIPaBOYHOM HH(OpManuu OblIa CIAUIIKOM (OPMATbHON WIH
MPOCTO HE cylecTBoBasa. HamoMHro, 9To yaoOHass B MCIOJIB30BaHUM, OOIIas
CHUCTEMa COPTHUPOBKH, IO3BOJIAIOIIAS OOpaTUTBCSI K JIOOOMYy MaTepHary
(KOTOpBIMT MOKHO JIOCTaTh, HE BCTaBasg C MECTa) B TEUYEHHUE WICCTUNIECATHU
CEKYH/I, SIBIIACTCS KPUTUUYECKH BAKHBIM KOMIIOHCHTOM BHEAPCHHS OMMCAHHOMN
Metonukd. Ha «mepenHeM Kpae» pealbHOM JKM3HHM, €CJIM COPTUPOBKA
uHdopMaIlMl HE TPOUCXOJUT JIETKO, OBICTPO U BECENO, BbI MPOCTO
HaKaluIMBaeTe MaTepuall, a HE COPTUPYETE €ro. A B ATOM Clyyae 3aJadu
ropaszio TpyaHee o0pabaThiBaTh.

Korga momamaercs Ha riaza 4To-TO, YTO BBl XOTENH OBl OCTaBUTH y ceOA,
HArneyaTanTe COOTBETCTBYIOIIUM SIPJIBIK, HAKJIEUTE €r0 Ha MaNKy U MOJIOKUTE €€
B smuK. MM Hanumute HHCTPYKIMIO JJIsi CEKpeTaps Ha CaMOKJICIOIIEMCS
JIUCTKE, 4TOOBI OH cjenaji To ke camoe. Koraa s Tonbko HauMHAl TPEHUPOBATh
KJIIMEHTOB, TO TO3BOJISIT UM JIEpkKaTh CTONMKY MAaTEPUATIOB «IJISI COPTUPOBKH.
Teneps s aToro He nenaro. S OOHAPYXKWII, YTO €CIU BBl HE B COCTOSIHUM CpPa3y
MIOMECTUTh MaTepuajl B CHUCTEMY, TO, BEPOSTHEE BCETO, Bbl HE CHEIIAETE ITOTO
Hukorga. Ecnu He paccopTupoBaTh Matepuall ceidyac, TO Bbl BPSII JIM CAEHACTE
3TO MOTOM.

A ecnu HysHCHO npeOnPUHAMb KAKOU-MO Wiaz, Mo KaKoi umenno?

DTO cepbe3Hbld Bompoc. Eciam 4To-TO HYXHO cderamb C TPEAMETOM,
JIeKAIIUM B KOpP3WHE, TO BbI JIOJDKHBI PEIIUTh, B YeM UMEHHO COCTOWT Ballle



cienytouiee nercreue. HamomHio erme pa3, 4To «IEpBOOYEPETHOM MIar» — 3TO
nepBoe (HU3NYECKOE BUIUMOE JEHCTBHE, KOTOPOE HY>KHO COBEPIIMTH, YTOOBI
MPOJIBUHYTHCS K 3aBEPIICHUIO 3aJa4H.

OTBeTUTH HA TIOCTABJICHHBIN BOMPOC JIETYE U OJJHOBPEMEHHO CJIOKHEEe, YeM
Ka)KeTCH.

Crnenyromiee ACMCTBUE OJDKHO JIeXkKaTh Ha MOBEPXHOCTH, HO YacTO OT Bac
TpeOyeTcst MpocTasi ENoYKa PACCy ACHUN U HECKOJIbKO ATANoOB IJIaHUPOBAHUS,
KOTOpHIE €II€ HE MPOIILJIU B BallleM CO3HAHUU, HO 00S3aTENIbHO JOJIKHBI IPOUTH,
YTOOBl MOXKHO OBUIO TOYHO OINpPEACNUTh, YTO HMMEHHO HYXHO CHeNaTh s
pelieHus mpoodIeMBbI, TaXe eclid OHa I0CTATOYHO MPOCTa.

JlaBailiTe paccCMOTpUM MPOCTOM CHUCOK JIe€J, KOTOPHIMHU OOBIYHO 3aHAT
YeJIOBEK:

» Y6opka rapaxa.

* YnuaTa HaJloros.

* [Ipencrosimas koHGEpEHIIHSL.

* Jlens poxaenus booowu.

* [Ipecc-penus.

* OnieHKa NpOgyKTUBHOCTH.

* CMeHa pyKOBO/JICTBA.

XOTS KaxAbli W3 IMYHKTOB CIHCKA MOXET I10Ka3aThCs BIIOJIHE SICHOM
3a/layeil UM MPOEKTOM, YTOOBI OMPEJCIUTh CIECAYIOUUHN IIar M0 KaKJIOMY U3
HUX, BaM MPUJETCS HEMHOTO MOyMaTh.

* YOopka rapaxa

... Hy, Hy’)HO mipocTo 3aiiTu Tylna u Hadath yoopky. Her, mogoxaute, Tam
CTOUT 3JOPOBEHHBIM XOJOJWIBHUK, OT KOTOPOTO HYHO H30aBUTHCSA MEPBBHIM
nenom. Hano y3Hats y JIxxona I[latpuka, HE Hy>KEH JIM €My XOJIOJWUIBHUK JJIs
nareps. Hano...

* [To3BOHUTH /[’)KOHY 110 TOBOY XOJIOAUIBHHUKA

Kak nacuer...

* YnaTa HaJIoroB

... HO s HE MOT'Y HauaTh MOJICUET HAJIOTOB, IOKA MHE HE BEPHYT MOCIEIHIOO
dopmy K-1. [lo aTOT0 ST HUYETO HE CMOTY C/ieiaTh. Tak 4ToO HYXKHO...

* [Togoxxnate popmbl K-1 u3 komnanuu Acme Trust. A 4ro kacaercs...

* [Ipencrosieit konbepeHuu

...TO sl JOJDKEH Yy3HaTh, coOupaercsa yiu CaHapa TOTOBUTh pPEKIaMHBIC
Marepuaibl. HaBepHO, HYKHO. ..

* Hammucats Canppe »ieKTpOHHOE COOOIIEHNE U CIIPOCUTH €€ O PEKIaMHBIX
MaTepualax ajs KoH(pepeHIuu



. ¥ Tak panee. [IlpoMexyTouyHbie maru — «3BOHOK J[OHY», «OXugaHue
dopmer K-1», «otnpaBka coobmienus Canape» — JTOJDKHBI OBITh ONpPESICHBI
TUTSL KaXKJ01 pOOIEMBI, C KOTOPOIl CBA3aHO COJIEPHKUMOE KOP3HUHBI.

Ilepeoouepeonoi wiaz 00151cen nPeOCmMasisAinby HENOCPEOCMEEeHHOe
cnedywuiee uzuueckoe oelicmeue, KOmopoe HyHcHoO COGEPUIUNb

[TomMHuTE, 9TO peub HAET O (PU3WUYECKHUX, BHAMMBIX IEHCTBHUSAX. MHOTrHE
CUMTAIOT, YTO OMNPENCISIIOT «IEePBOOYEPENIHON IIar», KOrjJa pelaroT
«opranuszoBaTth coOpanue». Ho 3T0 — He mnepBoodepeqHON IIar: OH He
npeanonaraer  ¢usnueckux aeiictBuil. Kak  opranuszoBath  coOpanue?
Bo3MOXHO, HYXXHO OO3BOHHMTH JIIOJ€H WM pPa30ociaTb MM JIJIEKTPOHHBIC
coobmienns. Ho xomy 3BoHMTH Wim mucaTh? Pemraiite. Ecnu BbI He mpumere
pelieHre ceidvac, TO BaM BCE PaBHO NPUJIIETCSA CAENaTh 3TO IO3KE, a BCS
npoleaypa, KOTOPYIO Mbl C BaMU BBINIOJIHSIEM, IpPHU3BaHa JOBECTH 1O KOHIIA
0o0paboTKy maHHOUW 3amaun. Ecim He ompeneneHo crieayrolmiee (GU3MIECKOE
JeicTBUE, HEOOXOAMMOE Jii TOr0, YTOOBI CIABUHYTH MPOOIEMy € MEPTBOMU
TOYKH, TO KaXKIbI pa3, Korja Bbl Oynere AyMarh O HEH, B BallleM CO3HAaHUU
OyzneT BO3HUKATh MBICICHHBIN TpoGen. M Bel HayHeTe u30erath MTaHHOU
MPOOIEMBI.

He umes npeocmasnenuss o mom, xkakum 6ydem credyrouee @usuueckoe
Oelicmaue, 6bl GbIHYICOEHbL Oydeme 007120 O0yMamb, UmMOObl COBUHYMb
CUMYaAyuIo ¢ Mepmeoll MoyKU.

Korma Bbl poOupaerech 10 TenedoHa WM KOMIIBIOTEPA, BaM XOUYETCS
pa3o0paTbcs CO BCEMHU CBOMMH 3aMBICIaMU, TaK YTO MOXKETE HCIOJIb30BaTh
UMEIOIIUKCA apceHan U pabodee MPOCTPAHCTBO JIsi TOro, 4TOObI OBICTpee
MOKOHYUTH C JICIIAMH, €CIIU TabHEHIITNE TIeUCTBUS YXKE ONPEICIICHBI.

Bl MoxeTe Bo3pa3uTh: «Cleayroniuil mar K peleHno JaHHON MPOOIeMBbI
COCTOUT B TOM, YTOOBI PEIINTh, YTO s IOJDKEH cenatb». JIoBko. Ho mpunsartue
pEIICHUs] HE SBIIACTCA JNEHCTBUEM, MOCKOJBKY ICHCTBUSL TpeOyIOT BpEeMEHH, a
OPUHATHE PEIICHHS] TPOUCXOAUT MOMEHTAIbHO. B MpuHSATHU perieHuil Bceraa
MOJXKET MOMOYb KaKoe-TO (pu3nyeckoe aecTBue. [[eBIHOCTO NEBATH MPOIICHTOB
CBOETO BPEMEHHM BBl TPATUTE€ HA MOUCK HMHQPOpPMAIUU, HEOOXOTUMOM st
OPUHATHUS PEIICHUM. DTU JOMOIHUTEIbHBIC CBEICHUS MOTYT TOMAaiaTh K BaM U3
BHEIITHUX MUCTOYHUKOB («03BOHUTH Cbhbl03aH, YTOOBI MOJIYYUTh Y HEE BXOIHBIC
JaHHbIC JJI1 JEJOBOTO NPEIJIOKEHUS») WU BO3HUKATH B PE3yJIbTaTe BalIuX
coOCTBEeHHBIX pa3mbinuieHU («HaOpocath uaen oyepenHoil peopraHu3aium).
B nmo0om ciydae, yToObI CABHHYTH MPOEKT C MECTa, BCE PaBHO HEOOXOAMMO
OTIPEJICNIUTD CIEAYIOIIee JCHCTBUE.

Onpedenume, Ymo HYHCHO cOelams, Ymoodvl NPUHAMb peuleHuUe.



Kozoa onpeoenen nepsoouepeonoi wac

Korga BBl ompenenwiv, B 4eM HMMEHHO COCTOMT MHEPBOOYEPEAHON IIar B
paMKax pelieHus mpoOIeMbl, y Bac €CTh TPU BapHaHTA MOBECHUS:

* CoBepuuTh HEOOXOAMMOE JEHCTBUE (€CIM OHO 3aHMMAET MEHBIIE JABYX
MUHYT).

* Ilepenate 3amadyy KOMy-TO Apyromy (€ciid Bbl HE SIBJIIETECH TJIABHBIM
CyOBEKTOM COBEPIICHUS JCHCTBHS).

* OTJIIOKUTh JI€I0 — TOMECTUTh €r0 B OPraHHU3aLMOHHYIO CHCTEMY Kak
BapUaHT pabOThI, KOTOPOI MOXKHO 3aHATHCS MO3THEE.

Coeepuiums nHeodxooumoe oeiicmeue

[Ipu ycioBum, 4TO IEPBOOUEPETHOE ACHCTBUE 3aiiMeT HE OoJiee TBYX MUHYT,
€ro CJIeyeT COBEPIINTh, KaK TOJBKO BBl JOCTAJIIA COOTBETCTBYIOLIUWA MPEAMET
13 KOop3uHbl. Ecu Ha YyTeHHE 3almuCKH YHAET TPUILATh CEKYHJ, a 3aT€M OT Bac
noTpedyeTcsi TOJBKO OBICTPBIA MOJOXKHUTEIbHBIN/OTPUIIATENBHBIA WIH APYron
OTBET, KOTOPBIM HY>KHO HAKJIEUTh C OOPATHOM CTOPOHBI M OTIPABUTh HA3al, TO
€ro CJIeAyeT 1aTh HEMEICHHO. ECIIM BBl MOXKETE MPOCMOTPETh KATAJIOT 3a OJIHY-
JIB€ MHUHYTBI, 4TOOBI OINpPEAENUTh, €CTh JIU B HEM UYTO-TO MHTEPECHOE, TaK U
cienaiTe, a 3aTeM TMOCTyIMaWTe, KakK COYTeTe HYXXHBIM: BBIOPOCBTE €TO,
NepelrIuTe Jajee WM OCTaBbTe y ce0s B KauecTBE CIPaBOYHOIO MaTepHalia.
Ecnu nepBooyepennoe AeiCTBUE MO KAaKOKH-TO MpOoOJIeMe COCTOUT B TOM, YTOOBI
HAJMKTOBAaTh KpaTKoe COOOIIEHWE Ha YeH-TO aBTOOTBETYUK, 3BOHUTE HE
MEIIKasl.

Jlaxxe ecnu 3a7a4a He SIBJISETCA NPUOPUTETHOM, 3aIMUTECH €10 HEMEJIEHHO,
ecnu BooOmIie coOupaeTech ee pemarb. [IpuymHa, MO KOTOPOUM MpeeabHBIM
MHTEPBAJI COCTABIIAECT JIBE MUHYTHI, B TOM, YTO MPUMEPHO CTOJIBKO 3aHUMAET
COXpaHEHHE U COPTUPOBKA JIOKYMEHTa, €CJIM BBl HE COOMpaerech Ccpasy
MOKOHYUTH C MPOOJIEMOIl: MHBIMH CIIOBaMHU, MPHU TAKOW AJUHE MPOMEKYTKa
JOCTUTACTCS MAaKCUMalbHBIA Temn paboThl. Eciii NOKyMEHT HE 3aciy’KhBaeT
BHUMaHMsI, TPOCTO BbIOpockTe ero. Eciam Bbl coOupaerech MpEeANpPUHATH
He0OXOIUMBbIE IIarH, TO CIAEAYET YUYUTHIBATh GakTop 3HPEKTUBHOCTH.

MHorue cyuTaT, 4YTO MOCTOSIHHOE COOJIIOJICHUE TMpaBUjia ABYX MHUHYT
MO3BOJIIET CYIIECTBEHHO IMOBBICUTh MPOU3BOAUTEIBLHOCTh. Bule-npe3nieHt
OJIHOW KpPYIHOW KOMIAHUU MO HM3FOTOBJICHUIO MPOTPAMMHOIO OOECIICUCHHUS
npu3Haji, 4To Onarojaps 3TOMYy MpaBWIy Yy HEro KaXIbli JI€Hb OCTaeTcs
JOTIOTHUTENIbHBIN Yac paboyero BpPEMEHH, KOTOPOE MOXKHO HCIOJIb30BaTh IO
cobctBeHHOMY ycMmoTpeHnio! OH ObUT  OZHUM U3 TEX HAYaJIbHHUKOB,
paboraromux B cdepe BBICOKUX TEXHOJOTHUU, KOTOphIE MOJIY4YaloT MO TPHUCTA



AJIIEKTPOHHBIX COOOIICHUH B JCHH M OOJBIIYI0 YacTh pabOdero BPEMEHH
VACNAIOT pa3paboTKe TpeX OCHOBHBIX MPOEKTOB. MHOTHE COOOIIECHHUS
OPUXOAWIN OT JIOJCH, KOTOPhIE TOKIAABIBAIA €My O YEeM-TO, HY>KJAIKUCh B €ro
pPEKOMEHIAIMSAX U pa3pelleHusX, 4YTOObl MPOJ0JDKaTh CBOK pabdoty. Ho
MOCKOJIBKY COOOIIeHHsI HE momaaaiud B (OKYyC €ro OCHOBHOTO BHHUMAaHWSI, OH
OCTaBIIsT UX B mamnke «Bxopgsmiue», 4roObl 00paTuThcs K HUM mo3xke. Korma
HAKAIUTMBAJIOCh HECKOJIBKO THICSY TAKUX COOOIIECHUN, MPUXOAMIOCH TPATUTH
BBIXOJIHBIC HAa UX PACCMOTPEHHE, YUTOOBI HE OTCTATh OT pabOTHl. ITO OBLIO OBI HE
TaK CTPAIHO, €cii Obl eMy OBLIO JBaAIATh IIECTh: B TaKOM BO3pacTe Jrodas
JeSITENIbHOCTh BBI3BIBAET MPUTOK aJ[PEHANIMHA; HO €My ObLIO 3a TPHUALIATh, U OH
KO BceMy Ipouyemy 00si3aH ObUT yAENATh BHUMaHUE MaJCHbKUM JeTsiM. Pabora
Ha BBIXOJHBIX ObLIa aOCONMIOTHO HempuemiieMa. [locnme Hammx 3aHATHNA OH
MIPOCMOTPEIT BCE BOCEMbCOT COOOIICHUM, HAKONMUBIINXCS B siifuke. Oka3anochk,
YTO OOJBIIYIO0 YaCTh U3 HUX MOXHO OBLJIO CIIOKOMHO YJIaduTh, COBCEM HEMHOTO
MOXXHO OBUTIO OCTaBUTh B KaueCTBE CCHUIOYHOM HH(pOpMaluMu, a Ha
pPaccMOTpEHHUE KaXkJI0T0 U3 OCTABIIMXCS TPEOOBATIOCH MEHBIIIE IBYX MHUHYT, TaK
YTO Ha BCE YIILJIO OYEHb MAJIO BpeMEHU. Sl CBSA3aJICA C HUM TOJl CITyCTSl, U OH IO-
MpPEeKHEMY TMpeKpacHoO crpasisuicss ¢ paboroi! OH Ooibllle HE MO3BOJSI
COOOIICHMSIM BBIXOJIUTHh 3a pPaMKH dKpaHa KommbloTepa. Kpome Toro,
NpUMEHEHUE TMpaBWia W3MEHWIO MPHUPOAY €ro MOoApa3ielieHUus BCIEICTBUE
CYILIECTBEHHOTO YyBEJIMYEHUs 3amaca padodero BPEMEHH Ha PacCMOTpPEHHUE
nouthl. Ero noqunHeHHbIe Teneps ObLIN HA BCE CTO YBEPEHBI, YTO Y HA4alIbHUKA
JKEJIe3HbIC HEPBHI!

IIpasuno 08yx munym — onuiebHoe npasu.o.

Koneyno, nmaHHBIM IpUMEpP BECbMa KpacOYHbIM, HO OH IIOKa3bIBACT,
HACKOJBKO BaXXHBIMH MOTYT OKa3aThbCid HEKOTOPbIE W3 TMPOCTHIX MpPaBUII
00paboTku wHOOpPMAIUK, OCOOCHHO €CIM O0BEMBI U CKOPOCTh HAKOIUICHUS
BXO A1l HH(OPMAIINH B Ballle KOP3UHE YBETUUHBAIOTCA.

BooOiie-to 1Be MUHYTBI — 3TO TOJIBKO opueHTup. Ecnu y Bac ecthb
M3PSIHBIA 3arac CBOOOTHOTO BpeMEHHW Ha 00paOOTKYy KOP3WHBI JJISI BXOJHOU
uH(pOpMaIH, MOKETE PACIIUPUTH TOMYCTUMBIA MHTEPBAJI 0 MATH WU JIECATU
MUHYT. Eciu Hy)XHO ObICTpO A0OpaThcsi A0 THA KOP3UHBI, YTOOBI PEIINTh, KaK
WCIIOIb30BaTh OCTATOK JIHA C MaKCUMalbHOU 3((PEKTUBHOCTHIO, MOMPOOYyIHTE
COKPAaTUTh BpeMs PAaCCMOTPEHUS KaXIO0i MpoOIeMbl JO OAHOW MUHYTHI WIH JO
TPUALIATH CEKYH/I, YTOOBI OBICTPEE MOKOHYUTH C HUMHU.

Korpaa Oyzaete 3HaKOMHUTBCSI C TIPOLIETYPOH, TTOJIE3HO OyAET 3acedyb BpeMs Ha
00pabOTKy HECKOJbKUX TPo0jeM. BOJTBIIMHCTBO KIMEHTOB, C KOTOPBIMH S
paboTaro, CMyTHO TPEACTABISAIOT ce0e, CKOJBKO COCTABIISIOT JIBE MUHYTHI Ha
caMoOM JieJie, ¥ CYHIECTBEHHO HEJIOOICHIUBAIOT BO3MOXKHYIO MPOJIOJKUTEIHHOCTD



OTpeJIeNIeHHbIX AelicTBuil. Hanmpumep, eciiu Bbl cOOpaInCch OCTaBUTh COOOIIECHHE
Ha aBTOOTBETUHKE, a TPyOKy OepeT cam ajapecaT, TO 3BOHOK OObIYHO 3aHHMAECT
ropaso 0OoJIbIIIe BpEMEHHU.

Buvl yousumecs, xax MHO20 08YXMUHYMHBIX OCUCMBULL MOICHO COBEPUIUMD
oasice 8 pamKax camblx 6ANCHLIX NPOEKMOS.

Huuero He Hy»HO OTCIIEKMBATh B IIPOLIECCE COBEPILICHUS MEPBOOUYEPETHBIX
JNEUCTBUA — HWX HYXHO IIPOCTO BBIIOJIHUTH. Bripodyem, eciu BBl 4YTO-TO
OpeAnpuHUMaeTe, W 3TO HE TocleqHee JACeHCTBUE, HEOOXoauMoe s
3aBEpIIEHUs MTPOEKTA, HY’KHO BBIICHUTD, KAKOB CJICTYIOUIUH 111ar, U OLIEHUTh €ro
M0 aHaJOTMYHOMY Kputeputo. Hampumep, ecnmu Bbl coOupaeTech 3aMEHUTH
OaJJIOH ¢ YepHWJIAMH B CBOEH JIIOOMMOU TeNIeBOM pydKe U OOHApYKUBAETE, YTO
KOHYWINCH OAJIOHBI, TOTJAa MPUAETCA ONPEACIIUTh CASAYIOIIMMA IIar B paMKax
JaHHOM 3a7a4u («IOKYyNKa 0aJJIOHOB B Mara3uHe») U COBEPILUTH, NIepeAaTh WIN
OTJIOKUTH JJaHHOE JE€HCTBHE.

[IpunepxuBaiiTech MpaBuiia IByX MUHYT U Bbl YBUAUTE, HACKOJIBKO OOJIBIIE
yCIIEeTe CAENIaTh B MPOLIECCE YUCTKHU BXOMSIIETO MaTepraia. MHOTUX yJIUBIIAET
oOune MBYXMHUHYTHBIX ACHCTBUIM, KOTOPhIE MOXHO COBEPIIUTH K€ B paMKax
CaMBbIX BaXKHBIX ITPOEKTOB.

[103BOJIBTE MOAETUTHCA C BaMH €IIe OJHUM HAOJIOJCHHEM, KaCaroIIUMCS
npaBwia ABYX MHHYT, a TOYHEee — Habopa d3JEKTPOHHBIX cooOmieHuil. Eciu
Bamia pabouas cpema TpeAmnoyiaraeT MoJydeHHue OOJbIIuX  00BEMOB
ANEKTPOHHOM  MOYTBI, TO Bbl  CMOXETE€  CYIIECTBEHHO  YBEIUYUTh
MPOU3BOJAUTENBLHOCTh, €CIU TOBBICUTE CKOPOCTh Habopa TekcTa W Oynaere
MOJIb30BaThCSl  COKPAIIGHHBIMU  KJIABUATypPHBIMH  KOMaHJaMH  Kak B
OMEpaAllMOHHON CHCTEME, TaK U B MporpamMmme 0oOpaOOTKU MoUuThl. CIUIIKOM
MHOTHE CHEIUATUCTBl MO-MPEKHEMY BBIMCKUBAIOT OYKBBI Ha KJIaBHAType H
NBITAIOTCS. AKCIUTYaTUPOBATh MBIIMIKY. MOXHO YBEIMYUTH TEMIT BBITOJHEHUS
paboT, eciu COBMECTUTh MPaBUJIO JBYX MHHYT C YCOBEpIICHCTBOBAaHHBIMU
HABBIKAMU BIAJCHUS KOMIBIOTEPOM. Sl OOHAPYKUJI, YTO MHOTHE PYKOBOIUTENN
COTPOTHUBIISIIOTCS ~HE  TEXHOJOTMYECKOMY Mporpeccy, a COOCTBEHHOU
KJIaBuaType!

Jlamb 3a0anue Komy-mo opyzomy

Ecam nns BeIMONHEHHS Cleayromero JeHCTBHS TpelyeTcss Oosee IBYX
MUHYT, COpocuTe cels: «A 00s3aTeNbHO JIM MOE BMEMIATEeNIbCTBO B IMPOIIECC
peleHust JaHHOU TpoOiemMb?» Eciu 3TO HEe Tak, TO 3aJjaHUe MOXHO IepenaTh
HaJjIeKaIeMy CyObeKTy B CHCTEMHOM (dopmare.

[Tepemava mpoOieMbl HE BCer/ia MpearoiaracT IBMKCHUE CBEPXY BHH3. B
MOXKETE PEIUTh: «ITOT JTOKYMEHT HYXHO OTIaTh B OTAeT paboThl C



KIMeHTaMn» Wik « Mol Ha4allbHUK JTOJDKEH B3TJISIHYTh Ha ATO» WM «Sl xoTren
OBl yCIBIIIATh MHEHUE CBOCTO MAPTHEPA 10 3TOMY MTOBOTY».

«CucteMHbIN  (opMaT» MONKET TMPEANoyiaraTh OJHO W3  CIEAYIONINX
JICUCTBUI:

* [Iepecnats 3MeKTPOHHOE COOOIIEHNE COOTBETCTBYIOLIEMY JIUILY.

* Hamucatp 3anucky win JaTh OTBET Ha Oymare ¥ OTHPaBUTH €€ aJpecaTy ¢
BHYTPEHHEN MMOYTOM.

* OCTaBUTH rOJIOCOBOE COOOIIEHUE.

* Jlo6aBuUTH TIPOOIEMYy B MOBECTKY CICAYIOIICH JIMUHON Oeceqbl C HYKHBIM
YEJIOBEKOM.

* [ToroBopuTH C HUM WM C HEH HETTOCPEICTBEHHO: JIMYHO WJIH 110 TeleOHY.

XOoTsI BCE TEPEUYHUCIICHHBIC BAapUAHTBl MOTYT TOJEHCTBOBATh, s OBl
MIOCOBETOBAJT IKCILTYaTUPOBATh UX UMCHHO B YKa3aHHOM IOPSIKE, CBEPXY BHU3.
DNeKTpOHHAsI TTOYTa OOBIYHO SIBIISIETCS camMou ObICTpoi (opmoil coobmieHus ¢
CUCTEMOI; OHa TO3BOJIAET CJCAUTHh 3a XOJIOM JHaJiora, aapecaT MOXKET
oOpabaTeiBaTh €€ B JI000€ yaoOHOE Bpems. 3amucKu Ha Oymare 3aHUMaroT
CJIEIyIOIIEe MECTO B CIHCKE, MOCKOJIbKY OHU TOXKE MOMEHTAJILHO MOMaJaioT B
CUCTEMY, MPHUYEM Y ajpecara cpaszy IMOSBISETCS MPEAMET, KOTOPBIA MOXKHO
UCTIONb30BaTh B KadyecTBe HAamoMWHAHUSA. Eciu BBl mepemaere KOMY-TO
JOKYMEHT, TO MHUCHhMEHHOE IIOCIIaHWEe, KOHEYHO JK€, SIBIISCTCS HAWIYYIIUM
dopMaromM; Kak U B Cily4yae »OJEKTPOHHOTO COOOIICHMS, aApecaT MOXKET
oOpaboTaTh ero B ymo0HOe 1jisi ce0s Bpems. ['oiocoBas modTa TakkKe MOXKET
ObITh 9(PPEKTUBHBIM CPEACTBOM W MHOTHE CIELUATUCTBI MOJB3YIOTCS €IO;
HEJOCTAaTOK JIAHHOTO (hopMara COCTOUT B TOM, YTO Kak OTIPABUTENb, TaK U
MOJTy4YaTellb, JTOJDKHBI (DMKCUPOBATH XOJ JHANIOTa, W TO, YTO BBl TOBOPHTE, HE
BCET/Jla COBIAJAET C TE€M, UYTO OH CIBIIUT. Jlaiee B CIUCKE UIET COXpaHEHUE
uHpOpMAIM B TIOBECTKE JHS WJIM B TANKe, KOTOPYKO BBl TOTOBUTE K
Clemyrome BcTpede ¢ TpeOyeMbIM cyObekToM. MHorma momoOHas
HE00XO0IUMOCTD oOycioBIeHa JIETUKATHOCTBIO 158105 MOAPOOHBIM
pPaccMOTpPEHHEM BOIIPOCa, HO B JAHHOM Clly4ae MpoOJieMy CIeIyeT OTI0XKUTD JI0
YIOMSIHYTOW BcTpeun. HammeHee MpeanoYTUTEeNbHbIA BapUAaHT — OTOABUHYTH
Ha BTOPOH IUTAaH BCE JieNla W 3aHATHCS HEMOCPEACTBEHHBIM O0O0CYXKICHUEM
npoOieMbl. ITO MOXKHO CJENATh Cpa3y, HO TAKOW MOCTYMOK TOPMO3UT paboumii
mpoiecc U o0JaJaeT TeM Ke HEIOCTaTKOM, YTO M ToJIocCOBasl MoyTa, — HE
MO3BOJISIET CIEAUTH 32 XOJIOM JIMajora.

OTrcaexxuBanue nepeaaym MarepuanaoB. Eciu Bbl nepenaere IEHUCTBUE
KOMY-TO JPYroMy U BaM He Oe3pa3iudeH pe3ysbTaT, TOrAa MPUACTCs CIeTUTh 3a
npoueccom nepeaaun. [lo mepe Toro kak st Oy/1y 3HAKOMUTH Bac CO CIETYIOMICH
TJIaBOM, TIOCBSAIIEHHOW OpraHu3aluy WH()OPMAIIUHU, BBl YOSTUTECH, UTO BAXKHYIO



KaTeropuIo, ¢ KOTOPOH mpuercs padboTaTh, COCTaBIsAeT nanka « OxumaaHus.

Co31aB COOCTBEHHYIO yI00HYIO CUCTEMY, 3alIUChIBANTE 3a]]a4l, KOTOPBIE BbI
Oynere mepeaaBaTh JPYTUM JIOJSM, a 3aT€M — OTCIIEKUBATh, B OJIOKHOT WIIU
BKJIQJIBIBAUTE IMANKy C OTHAEJIBbHBIMU JINCTAMH, ITOCBSIIEHHBIMU KOHKPETHBIM
npoOiemMam, MOXKETe TaKKe COCTaBUTH MepeueHb B Kareropuu «OxugaHui» Ha
BallleM KoMIibroTepe. Eciu BBl €11e He co3haIu HAaJEKHYI0 CUCTEMY, IIOMECTUTE
3anmucKky Ha jucte Oymaru — «OKmy: orBera ot bobGa» — U monoxurte ero B
cronky «llonBemieHHbIX» TPOOJIEM, BO3HHUKIIYIO B XO0jA€ 00paboTKu
uH(OpMAINH U JIeKAITYIO0 Ha OTACILHOM MOJIHOCE HIIU JOTKE.

Yro, ecoiu MAY yxKe HA YYKOHM MOJOBHHEe MOJsA? B omnucaHHOM Bblle
npumepe ¢ oxupanueM (opmer K-1, koTopas Mo3BOJIUT BaM MOACUUTATH
HAJIOTH, CJIEIYIOUIEE CIOBO YXKE 33 KeM-TO APYyruM. B momoOHBIX CHUTyarusix
4acTo TpeOyeTcs OTCIENUTh NEeUCTBHUE KakK JIEJICTMPOBAHHYIO 3a/layy WIH Kak
«oxunanue». Ha muctke, rae Hanucano «lloacuer HaIOroB», Hy»KHO HalKCcaTh
yT0-TO Bpoje: « XKy popmy K-1 u3 komnanun Acme Trust» u moMecTuTs €ro B
cronky «IlonBemeHHbIEY.

BaxxHo matupoBath Bce TOKYMEHTBI, KOTOpBIE BbI Nepenaere npyrum. Cpeau
BCEX KaTErOpui, BXOJAIINX B CUCTEMY, 3Ty I'PYIIY JOKYMEHTOB Ba)KHEE BCETO
oTcnexuBaTh. Paniyu HECKONbKUX pa3, Korja BaM MOHAJAOOUTCS OOpaTUTHCA K
unpopmarmn («Ho s 3BOHMI M 3aka3aj 3TOT MaTepual K 12 mapra»), CTOUT
3aBECTH NIOCTOSHHYIO IIPUBBIUKY OTCIICKUBATH ATy TPYIIILY.

Omnoxxcums 0eo

BoAbIMIMHCTBO TMEPBOOUYEPEAHBIXK IIArOB, KOTOpbIE OyAyT HaMEYEHbI IS
pelieHus mpooyieM, HAKOMUBIINXCA B KOP3UHE, MPUACTCS MPEeANPUHUMATL BaM
caMuM, M JUIsi 3TOro morpeOyercss Oonblle ABYX MHUHYT. 3BOHOK KIIHUEHTY;
AIIEKTPOHHOE COOOIIEHNE, HaJl KOTOPHIM HYKHO HEMHOT'O MTOAYMaTh U Pa3ociiaTh
paboueil rpymnme; nogapoK, KOTOPbIA BBl XOTUTE KyNUTh JJis Opara B Mara3uHe
KAHLEISPCKUX TOBAPOB; MpOrpamMma, KOTOPYK HYXKHO 3arpy3uTh U3 CETH U
MPOTECTUPOBATh; Oecela ¢ CympyroM O BIIOKEHHH, KOTOPOE, Ha Balll B3IJIAL,
MMEET CMBICII — BCE 3TH JIeJIa MOAXOAAT IO OIIMCAHUE.

OTH JelCTBUS HYKHO T/Ie-TO 3amucaTh, a 3aTeM YHOpSAIOYUTh B
COOTBETCTBYIOIIIME KAaTerOpPHH, 4YTOOBI MOXHO OBUIO B clly4ae HaJA0O0HOCTU
MOJIYYUTh K HUM JIOCTYH. A TMOKa 4TO, HE Pa3IyMbIBasi, HAKJICUBANTE HA KaXKIbIl
JOKYMEHT B KOP3MHE CaMOKJICIOIINECS JINCTKU C Ha3BAHHEM JIEUCTBUS, KOTOPOE
HY’)KHO TIPEINpPUHSTH, U MEPEKIaJblBaATe MX B CTONKY YyXe 00paOOTaHHBIX
«MOJIBEIICHHBIX» JIEII.

Ocmaeuiuecs «noogeuieHHbvIE) np06JleMbl



BHumarenbHO creqys yKa3aHHMSM, H3J0KCHHBIM B JIAHHOW TJIaBe, BbI
BBIODOCUTE Maccy TMPEeAMETOB, pPACCOPTHPYETE HU3PAIHOE  KOJUYECTBO
MaTepualia, COBEPIIUTE MHOTOYHUCIICHHBbIC ICHCTBHUS, 3aHHMAlOIIMe He OoJee
IBYX MHUHYT, U MEPEIaIUTE ONPEACICHHOE YUCIO TOKYMEHTOB JPYTHM JIFOISM.
OOpa3oBaBmiasicsi CTONKa JOKYMEHTOB TMOTpeOyeT OT Bac BBINOJHEHUS
ONpENIETICHHBIX IaroB, KOTOPbIE MO-MPEKHEMY HYKHO MPEINPUHATH — BCKOPE,
KOrJa-HUOY/Ib WM B KOHKPETHBIA JCHb — W HAIIOMUHAHUA O JCUCTBUSX,
KOTOPBIX BBl OKHMJAAETE OT APYrux JroAeil. Kareropus «moJBEIICHHBIX AEID
COCTOUT U3 JEHCTBUM, KOTOPHIE Bbl KOMY-TO MEpEeAain WK OTIOKUIN Ha Ooyee
Mo3/7HEE BpeMs. DTO — JieJia, KOTOPhIE HY)KHO KaKUM-TO 00pa3oM yHOpsI0YUTh
B Ballly WHIMBUAYAJIBHYK) CHCTEMY: 3Ta MpOLEAypa IMOIIaroBO PACKpHITA B
CIEIYIOIIEH TJIaBe.

Cnucox npoexkmoe

[TocneaHuil mar Ha MyTH KO JHY KOP3UHBI TPEATIOJIaracT MepeHOC BHUMAaHUs
C OTJENbHBIX ICUCTBHI HA OOIIYIO0 KAPTUHY, T. €. HA BAIlIA MTPOCKTHI.

OnsiTh-Taku, 51 OMPEIEISII0 KIPOEKT» KakK JTI000M pe3ybTaT, B TOCTHKCHHUH
KOTOPOTO BBl 3aMHTEPECOBaHbI, TPeOYIOIIUN OT Bac Oojee OJHOTO aKTUBHOIO
nevctBus. Ecnu  Bbl  [IEpECMOTPUTE CHUCOK JIeNI, KOTOpPBIE HaMETUIIU
(«1mo3BoOHUT, DP3HKY MO MOBOAY CUTHAIM3ALMU JIsI MAIIWHBD», «HAMHACAThH
bepHaneTT 3nmekTpoHHOE COOOIIEHNE KacaTelIbHO MaTEepHaIOB KOH(PEPEHIIUNY ),
TO, HECCOMHEHHO, HaiiieTe B HeM psJl Bellled, TpeOyIoX oT Bac 0ojiee 0AHOTr0
neiicTBusl. Bormpoc ycTaHOBKM CUTHANM3AIMK HE OyJEeT MCUYEPIIaH MOCie 3BOHKA
®psHKY, a, CBA3aBIIKCh ¢ bepHaAeTT, BaM HE yIacTCs 3aKOHYUTh MOATOTOBKY K
KOH(epeHuu.

Haneroce, npakTuyeckass NpUYrMHA JUIsl [MIAPOKOTO OMPEACIICHHUS MPOEKTOB,
KOTOPOTO MPUIEPKUBAKOCH sI CaM, BIIOJIHE OYEBUJIHA: €CJIM HAMEYECHHBIN BamMu
NEepPBOOYEPEIHON IIar HE TMO3BOJUT PEIIUTh MPOOJIEeMy, BOCIHOJIb3YHUTECH
SAPABIYKOM, KOTOPBII Obl HAIIOMUHAJ BaM O «IOJIBEIIEHHBIX» JIEJIaX O MOMEHTA
MX 3aBeplIeHUs. Bam Hy»KHO COCTaBUTh CIUCOK MPOEKTOB. OH MOXKET BKJIKOYATh
mobeie  «IIpoexte»: oT «lIpasnmHuunas BeuepuHka» A0 «lIpekpamienue
WHBECTUPOBaHUS B JMHUIO mpoaykuun Widgety» wunu «OkoHUATEIBHOE
YTBEPKIACHUE TAKeTa OIIaThl TpyAa». Ha3HaueHue 3TOro cmmcka HE B TOM,
4TOOBl OTpaXKaTh MPUOPUTETHI, & B TOM, YTOOBI OOECHEUYUTH HAICIKHBIC
HAarOMHUHAHUS 000 BCEX HE3aMKHYTHIX ITUKIIAX.

Ha oannviti Mmomenm, y 6ac, 6eposimHo, HAMeYeHO Om mpuoyamu 00 Cma
NPOEeKmos.

He umeer 3HaueHusi, koraa OyJaeT yKOMIUIEKTOBaH CIUCOK «IIpoekTey: BO
BpeMsi MEPBUYHOU OOpabOTKH COAEPKUMOTO KOp3uHbI uiau mo3zxe. [Ipocto



HYKHO B KAaKOW-TO MOMEHT COCTaBUTh CIIUCOK U BECTH €ro, MOCKOJbKY OH
SBJISICTCSI OCHOBHBIM OPUEHTHUPOM, KOTOPBIA MOKA3bIBAECT, HA KAKOM JTaIle BBI
HaXOJUTECh U K UEMY CTPEMUTECH.

A ceityac mogyMaeMm Haj TeM, KaK 0OCCIEYUTh «HOPMAIbHYIO padoTy BCeX
CUCTEM» B cpepe opraHu3aluu MaTepUaoB.



I'nmaBa 7. CopTUpoOBKa MaTepUaJia: co31aHue KMPABWIbHBIX)
KOP3UH

[lonnas u enuHoOOpa3Has CHUCTEMa OpraHU3alMH J1aeT OTPOMHOE
MPEUMYIIECTBO, IMOCKOJIbKY CHCTEMAa TIO3BOJISIET CO3HAHHUIO OTBIEYBLCS OT
PYTUHHBIX 3a00T U IEPEUTH K MHTYUTUBHOMY IPUHSITHIO PEIICHUN, OT KOTOPOTO
Bac He OyIyT OTBJIEKATh MPOOJIEMBI, OcTaBmuecs 0e3 BHUManus. Ho mis toro,
yTOOBl BBl CMOIJIM TEPEUTH B JIAHHOE COCTOSIHHME, (U3HYecKas cHucTeMa
YHOPSAIOUYCHUS AAHHBIX JTOJDKHA OBITh Jy4llle CHUCTEMBbI, CO3JaHHOW B BallleM
CO3HAHUHU.

s moeo umobsl @bl MO2U NOCMOSAHHO KOHYEHMPUPOBAMb GHUMAHUE HA
OANbHeUUUX 0eliCMBUSAX, HYIHCHA Oe30MKA3HASL cucmema YnopsoodeHusi OaHHbIX.

B 5T10i r1aBe s 03HaKOMITIO BaC ¢ OCHOBHBIMH 3TallaMH M MHCTPYMEHTaMU
mpoliecca OpraHu3alui, KOTopble MOHAM00sTCs mpu 0o0paboTke KOop3uHBL. Bo
BpeMsi MEPBUYHON 00pabOTKM BXOMSIIETO MaTepHalia Bbl OyJeTe c037aBaTh
CIUCKHU M TPYIIBI TPOOIeM, KOTOPhIE HYKHO OyAET YINOPSA0YUTh, C TEM YTOOBI
B JaJbHEWIIEM BKJIIOYUTh B HHUX HOBBIE 3anayd. VIHBIMH cJoBamH, He
00s13aTeNIbHO CO3/1aBaTh CHCTEMY OpraHu3alli JaHHBIX MOMEHTAJIbHO, Ha
nyctom Mecte. OHa OyaeT pa3BUBAaThCS II0 MEpE TOro, Kak Bbl Oyaere
o0pabaTbIiBaTh PYTUHHBIE MPOOJIEMBI U MPOBEPATH HAIMYUE MATEPHUAIIOB.

S cobpan Bce BoeIMHO, HO 3a0bLI, Ky/1a YTO MOJIOKHIL.
HewusBecTHbil aBTOp
Bueminee konblio auarpammel pabodero mporecca (puc. 7.1) comepx ut

OCHOBHBIC KaTErOpHHU, B KOTOpHIE BBl OyJeTE OMpPEACNIATh MaTepualibl, KOTraa
pelInTe, 4TO OHU COOO0M MPEACTABISAIOT U KaK ¢ HUMU MOCTYIHTh.
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Puc. 7.1. lnarpamma pabouero mpoiiecca — opraHu3arus JaHHbIX
Puc. 7.1. Juacpamma pabouezo npoyecca — opeanuzayus OAHHbIX

OcHogHble Kamezopuu

Cy1miecTByeT CeMb OCHOBHBIX THIIOB MaTepualia, KOTOPBIM Tpedyercs
OTCJIC)KUBATh U KOHTPOJUPOBATH C OPTraHU3AIMOHHON TOYKH 3PEHUS.

* CIIMCOK MPOEKTOB.

* ConyTCTBYIOIINE MAaTEPUAIIBI 110 TPOEKTaM.

* JIeHiCTBHS U CBEJICHUS, 3aHECCHHBIC B KAIICHIAPb.

* Cniucku «llepBoouepeHbie marm.

* Cnucok «OxxuaaHusy.

* CripaBOYHBIE MAaTEPUAIIBI.

* Cniucok «Korna-HuOyas/MOKET OBITHY.

Basicnocmb uemkux epanuy

OuyeHb BaXHO IIPOBCCTHU YCTKHC I'paHHIbI MCKAY KaTCTOPHAMM. K&)KI[&SI
KaTCropusa OTpaxacT OTI[GHBHLIﬁ THII cornameHHﬁ, KOTOPBIC MbI 3aKJII04YacM
caMHu C CO60f’i, N CCJIIM OHM YyTPATAT CBOHU I'PAaHHIBI U HAYHYT CMCIOIMBATLCA,



MPOIIECC OpraHu3aIuy OyIeT JUIIIECH 3HAYUTEIbHOU 0 3P (HEeKTUBHOCTH.

Kamezopuu  oonorcnbr  Obimb  pasoenenvl.  U3VAIbHO, Qu3uuecku U
NCUXOO2UYECKU.

Hampumep, ecnm nonoxuTh cipaBOYHbIE MATEPUANIBI B TY K€ CTOIKY, UYTO U
JaHHBIE, C KOTOPHIMH TOJIBKO COOMpAacTeCh O3HAKOMUTHCS, TO BOPOX
HaKOMMBIITUXCS Oymar TpHUBEIET Bac B 3aMeliaTenbcTBO. Ecny BKITIOUNUTH B
CIIMCOK TMEPBOOYEPENHBIX JECHUCTBUM JieNa, KOTOPBIE HYKHO IIOMECTUTH B
KaJICH/Iaph, MOCKOJbKY OHM HAMEUYEHbl HA KOHKPETHBIC JTHH, TO BBl YTPATUTE
JNOBEpUE K CBOEMY KaJEHAApPI0, B PE3YyJbTaTe 4YEero NPUAETCA MOCTOSHHO
MepecMaTpuBaTh CIIUCKHA JATbHEHIINX NEUCTBUN. ECIM y Bac BO3HUK 3aMBbICEII,
KOTOPBIM BbI HE COOMpaeTech pea30BBIBATH B OJFDKaiIIee BpeMs, TO €ro
HY’KHO TIOMECTHUTH B CITUCOK «Korma-uHuOyap/MOKeET ObIThY», 9TOOBI MOKHO OBLIO
C JOJKHBIM BHUMAaHMEM U PEIIMMOCTbIO OTHECTUCh K CIHCKY TEKYIIUX
MPOEKTOB. A €CJI KaKOe-TO U3 BalllUX «OKHUJIAHUI» MOMNaIo B OJUH U3 CIIUCKOB
TaMbHEHIIUX JACHCTBUM, MHOTO BpPEMEHH OyJeT MOTpayeHo BIYCTYH0 Ha
HETMPOAYKTUBHOE MHOTOPa30BOE 00 TyMBbIBAHUE MPOOJICMBI.

Cnucku u nanku

Korna Bbl yacHute, 32 kKakoil nHpOpMaIuein Hy>KHO CIEAUTH (00 3TOM peyb
[Ula B MPEAbIAyIIeH I1aBe, MOCBSIIEHHON 00pabOTKe NaHHBIX), BCE, YTO BaM
MOHAA00UTCST — 3TO CHHUCKU W TAIKH JJI CIPABOYHBIX U BCIIOMOTATEIbHBIX
MarepuanoB. CIUCKHU (OHHM TOKE€ MOTYT COAEPKAThCS B MalKax) MO3BOJIAT BaM
CJIEIUTh 3a BBHINIOJHEHUEM IPOEKTOB W 3aJad, KOTOPbIE BBl «KOTJa-HUOYIb/
BO3MOXHO» COOUpaeTech pEHINTh, a TaKXKE — I[EePBOOUYEPEAHBIX MIAroB,
HaIlpaBJICHHBIX HA 3aBEPIICHUE HE3aMKHYTHIX LUKJIOB. B mamnkax (3JIeKTpOHHBIX
WIM  TPaAULMOHHBIX) MOXHO XpaHUTh  CIPAaBOYHBIM  Marepuail U
BCIIOMOTATEIbHYI0 HH(OPMAIIHIO TIO TEKYLTUM TPOEKTaM.

Maue coBepmieHHO Oe3pa3iamyHa MPOCTOTa, KOTOpas MpPEIIIeCTBYET
CIIO)KHOCTH, HO 3a TIPOCTOTY, KOTOpas JOCTUTAETCS MPEeoI0JICHHEM
CIIO)KHOCTH, 5 TOTOB OT/aTh KHU3Hb.

Onusep Benaemn Xoamc

MHoTHe COCTaBIsUIM CHUCKH TOJaMHM, HO HHKOTJa HE CYUTAIA OTYy
nporeaypy ocobo 3ddextuBHon. [IpocThie CHCTEMBI, BpOJE TOHM, KOTOPYIO
PEKOMEHIYIO S, BBI3BIBAIOT YCTOWYMBOE HemoBepue. OmHAKO OOJIBIIMHCTBO
COCTaBUTEIICH CIIMCKOB HE IMOMEIIAIN Ty/1a MPOOJIEeMbI, KOTOPBIE JIOJDKHBI ObLIN
TaM HaxOJUThCI WM HE YJAOCY)KMBAIMCh HMX 3aBEPIIUTH: IOITOMY CaMHU
MEPEYHH HE OTIUYAINCH 0CO00# (PYHKIIMOHAIBHOCTBIO. A BOT KOTJa M3BECTHO,
YTO HYXHO IOMEIIaTh B IMEPEYHM, ropas3ao Jjerde paboTaTh: B TAKOM Ciydac



HE00X0 UM TOJIBKO A (PEKTUBHBIN CIOCOO BEICHUSI CITUCKOB.

He merTaiitech co3gaBaTh HEKYIO BHEIIHIOI CTPYKTYPY MNPUOPUTETOB IS
CBOMX CIHCKOB, KOTOpbIE B 3TOM cllydyae NpPHUJIETCS MEPENnuchiBaTh MOCIE
KaKJ0T0 U3MEHEHHUs cutyaiuu. [lonbiTka HajJ0KeHUs MOAOOHBIX OTpaHUYCHHI
MOXXET BHECTH JIOMOJIHUTEIbHYIO CYMSITHI[y B CUCTEMbl JTUYHOU OpraHU3aIiu
MHoOTUX Jroaen. [Ipu paccmoTpeHun cnucka B IIEJOM Bbl OyA€T€ PacCTaBIISThH
MPUOPUTETHI HA OCHOBE COOCTBEHHOW MHTYUIIUU, PYKOBOJACTBYSICh MHOKECTBOM
nepeMeHHbIX (¢GakTopoB. [[Is Bac CHOUCOK SBISETCS JIMIIb CPEACTBOM
OTCIIEKUBAHUS BCEH COBOKYITHOCTH HAMEUEHHBIX aKTUBHBIX JACHCTBUY U JenaeT
BeChb Ha0Op 3a/1ay JOCTYIHBIM ISl IEPECMOTPA.

Korpaa peub ugeT o «Cnucke», moj 3TUM CJIOBOM CJIEyeT MOHUMATh TOJBKO
nepeueHb NpoOJieM C OMPECICHHBIMU CXOMHBIMU XapakTepucTukamu. CHucok
MOXET OBITH COCTaBJIICH B OJHOM H3 cienyromux (opmaros: (1) mamka ¢
OTIEIbHBIMM  3aMETKaMH Ha  Oymare, TOCBSIICHHBIMU  MpoOJemawm,
OTHOCSIIIUMCS K JJaHHOU KaTeropuu; (2) Gpu3nueckuii CIUCOK, COCTaBJICHHBIN Ha
03arjiaBJIeHHOM JIUCTe Oymaru (4acTo B OTPHIBHOM OJIOKHOTE WJIU MaMSTHOU
KHIKKE); Wik (3) MepedyeHb, COCTABJICHHBIM C TMOMOIIBK) KOMIIBIOTEpPA WIIU
uudpoBoro cekperaps, (Hampumep, kareropus 3anad Microsoft Outlook wiu
oTheabHas TeMa Ha PDA).

Copmuposxa HanoOMuHaHUIl 0 OATIbHEUUIUX OCUCHBUAX

Ecnu BBl OmycTONIMIM KOpP3WHY, TO Yy Bac HaBEpHSKA MOSBUIIACH CTOIKA
«TOJBEUICHHBIX)» HATIOMUHAHUN O IEUCTBUIX, KOTOPHIE MOTYT OBITh BBITOTHEHBI
B TEUEHHE JBYX MHUHYT M HE MOTYT ObITh HUKOMY mepenanbl. [lomoOHbIX nen,
cKopee Bcero, HalOepercsd OT J[ABaJUaTH [0 IIeCTHAecATU-cemuuecaTu. He
3a0yAbTe O Jienax, nepeJaHHbIX JPYTUM JIOSM, U, BEPOSITHO, O Jeliax, KOTOphIE
ObUIM TOMEYEHbl BaMHM B KaJeHIape WM OTHECeHbl K Kareropuu «Korpma-
HUOYIb/MOXKET OBITh.

MoseTre ymopsaouuTh BCE 3TO B KATETOPUHM, K KOTOPBIM OyAET JIETKO
oOpaTUThCs, YTOOBI pEUICHUEM YKa3aHHBIX MPOOJEM MOXKHO OBbUIO 3aHATHCA,
Korja OyJeT BpeMs.

[Ipuaymaiite Hamboiee MOAXOMAUIUN CHOCOO (PU3NYECKON TPYNIHUPOBKH
npoOieM: B BUJE JOKYMEHTOB B MalKax WM CHUCKax, TPAIUIIMOHHBIX HIIU
AIEKTPOHHBIX.

/ena, komopwie credyem nomecmums 8 KaieHOaps

[Ipn opranm3anuu JaHHBIX, KaK YK€ OTMEYaI0Ch, BOSHUKAET JIBa OCHOBHBIX
TUTA ICUCTBUI: IAru, KOTOPbIE HY>KHO MPEANPUHATh B ONPEICICHHBIN ACHb U/
WM B KOHKPETHOE BPEMS, U 3aJa4d, KOTOPBIE CIIEIYET BBIIOJHUTH KaK MOXKHO



CKOp€€, BBIJICINB JJIs1 HUX BpEMsi, CBOOOTHOE OT JeJI, TOMEUYECHHBIX B KaJleHIape.
Jlena, BHECEHHBIE B KaJCHJIaph, MOTYT ObITh HaMEUEHBbl HA KOHKPETHOE BpPEMs
(manmpumep, «c 4:00 nmo 5:00 — Bcrperuthes ¢ JKuMOM») WM Ha
onpenenennbii  neHb («Ilo3BoHUTH Paiiuen BO BTOPHUK, YTOOBI Yy3HATH,
MOJIy4uJa JIM OHA TEKCT JEJIOBOTO MPEIIOKEHU).

[Tpu 06paboTKe COMEP>KUMOTO KOP3WHBI, BaM, BEPOSITHO, MOIAIAJNUCh JIeTa,
KOTOpbIE BBl Cpa3dy IIOMeuYajdud B cBoeM paboueM KaneHmape. Hampumep,
MEePBOOYEPEIHON IIar, HEOOXOAMMBIA [IJIsi MPOXOXKIEHUS MEIOCMOTpa, —
MO3BOHUTH B TMOJUKIMHUKY, YTOOBl HAa3HAUYUTh BpPEMs, U MOCKOJBKY Ha 3TO
TpeboBanoch He Oosiee IByX MUHYT, BBl Cpa3y TaK U cAeNadu. A 3JpaBblii CMBICIT
MOJICKA3bIBAET, UYTO, KAK TOJIbKO HAa3HA4YE€HO BpeMsi OOCIEIOBAaHMS, €r0 HYKHO
HEMEIJICHHO BHECTH B KaJICHIAPb.

Kanenoapv oonorcen  codepoicamv  moabko  OCHOBHbIE — «HEPOBHOCU
penveda», GOKpy2 KOmopulx ciedyem Cmpoums OalbHeluuyo 0esimeibHoCMb.

Ho y MHOrux nronen, npuBbIKIINX K COCTaBJICHHUIO CITUCKOB J€] HA KaXbIi
JI€Hb, BO3HUKAET JKEJAHWE NOMECTUTh B KaJeHAapb IEHCTBHS, KOTOPBIE UM
XOUeTcs CcIenaTh, HAOpUMEp, B CICAYIOUIMN MOHEACIbHUK, HO MPUIETCS
MEPEHECTH Ha OAWH U3 nocieayrmux [aHeld. CONpOTUBISUTECH 3TOMY
UMITYJbCYy. BBl JOJDKHBI JTOBEPATH CBOEMY KaJlEHIApIO, KaK CBSATHIHE, TIE
HAXOJIUTCSl YETKUI MepeyueHb 3a/ad, KOTOpble 0053aTeIbHO HY>KHO BBITIOJIHUTD
3a JIEHb: OH JOJDKEH OBITh 3aMETEH, Ja)Ke €CJIM Bbl IPOCMATpUBAETE KaJeHAAph
Ha Oery. Bam craner ropaszno jierye paboraTh, €ciid B KaJleHaape OyIyT TOJIbKO
7iesia, KOTopbie 00s3aTENIbHO HYKHO caenath B TeueHue nHg. Korga xanenmapb
BBIMIOJIHSIET CBOKO HEMOCPEACTBEHHYIO pPOJb B IPOILIECCE OpraHU3allvu,
OOJIBIIMHCTBO 3aJ1a4, KOTOPbIE MPEJICTOUT BHINOJHUTH, OCTAIOTCS B KATETOPUU
«KaK MOKHO cKopee: 0oyiee MPUOPUTETHBIE MPOOIEMBI IO CPABHEHHUIO CO BCEMU
OCTAJIbHBIMH JI€JTAMI.

Knaccuguxayusa nepeoouepeonvix oeiicmeuil 8 3a6UcCUMOCmU Om
KoHmeKkcma

3a MHOTME ToNbl i OOHApPYXKWJI, YTO JIydlllee CPEJCTBO HAMOMHHAHUS O
NEUCTBUH, KOTOPOE HYKHO BBITIOJHUTH KaK MOYKHO CKOPEE, — 3TO KOHKPETHBIN
KOHTEKCT, TpeOyeMbIii /ISl €r0 OCYIIECTBICHUS: HHCTPYMEHT, MECTO WJIH JIUIIO,
HeoOxonuMoe Juisi peuieHust 3anayu. Hampumep, eciau A COBEPIICHHUS
JNEUCTBUSA HYXEH KOMIIBIOTEp, TO €ro CcleayeT IIOMECTUTh B CIIHCOK,
o3arnasiicHHbIN «Kommberorep». Ecin Hy»XKHO Cbhe3guTh KyJa-TO HA MAaIlIWHE
(mampumep, 3aexath B 0aHK WJIM B Mara3uH MHCTPYMEHTOB), TO JEJIO HAJJIC)KUT
MOMECTHUTh B KaTeropuro moe3aok. Ecnu cnenyronuit mar — oOCyIUTh YTO-TO
HEIOCPEJCTBEHHO CO CBOEW KOJUIETOM OMWIM, TO pa3yMHee BCero Oyaer



MOMECTHUTH MPOOJIEMY B CIUCOK WJIH MMAIKy MO/ Ha3BaHUEM « OMUITNY.

To, HAaCKOJIbKO y3KOHAIpaBICHHBIMU JOJKHBI OBITH 3TU KaTeropuu, OyaeT
3aBuceTh OT (1) KonmuyecTBa NMEWCTBUH, KOTOpHIE HEOOXOAWMO JEp)KaTh IO
KOHTpoJieM, W (2) OT TOro, HacKOJbKO YacTO Bbl MEHSET€ KOHTEKCT HX
COBEPIICHUS.

Ecam BBl OTHOCHTECH K TEM PEIKOCTHBIM CYACTIIMBUYMKAM, y KOTOPBIX
HAMEYEHO BCETO ABAIATh MSATh MEPBOOUYEPEIHBIX 1IATOB, TO CMOXKETE O0OUTHUCH
€IMHBIM CIIMCKOM JaJIbHEUIINX JACHUCTBHUM. B HEro Moryr BOWTH camble
pazHooOpa3Hble Jena: OT TMOKYIKH TBO3JCH M pa3roBopa C HaYaJIbHUKOM O
KAQJIpOBBIX NEPECTAHOBKAX [0 TEHEpauuu HJEW MJs TMPOBEICHUS BBIC3IHOU
nenoBoi BcTpeud. Ho eciam Hakomwioch MOSATHAECAT WM CTO HAMEYEHHBIX
NAJIBHEHINNX JEHUCTBHH, TO BEIECHUE OJHOIO OOJBIIOIO CIHCKA OKaXETCS
HeP((DEKTUBHBIM 3aHITHEM: KaXKIbIM pa3, KOorma y Bac OyJeT MOSBISATHCA
CBOOOJIHOE BpeMsi, €ro MPUIETCS TPATUTh Ha TOBTOPHYIO COPTHUPOBKY MPOOIIEM.
Ecnu B mporpamme koH(pepeHIIUU OOBSBIECH KOPOTKHUM IMEpPEphIB, B TECUCHHE
KOTOPOTO MOXHO COBEpPUINTh HECKOJBKO BaXXHBIX 3BOHKOB, TO CHayaja
MPUAETCS BBIICIUTh TAKYIO KaT€TOPHIO, KaK 3BOHKH, U3 JJIMHHOTO MEPEYHS HE
CBSI3aHHBIX MEXy cO00i 3a7ad. A eciii Bbl OTIPABISETECH MO PA3HBIM JIeJiaM,
MOXKET€ BBIOPATh 3a/lauyd U3 CIUCKA MOE3/I0K U OOBEAUHUTH MX B OTIEIbHBIM
MEepPEUYEHb.

Eme onuH ¢akrop npOU3BOAUTEILHOCTH, OOYCIOBJICHHBIM JIaHHBIM
METOJIOM OpPTaHM3aIUU MPOOIEM, — ATO YBEIMUYEHUE PE3yIbTaTUBHOCTH, KOT/1a
BBl paboTaeTe B OIpeAesieHHOM pexume. Paboras B pexxume «renedoH», BbI
o03BaHMBaeTE Maccy JIIOJIed — HYXHO TOJBKO MPOCMOTPETH CIHCOK 3BOHKOB.
Korma Bam BKIIFOYEH KOMIBIOTED MOIKIKOYEH K HMHTepHeTy, crapanTech
BBITIOJIHUTh MAaKCUMAJIbHBIN 00beM paboThl, HE TIEPEKII0YasCh Ha IPYTUE BUIBI
AesTenbHOCTU. JIjist TOro 4TtoOBl MEpedTH OT OJHOTO BHAA NEATEIBHOCTH K
ApyroMy pabodemMy pUTMY U HMHCTPYMEHTApUIO, HYKHO ToOpaso Oojblie
HHEPTUH, YeM OOJIBIIMHCTBO U3 HAC MOTYT cebe mpeactaButh. M ecTrecTBeHHO,
KOT/Ia HYKHBIH YEJIOBEK NPUCYTCTBYET B oduce, ¢ Baileid CTOPOHBI OyAeT
pazymMHee 00CYJIUTh C HUM BCE€ HAKOIMBIINECS BOMPOCHI, MOKA y BAaC €CTh TaKas
BO3MOKHOCTb.

Camble pacnpocmpaneHHble Kame2opuu HANOMUHAHUIL O
OaIbHeUUX 0elcmeusax

OueBUIHO, HECKOJIBKO M3 CIEIYIONMX 3arjaBUil CIUCKOB, BaM XOPOIIIO
3HAKOMBI:

* 3BOHKH.

» Kommbrorep.



* Boie3 bl

* Oducneie nena (B oduce (pasznoe)).

* Jloma.

* [ToBecTku mHs (1U1st IFOJIEH U AJIs IETOBBIX BCTPEY).
* [IpodecTb/IPOCMOTPETS.

3BOHKH. DTO CIUCOK BceX Tele(OHHBIX 3BOHKOB, KOTOpPHIE BaM HYKHO
COBEPIIUTh; MOKHO paboTaTh HaJ 3TOM KaTEropueil, Mmoka BKIIOUEH TeJIEe(OH.
Yem Oosbliie cTeneHb Baiieid MOOMIBHOCTH (OCOOCHHO €CJIH Y Bac €CTh COTOBBIN
TenedoH), TEM TIOJIE3HEE OKAXKETCA CIHUCOK BCEX HAMEUYEHHBIX 3BOHKOB;
HEOOJBIIINE TIPOMEXKYTKH BPEMEHHU, KOTOpPHIE BO3HUKAIOT, KOTJa Bbl HE Ha
pabouemM MecTe WM B Jopore (BBIIUIM Ha TMEPEephIB WIH KIETE CamoJieTa),
MPEIOCTaBISIOT BaM MPEKPACHYI0 BO3MOXKHOCTH MPOPadOTaTh CBOM CIHCOK.
Nmes mox pykor OTAENIBHBIN CIIMCOK 3BOHKOB, TOPa3/io JIETYe COCPEAOTOUNTHCS
Y UHTYUTHUBHO BBHIOPATh CaMbIil BaXKHBINM U3 HUX HA JAHHBIA MOMEHT.

Bo3bmuTe 3a mpaBuiio 3amuchiBaTh Telle(OHHBIN HOMEp HAMpPOTHUB KaXKIOH
npoOiembl. YacTo BOZHUKAIOT CUTYallUU, KOTJIa BO3MOXKHOCTh C/I€NIaTh BaXKHBIN
3BOHOK OCTA€TCS HEPEAIM30BAHHOM II0 TOM NPOCTOM NPUYMHE, YTO BBl HE
MOJXKET€ HalTH HY>KHBIN TeleOHHBIN HOMED.

Komnblotep. Eciu Bbl paboTaeTe Ha KOMIBIOTEPE — TOYHEE, €CJIM HOCUTE C
co00ll MOPTAaTUBHBIA KOMIBIOTEp, @ B oduce M JOMa CTOAT CTAllMOHAPHBIC
MallliHbl, — IMOJE3HO OyJIeT CrpynmnupoBaTh BCE 3aJauyd, KOTOPBIE HYKHO
BBIIIOJIHUTh, IIOKa OH BKJIIOYEH. OTO TMO3BOJIUT MPOAHAIU3UPOBATh BCE
BO3MOXHBIE BapUaHTHl PAOOTHI 3a KOMIBIOTEPOM M HANOMHHUT 00O BCEX HE
OTOCJIAHHBIX AJIEKTPOHHBIX COOOIIEHUAX, O JOKYMEHTaX, KOTOpPbIE HY)KHO
MIOArOTOBUTH WJIM OTPEIAKTUPOBATH, U TaK JAJIEE.

Sl MHOro myTemecTByr0, IO3TOMY BEAYy CHHCOK JEN, O3arjaBjeHHbI «B
CETH», OTACNIbHO OT crucka noj Ha3BaHueMm «Kommerotep». Ha 6opty camonera
MHE HEIOCTYNMHO MOJKIIOUEHHUE K CETH WIM K CEpBEpy, HEOOXOAMMOE s
BBITIOJIHEHUSI MHOTHX 33J1a4. Tak 4To BMECTO TOTO, YTOOBI JTUXOPAIOYHO AyMaTh,
YTO S MOTy M 4Ye€ro HE€ MOTYy CHellaTh, S 3aryAAblBal0 B CIHCOK J€J
«Komnbrorep»: s aOCOMIOTHO yBEPEH, YTO HU OJHO M3 3THUX JeN He Tpelyer
MOJKJIIOYEHHS] K CETH, U MOTY CIIOKOWHO BBIOMpAaTh CaMble Ba)KHBIC 3a7a4d B
COOTBETCTBHUH C IAHHBIM KPUTEPUEM.

Xopowio nodymaiime, 20e u Kak 6bl Moxceme COBepUIUNb OnpeoesieHHble
oelicmeus. Ulu He Modxceme UX COGepUIUMb, U COCMABbMe CHUCKU O0ell
coomeemcmeyouum oo6pa3om.

Ecnu xoMmbproTep CTOUT TOJIBKO B O(rice, TO BaM MOXKET U HE MOHAJ00UTHCS
criucok «Kommprorepy»; 3a7auyu TaHHOM KaTErOpUM MOYKHO OTHECTH K CIIHCKY



aen B oduce, MOCKOJIBbKY KpoMe oduca UX BCE PABHO HEr/IE€ BBIMOJIHUTS.
(AHanornyHo, €ciav Balll €IWHCTBEHHBIM KOMIBIOTEp HAXOAUTCSA IOMa U HE
ABJISAETCS NOPTATUBHBIM, TO JI€JIA, CBA3aHHBIE C HUM, MOKHO BKJIFOYUTB B CITUCOK
10]1 Ha3BaHUEM «Jlomay).

Broie3abl. Mmeer cmpicn 3ammcaTh B OJJHOM MECTE BCE 3aJa4M, KOTOPBIE
HYKHO BBIIIOJIHUTH, KOTJIa BBl €3UTE IO JejiaM. Eciii Bbl 3HaeTe, 4YTO HYKHO
CeCThb B MAIIMHY M KyJa-TO IIO€XaTb, TO BEChbMa IOJIE3HO UMETH IO PYKOH
CIIUCOK, KOTOPBIM MOXHO HPOCMOTPETh B Jopore. Takue HAEUCTBHUSA, Kak
«3a0path cepTu(UKATHl aKIUH W3 JEMO3UTHOTO SIIHUKa» WIN «3a0paTh U3
nposBKU (HOTOrpapuu» U «KyNHUTh METYHUU B OpaHXepee» BCe MOMaayT B 3TOT
CITUCOK.

EcTecTBEeHHO, CMHMCOK MOET OBITH MPOCTO CAMOKJICIOIIUMCS JIMCTKOM B
0JIOKHOTE WK dKpaHHOH (popMmoii B kareropuu «Brie3apl» pasnena «Jlema» Ha
BallleM JIEKTPOHHOM cekperape Palm.

Yacto ObIBaeT MOJIE3HO BECTU CIUCKH 00Jiee HU3KOTO YPOBHS B paMKax
OTHENbHBIX Kareropuii «Bwie3ap». Hampumep, BBl BCIOMHHWIIMA, YTO JOJIKHBI
YTO-TO KYNHUTh B Mara3uHe HWHCTPYMEHTOB, CJHIEJIAUTE DJIEMEHTOM CIIMCKA
«Mara3uH WHCTPYMEHTOB» M NPUCOBOKYIUTE K HEMY IEPEYeHb TOBAapOB,
KOTOpBIE BBl XOTUTE TaM mpuodpectu. Eciu Bbl HE CTOPOHHUK aBTOMATU3AIINU,
MOYKETE BOCIIOJIB30BATHCS CaMOKJICIOIIUMCS JIMCTKOM «Marazun
MHCTPYMEHTOB)»; IPUBEPKEHLBI TEXHOJOTMYECKOTO ITPOTpecca, COCTaBUBIIME
AJIEKTPOHHBIM CIHCOK, MOTYT MPHUKPENUTh K HeMy 3aMmMeTrky «Marasun
WHCTPYMEHTOB» C IEpEYHEM HEOOXOIUMBIX TOBAPOB.

MBI HOJKHBI CTPEMUTBCA K MPOCTOTE, KOTOpasl JEKUT 3a TPAaHbKO BCEX
YCIIO)KHEHUM.

JIxoH ['apnaep

[TockoNbKy 51 MyTEIIECTBYIO B OCHOBHOM 110 OOJIBIIIUM TOPOJIaM, s Bey J1Ba
cnucka «Bpie3nb»: «Bole3nasl — Ompxan» (Moil ropoa) u «Beie3npl — apyrue
MecCTa», TJe MOMEYar BCE TOBaphbl, KOTOPbIE MOTY MPUOOPECTH MO MYTH.
«CoeMHUTENH AJI MOJIMBA FA30HOBY MOMAAYT B CHUCOK «Bbie3qoB — Omxam,
a BoT «Ilokymnka CnopTHBHBIX HOCKOB) MOMET B CIIUCOK «JIpyrue BbIe3IbI».

lena B opuce. Eciiu BbI pabotaete B ouice, T0o y Bac OyayT Aena, KOTOpbIe
BBl CMOXKETE CHIeNIaTh TOJIBKO TaM; UX CIUCOK MPUTOAUTCS HA paboyeM MecTe —
XOTs, KOHEUYHO, €CIIU Y Bac B ouce CcTosT TeaedoH U KOMIBIOTEP, U BbI BEJIETE
OTJIeJIbHBIE ~ CHUCKH,  O3arjaBJCHHbIE  COOTBETCTBEHHO  «3BOHKH» U
«KomnbroTep», TO OHU BaM TOXKe MOHAI00ATcA. S ObI TOCOBETOBAJ BKJIIOUUTH B
cnucok «Jlema B oduce» 0Oyl 3amady, A BBIIOJIHEHUS KOTOpPOH
HE0OXO0UMO TMOAKIIOUNTECS K MHTepHeTy (a 9T0 yaoOHee BcCero ciaeiath Ha



paboTe: BO3MOXKHO, 3TO €IMHCTBEHHOE MECTO C IIOCTOSHHBIM JOCTYTIOM).
Hampumep, s Obl TOMECTHJ HMMEHHO B OJTOT CIHCOK HAlNOMHUHAHUE O
HEOOXOJUMOCTH 3arpy3KH U3 CETH OOJIBIION MPOTPAMMBI.

Joma. MHorue fena MOXKHO cJiefiaTh TOJBKO JI0Ma, TT0O3TOMY MMEET CMBICI
BECTH OTJEIBHBIA CIHUCOK JJIS JaHHOTO KOHTEKCTa. SI yBepeH, 4To y Bac
HaKOMIWJIOCh MHOXECTBO 3aMBICIOB W TIPOCKTOB TO JOMYy, W 4YacTo
MePBOOYEPEIHBIM JICHCTBHEM B paMKaxX TaKOTO IIPOCKTa SIBISETCA €ro
ocymectBieHue. «l[loBecUTh HOBYIO  PENpOAYKIIHIO», «PacCOPTUPOBATH
KOMITaKT-TUCKI» W «pPa3BeCUTh MO MKadaM 3UMHIOI0 OACKTY» — TaKOBBI
TUMHYHBIC TYHKTHI «JOMAIITHETO» CIUCKA.

Ecau y Bac ects momamtauii ouc, To Ir000€ A0, KOTOPOE MOXKHO CACIAThH
TOJIBKO TaM, MMOMajieT B crucok «J{omay. (Eciu BeI paboTaere TOIBKO HA TOMY U
HE TMocemaere Apyrux o¢uCcOB, TO BaM BOOOINE HE TMOHAJAOOUTCS CIHUCOK
«Oducnsle nena» — nepedns «/{oma» OyaeT BmojgHe J0CTaTOYHO).

IloBecTku aHsi. Bel 00s3aTenbHO OOHApPY)KWTE, YTO MHOMKECTBO BaIllUX
JAIbHEUIINX JIeUCTBUM HYXHO OyaeT nubo COBepIIUTh B  Ipoliecce
HETIOCPEACTBEHHOTO OOIICHUS C KEM-TO, JUOO0 OOCYIWTh WX Ha ITOBECTKE
3aceaHusl KOMHUTETa WM COBCIIAHMs TMepcoHala. Bam HyXKHO 0OCyIuTh C
MapTHEPOM HJIeH Ha CIEAYIOUTUN TOJ; BbI XOTUTE MOTOBOPUTH C MYXEM O €ro
MJIaHaX Ha BECHY; BaM HYXHO J1aTh CEKpeTapIlie 3aJaHUe, CIUIIKOM CIIOXKHOE
JUIsL TOrOo, 4YTOOBI HW3JIaraTb €ro CyTh B JJEKTPOHHOM COOOIIeHHH. A Ha
COBEIIAaHWU TIEPCOHAJIa B TIOHEACIBbHHUK BBl JOJDKHBI ClieJiaTh OOBSBICHHE 00
M3MEHEHUHU CTpaTeruil MoJa4u OTYETOB O PacXo/aax.

llpedcmoswue Oeticmsust HYI’HCHO nNOMewams 8 OmoebHble NOBECMKU OHS,
cocmasieHtvle 0/ KaxicO020 4eloseKd, ¢ KOMOPbIM bl HOCMOSHHO 00ujaemecy,
U 0711 Kadxicoou ecmpeyu, KOmopyo 8bl pe2ysipHo nocewaeme.

[TogoOHple mpenacTosIIue ACHCTBHS HYKHO IIOMEIIaTh B OT/CJIbHBIC
MOBECTKHU JIHS, COCTaBJCHHBIC IS KaXJOTO YeJIOBEKa W JJIs KaXKIO0W BCTPEUH.
[Ipodeccronanbl, KOTOphIE BEAyT TNAamKy, TJI€ COJAEP)KATCS BCE BOIPOCHI,
TpeOyromue OOCYXJIEHUs C Ha4yalbCTBOM, YK€ MOJB3YIOTCS MOAH(PUKALUEH
JaHHOTO Meronaa. s yrnopsaodeHus AalbHEUIINX JCUCTBAM BaM MOXKET
MOHAJO0OUTHCS OT TPEX J0 MATHAAIATH MOJOOHBIX CIIUCKOB. I COBETYIO 3aBECTH
OTHCNbHBIC TMaNKW WIM CIHUCKK I HAdalbCTBa, KOJUIET, TOMOIIHUKOB,
CyIpyroB u Jetred. Bam Takke cremyeTr 3aBECTM AHAJIOTUYHBIM CIHUCOK IS
CBOETO0  TIOBEPEHHOTO, (UHAHCOBOTO  CEKpeTapsi, CYETOBOJA  W/WIH
MPOTrpaMMHCTa, CIOBOM, ISl KaKJIOro, C KeM HYXHO Oyaer obcymuTh Oojee
OJTHOM TTP0OJIeMBI BO BpeMsl CJICIYIONIECTO TeIe(POHHOTO Pa3roBopa.

Ecam BBl yuacTByeTe B PETYJSIPHBIX COBEIIAHUAX — 3aCEIaHMIX TIEPCOHAIA,
MIPOCKTHOTO OTJIe]Ia, COBETAa TUPEKTOPOB, KOMUTETA, YEro YroJHO — TO U OHU



3aCcNy’KMBAlOT COOCTBEHHBIX TMAamoK, TrJe Bbl OyAeTe OTMe4yaTh BOMPOCHI,
TpeOyromue 00CyKICHU.

Yacto npuxoauTcsi BECTH TEKYIIUI CIIUCOK JIe, TPeOyIOUNX 00CYXKICHUS C
YeJIOBEKOM, C KOTOPBIM BbI OyJieTe OOIIaThCs JIMIb B T€UEHUE OTPAHUYCHHOTO
BpemeHu. Hampumep, ecim Bbl UMeEETe JAENO € MNOAPAIYAKOM, KOTOPBIM
BBITIOJIHAET CYHIECTBEHHBI 00beM paloT B BalleM JOME, MOXKETE COCTaBUTh
CIIMCOK Ha BpeMsl Ballero corpyaauuectsa. O06Xoas MecTo mpoBeieHus padoT B
KOHIIE JTHSI, MTOCJIE OThE3/1a MOAPSAUYHNKA, BBl MOKETE 3aMETUTh JI€TAIHU, KOTOPBIE
3aXOTHUTE OOCYJIUTh C HUM YTPOM, U UX CITUCOK JOJIKEH OBITh y Bac MO PyKOil B
ClTydae He0OXOIUMOCTH.

[TockonbKy AaHHBIA TUII CIMCKOB BECbMa IOJIE3EH, Ballla CHCTEMA JOJDKHA
MPEIOCTaBISATH BO3MOKHOCTh OBICTPO U JIETKO J00AaBISTH HOBBIE MOBECTKH IO
Mepe HagoOHocTu. Hampumep, BcTaBka CTpaHUIIbI, MTOCBSAIICHHOW OTAEILHOMY
JUIly WM BCTpeue, B pasnen OJIoKHOTA, o3aryaBiieHHbIN «[loBecTku mHs»,
3aHUMAET CUUTAHHBIE CEKYHJbl. [I[pUMEpHO CTONBKO K€ 3aHUMAET 100aBIECHUE
CHeIUanbHOU cTpaHuIlbl B pasaen «[loBecTku qHs» MUGPOBOro cekperapsi.

IIpouecTth/mpocMoTpeTh. Bbl 63 coMHeHMs HaljgeTe B KOP3WHE PsJ
JOKYMEHTOB, B OTHOIICHHUH KOTOPBIX CIEAYIONIMM JIedCcTBUEM OyneT Wux
npoureHre. Haneroch, 4TO Bbl NPUACPKUBAINCH NpaBUjla ABYX MHUHYT U YK€
pazo0paiuch C PSAAOM MOMEHTAJIBHBIX MTPOOJIEM: YTO-TO BBIOPOCHIIM, UYTO-TO
pacCoOpTUPOBAIM, a YTO-TO MEPEHECIM HA CIECAYIOMMUN 3Tal KakK IOJE3HbIN
Marepuail.

JIOKyMEHTBI, Ha MPOUYTEHHWE KOTOPBIX, MO BallMM OIICHKaM, YyWgeT Oosee
JIBYX MHUHYT Balller0 BPEMEHH, OOBIYHO UMEET CMBICI MOMENIaTh B OTACIbHYIO
¢u3nuecKkyro CTONKY-KOp3uHYy Moj Ha3BaHueM «lIpodects/mpocMoTpeTs». Sl
OTHOIIY JaHHYK KaTEropvr0 K CIMCKaM; HO C TAKUM CIMCKOM JIET4e BCEro
paboTaTh, €CIM TOMECTUTh JOKYMEHThl H JKypHajdbl B JIOTOK W/WIH
MOPTATUBHYIO MAIKY.

Jis mHorux moned cromka «IIpoyecTh/mpoCMOTPETh) MOXKET OKa3aThCs
BecbMa OO0BeMUCTOM. VIMEHHO mMOATOMY KpailHE Ba)XKHO TMOMeENATh Ty/Aa
JOKYMEHTBI, PACCMOTPEHHE KOTOPBIX 3aHUMaeT Oojee ABYX MHUHYT, TOJIBKO B
TOM clly4dae, €Clid Bbl JEHCTBUTEIBHO XOTUTE UX MPOYECTh B CBOOOTHOE BpEMH.
Bo3MOXHO, mponecc OKaXeTcs BECbMa YTOMMTEIBHBIM, HO CUTYalHs MOXKET
CYLIECTBEHHO OCJIOKHUTBCS M 3aBECTU BAaC B TYIIHUK, €CIM BBl YETKO HE
OmpeAecnuTe TrpaHull JAaHHOM Kareropuu. I[lo kpaliHeM Mepe, 4YeTKoe
pasrpaHUyYeHrEe KaTEropuil MO3BOJMUT BaM YSICHUTh, KAKUMH MaTepualaMu Bbl
pacrojlaraere, a HAUIMYUE BHYTPEHHUX PETYIUPYIOIIUX MEXAHU3MOB ITOMOYKET
BaM ONPENIETUTh, YTO Bbl XOTUTE OCTaBUTh, & YUTO — BBIOPOCHUTD.

[Tone3Ho UMETh MO PYKOW CTOINKY MAaTE€pUANIOB Ul MPOYTEHHUs, KOTOPHIE



MOXXHO TpOCMaTpuBaTh Ha XOAy (Hampumep, Bbl cCOOHMpaeTech Ha BCTpeUy,
KOTOpasi MOJKET 3aJepXkKaTbCs, HA CEMHUHApP, B NPOrpaMMe KOTOPOTO MOXKET
BO3HUKHYTh HMUYEM HE 3aHATOC OKHO, WJIM HAa IIPUEM K JAHTUCTY, TI€ BaM
NpUAETCA KIaTb CBOeW ouepenu). Bce mnepednciieHHblEe  CUTyalluu
MIPEIOCTABIISIIOT MPEKPACHYID BO3MOXKHOCTb O3HAKOMHTBCA C MATEPHUATIOM.
JIrogu, KOTOphle HE OPraHU30BAIU CBOM MaTE€pHUab JJIsl TPOUYTEHUS/TIPOCMOTPA,
MOTYT MOTEPSTh MAacCy BPEMEHU, NMOCKOJBKY B JKM3HM YAaCTEHBKO MOSABISIOTCS
HEOXKUJIaHHbIE CBOOOHBIE MUHYTHI, KOTOPHIE MOXHO BBITOJTHO HCIOJIb30BATh.

Te, kTO O€CCMBICIIEHHO PACXOIYIOT CBOE BPEMSI, YaIIle BCETO KAITYIOTCS Ha
€ro HEeJIOCTATOK.

Kan ne Jla bproiiep
Copmupoeka cnucka 0)cudanuil

Kak 1 HarmoMuHaHUS O MEUCTBUAX, KOTOPHIE 00S3aHBI COBEPIINTH BbI CaMH,
HaIlOMUHAHUS 000 BCEM, YTO BaM JIOJDKHBI BEPHYTh, © 000 BCEM, UTO JOJKHBI
cAenaTh Apyrue, Takke TPeOYyIT COpTUPOBKHU U yrnopsgoueHus. [Ipu pabote c
JAHHOW KaTeropweil He 00s3aTeIbHO OTCICKUBATH JUCKPETHBIC IArd: dYarre
OKHMJIAHUSIMU SIBJISIIOTCSI COOBITHS, CBSI3aHHBIC C MMPOEKTAMH, KOTOPHIE 3aBUCAT OT
Ipyrux Jrofei. Bel MoxeTe aaTh MOTy4YeHMs 3aKa3aHHBIX paHee OWJICTOB B
TeaTp, IOCTABKU CKaHepa i oduca, coracus KJIUSHTA Ha Ballle MPeAJIOKEHNE
u 1. 1. Korga crnemyromuii mar B paMKax ONPEAECICHHOTO MPOEKTa HOJLKEH
NPEANPUHITh KTO-TO JPYrod, BaM HY>XHO HE HAllOMHWHAHHUE O JAJbHEHIINX
JNEUCTBUSAX, A MPOCTO «CITYCKOBOM MEXAHW3M», HAIOMUHAOIIUN O TOM, YETO U
OT KOT0 BHI XJeTe. Bara posib COCTOUT B TOM, YTOOBI TPOCMATPUBATH CITUCOK C
TpeOyeMoil TEepUOJUYHOCTHI0O W pellaTh, CTOUT JIM, HAMPUMEP, MPOBEPUTH
CTETEHb BBITIOJHEHUS ITPOEKTA WK CIEAYET YCKOPUTH €r0 OCYIIECTBICHHUE.

Pexomennyro BaM JiepkaTh CHOUCOK OXUJIAHWUW TMOJ PYKOH, B TOM XKeE
CHMCTEME, 4YTO M CHHCKM HAallOMHHAaHUH O JaJbHEUIIMX JCHCTBUSIX.
OTBETCTBEHHOCTh 3a CJEAYIOIIMM ATam BBIMIOJHEHHUS TMPOEKTA MOXKET
MEePEXOIUTh OT OJTHOTO K IPyroMy, IOKa OH He OyAeT 3aBepiieH. Hampumep, Bb
3BOHUTE TOPrOBOMY areHTy, 4YToObl OH O3HAKOMHJ Bac C HOBBIMU
MPEIIOKEHUSIMU (HAaTOMUHAHKUE 00 ATOM BbI 3aHECIIH B CITMUCOK 3BOHKOB). Jlanee
Bbl JKJETE, KOrJa TMpOJABel] SBUTCSI K BaM CO CBOUM MPEIJI0KCHUEM
(mIpeyio)keHUE YK€ OTHOCUTCA K Kareropuu okujganui). Korma TekcT
MPEIJIOKEHUSI OKKETCA y Bac B PyKaX, €ro HYXHO OyJeT mpocMOTpeTh (OH
MOMaJeT B CTONKY WK Kop3uHy «IIpodecTs/mpocMoTpeTh»). O3HAKOMUBIINCH C
JOKYMEHTOM, BBl OTHPABUTE €ro HadaJbHUIIE IS YTBEPXKJACHUA (M CHOBA

crmcok oxkuaanuii). U tak nanee.d



Brl onrytuTe HEOBIBAIOE MOPAIBHOE YOBICTBOPEHHUE, KOT/1a OCO3HAETE, UTO
Balll CMHCOK OXUJAHWUN BKJIIOYAET BECh HAOOp MHTEPECYIONIUX Bac MpoOieMm,
pelIeHNE KOTOPBIX BO3JIOKEHO Ha JIPYTUX JIFOJCH.

Hcnonvzosanue npe@mema 6 Kauecmee HANOMUHAHUA

Camblif JIEMCTBEHHBIH CMOCOO YCIEAWTh 3a BCEMH HAIIOMHUHAHHSAMHU O
TaTbHEHITUX JEeHCTBUSAX — J00aBUTh X K CIIMCKAM M TalkaM, Kak TOJIBKO OHU
momnajarTcs BaM 1moj pyky. [losBuBmIMEeCs HamOMUHAHUS HE TTOHAJAO00ATCS BaM
nocie oopadboTku nHpopmMaIuu. Bel MokeTe faenaTh 3aMETKH BO BpeMsi OeceIbl
C HayvyaJbHUKOM, HO HMX HYXHO OyJeT BBIOPOCHTBH, KOTJIa BBl H3BJICYCTE W3
KOpP3WHBI BCE TPOCKTHI W JEWUCTBUS, CBs3aHHBIE ¢ HUMH. HekoTopeie mromu
MBITAIOTCSI APXUBUPOBATH T'OJIOCOBBIE COOOIIECHHS, C KOTOPBIMU «HAJ0 YTO-TO
clenaTb», OJHAKO JTO HE caMbli dS(PPEKTUBHBIA CMOCOO XpaHEHUS
HANIOMHUHAHU.

Heporcume snekmponnvie coobujenusi u OOKyMeHmbl, HAaNOMUHAWue 8am o
OanbHeuwux 0eticmausx, OomoeabHo Om 6ce20 OCMANbHO2O.

Bnopouem, w3 3TOro mpaBmia €cTh HUCKIIOYeHHUSA. HekoTopweie HCXOIHBIC
Matepuagbl MOTYT ObITH Topasfno Oosice 3¢h(HEKTUBHBIMH HAIIOMUHAHUSMHU O
TpeOyeMbIX IEHCTBUSAX, YeM 3aMeTKH B crucke. Haunbonee akTyanbHO JaHHOE
MPaBUJIO B OTHOIICHWUU OyMa)KHBIX MATEPHAIIOB M HEKOTOPHIX AJIEKTPOHHBIX
COOOIIEHUIA.

Ynpaenenue nomoxom padoueit 0okymenmayuu

HexoTopbie 00BEKTHI SBISIOTCS CaMBbIMH JCHCTBEHHBIMU HAIIOMHUHAHUSMH O
npeacrosimeit  padore. Kareropus «IIpodects/mpocMOTpeTs», B  KOTOPOM
HAXOJSATCA CTaTbd, MyOJUKAIlMM W JOKYMEHTBHI, SBIsieTCS HauOousee
pacnpocTpaHeHHbIM MpuMepoM. KoHeyHo ke, Obulo Obl HM3IUIIHE MHCATh
«IIpocmotpeTs xxypHan Fortune» B kakoM-HUOYAb CIIMCKE HATTIOMUHAHWN, KOT1a
MOXXHO TMPOCTO TOJOXKHUTh >XypHall B Kop3uHy «lIpodecTs/mpocMOTpeTs» B
KaueCTBE HAITOMUHAHHSL.

Jpyrou mpumep: JIFOAU, KOTOPBIM JIETUE OIUIAaYMBATH BCE CUETA Cpasy, B
OIHOM MECTE, CTPEMSTCS JepKaTh BCE KBUTAHLMHM B MANKE WIM CTONKE MOA
Ha3BanueM «Cuera K omiare» (wiau, Ooiee oOmiee 3ariaBue, «DOUHAHCOBHIN
npoiecc»). AHAJIOTUYHO, YEeKH, HEOOXOAUMbIE NIJISi MOATBEPXKICHUS PACXO0B,
TaKke ciaeayer obpabaTeiBaTh MO0 cpasy MOCHE MOJydeHHUs, TU00 JaepKaTh B

cIenranbHOM KOHBepTe M nanke «Ksutanuun s o6paborkm» 12
BosmoxkHo, cienduka Baiield paboThl, BXOASAIIETO MaTepuaia u padbodero

MecTa TakoBa, 4YTo Hanbosee 3(h(PEeKTUBHBIM METOJOM OpraHU3AlUU PA3THYHBIX

KaTeropuii MOJKET OKa3aTbCsd XpaHEHHE caMuX JOKyMmMeHToB. Hampumep,



CHEIUAINCT 10 paboTe ¢ KIIMEHTaMU YacTO CTAJIKMBAETCS C MHOTOYUCIICHHBIMU
3arnmpocamu, KOTOPBIE COCTABISIOTCS B CTaHAAPTHOM MUChbMEHHOU ¢opme, U B
TaKOM CJIydya€ 3aBECTH KOpP3MHY WM TAaIKy, IJAE€ COAEPXKATCA TOJIBKO
JOKYMEHTBI, TPEOYIOIINE KOHKPETHBIX JACHCTBUHN, OyAeT HAWIYUYIINM CIIOCOOOM
00pabOTKH ATUX 3aIIPOCOB.

HmMeeT 11 CMBICI 32aHOCUTh HAIIOMUHAHUSA B CIIUCOK WJIM UCIOJI30BAaTh CaMU
JOKYMEHTBI, YJIOKHUB MX B KOP3MHY WM MAanKy, B 3HAYUTEIbHON Mepe Oyaer
3aBUCETh OT 3paBbIX JOTMYECKUX JOBOJIOB. BBl MoOXe€Te HCHOJIb30BaTh
HAaMIOMUHAaHUS, HAXOsCh HE Ha paboueM Mecte? Eciu OTBET yTBEpAUTEIbHBINH,
TO CJIeIyeT MOoayMaTh O TpaHCHOpTabenbHOCTH MaTepuana. Eciu 3agaua Takosa,
YTO €€, BEPOSITHO, yAACTCS BBINOIHUTH TOJBKO CHIS 32 pabOYUM CTOJIOM, TO
pacCMOTpEHHE HAllOMUHAHUN HEMOCPEJCTBEHHO Ha pabodem wmecte Oyaer
CaMbIM JIyUIIUM PELICHUEM.

Kaxoit 6b1 BapuaHT Bbl HM BbIOpajiM, HAIOMUHAHUS CIEAYET pa3AeiiuTh Ha
OTJICTIbHBIC KaTETOPUH, B 3aBUCUMOCTH OT TPEOYEMBIX NalbHEUIINX JCHUCTBUHU.
Ecnu cnenyroniee neMcTBUE MO MOPSIAKY — MO3BOHUTH KOMY-TO, TO €TI0 CIEIYET
MIOMECTUTH B KATETOPHUIO 3BOHKOB; €CIIM IMEPBOOYEPETHON MIar — O3HAKOMUTHCS
c uH(popmamuell U BBECTU €€ B KOMIIBIOTEp, TO SPJBIK JOJDKEH TJIACHUTH
«KomMmmbrotepy. Haubomnee CYIIECTBEHHbBIM dakTopom CHUKEHUS
3G (HEKTUBHOCTH MHOTUX CHCTEM YIPaBICHUS pabOYMM MPOIECCOM, C KOTOPBIMH
A CTAJIKWBAIOCh, SIBIISICTCS XPAHEHUE OJHOTUIHBIX JOKYMEHTOB (T. €. 3allpOCOB
Ha YCIIyI'M) B OJZHOM JIOTKE, AaX€e €CIM OHHM IOJApa3yMEBAaIOT BBHIITOJIHEHUE
pa3IUYHBIX JIeUCTBUA. B COOTBETCTBUMU C OJHUM 3ampocoM OT Bac Tpedyercs
COBEPIIUTH TeIePOHHBIA 3BOHOK, APYTOM MpeaAnonaraeT nepecMoTp JaHHBIX, a
JUIsl yIOBIIETBOPEHUSI TPETHETO HYXKHO JOXKAAThCS, MOKA KTO-TO BEPHETCS C
HYKHOU HMH(]OpMaIuel, — HO BCE OHU HaxXOIATCA B OJHOM Kareropuu. Takou
MOAXOJ MOXKET 033JaYMTh: Bbl HEPELIMTEIBHO OCTAHOBWIMCH MEPEHN TPYIOoU
JOKYMEHTOB, HE 3Hasl, 4TO JeiaTh, IOTOMY YTO BCE€ AAJIbHEHIINE ACHCTBUS MO-
MPEKHEMY HAXOJATCS B OJABEUIEHHOM COCTOSIHUU.

Mosi cobcTBeHHasi cucTeMa JIETKO TpaHCIOpTa0eIbHA: MTOYTH BCE MPOOIEMBI
YIOPSIOUYEHBI B CIIUCKH, HO 51 BCE PaBHO JEPKY OyMa)kHbIe HATIOMUHAHUS JABYX
Kareropuid. S myTemecTByro ¢ ABYMsl MamnkaMu: ofHa o3arjaBieHa «IIpoudects/
MPOCMOTPETH», Apyras — «BBoa AaHHBIX». B mocnenHio s Kiaay Bce
JOKYMEHTBI, KOTOPBIE MPEAINONaratoT €IMHCTBEHHOE AEHCTBUE C MOEN CTOPOHBI
— BBOJA MHpOpManuu B KoMIibloTep. [IpumMepamMu MOTYT CIy>KUTh BU3UTHBIC
KApTOUKH, CBEJCHUS U3 KOTOPHIX HYXXHO TEPEHECTH B CIHUCKH aJpecoB/
TenedOoHOB, U3peUeHUs i crenuaibHo Oaszel  «llutate», crTaTthu O
pecTopaHax, KOTOpble sI Obl XOTEN BKJIKYUTh B MOAPA3Jeibl CIHCKOB
«IIyremectBust u ropoga», u T. A.



anatmenue ROMOKOM IIEKMPOHHBIX cooﬁwenuﬁ

Kak u Hekoropble OyMa)XHple MaTepHalbl, SJCKTPOHHBIE COOOIICHUS,
TpeOyrolue OT Bac AaKTUBHBIX JIEUCTBUN, WHOTJA SIBISIOTCS JIyYIIUMU
HAlTIOMUHAHUSIMU — B JJaHHOM ClIy4ae B paMKax caMOil CHUCTEMBbI 00paboTKu
AIIEKTPOHHOM MOYTHL. ITO YTBEPKACHHE 0COO0 aKTyallbHO, €CJIM BbI TOJy4aeTe
Maccy COOOIICHHM M MPOBOJUTE 3HAYUTEIBHYIO YacThb BpeMEHH, paboTas ¢
MPOrpaMMHBIMU CpPEJCTBAMU OOpPAOOTKM TMOYTHL. DJIEKTPOHHBIE COOOIICHUS,
KOTOpbIE HAMIOMUHAIOT BaM 00 aKTUBHBIX IIarax, MOXHO XPaHHUTb B CHUCTEME,
BMECTO TOTO, YTOOBI MOMEIIATh YNMOMSHYThIE B HUX JCHCTBUS B OTICIbHBIN
CITUCOK.

MHorue u3 MOMX KIHWEHTOB HAIUIM TMOJIE3HOM TaKyl MpOLEAYpPY, Kak
CO3/IaHHE ABYX-TPEX CIEHHAIbHBIX MalmoK B CBOMX MporpaMmax o0padoTKu
nouthl. J[a, OONBIIMHCTBO SJEKTPOHHBIX MAMOK JOJKHO HCIOJB30BATHCS IS
XpaHEHUsl CIPABOYHBIX WM AapXHUBHBIX MATEPUANIOB, HO TAKXE BIIOJHE
JOMYCTHUMO CO3JIaHHE JEUCTBEHHON CHCTEMBI, KOTOpask MO3BOJIUT BaM OTIIEIBbHO
paccopTUpoBaTh COOOIIEHUSI C HAOMHHAHUSIMU OO0 aKTHUBHBIX JEUCTBUSX 32
npeeraMu caMoi manku «Bxoasmuey (a UMEHHO B Hel OOJIBITMHCTBO JTFOJCH 1
XPaHUT COOOIIICHU).

CoBeTylo BaM cO03[aTh OTACJBHYIO MamnKy JUisi cOOOIIeHHM, oO0paboTka
KOTOpPBIX 3aHMMaeT OoJjiee ABYX MUHYT (OMSITh >K€, Bbl JOJKHBI OBITH B
COCTOSIHUM Cpa3y paccopTUpOBaTh Maccy COOOIIEHUN, PYKOBOJICTBYSCH
MpaBWJIOM JBYX MHUHYT). Ha3zBaHue manmku TOJKHO Ha3bIBaThCs C 3aryiaBHOM
OyKBBl WJIM CHUMBOJIa, 4TOObI OHa (1) OTIM4Yamach OT OCTAJbHBIX MAMOK CO
CIPaBOYHBIM MaTepuaqoM © (2) Obula MepBOM B TMEpPEUHE KaTalloroB,
BO3HUKAIOLIEM B OKHE MpoBojHUKA. [loip3yiiTech CMMBOJaMU TUMA «@» B
Microsoft unmu «—» B Lotus: ob6a 3Haka wayT mepen OykBamu andaBuTa B
COOTBETCTBYIOIIMX cucTemax. Co3naHHas Bamu manka «@JleiictBusi», Oyner
coJlep>KaTh T€ COOOIICHUS, KOTOPbIe TPEOYIOT aKTUBHBIX II1ar0B.

Jlasiee BbI MOXETE CO3/1aTh MaMNKy MoJl Ha3BaHHeM «@OKUJaHUN», KOTOPast
Oyner HaxoguThcs psaoM ¢ mnankoi «@/ewictBus». Torma, mnomyyas
COOOIIEHUSI, T/I€ TOBOPUTCS O TOM, YTO KTO-TO JOJDKEH COBEPIIUTH HEKOE
JEUCTBHE, B KOTOPOM Bbl 3aMHTEPECOBAHbI, BBl MOKETE MOMEIIATh UX B MANKy
«@Oxunanus». Takke B ManKy MOXKHO TMOMEIIATh HAMIOMUHAHUSA O Jenax,
KOTOPBIE BBl XOTUTE KOMY-TO MEpeAaTh MO AJIEKTPOHHOM MOYTE: KOTJa BbI
MEPEChUIAETE YTO-TO WM IMEpEeKJaJbIBacTe 3aJady Ha JPYroro 4YeloBEKa,
OTChbUIasl €My COOOIlleHHe, TPOCTO COXpaHSAWTE KOMUI0 B  TamKe
«@Oxumaans» .

Hexoropsie npwioxkenusi (takue kak Lotus Notes) MO3BONSIOT mOpu



NEepPeChUIKEe COOOMICHUSI COXPAHITh KOMHIO B OJIHOM M3 Mamok (Hampumep, ¢
MOMOIIBI0 KHONMKM «OTOocHaTh M COXPAaHUTh KONMIO B THamnkey). Jlpyrue
npuioxkenns (Hampumep, Outlook) mpu mepechlIke MO3BOJSIOT COXPAaHUTH
COOOIIIEHHE TONBKO B YyHUBepcalbHOW mamnke «OTtmnpaBieHHbIe». B ciyuae
MOCJEAHEN TpPOrpaMMbl HAWIY4YlIUM pPEUHIEHUEM [JIi MHOTMX SIBJSETCSA
caMOCTOSTEIbHOE (OOBIYHOE WM «CJETNOoe») KOMUPOBAHHME COOOIIECHUN C
MOCJICAYIONIMM TIOMEeIIeHHeM Kkomuii B manky «@Oxumanus». (oBoiabHO
npocto Hactpouth Outlook Tak, 4TOOBI MporpaMma aBTOMATHYECKH OTChLIAA
OOBIYHYIO KOMHUIO BaM CaMHM, B HAa3HAUYECHHYIO MAMKy: MpoIeaypa aHaJIOTMYHa
TOJILKO YTO OMUCAHHOMN).

Onycromenue nanku «Bxoasmue». MeTos, OnMCcaHHBIN BbILIE, TIO3BOJSAET
MOJIHOCTBIO OCBOOOJUTH Balll AJIEKTPOHHBIN SIIUK, & 3TO MOMOXET BaM BHECTU
SICHOCTh B TTIOBCETHEBHYIO pab0OTy M 00pecTH KOHTPOJIb Hal Hei. Bar modToBbIi
AIIAK CHOBA CTAHET HACTOSIIIMM «IIOYTOBBIM SIIIIMKOM»: BCE€, UTO MOMNAJAET TyAa,
Oyner moAgoOHO COOOIICHUI0 Ha aBTOOTBETYMKE — MHUTAIOUIEMY OTOHBKY,
KOTOPBIi HAaNOMHHAET BaM O TOM, 4YTO HYXKHO 3aHITbCA ONPEACIICHHOU
npobsemoii! BOJBIIMHCTBO JIOAEH WMCHOJB3YIOT JJICKTPOHHBIN  SITUK IS
XpaHEHUs1 MaTepUaloB, TPEOYIOUIMX AKTUBHBIX JEWCTBUM, KOTOpBIE €IIE HE
OTIPEJICNICHbI, U CIPABOYHON MH(POpPMAIMU — 3TOT MOAXOJ OBICTPO HapyIIAET
ACHOCTb ~ MBICJIE€: B  JaHHOM  CJIy4dae€ IOJIb30BATEIsIM  MIPHUXOJUTCS
nepecMaTpuBaTh BCE CBOM MPOOJEMBI KaXAbIA pa3, KorJga OHM CMOTPST Ha
skpaH. Ecim Bammm cooOlieHus: HUKOTJAa HE BBIXOAWIM 3a PaMKH JKpaHa, TO
Meron Oyaer paboTarb, HO AJiE OOBEMOB KOPPECHMOHACHIIMH, C KOTOPBHIMU
CTAJIKUBAETCSl OOJBIIMHCTBO MPOPECCUOHATIOB, OH HUKAK HE TOJIXO/IUT.

Hna pabomsi ¢ nycmuim swuxom mpebyemcs 20pazo00 MeHvbuie CUl, Yem C
mem, KOmopblil COOePAHCUM MBICAYY COOOUCHUI.

[ToBTOPSIO: OMYCTOLICHUE TMANKU «BXOJAIINE» HE O3HAYAET PEUICHUE BCEX
XpaHsiuxcs B Heil mpo6sem. [Iponecc Tpedyer ot Bac YIAJIEHU A Bcero, uto
MoxHO yaanutb, COPTUPOBKMU cBeaenuii, KOTOpBIE BbI PELIUTE COXPAHUTH U
HE Tmpenanojaralnmx akTuBHbIX 1maroB, BbBIIOJIHEHUS  nelictBui,
3aHMMAIONINX MEHee JBYX MHUHYT M TpeOYyIIIUX NEepeHoca B TMamKu ¢
HAITIOMUHAHUSIMU BCEX OXHUIAHUM U COOOIICHHM, KOTOPbIE 00S3bIBAIOT BAC YTO-
TO TPEANPUHATH. Tenepb MOXKETE€ OTKPBITh CBOIO Manky «@JlectBus» u
MEePEeCMOTPETh COOOIIECHUSI, KOTOPBIM, Ha Balll B3IJIA, CJIECAYET YIACIUTh BpPEMI.
He mnpaBga nu, BBINOTHUTH ONHUCAHHYK MPOUEAYPY TOpa3fo Jerye, 4yem
MIPOCMATPUBATh OJWH 3KpaH 3a JPYTMM C TE€M 4YTOObI HE YIYCTUTh U3 BHIY
KaKyI0-HUOYIb «MUHY 3aMEIJICHHOTO IEHCTBUS» ?

Ilpeodynpeosicoenue: ne pacceusaiime HAaNOMUHAHUA 0 OA/IbHEHUIUX



oelicmeusax

«C 2na3z 001101, U3z cepoya 60H» euje He 03HAUAem «8OH U3 20JI08bIY.

EcrecTBeHHO, BO3HMKaeT peajbHas Yrpo3a, 4YTO BBl IOMECTUTE
HAlIOMUHAHUS O JEHCTBUSAX, KOTOpPbIE OT Bac TpeOyroTcs, Tyaa, TJIe UX MOXKHO
Oyner ymnyctuTh u3 Buay. OCHOBHOE Ha3HAUYE€HHUE OPTraHU3AIMOHHON CUCTEMBI
COCTOMT B TOM, YTOOBI OHa MO3BOJIAJIAa BaM BUJIETh HAMIOMUHAHUS UMEHHO B
HY>KHBIH MOMEHT: TOT/Ia BBl OyJleTe€ YBEpEHbI, UTO 3aHMMAETECh KaK pa3 TeM,
4yeM JOJDKHBI 3aHUMaThecs (a He HaoOopot). Ilepen Tem kak MOKUHYTH OduC,
pacCMOTpUTE KaXKJ0€ «IOABEHICHHOE» COooO0IIeHne, Tpedyromiee OT Bac
AKTUBHBIX JICCTBHM, TOYHO TaK €, KaK Bbl IEPEUUTHIBACTE CIIUCKUA IOJ]
Ha3BaHueM «3BoHKW» U «Kommbiorep». B cymuocTt, «@eiicTBus» — 3T0
IPOAOJDKEHUE Bamero cnucka «KoMmeroTep», M € 3TUM IEPEYHEM CIEAyeT
oOpamaTeCs aHAJIOTHYHBIM 00pa3oM. [loTok OyMakHOW «IOABEIICHHON
paboueil JOKYMEHTAllMM TaKXe CJEeAyeT paccMaTpuBaTh KaK CIIUCOK, €CIIH
JOKYMEHTBI CIIY’KaT €JMHCTBEHHBIMA HAITOMUHAHUSIMU.

[lepeHOC «ITyCKOBBIX MEXaHHU3MOB» JEHCTBUN B MalKy, B CIIHCKU H/WIH B
cucteMy OOpaOOTKHU SJIEKTPOHHOW MOYTHl — BIIOJIHE MPUEMIIEMBIM TOIXO],
€cIM Bbl OOpallaerech ¢ JIOJDKHOM MEePUOJUYHOCTBIO KO BCEM KaTEropusiM, B
KOTOpbIE TNOMECTWIM HanoMuHaHus. Kakagd mosmp3a OT  JOKYMEHTOB,
3aTepsBIINXCS B JOPAX BalIe CUCTEMBI U HE BBIMIOJIHAIONIMX CBOCH OCHOBHOMU
(YHKIIUM — HAMTOMUHATH BaM O JIEHCTBUSIX?

YtoObl MO3BOJUTH ceO€ CIOKOWHO OOmaThcsi C  JIPY3bsSIMU  WJU
MPOTYJIMBATHCS 0€3 OMPEeNeICHHON 1eNU C MOJHOCThI0 CBOOOIHBIM CO3HAHUEM,
BAM HY>XHO 3HATh, I'JI€ HAXOJATCS HAIIOMMHAHUS O JAJbHEHMIIMX JEUCTBUAX U
YTO OHU COOO0I MPENICTABISAIOT, HEOOXOANMA TaKKE YBEPEHHOCTh B TOM, UTO OHH
MOTYT MOAOXKAAaTh. [Ipr 3TOM BbI JOMKHBI OBITH B COCTOSIHUM BCIIOMHUTBH O HUX
B TCUCHUE HECKOJIBKUX CEKYHJI, a4 HE JHEN.

Ynop}moqelme HANOMUHAHUIL O npoekmax

CocraBieHue U BeJIEHUE CIHCKA MPOEKTOB (MPOEKT — 3TO Jtobas mpobdiiema
WM SKeJlaeMbIi pe3ysbTar, TPEOYIOIUN OT Bac BBHIMOJHEHUs 0ojiee OIHOTO
AKTUBHOTO JICHCTBUSA) MOXET OKa3aTbCsl cepbe3Hou 3anaueii! Bromne
BO3MOKHO, YTO y Bac ropaszio OoJplIe MPOEKTOB, YeM Bbl AymaeTre. Eciu Bbl
€lIe HE COCTaBWIM CIIMCOK MPOEKTOB, PEKOMEHAYIO BaM M3HAYAJIbHO COCTABHUTH
CIIMCOK MPOEKTOB B IPOCTON (popMe, aHATTOTHIHOU (popMaTy CIIUCKOB JEHCTBHIA:
3TO MOXET OBITh KaTeropus B HU(PPOBOM MNaMATHON KHUXKKE, CTpaHHUIA B
OTPHIBHOM OJIOKHOTE WJIA Ja)K€ OTJIebHAs IMarKa, 03arjiaBieHHas] «IIPOSKThD» U
coJieprKalias epeyeHb Uiu OTAEJIbHBIC JTUCTKHU C HA3BaHUEM KaXKJI0r0 MPOEKTA.



Cnucox (cnucku) npoekmoe

Cnucok MpOeKTOB HE TMpeAHA3HAYCH JUIsl XpaHEHUs IUJIAaHOB WM JeTajei
CaMUX TPOEKTOB; HE CTOWT MBITAThCA YIOPSAJOYUTH €r0 B 3aBUCUMOCTH OT
MIPUOPUTETHOCTH, MaciiTaba WIW CPOYHOCTH MPOEKTOB — ITO JOJKEH OBIThH
MOJTHBIA TEPEUCHb BCEX HE3aMKHYTHIX IHMKJIOB. Bam BooOIe He mpuaeTcs
popadaThiBaTh CIHCOK IMPOEKTOB B IMPOIECCE IMOBCEIHEBHON ACATEIHLHOCTH;
OOJIBIITYIO0 YacCTh BPEMEHH BBI Oy/I€Te YACIATh CIIUCKaM JCHCTBUMA U CIIOHTAHHO
BO3HUKAIOIUM 3a1adaM. [loMHUTE, BBl HE MOXXETE BBINOJHUTH TPOCKT, BBI
MOETE BBITIOJIHUTH TOJBKO JICUCTBUS, CBSI3aHHBIC C HUM.

Ionuwiti u akmyanvHsili CNUCOK NPOEKMOB A6AAeMCsl OCHOBHLIM pPAOOUUM
UHCMPYMEHMOM, C HOMOUBIO KOMOPO20 MONCHO «Y8UOEMb 1eC 34 0ePesbIMUY.

WctuHHAsS TIEHHOCTH CHHUCKA TMPOEKTOB COCTOMT B TOM, 4YTO OH
MPEAOCTABISAET BO3MOXKHOCTh MOJHOCTHIO MEPECMOTPETh BCE 3aadyu (XOTS Obl
pa3 B HeAeN0) U YOEIUThCA, UTO OIPEICICHbl NallbHEHIINE JEUCTBUS 10
KaKJIOMY MPOEKTY W HUYTO HE YCKOJIb3HYJIO M3 TOJIs 3peHUs. bernpiii B3ris,
KOTOPBIM BBl BpeMs OT BPEMEHH OpocacTe Ha CIHCOK, YCHUJIMBAET YYBCTBO
KOHTPOJISI HaJl CUTYyaIleH, BBl 3HACTE, UTO BaM (M OKPYIKAIOIINM) JTOCTYIICH BECh
apceHall, Mo3BOJIAIONINMA B clTydae HeOOXOAMMOCTHU OLICHUTh padouyI0 HAarpy3Ky.

Cmoum qu dentumsp cChucok Ha noopaszoenvt?

bonbmIMHCTBO JIOAEH CUMTAET, YTO OJWH CIHUCOK — CaMoO€ JIy4llee
pEIlIEHNE, TIOCKOIBKY OH CIYXWUT YHUBEPCAIBHBIM HWHCTPYMEHTOM, a HE
CPEICTBOM €XXEIHEBHOM MEPECTAaHOBKHU MpHOpUTETOB. CHCTEMa MepCOHATbLHOM
OpraHW3aluu  MPEAOCTABISCT HAJACKHOE MECTO JJs XPAHEHHS  BCEX
HE3aMKHYTHIX ITMKJIOB W BO3MOXKHBIX BapHAHTOB ITOBEJICHUs, YTOOBI BalIeMmy
CO3HAHMIO TIPoIe OBUIO TOACKa3aTh BaM HEOOXOIMMOE MHTYUTHBHOE, TEKYIICE
CTPATETUYECKOE PEIICHUE.

He wumeer 3HaueHMs, CKOJBKO pPa3HbIX CIIHUCKOB ITPOCKTOB BBl BEJETE:
TJIABHOE, YTOOBI BBl MPOCMATPUBAIIN COJEPKUMOE KaKJIOT0 U3 HUX C TpeOyeMon
PETYJISAPHOCTBIO, BEb BAM BCE€ PABHO IPHUIETCA BBINOJHATH 3Ty MPOLEAYPY
OJIHM MaXxOM BO BpeMsI €XKeHEIeTbHOTO 0030pa 3a1ad.

Cnocoowl knaccugurkayuu npoekmos

B HekoTOpBIX cuTyanusix ObIBaCT pa3yMHO pa3[eidUTh CIUCOK MPOEKTOB HA
KaTeropuu. PaccMoTpuM Ux 1o odyepeau.

IIpoekTbl 4YacTHOrO M MNpPO(ecCHOHAIBLHOr0 Xxapakrtepa. Hexoropsie
JIFOJTU TIPEANIOYUTAIOT ACNIUTh MPOEKTHI Ha YacTHbIE U podeccuoHanbubie. Eciu
Bbl MPUHALICKUTE K HX YUCIY, UMEWUTE B BHIY, 4YTO CHUCOK «YacTHbIe



MPOCKTHD CIEAyeT MPOCMAaTPUBAaTh TaK K€ PEryIsSIpHO, KaK M CIHCOK
«IIpodeccuonanpHbie TPOSKTH», a HE OCTaBIATh Ha BBIXOJAHBIE. MHOTHE
JICHCTBHS B paMKax MPOEKTOB YaCTHOTO XapaKTepa Hy»KHO OyJeT BBITOIHSITH 110
pabouuM [HSM, KaKk U BCE OCTalbHble 3adauu. K Tomy e 4acTo HUMEHHO
aCTeKThl JTUYHOM KU3HH, OCTaBJICHHbIC 0€3 BHMMAaHHs, OKA3bIBAIOT Ha JIIOJEH
HanOOJIbIIIEE TABICHUE.

JlejlerupoBaHHble MPOEKTHbI. 3aHUMasi JOJKHOCTb  PYKOBOSIIETO
paboOTHUKA WM HaYallbHHUKA, BbI, BEPOSITHO, HEMOCPEJICTBEHHO OTBEUaeTe 3a
HECKOJIbKO TPOEKTOB, HaJ BBIIOJHEHHUEM KOTOPBIX TPYASATCA  Balld
MOAYMHEHHBIC. XOTs, BbI, HECOMHEHHO, MOXKETE IMTOMECTUTh 3TH MPOCKTHI B CBOU
cnucok  «OxumaHus», BO3MOXHO, HMEET CMBICI CO3/JaTh IEpPEeuCHb
«JlemerupoBaHHbIE TPOCKTHI», UTOOBI CIICAUTH 32 UX BBHITIOJJHCHHEM: TOT/Ia Balla
3alaya CBEIETCSs K TOMY, YTOOBI MPOCTO MPOCMATPUBATh CIHUCOK C
NEePUOJUYHOCTBIO, MO3BOJISIIONIEH yOeaUThCS, 4TO paboTa B paMKax MpOeKTa
MPOJIBUTACTCS HAJICKAIINUM 00pa3oM.

OT1aejbHble THIBI MPOEKTOB. B  HEKOTOpPHIX cly4asX HECKOJIBKO
OJIHOTHUITHBIX MPOEKTOB MHOTJA OBIBACT IMOJIC3HO CTPYNIUPOBATh B MOJCIHCOK
«IIpoexTer». Hampumep, y MeHS ecTh OTACHbHAs KAaTeropHusl IMOJ Ha3BaHUEM
«IIpoexkTel 171 OCYIIECTBICHHS» — XPOHOJOTHMYECKHN TepeUYeHb BCEX
MPEACTOSIINX CEMUHAPOB, TPEHUHTOB M KOHCYJIbTAIIMOHHBIX BCTPEU, KOTOPHIC S
JOJDKEH TPOBECTH. OTH MEPOINPHUATHS SBISIOTCS «IIPOCKTaMU», KaK U BCE
OCTaJibHBIE JIea, MOCKOJIbKY S JOJKEH MOCTOSHHO IMPOBEPSITh, BCE JU HJIET
CBOMM 4e€peJoM, 10 MOMEHTa MX 3aBepiieHus. Ho s cumraro, 4Tto MOJE3HO
3aHOCHUTbH UX B OTACIBHBIN CIIMCOK B TOW MOCJIEI0BATEIbHOCTHA, B KOTOPOW OHU
MOSIBJISIIOTCA B KaJIGHJIape, OTACIBHO OT JPYTUX MPOEKTOB.

Ecim BBl — areHT mo mpodake HEABMIKUMOCTH, TMPEIOCTaBIsSCTE
KOHCYJIbTAllUOHHBIE  YCIAYTH WIM  pa3pabaThiBaeTe MPEIJIOKCHHUS IS
CpPaBHUTEIBHO HEOOJBIIIOT0 YHCIa TMOTEHIUAIBHBIX KIMEHTOB B KaKOW-THOO
o0JacTv, TO BaM, BEPOATHO, MOJE3HO OyAeT coOpaTh B OAMH IMEpeyYeHb BCE
«TEKYIIUE OTHOIICHUS C TTOKYIaTeIIMMU». ITO MOXKET OBITh OTJEIBHBIN CIIHUCOK
B BamieM OJIOKHOTE TMojJ Ha3BaHueM «Pa3paboTka TPOEKTOB 1O padoTe ¢
KJIMEHTaMW» WUJTU, €CJIM Y Bac y>Ke eCTh Marmka JJsl KaXJA0ro TeKYIIEeTro MPOeKTa,
J0CTaTOYHO OyAET MPOCTO YJOXKHUTh UX B OJUH JIOTOK Ha paboyem cTouie.
[ToMHUTE O rTaBHOM: JaHHBIN MOAXO0J CPAOOTAET TOJIBKO B TOM CIy4ae, €CJIH BbI
coOpaii BOeIMHO a0COJIIOTHO Bce MpoOJeMbl, TpeOyrolue OT BaCc aKTHUBHBIX
JEUCTBHM, U PETYJSAPHO MPOCMATPUBACTE UX TEPEUYCHBb HAPSAY C OCTAIbHBIMU
MPOCKTaMHU.

Kax 6vtmo ¢ noonpoekmamu?



VY HEKOTOpBIX U3 MPOEKTOB MOTYT OBITh CYIICCTBEHHBIC MOANPOEKTHI,
KOKJBIA M3 KOTOPBIX TEOPETUYECKHM MOXHO PaccMaTpuBaTh KaK OTIEIbHBIN
npoekT. K npumepy, ecnu Bbl mepees3kaeTe B HOBBIM J1OM U OOHOBJISIETE WU
MEHSIETE H3PSAHYI0 4YacThb CBOETO HMMYILIECTBA, TO Yy BAacC MOXKET MOSIBUTHCS
CIUCOK MpoOJieM, MpeArnojaraloiuxX akTUBHbe maru: «JloBectu A0 yma
nanamadt», «IloMeHsITh MPOBOJAKY B MOABANE€» U T. A., U BCE OHU MOTYT
CUMTAThCA OTACIbHBIMM MPOEKTaMU. BBl 3amuchIBacTe BCE ATU 3aMBICIBI B
CIIUCOK KaK OJHWH TPOCKT (CKakeM, «3aKOHYUTh OOHOBJIICHHE JOMay) WIH
BBINIACHIBAECTE KAXBIM MOAMPOEKT B OTAECIBHYIO CTPOKY?

Ha camoMm nene 3T0 HE MMEET 3HAYEHMS, €CJIM Bbl MPOCMATPUBAETE BCE
KOMITOHEHTBI MPOEKTa JOCTATOYHO YacTO ISl TOTO, YTOOBI MOJACPKUBATH
BBICOKYIO MPOU3BOAUTENBHOCTh. He CyllecTByeT BHENIHErO0 MHCTPYMEHTA WU
¢opmara opraHuzalu, HUACATBHO MOAXOMASIIET0 JJisi COPTHPOBKH BCEX
MPOEKTOB B TOPU30HTAJbHOM (BIOJb) U BEPTUKAIBHOW (CBEpXY BHH3)
IJIOCKOCTSAX; B JIOOOM Cjydae HYXXHO TOMHHUThH 000 BCEH COBOKYIMHOCTH
MIPOCKTOB B II€JIOM (OJHO W3 CPEACTB — ©€KEHeNIelbHbIH 0030p). Ecim BbI
BHOCHUTE B CIIUCOK TOJIBKO KPYHHBIM MPOEKT, UMEET CMBICI COCTAaBUTh CIIMCOK
MOJANPOCKTOB W/WIIM MPOEKTHHIN IJIaH B paMKaX COIyTCTBYIOIIETO Marepuala,
KOTOPBIM MOXHO MPOCMATPUBATh BO BPEMS peaIM3allu OCHOBHOTO 3aMbicia. S
OBl TOCOBETOBAJ MPUMEHATh JAHHBIM MOAXO0M, KOT/Ia 3HAUUMbIE COCTaBIISIONINE
IPOEKTAa 3aBUCAT OT IEPBOOYEPEIHBIX ACHUCTBUM. B 3TOM cilyyae HEKOTOpBIE
MOANPOEKTHl MOTYT HE MPEAIOIaratb MepBOOYEPEAHBIX IIATOB, TOCKOJIbKY OHU
«OXKUAAIOTY IPYTUX COOBITHI, 4TOOBI CABUHYTHCS C MEPTBOM Touku. Hampumep,
BBl HE CMOXKETE HadyaTh NMPOEKT «OOHOBJICHHE KYXHU», ITOKA HE PEIINTE 3a/1auy
«ITomeHsATh NpPOBOAKY B TMOABajEC». Brpouem, BbI MOXETE€ 3aHUMATHCS
npobnemoii  «JloBenenue — manamadra 10  ymMa»  HE3aBUCUMO  OT
BBIIICYTIOMSIHYTBIX TMOJANPOEKTOB. TakuM o0Opa3zoMm, cleayromue JIeHCTBUS B
pamkax 3amau «CmeHa mpoBoJkH B mojBane» u «llnanupoBanue nanmgmadTan
OyIyT MOCTOSIHHO OMPE/ICICHBI.

[Tycte Bac 0co00 HE BOJHYET BOIPOC, KaKOW MOAXOJ] Hammydmwid. I Obl
MIOCOBETOBAJl TOMECTUTh KpYIIHBIE MPOEKThl B CIHCOK IPOEKTOB, a HX
COCTABJISIIOIIME OTHECTH K CONYTCTBYIOLIMM MaTepuanaMm, OOECHeuYrB HX
PETYISIPHBIN TIEPECMOTP B X0JI€ €KEHEeIbHOT0 0030pa. Eciu BbI cOMHEBaeTeCh
B 3(G(}EKTUBHOCTH JTAHHOTO MOJX0Ja, IMOMBITANTECh BKIIOYUTH AKTUBHBIE U
HE3aBHUCHUMBIE MMOJIPOCKTHI B TJIABHBIN CIIUCOK B KAYECTBE OTAEIIbHBIX MO3UIIUIA.

Buvl mooiceme copmuposamv npoekmuvl U nOONpoeKkmuvl N0 COOCMBEHHOM)
YCMOMPEHUIO, 21a8HOe — 3HAMb, 20e HAUMU 8ce MmeKywue cocmasisaouue.

He cymectByer wuaeanbHOM CHUCTEMBI OTCICKUBAHUS MPOEKTOB U
MOJANPOCKTOB OJMHAKOBBIM CHOCOOOM. BBl  JOMKHBI JUIIL MOMHUTH O



CymCCTBOBAHHUU IIPOCKTOB H, CCJIM OHH IOAPA3ZACIIANOTCA Ha COCTABJIAIOLIHC,
3HaTh, I'AC HaWTH HalIOMUHAHHUE O HUX.

Conymcmeymmue mamepuaiibl no npoekmam

ConyTcTByIOIIME Marepuagbl MO NPOEKTaM — 3TO HE JICUCTBUS M HE
HarnioMuHaHUsA. COMyTCTBYIOIIME MATEPUANIBI — 3TO PECYPCHI ISl MOIIEPKKA
JNEUCTBUN U UJIEN B PAMKaxX ITPOEKTOB.

He wucnone3yiite CcONyTCTBYIOIIME MaTepUalibl Kak HarnoMmMuHaHus. Kak
MpaBWiIO, JIIOJM MCHOJB3YIOT CTONKKM OyMar W IUIOTHO 3a0UThie TMAaNKH B
KaueCcTBE HAIIOMUHAHUHN O TOM 4TO (1) y HUX HaMe4eH NPOEKT U (2) HY>KHO UTO-
TO IPEANPUHSITH MO 3TOMY OBOAY. OHU HAJENSIOT COMMYTCTBYIOIINE MaTEPHUAIbI
(GYHKIMSAMU HAallOMUHAHUK O AanbHedmux nerctBusix. [IpobGiema B TOM, 4TO
JNAJpHEUIINE ACUCTBUSA U 0KUIAHUS B paMKaxX JaHHBIX MMPOEKTOB NO-IIPEKHEMY
HE OIPEJEJICHbl: OHU BCE €IIE MBICJICHHO 3aKJIIOYEHBI B MANKax M CTOINKax U
MPOU3BOJAT BICYATJICHHUE JIOMOJHUTENBHOM «PYTUHBD), KOTOpPAass TOJBKO
OTTaJKUBAET CyOBhEKTa OT aKTUBHOU JesTenbHOCTH. Ha Oery wim B cOCTOSHUU
TUMIMYHOU pabouel «3amapku» BaMm B IMOCJEIHIO Oodepeib 3axoudercs OpaTh B
pYKU MOJ00HBIE ManKu M pa3OupaThCcs ¢ HUMU. boriee TOro, mankud ¥ CTONKU
TaKoro copra OyayT TOJBKO MPUBOAUTH BAaC B 3aMEIIATEIHCTBO, TOCKOJIBKY OHH
HE MOATAJIKMABAIOT K KOHKPETHBIM JICUCTBHUSIM, a TOJIBKO YBEIMYHUBAIOT
BHYTPECHHEE HANPSIKEHUE.

Ecnu BBl OKazaivuch B MOJOOHON CHUTyallMd, TO TEPBBIM JCIOM CIEIyEeT
100aBUTh MPOEKT K CHHUCKY MPOEKTOB B KauyeCTBE HAMIOMUHAHUS O TOM, YTO
HYXHO JIOCTHYb ONPENEIECHHOro pesyJibrarta. [locie 3Toro cieayer moMecTuThb
IIOCJICIOBATEIBHOCTD JIEMCTBUM W OKHMAAHUSA B COOTBETCTBYIOLIME CIUCKHU
HanmomMuHaHui. Hakonen, korma npuxoauT BpeMmsi (U3MYECKH COBEPIIUTH
NEUCTBUE, HAIPUMEDP, MO3BOHUTH KOMY-TO IO IOBOJY IPOEKTAa, Bbl MOXKETE
pa3NoXuTh mepen coOOW Bce MaTepHalibl, KOTOpbIe, MO-BallleMy, MOTYT
MOHA00UTHCS TIPU PA3rOBOPE B KAUECTBE CIIPABOYHBIX JIAHHBIX.

Eme pa3 mnoBTOopro: BaM HE CIEAYEeT HCIOJIb30BAaTh COIYTCTBYIOIIUE
Marepuaibl B KAYECTBE OCHOBHBIX HAIIOMWHAHUM O HAMEYEHHBIX IIarax — 3Ty
(YHKIIMIO HY>XHO BO3JIOKUTh Ha CHHUCKU AalbHeWmux nedctBuil. Ho ecnm
IIOMHUMO CIIEIIUAJIbHBIX APXUBHBIX U CIIPABOYHBIX JAHHBIX MAaTEPUAIIBI COJIEPIKAT
IJIaHBl U 0030PBI MPOEKTA, MOXKETE Pa3MECTUTh UX Ha pabodyeM CToJie, a HE TaM,
I7Ie Bbl XpaHUTE OOBIUHYIO CCHUIOYHYIO MHGOpMaNNi0 — B mKady AJs Marok.
[TocmenHuil BHOJIHE MOAXOAMT W JUI XPAaHEHUs BCIIOMOTATENIbHBIX CBEICHUU,
€CJIM Y BaC XBaTUT PEIIMMOCTH BBITAIUTh HY>KHBIM SIIMK U B3[VISIHYTh Ha IJIaH
BO BpeMs €XEHEIEIbHOro o030pa. B mpoTHMBHOM ciyyae nydiie JepxaThb
CONYTCTBYIOLIME MaTEpHUAIbI 11O MPOEKTY HA CIIEIUAJIBbHOU ATaXKEPKE IS Aok



WM B OTJEJIBHON CTONKE (KOp3MHE) Ha pabovyeM CTOJIE HIIA CTOJIMKE.

Bo3sBpamasice Kk npuMepy ¢ IEPEE3IoM, 1 MOTY IMOCOBETOBATh BAM 3aBECTHU
nanky, o3aryiasieHnyto «HoBbiit tom», rae comepikarcs Bce IIaHbl, TOIPOOHBIE
OMMCAHMS U 3aMETKH, Kacarouuecs JaHamadra, KyXHd U noasaita. Bo Bpems
eXKEHEJICTPHOTO 0030pa, JOWIA N0 MyHKTa «3aKOHYUTH OOHOBJIICHHE JO0Ma» B
CIIMCKE NPOEKTOB, AOCTaHbTE Nanky «HOBBI nOM» M MPOCMOTPUTE BCE CBOMU
3amucH, 9TOObI yOEIUTHCS, YTO HM OJTHO M3 HAMEUEHHBIX JCWCTBUN HE OBLIO
YIOYIIEHO. DTH JEHCTBUS Bbl Oy/AeTe BBINOJHATh, MepeaBaTh WIH OTKIAJAbIBAThH
Ha OynayIiiee ¥ BHOCUTH B CITUCKH, a TAaNKy OyJieTe KJIacTh Ha MECTO A0 TeX IOop,
MOKa OHA HE MOHAJO00UTCS CHOBa, BO BPEMsl CBEPKM HAMEUEHHBIX IIaroB WM
CJIEIYIOIIETO €XKEeHEIeTbHOT0 0030pa.

MHorue moaM, UMEINIME [eJ0 ¢ NOTEHUUAIbHBIMU M TEKYIIMMHU
KJIMEHTaMU, MBITAIOTCSI MCIOJIb30BaTh CIEIUAIbHbIC MANKU W/HIA MPOrpaMMbI
YIOpaBJICHUS] KOHTaKTaMU, Takue kKak Act! st paboTsl ¢ kineHTypoi. [Ipobiema
B TOM, YTO HEKOTOpPbIE MaTepHasibl MPEACTaBIAIOT CO00M MPOCTO (haKThl WIH
UCTOPUYECKHUE JAaHHBIE, KOTOpbIE HYKHO XpaHUTh KakK CIIPABOYHYIO
uH(pOpMaIINIO, TTOKa OHU HE TOHAN00STCS, a OPyrue CBEACHHS MPEICTaBISIOT
HAMIOMUHAHUS O JACHCTBUSAX, HEOOXOAUMBIX ISl pa3BUTHUSI OTHOIICHUM. JlaHHBIE
BTOporo Tuna 3(dexTuBHee ObUIO OBl OPraHM30BaTh B CHUCTEMY CIIHCKOB
nevctBuil. MHaboOpMaIusg o KIMEHTE HOCHUT JIMIIb CIPABOYHBIA XapakTep U ee
MO>XHO TIOMECTHUTH B OOIIYIO MAMKy CO CCHUIOYHBIMU CBEJCHUSMU O KIMEHTYPE
WU B KIMCHTYpHYIO OubmnoTeky. (S mombs3yrock mporpammoi Act! Gmaromaps
€MHCTBEHHOMY MPEUMYIIECTBY: OHA IMO3BOJSET oOpalmiarbcs cpazy KO Bcel
nH(OpPMAIIMK O KOMITAHUH U CBSI3BIBATHCA C €€ KIIFOUEBBIMU MPEACTABUTEIISIMH.
OT0 KayecTBEHHas KIMEHTypHas 0asza JaHHBIX.) Eciu MHE HYXHO MO3BOHUTH
KIIMEHTY, HalIOMUHAHUE 00 TOM XPaHUTCS B MOEM CIHUCKE «3BOHKMY.

OpZtlHLB‘tll(u}l CNOHMAHHOZ20 RPOCKMHO20 MblUl/IeHUA



B rmaBe 3 s yxe ynoMuHal O TOM, YTO BaM B TOJOBY 4YacTo OyayT
OPUXOAUTh HJEH IO TMPOEKTaM, KOTOpbIE HE O005S3aTeNbHO OKaXyTCs
JAIbHEUIIMMU JEUCTBUSIMU. DTH HJIEU TMOMAJAI0T B IIMPOKYIO KaTEropHUIio
«COMYTCTBYIOIIMX MAaTEPUATIOB» U MOTYT MPEJCTaBISAThH COOOW UTO YrOAHO: OT
IUIAHOB HA TMPEACTOSALIUMN OTMYCK 10 YSCHEHHS KIIIOUEBBIX KOMIIOHEHTOB
MPOEKTHOro IjaHa. Muess MoXeT mpuiiTh BaM B TOJIOBY, KOTJa BBl 32 PYJIEM,
CllyliaeTe HOBOCTH IO pPaJW0 WIM YHUTAeTe HHTEpPECHYI0 cTaThio. Kak BbI
MOCTYIA€TE C HUMMU?

Hem myoicovr ynyckams udeu, Kacawowuecs ONpedeleHHO20 NpoeKma,
npeomema uniu memboi.

Moii coBeT TakoB: HE 3a0bIBANTE, TJI€ Y BaC XPAHATCS CBEJCHUS MO MPOEKTY
WM T€Me, KaK Bbl MOXETE UX JIOTIOJHUTH B TAHHOM (pOopMaTe U T/I€ Bbl MOXKETE
COXpaHUTh Oojee OOmIUpPHBIE OOBEMBl TEMAaTHYECKOTO Marepuana. Y
OONBITMHCTBA MPOGECCHOHAIOB €CTh  HECKOJIBKO CIOCOOOB  XpaHCHHS
BCIIOMOTATEIbHBIX MAaTEPUAJIOB, B TOM YUCJIEC MPUKPEITICHUE 3aMETOK K MyHKTaM
CIMCKa, opraHuzamnus 1udpoBoi nHPOpMaMKU B JICKTPOHHBIC COOOIICHUS 1/
K 0a3bl JaHHBIX, BEJACHHE OyMakKHBIX MAroOK U 3amuceil B OJIOKHOTAaX.

IIpukpenieHHble 3aMeTKH. BOJBIIMHCTBO OpPraHU3AIMOHHBIX MPOTPaMM
MO3BOJISIIOT MPUKPENUTH ANEKTPOHHYIO «3aMETKY» K CHHCKY WIH KaJeHAapIo.
Ecnu BbI XpaHuTE CHHUCOK MPOEKTOB HA KOMIIBIOTEPE, TO MOXKETE MEpPEeHTH K
MPOEKTY, O KOTOPOM JTyMalld, OTKPBITh UJIU MPUKPENUTh K HEMY «3aMETKY» B
uudpoBoM (QopmaTe W BOedaraTh Tyla HACKHD — 3TO MNPEKPACHBIH CHOCOO
¢ukcanuu TPOEKTHOTO MBIIIJICHUSI «HAa OOpaTHOW CTOpOoHE KoHBepTay. Ecim
Balll CIUCOK TMPOEKTOB COCTaBJIEH Ha Oymare, MOXETe NPUKPEHHUThH
CaMOKJICIOIINIICS JIUCTOK TMOJ] COOTBETCTBYIOIIMM IMYHKTOM OCHOBHOTO CIHCKa
WIN K OTIEIbHOMY JTOKYMEHTY, TZie yka3aHa mpoOiiema. B mobOom ciydae He
3a0bIBaliTe B3MVISIHYTh Ha  MPUKpPEIUICHHbIE JaHHBbIE, Korjga Oyjaere
MIPOCMATPUBATH MTPOEKT, YTOOKI C MOIB30H 3a7eHCTBOBATH MH(OPMALIHIO.

DJIeKTPOHHAsE Mo4YTa M 0a3bl JaHHBIX. OJEKTPOHHBIE COOOIICHHUS,
colepKalllie IEHHYI0 HMHPOPMAlUI0 MO TMPOEKTaM, MOXHO XpaHUTh B
CHeIMaNbHOW mamnke (CIAeAyWTe TMPUBEICHHBIM  paHEe  HHCTPYKIUSM,
KacamlMMcsl Chucka «@JleiicTBusi»: Hampumep, 3aBEAUTE CIUCOK IO
HazBaHueM «@IIpoekTe»). Ecnu Bel eme He 3aBenu Oosee MOAPOOHOU
AIEKTPOHHOM 0a3bl NAHHBIX AJIS YIOPSA0OYCHUSI CBOUX MBICICH MO MPOCKTY WM
TeMe, TO OHA TOKE€ MOXKET BaM MpPUroAuThcs. Hampumep, eciau Baiia KoMIaHus
nonp3yeTcs mporpammor Lotus Notes, mMokeTe co3marh 0a3y JaHHBIX 10
MPOEKTaM JIN0O /i COOCTBEHHOTO Tosib3oBaHus (Ha cBoeMm [1K), mubo nis Bcex,

KTO IIOJKJIIOYCH K JIOKaJbHOMN CGTI/I.M HMMeeT cMBICT 03HAKOMHUTHCSA C Oa3zamu
AaHHBIX HCKOTOPBIX APYIUMX THUIIOB, MIPHUCYTCTBYIOIINX HA PBIHKC, — AAXKC CCJIU



KpOME Bac HHUKTO HE COOMpaeTCsi UMHU IMOJIb30BaThCA. Torja Bbl HAy4YHUTEChH
BBIPE3aTh M BCTABIATH (PpAarMEHTHI AJIEKTPOHHBIX CTPAHUIl U COOOIICHHUIA,
pa3MelaTh JaHHBIE B OINPEAEICHHON TEMaTHYECKON KAaTerOpuu WU MPOCTO
3aHOCUTH HJIeW B KoMIbioTep. He 3a0yabpTe 03HAKOMUTHCS C TEXHOJOTHEH U
MHCTPYMEHTApUEM, YK€ HMMEIOIIMMCS B BAallleM pPacHOpPsHKEHUU: OCBOMB BCE
CIIUCKU M TPUJIOKEHUS, YCTAaHOBJICHHBIC, K MPUMEPY, Ha HU(PPOBOM OJIOKHOTE
Palm, BBl momyuuTe MOMOJHUTEIbHBIE BO3MOKHOCTU (PUKCUPOBAHUS HIIEH «HA
000pOTE KOHBEPTAY.

Tpaguuuonnble mnankv. Hamnume OTAETPHOM NAaNKW, MOCBAIICHHON
KOKJIOMY TMPOEKTY, BeCbMa pE30HHO, €ClId BBl coOupaeTe OyMaxKHbIC
MaTepuasbl; BO3MOXHO, JAHHBIA MOAXOJ HE OTIUYAETCS BBICOKOW CTEIEHBIO
aBTOMAaTH3alllU, HO, TEM HE MEHEE, SIBJIACTCS AJIETAHTHBIM pelieHreM. JIerkocTh
U TIPOCTOTa B OOpAIICHUH MO3BOJISAIOT CO3/1aTh XOPOIIYIO CUCTEMY COPTUPOBKU
— 3aBeAMTE MarKy JUisl KIOYKOB OyMaru, Ha KOTOPBIX Bbl JIeJIajd 3aMETKHU B
XO0JI€ COBEILIAHUS.

Crpanunbl B 0Ji0kHOTaX. CyIIECTBEHHOE MPEUMYIIECTBO OyMa)KHBIX
OTPBIBHBIX OJIOKHOTOB COCTOMT B TOM, YTO BBl MOKETE MOCBSITUTH IIENIYIO
CTpaHHUIly WJIM HECKOJbKO CTPaHUIl OJHOMY MPOEKTy. S rogamu Ben OIOKHOT
cpennero ¢gopmMara, B Hauajie KOTOPOro ObLT PACIOIOKEH CIHCOK MPOEKTOB, a B
KOHIIE — TMepeyYeHb BCIIOMOTaTENbHBIX MAaTepuajoB MO HUM: TaM Bcerja ObLIOo
HECKOJIBKO YMCTBIX CTPAHUIL JUIs 3aMMCH JTIOOBIX CIyYalHbIX UACH, IJIAHOB WU
JETAJIEN MMPOEKTOB U3 CITHCKA.

Kaxapiif U3 OmuCaHHBIX METOJIOB MOXKET ObITh BechbMa 3 (EKTHUBEH MpuU
OpraHu3allid TMPOEKTHOTO MbIUIeHUA. [JaBHOe, He 3a0bIBaiiTe BBINOJIHATH
JNEUCTBHS, O KOTOPBIX TOBOPUTCA B 3aMETKAX, U MPOCMATPUBANTE 3aMHUCH C
MEPUOANYHOCTHIO, COOTBETCTBYIOIIEH MPUPOJIE MPOEKTA.

Cogertyto cpa3y ke U30aBUTHCS OT MAcChl 3aMETOK, KOTOPbIE YTPATUIN CBOIO
aKTyaJIbHOCTh WJIM PEJIEBAHTHOCTb, YTOOBI CHCTEMa HE «3acTauBajiacb». S
oOHapyXui, 4YTo (PUKCHpOBAaTh HACH TMOJAOOHOTO poJa BechbMa IIOJIE3HO,
MOCKOJIbKY OHU MOMOTAIOT MBICIHMTEIBHOMY MPOLECCY, & OTHIOAb HE MOTOMY,
9TO 51 00sA3aTEIBHO 3aJCHCTBYIO KXKIyI0 W3 HUX (OOJBIIMHCTBO S TaK U HE
ucrnoisib3yio!). S meITaloch CACAWTH 3a TEM, 4YTOOBI YCTapeBIIME HUICH HE
3a/IEpKUBAIUCH B CIIMCKAX CIUILIKOM JIOJITO, U HE JeNaTh BUJl, YTO OHU IOJIE3HBI,
€CJIM OHM TAKOBBIMU HE SBJISIFOTCS.

Copmupoeka 0annvlx, KOmopule He mpedyom aKmueHvIX 0eicmeuil

Kak Hu cTpaHHO, OIHA U3 CaMBIX CEPHE3HBIX MPOOJIEM B CUCTEMAX JIMYHOU
opraHu3anuy OOJIBIIMHCTBA JIIOJIEH COCTOUT B TOM, YTO OHU OOBEIUHSIOT
HEMHOTOYHCIICHHbIE 3aJlau¥, TPEOYIOIIHe AKTUBHOTO DPEIICHHsS, ¢ OOJbIIUMU



o0beMaMu JTaHHBIX M MaTEpHUaliOB, KOTOpPbIE, HECOMHEHHO, IOJIE3HBI, HO HE
MPEANOJIaraloT HUKAKUX JEWCTBUM € HX CTOpOoHBL. (Co3/aHKMe XOpOIIMX,
COTJIACOBAHHBIX CTPYKTYp COPTHUPOBKM Marepuana, KOTOpbId He Tpedyer
aKTHUBHBIX IIar0OB, B Ballleil paboTe U B )KU3HU TaK K€ BaXKHO, KaK U yIpaBIICHUE
BAIIUMHU JCHUCTBUAMU M HANIOMUHAHUAMHU O Ipoekrax. Korma BbI HE Moxkere
KOHTPOJUPOBATH JIAHHbBIE, HE TPEOYIOIIME aKTUBHBIX 11ar0OB, OHU TOPMO3ST BECh
rporecc.

Matepuansl, He TpeOyrolue OT Bac aKTUBHBIX JCUCTBHI, MOMANAIOT B JIBE
KpyIHHbIE KaTETOpPHH: CIpaBouYHas HMHQPOpMAllMid M HANOMHUHAHMS O BEIIaX,
KOTOpBIE HE NPEAIoNararoT CPOYHBIX JEUCTBHM, HO MOTYT IIOJIpPa3yMeBATh
KaKHe-TO IIaru B OyayImiem.

CI’lpthOllele mamepuaiibl

3HAYUTENBHYIO 00 MAaTEPHATIOB, KOTOPBIE OKA3bIBAIOTCA Y Bac Ha pabodem
CTOJIC ¥ HAKAILJIMBAIOTCS B BaIlleH JKU3HU, COCTABISIET CIIpaBOYHasi HH(OpMaIus.
Ot Bac He TpeOyeTcs HHMKAaKMX aKTHBHBIX JEHCTBUH, HO pedb HIET 00
uH(popMaIKi, KOTOPYIO Bbl XOTUTE OCTAaBUTh y C€0sl MO pa3HbIM MPHUUYUHAM.
Bamu xitoueBbie penienust 0y ayT coAepKaTh OTBETHI HA CJIEAYIOLIUE BOIPOCHL:
KaKoe KOJIMYECTBO MaTepuajia MMEEeT CMBICT AepxkaTh y ce0s, CKOJIBKO MecTa
€My OTBECTH, B Kakoi (popMe ero XpaHuTh U rie. B 3HaUNTENbHONU MEpe OTBETHI
OyIoyT ompenensiTbCsd WHIWBUIYAIbHBIMUA WM OPraHU3allMOHHBIMH MOTHUBAMH,
OCHOBaHHbIMU Ha HOPUAUYECKUX WM JIOTHYECKUX JIOBOJAX WA JMYHBIX
MPEANOYTCHHSIX.

[lcuxonmoruueckass mnpoOiemMa, C KOTOPOM CTaJKUBAeTCsl OOJBUIMHCTBO
JIO/EH, HMEIOMMX JEJI0 C PYTHUHOM, COCTOMT B TOM, YTO OHA OCTAaeTCs
«PYTHHOW»: OHU HE MOTYT PEIINTh, YTO TPEeOYeT OT HUX aKTUBHBIX JNEHCTBUH, a
YTO — HET. EClIK BBl YETKO YSICHWUJIM, YTO €CTh UTO, CCBUIOYHBIN Marepuai He
JOJDKEH BBI3bIBATH y Bac UYyBCTBA BHYTPEHHETO HANPSHKEHUS WU
HE3aBEPIIEHHOCTH: OH JIOJDKEH CTaTh Bamied Oubiamorekoil. B Takom ciydae
€IUHCTBEHHBIM BOINPOC, HA KOTOPBIM BaM CIEAYET OTBETUThH: HACKOJIBKO
Oonbiras OubnuoTeka BaM HykHa. [locie Toro, kak Bbl MOJHOCTBHIO BHEAPUTE
JaHHYI0 METOJOJIOTHIO YIPABIEHUS NEITEIbHOCTHIO, MOXKETE YyBCTBOBAThH CcEO0s
abCoMoTHO  CBOOOAHO B paMKax  MPEJOCTABICHHOTO  MPOCTPAHCTBA
(pusnueckoro  WUAM  BHUPTYAJIbHOTO).  YBEJIMYHUB  pa3MeEpbl  JUCKOBOTO
MPOCTPAHCTBA HAa CBOEM KOMIIBIOTEpE, S CTaJl XPaHUTh 3HAYUTEIHHO OOJbIIE
ANIEKTPOHHBIX cOOOIIeHUH, yeM panblie. [lo-moeMy, uem Oosblie, TeM Jydlle:
Bellb yBeNU4YeHHE 00BEMOB CYry0O CCBUIOYHBIX MATEPHAIOB HE YBEIUYUBAET
MICUXOJIOTUYECKON HAarpy3KH.



Mmnozoobpaszue cucmem copmuposKku cnpagoyHoil unpopmayuu

CymiecTByeT HECKOJIbKO CIIOCOOOB OpTraHMU3aIliU CIPaBOYHOTO MaTepuasia U
MHO>XECTBO MHCTPYMEHTOB, KOTOPbIE MOXHO JJIi 3TOTO MCHOJb30BaTh. Hibke
MPUBOJUTCA KPATKOE OMUCAHWE HEKOTOPBIX M3 Hauboyiee paclpOCTPaHEHHBIX
crioco00B OpTraHU3aIINH.

 OOmee XpaHWIMIIE CHPABOYHBIX MaTEpUaIoB — OYMaXHBIX H
AIEKTPOHHBIX.

* O0ObeMHEHNE MaTePUAIOB B OOJIBIINE KATETOPHH.

* «Ponoaexce» 1 HOCUTENN KOHTAKTHON MH(OPMAIIHH.

* bubnuoTexu u apXuBBHI.

OO0mee xpaHwiumie CHPAaBOYHBIX MaTepHaJoB. Xopomlas CHCTEMaA
COPTUPOBKM HMMEET KPUTHUECKOE 3HaueHue i oOpaboOTKH U yHOpSI0YCHUs
MatepuasioB. OHa KpailiHe HeoOXoJIuMa i YNOPsSAOYEHUsI OONbIIUX 00HEMOB
OyMa)KHBIX MaTepuajoB, KOTOphIE O0JaNal0T IEHHOCTHIO MO TOW WJIM HHOU
npuduHe. O01Ias cucTeMa COPTUPOBKHU CIIpaBOYHOM nHMOpManuu GopMupyeTcs
B IIpoliecce 00pabOTKU «KOP3UHBI». BBl NOMKHBI OBITH B COCTOSIHUM 0€3 Tpynaa
MOMECTUTh B XPAaHUJIUIIE JIOOON KJIOUOK OyMaru, K KOTOpOMY BaM 3aXOueTcs
oOpaTUThCS  TO3JHEE, NPUYEM CHCTeMa JIOJDKHAa OBITh  JOCTATOYHO
He(hOpMaIbHOW M JOCTYHMHOM JIE TOTO, YTOOBI 3TOT KJIOYOK OymMaru MOKHO
ObLIO YJIOKUTH B ai(aBUTHBIN MEpeUeHb, HE OTBIIEKASCh OT TEKyIIell paboTHlI.
(Ecnn y Bac ellie HET TaKOW CUCTEMBI, BEPHUTECH K IiaBe 4.)

Bawa cucmema opeanuzayuu OauHbIX O00NNHCHA NPeOCMAasisimsb OO0l
npocmyto 6ubIUOMeEKy, K KOMOPOU MOJCHO 0e3 mpyoa odOpamumuvcs, a He
MOJILKO HANOMUHAHUE O OeliCMEUSX, NPOEKMAX, NPUOPUMemax u nepcneKmusax.

bonpmmHCTBY mrofieil XBaTtaeT OT JBYXCOT JO YETHIPEXCOT TMAamoK C
OyMa)KHBIMH CIIPABOYHBIMHU MaTepHallaMU OOIIETO XapaKTepa U OT TPUALIATH JI0
CTa JIEKTPOHHBIX MATOK.

OO0bennHeHue MaTepuaioB B 00JibIINe KaTeropun. JIrobas TemaTudeckas
uHdopMaIus, A1 XpaHSHHs] KOTOPOil HY>KHO OoJjiee MATUACCITH Mamok, J0KHA
OBITH MOMEINICHA B OTIEIbHBIM pa3/ien WIH SIIUK, TJe JaHHbIE OTCOPTUPOBAHBI
M0 €IWHCTBEHHOMY KpuTeputo. Hampumep, eciau Bbl 3aHMMAeTeCh CIUSHUEM
IBYX KOPHOpAaIMi U CTAIKUBAETECh C MACCOM Oymar, MOXeTe BBIICTUTH JIBa WU
TpH miKkada HEJTUKOM MOJ] JOKYMEHTAIIUI0, BOSHUKAIOIIYIO B MpoIiecce padoTHI.
Ecnu BB yBiieKaeTech CaioBOJACTBOM, SXTEHHBIM CIIOPTOM WU MPUTOTOBIICHUEM
e/Ibl, TO BaM, BO3MOYKHO, TTOHAJOOUTCS LEJIbI SIIUK JIJIS TIAMOK, YTOOBI XPaHUTh
BCIO JJOKyMEHTAIIUIO, KaCaIOIIYIOCs BalIero Xo00wu.

[loMHUTE, YTO €CIM «HPEeaMET PACCMOTPEHUsS» MPEIOoNaraeT HaTudue



BCIIOMOTATEIbHBIX MaTEPHAIOB, KOTOPbIE MOTYT CMEIIAThCs C JPYTUMHU
TEMaTUYECKUMU CBEJACHUSIMH, TO BaM, BEPOSATHO, MPUJIETCS BBIOUPATH, TIE
JepKaTh JaHHbIC: B OOIIEM XpaHWIHILE WIK B CICHHAIM3UPOBAHHBIX IManKax
s crnpaBoyHOM uH(popmaruu. Korjma Bbl unMTaere WMHTEPECHYIO CTAaThIO O
KUBBIX HM3TOPOJISIX U XOTUTE COXPAHUTH €€, KyJa OHa TMOMajeT: B mKad mona
Ha3BaHueM «CaqoBOACTBO» WM B OOMIYIO CHUCTEMY, BMECTE C JAPYyTUMHU
CBEJICHUSIMU IO JOMOBOJYECKUM MpoekTam? OOIee MpaBUiIO TaKOBO: JIydIle
BCETO MPUJICPKUBATHCS OJHOM LIEJIOCTHOM CHCTEMBI XPAHEHUS CCBUIOYHBIX
CBEJICHUI; WCKJIIOUECHHE COCTaBIISIET TOJBKO OrPAaHMYCHHBIA JUaIa30H
OTZIENIbHBIX TEM.

«PosiogeKkcb» W HOCUTEJM KOHTAKTHOW HH@opManuM. 3HAUYUTEIIbHAS
yacTh MH(OpMAIUU, KOTOPYIO BaM HYKHO JIepkKaTh y ce0s, HEMOCPEACTBEHHO
KacaeTrcs JIIOJEH M3 Ballero OKPYXEHHS. OTO MOXET ObIThb KOHTaKTHas
uHpopmalsi BCeX THUIIOB — HOMEpa JOMAalIHUX, pabo4yux, MOOMIIBHBIX
tenedoHOB, anpeca, Gpakchl, SJAESKTPOHHBIE aapeca U T. 1. MHOTHE TakKe XpaHAT
CBEJICHUS O JTHSAX POXKIACHUS YJICHOB CEMbH JIPYy3el U KOJUIET, 00 X yBJICUCHHUSX,
T0OUMBIX BUHAX W Ontonax u T. 1. B Gonee oduimansHoi pabodueit 06cTaHOBKE
OPUXOAUTCS  OTCIEXKMBATh  JaTbl  mpuemMa  Ha  paboTy,  OICHKHU
MIPOU3BOUTEIBLHOCTH, LI U 3a]1a4H, a TAaK)Ke JPYTryue MOTEHIUAIBHO MOJIE3HbBIE
CBEJICHUS, HEOOXOIUMBIE JIJIsl pa3BUTHUS TPYJOBOTO IMEPCOHAIA.

Pazgen tenedoHOB M aapecoB B OOJBIIMHCTBE OJOKHOTOB, KOTOPHIE
MPOJIABAIUCH HA MPOTSKEHUU MOCIECIHUX MATUIECATH JIET, BEPOSITHO, SIBISETCS
HanOoJsiee MOMYJIAPHBIM (HapAny € KajeHiapem). BakHO OTMETHTh, YTO peyb
UIeT O Ccyryoo cmpaBodyHoM wmatepuane. OT Bac He TpeOyeTcsi HHKaKHX
JICHUCTBUN — ATO TOJIBKO MH(POPMALIKS, JOCTYI K KOTOPOH MOXKET MOHAJ00UTHCS
B OyayIIeM.

Htak, HET 0coOOro cekpera B TOM, KaK OpPraHU30BaTh MH(MOPMAIIMIO: BCE
ONpENENACTCS XApaKTEpOM BallUX WHIAUMBHAyaJdbHbIX HYXI. [loBTOpsto:
npoOiemMbl HAYMHAIOTCA, KOTJAa JIIOAM TMBITAIOTCA HCIOJIb30BaTh  CBOU
ANIEKTPOHHBIE ajpecHble KkHUTH ¢upmbl Rolodex s HamomMuHaHus O
HAMCUCHHBIX JejaxXx. TakodW moaxom He paboraer. Ecim Bce meicTBus,
KacarolIrecsl BalluX 3HAKOMBIX, OyAyT OMpeeiIeHbl U YIOPSI0YeHBI B CIIUCKU
HAlOMUHAHUM, TejaedOHHBIE M aJpecHble CHUCTeMbl OyayT OOBIYHBIMU
aJpECHbIMU KHUTAMHU.

B nanHOM cityyae eIMHCTBEHHBIM BONPOC, HA KOTOPBIN MPEICTOUT OTBETUTD,
OyZIeT COCTOSITh B CIAEAYIONIEM: CKOJIBKO MH(OpMAIIUU HY>KHO XPaHUTh, TJIe U Ha
KaKUX HOCHUTENSIX, 4TOObl MMETh K HEW MOCTOSHHBIN noctym. s sToro He
CYILIECTBYET UJCATbHBIX HHCTPYMEHTOB, HO MO0 MEPE TOro KaK MajorabapuTHbIC
nu(pPOBbIE HOCUTETU CTAHOBUTCS BCE JIETYE MPUMEHSATh U TMOJCOCAUHSTH K



OonpmMM  0a3zaM JAaHHBIX, y Bac TOSIBISICTCS BO3MOXHOCTH ONEPUPOBATH
00JBIIMMH 00bEMaMU TAHHBIX C MEHBIIIMMU 3aTpaTaMHu.

bu6auorexku u apxuBbI: IEPCOHUDUIIMPOBAHHBIN YpOBeHb. [loTeHITMANIBHO
noJyie3Hass MH@OpMaIUs pacrojiaraeTcsi Ha MHOTHX YpPOBHsX. BbI, BeposiTHO,
MOrfu Obl HaWTU JOOBIE CBeACHHS, OyAb y Bac BOJIS JIOKOMAThCA 1O HHX.
OTBeThl Ha BOMPOCHI, Kakoi 00beM HMH(pOpPMALUU XPAaHUTh y ce0s, B KaKHX
npenenax M B Kakoil (opme, OyIyT MEHSATHCS B 3aBUCUMOCTH OT Xapakrepa
BalllUX MOTPEOHOCTEH M yMeHHUsi oOpamaThCsi ¢ JaHHBIMH. [l0 OTHOIIEHHIO K
BaIlIEN JJMYHOM OPraHW30BAHHOCTH Y NMPOU3BOJIUTEIIBHOCTH TaHHBIM BOIPOC HE
SBJIIETCS KIJIFOUEBBIM, MMOCKOJIBKY BCE BAllld MPOEKTHI U JACHCTBUS YIOPSA0UYCHBI
B CHUCTEMY, C KOTOpPO# BBI peryysipHo pabotaere. Takum 00pa3oM, CIpaBOYHBIM
Matepuana B 000 ¢opMme mpencTaBisieT co00N MaHHBIE, KOTOPBhIE HYKHO
3auKcUpoBaTh U CAENATh JOCTYMHBIMA B COOTBETCTBUU C BalllUMU
TpeOOBAHUSIMU M HAKIIOHHOCTSIMHU.

Ecau mamepuan nHocum cyeyb6o cnpasouHulil xapakmep, mo eOUHCMEEeHHbIl
gonpoc cocmoum 6 MoM, Onpagovieaem U OH 3amMpamvl Mecma U 8pemMeHu,
HeobxoouMmble 011 e20 XPaHeHUsl.

OmnpeneneHHasi CTENEHb COTJIACOBAHHOCTH MO3BOJIAET YIPOCTUTh HEKOTOPHIE
Bemu. Kakue cBeneHust TpeOyroTcs mocTtossHHO? X ciemyeT MOMECTUTh B
MPECIIOBYTHIA OJIOKHOT WM BBECTH B MaMATh IudpoBoro cekperaps? Kakue
JaHHbIe TPeOYIOTCST HJsl  JEJNOBBIX BCTPEY U BBIC3THBIX MEPONPUATHN?
[TomecTute ux B moptdenb, NakeT, paHel] Wi CyMKy. UTo MOXKET MOHaA00UThCS
st paboTel B opuce? DTH CBEICHUS CIEAyeT MOMECTUTh B JIMYHYIO (PaillioByIO
CUCTEMY WJIM B MaMATh KOMIbBIOTEpA, MOJKIIOYEHHOTO K CeTH. A Kak Hacuer
CUTYalllii, BO3HUKAIOMINX B Mpolecce paboTel? Martepuaibl, OTHOCAIIUECS K
HUM, MOXHO XpaHUTh B apXuUBE OTJeja WIM B MaMSITH BHECHUCTEMHOIO
3alIOMUHAIOIIETO YCTPOUCTBA. UTO MOXKHO MPU HEOOXOIMMOCTH BCETJa HAUTU B
Wnrepnere? Ecnu nndopmaius moHagoOUTCs BaM MOCIE OTKIIOYEHHS OT CETH,
pacrnedaraiiTe JaHHbIE, MOKa Bbl MOAKIIOYEHBI, MU COXpaHUTe WX B (aii,
KOTOPBII 3aT€M MOKHO OYJIET B3SITh C COOOW HA BHEUTHEM HOCHUTETIE.

NunuBuayanbHas oOpraHu3alusl CIPaBOYHOrO Marepuana oO0YyCIOBJICHA
YUCTO JIOTHYECKUMHU COOOpakeHHsMH. B maHHOW KaTeropuum Ba)KHEE BCETO
pa3rpaHuunTh MPOOJIEMBI, MOAPA3yMEBAIOIIME AKTUBHOE pEIICHUE, U JaHHBIC,
HEe TpeOyIoIHe OT Bac HUKaKuX JehcTBUil. Kak TOIbKO BBI 3TO cenaeTe, y Bac
MOSIBUTCS ~ a0OCONIOTHass cBoOoJa IS YHOPSAJOYEHHUS U COPTUPOBKHU
HEOOXOIUMOTro 00BheMa CCBUIOYHOTO MaTepuaniia. Takoe pemieHue cyryoo
WHMBUYabHO: OHO 3aBHCHUT OT COOTHOILICHHUS MEXIY IEHHOCTHIO MOIYyYeHHOU
uHpoOpMaIlMM W 3aTpaT BPEMEHHM M CHJ, HEOOXOAUMBIX HJisi €€ 3alucCu U
XpaHEHUS.



«Kozoa-nuoyov/morncem ovtmo

[Tocnennsis mpobiemMa B paMKaxX CUCTEMbI OPTaHHU3aIUH 3aKITF0YAETCS B TOM,
KaK OTCJICKUBATh 3aJlau, KOTOPbIE HYKHO OyJeT mepecMoTpeTh B Oyaymem. K
HAM MOTYT OTHOCHUTBCA cCaMble pPa3HOOOpa3HbIC 3aJaud: OT MOE3KH,
3aIUTAaHUPOBAHHOW Ha HEOIpeeeHHOe Oy ayIee, 10 MPOSKTOB, HAMEUCHHBIX Ha
CIeAyIOmui (UCKATBHBIN TOJ, UM HABBIKOB, KOTOPHIMH BBl XOTHUTE OBJIAACTh.
JI;1st mosTHOMAacIITaOHOTO BHEAPEHUS TAHHOW MOJICIN BaM MOHATO00UTCS YTO-TO
BPOJIC XPaHUJIUIIA «3aMOPOKCHHBIX) JICII.

ena, komopvimu vl nianHupyeme 3aHAMbCL K020A-HUOYOb (Modicem Oblmb),
HU 8 KoeM ciyuae He Agnsomces mycopom. Onu mMo2ym 6xo0ums 8 4UCIO CAMbIX
UHMEPECHbIX MBOPUECKUX 3AMbBICI08, KOMOpble pPONHCOAOMmcs y 684c Ha
NPOMANCEHUU BCEll HCUSHUL.

EcTh HeckoIbKO CMOCOOOB apXWBUPOBaHUS TpobiaeM st OyayIero
pPacCMOTpPEHHS, KOTOPBIC MO3BOJISIIOT BBIOPOCUTHh WX W3 TOJIOBBI U OCBOOOJIUTH
Baimie co3HaHue. Bel Mokere BHOCHTH mpoOsiembl B crucku «Korma-HuOy b/
MOXET OBITH» PA3IUYHOTO PO, OCTABIISITh HAIOMWHAHUS B KaJeHIApe WU
«TMaMSATHON KHIDKKEY.

Cnucok «Koz20a-nuoyov/mosncem 0binv

Becbma BeposITHO, 4TO, MOJHOCTBIO PACUYMCTUB BCE 3aKOYJIKH CBOETO
CO3HaHMS TP COOpE COJASPKUMOTO MBICJICHHONH OINEpPaTUBHOW IMaMSTH, BBI
HATKHYJIMCh Ha Jie7la, B HEOOXOJIMMOCTH BBITIOJIHEHUSI KOTOPBIX HE YBEPEHBI.
«M3ydnTh UCHAHCKUN SI3BIK», «KYMUTH JIOMIAb AJisi Mapcuy», «IOKOPUTH TOpy
BammHrTon» U «mOCTPOUTH KOTTEIX JUIsl TOCTEH» — THUIHYHBIE MPOEKTHI,
OTHOCSIINECS K JaHHOW KaTerOpUH.

Ecnu Bl eme He co3manu crnucok «Korga-uuOyab/MoxkeT OBITH» B TOM
OpraHU3allMOHHOM CHUCTEME, KOTOpPYIO BBIOpanu, s PEKOMEHIYI0 BaM 3TO
c/ieNaTh. 3aMoIHSINUTE CIMCOK BCEBO3MOXHBIMH MPOOIeMaMu MOA0OHOTO poja, O
KOTOPBIX CMOETE€ BCIIOMHUTh, — 3TOT MPOIECC BBI3OBET y Bac MPUIIUB
Pa3HOOOPa3HBIX TBOPUECKUX HJICH.

Bac, BO3MOHO, YIUBUT TOT (paKT, YTO HEKOTOPHIE U3 MPOOIEM, KOTOPHIE BBI
3aHOCUTE B CIIMCOK, OYyT MPUXOJUTH BaM B TOJIOBY 0€3 BUIUMBIX YMCTBEHHBIX
ycwmii. Ecam  Bel  mo3BonIMTE cuiie  BOOOpa)KEHUST U3MEHHUTH — Ballle
MUPOBOCIIPUSTAE U TPOU3BOJUTEIBHOCTb, TO 0€3 Tpylna 3aMeTuTe, Kak
OLIyTUMOE TpHUCYTCcTBUE crucka «Korma-HuOyIb/MOXKET OBITH» MOXKET BHECTHU
MacCy HWHTEPECHBIX MPUKIIOYEHUI B Ballly XU3Hb M Pab0oTy. MBI CKIOHHBI
HCIIOJIb30BaTh BO3MOXHOCTH, €CITU YK€ OOHAPYXWIM MX U MPU3HAIU, YTO OHU
OCYIIECTBUMBI. I, HECOMHEHHO, WCIBITAJI JAHHBIM MPUHIIMII HA COOCTBEHHOM



ombITe: 00ydeHue urpe Ha ¢ielTe U SIXTEHHOMY CIOPTY Ha4yaluCh JAJsi MEHS
UMEHHO C JToi KaTeropuu. Kpome Barmieil KOp3WHBI, €CTh JBa OOWJIBHBIX
MCTOYHHUKA 3aMbICOB i cnucka «Korga-HuOyas/MOXKeT OBIThY»: peub UAET O
BallleM BOOOPaXEHUH U CIIHUCKE TEKYIIUX MPOEKTOB.

Cozmaiite apceHan Ha 0a3e TBOpUECKON MbICIH. UeM ObI BBl XOTEIM KOT/Ia-
HUOYIIb 3aHAThCS, OyJb y Bac Bpems, JneHbru u sxenanue? [lpeanaraio Bam
coctaBuTh cBoM crnucok «Korma-uuOynp/moxker ObiThby. K TUDUYHBIM
KaTETOpUsIM OTHOCSITCA:

* BEIIIU, KOTOPbIE HEOOXOUMO KYIHUTh HIIA COOPYIUTD ISl IOMa;

* X000M, KOTOPBIMU MOKHO 3aHATHCS;

* HABBIKU, KOTOPBIE CTOUT OCBOUTH;

* FPaHU TBOPYECKOI'O CAMOBBIPAYKEHHUSI, KOTOPBIE MOKHO HCCIIE/I0BATD;

* OJICXa U aKCECCYaphl, KOTOPBIE CTOUT KyIUTh;

 urpyuku (mpubopsl!), KOTOpbIE HY>KHO IPUOOPECTH;

* IO€3JKU, KOTOPBIE CTOUT COBEPLIUTH;

* OpraHu3aliK, B KOTOPHIEC HYKHO 3aIUCaThCS;

* CITy’KeOHBIE MPOEKTHI, B KOTOPBIX CTOUT NOYYaCTBOBATh;

* BEIIU, KOTOPBIE CTOUT YBUAETh U CAENATD.

[lepecMOTp TeKymMX MPOEKTOB. Temepp HacTano BpeMs MNEPECMOTPETH
CIIUCOK MPOEKTOB ¢ 00Jiee BHICOKOW TOYKHU (T. €. C TOUKH 3PEHUS Balllei paboTh
U liefiel) W MOoAyMaTh, HE HYKHO JIM MEPEHECTH YacTh TEKYLIUX MpoOsieM B
ciucok «Korna-HuOyap/MoxKeT ObITh». Eciu, Mopa3MbICIuB, BBl MOHSIH, YTO
OJIHOMY U3 aJIbTEPHATUBHBIX NPOEKTOB BbI BPS/ JIU CMOXKETE yI€IUTh BHUMAHHE
B TEUCHHUE HECKOJIBKUX MECSIIEB, a TO U JOJIbIIE, TO €0 CIEAYET NEPEMECTUTD B
JTAaHHBIN CIIMCOK.

MpbI BOJIBHBI HE COBEPILATH MOCTYIIKOB, KOTOPBIE MBI B CUJIaX COBEPIIUTb.
Apucrorenb

Ocoovie kamezopuu 6 cnucke «Kozoa-nuoyov/mosncem ovino

BeposTHee Bcero, y Bac €CTh 0COOBIC YBIICUEHHUS, KOTOPBIC MOAPA3yMEBAIOT
BO3MOYKHOCTh OCYIIIECTBJICHUSI MAacChl 3aMBICIIOB. Y 100HO OyAeT OOBEAMHUTH
ATHU 3aMBbICIIBI B CIUCKU. [IpuMepbl TaKuX 3aMbICIIOB TPUBEACHBI HUXKE.

* [Tuia — penentsl, MEHIO, pECTOpPaHbl, BUHA.

* 3aHATHS C JETbMHU.

* KHUTH, KOTOPBIE HY>KHO MPOYECTh.

* KoMnakT-11uCcKH, KOTOPbIE HY>KHO KYyTHUTh.

* BuseokacceTbl, KOTOPbIE CTOUT KYIIUTh WU B3STh HAIIPOKAT.

* KynbTypHbIE MEPOTIPUSITHS.



* llHTepecHble MOAPKHU.

* meun o caioBOACTBY.

» CalTsl.

 luTepecHble MapuIpyThl BBIXOHOTO JHS.

* Uneu nuis 1enoBbIX BCTpEY.

* Mimeun nyist BEYEPUHOK.

* Unen — pa3Hoe (BBl HE 3HAETE, Ky/la €111€ UX IIOMECTHUTH!).

Crnucku mNoJ0OHOTO THUIMA MOTYT CTOATh Ha TMEPECEUCHHHM KaTerOpHii
cupaBoyHoro wmatepuana u «Korma-uuOynb/moxer ObiTh». K crnpaBounbIM
CBEJICHUSIM UX MOXHO OTHECTH, MOCKOJIbKY BBl MOXKETE MPOCTO COOUpaTh U
100aBISATh B CHMCOK HAa3BaHUS XOPOIIUX BUH, PECTOPAHOB WJIM KHHUT, a K KJIaccy
«Kornga-unbyas/MoxeT OBIT» — MOTOMY YTO y Bac OyAeT BO3MOXKHOCTh
pEryIsIpHO O0palaTbcs K COUCKY, YTOOBI B OMpEICICHHBI MOMEHT BCTIOMHHUTD
00 OJTHOM JIH HECKOJIbKUX MPOEKTAaX.

B mio6om cnmydae, B 3TOM COCTOUT €IlI€ OJHA CEphe3Has MPUYHMHA, IO
KOTOPOM CTOWUT 3aBECTU OPTraHU3AIMOHHYIO CHCTEMY, MO3BOJISIONIYIO JIETKO U
npocTo (PUKCUPOBATH UACH, CIIOCOOHBIC MPUIATh Balllel >KU3HU 3HAUUMOCTH U
pazHooOpa3ue, HE 3aMycopuBasi CBOM pa3yM H pabouee MPOCTPAHCTBO
HEPEIICHHBIMU U HE3aBEPIICHHBIMU MTPOOIEeMaMHu.

sz03a nosA61eHUs NANOK u cmonok «Omuoxcumsp 011
nocnedylomezo O3HAKOMJIEeHUA)»

MHorue co3mar0T CTOMNKY, ManKy WIM MEJdblid SIIUK T0J Ha3BaHHEM
«OTIOXUTH N7l TIOCJIEAYIONIET0 O3HAKOMJICHUS», KOTOPOE B OOIIMX YepTax
noaxoauT mon ompeaenenue kareropun «Korma-uuOyas/Bo3zmMoxHO». OHH
roBopsT cebe: «Korma Oyner Bpemsi, BO3MOKHO, MHE 3aX0UETCSl ’TUM 3aHATHCS,
u nanka «OTJIOXUTh A TMOCIEAYIONIETO O3HAKOMJICHHUS» KaKeTCsl CaMbIM
MNOAXOMASAIIMM MECTOM [UJIsi TaKuX MarepuanoB. JIMUHO s HE PEKOMEHAYIO
CO3/aBaTh MOJCUCTEMbI JAHHOTO THUIA, IMOCKOJbKY MPAKTUYECKU B KaXIOM U3
CJIy4aeB, ¢ KOTOPBIMU s CTAJIKUBAJICS, KIMEHT «OTKJIAJIbIBA» MaTepHall, HO TaK
M HE BO3Bpalajicss K HEMY: CTONKa MPUBOJWIA €r0 B 3aMEIIATEIbCTBO H
BbI3bIBaJIa MOJCO3HATENIbHOE BHYTpeHHee corportuienue. Kareropus «Kormga-
HUOYIb/MOXET OBIThY» TEPSET CBOIO LIEHHOCTh, €CIIM MEPUOINYECKU CO3HATEIBHO
HE BO3BpAILATHCA K HEW.

Taxke ecTh CymiecTBeHHas pa3HUIlA MEXKIY 3G(DEKTUBHBIM HHCTPYMEHTOM,
TakuM Kak manka «Korma-HuOyap/MOXeT OBITh», WM HEKOW Oe3pa3MepHOM
E€MKOCTBIO Il «PYTUHBD». Kak MpaBwWiio, 3HAYUTEIBHYI YacTh PYTHHHOTO
MaTepHalia Hy>KHO cpa3y BBIOPOCUTBH, KAKHUE-TO CBEJCHUS CIEAyeT MEPEHECTU B
kareroputo «IIpouecTs/IpocMOTPETHY, KaKue-TO — B pasfen CIPaBOYHOU



nHpopManmu, a HEKOTOpPhIE MaHHBIC HYXHO IOMECTHUTh B KajJeHIAph WU
MaMSITHYI0 KHIDKKY, Y4TOOBI BEPHYTBCS K HHUM 4Yepe3 MeCsI] WIM B Hadale
CIEAYyIOIIET0  KBapTajga, IPUYEM  OMNpPENCJICHHbIE  JOKYMEHThl  MOTYT
npeanoiaraTe AadbHEUIINE AKTUBHBIC JCHUCTBUS C Balled CTOpoHbl. He oauu
pas, mpopaboTaB yei-To AMUK (WK manky) « OTI0KEHHOTO I TOCJICIYIOIIETo
paccCMOTpEeHUs» MaTepuraia, 1 OOHapyKUBaJl, YTO TaM HUYETO HE OCTAJIOCH!

Hcnonvzoseanue kanenoapa 011 nocaedyrouieil 0eameibHocmu

Kanengapp MOXKHO ¢ TIOJIB30M IPUMEHSATH ISl Pa3MEILICHUS HAIIOMUHAHUN O
Jiesiax, KOTOpbIe Bbl MOXETE HaMETUTh Ha Oynaymiee. boiablIMHCTBO drofei,
KOTOPBIX 51 TPEHUPOBAJ, OBIIIN OYCHB JAJICKHU OT MaKCUMaIbHON 3D PEKTUBHOCTH
WCIIOJIb30BaHUS KaJCHaps: MHA4Y€ OHH, BEPOSITHO, MOMEIAIH OBl Ty/ia TOpa3zio
0OJIbIIIE CBEICHUN.

OaHo W3 Tpex Ha3HAUYCHMM KalleHJapsh — XpaHeHue uHOpMaINH,
MPUBS3aHHON K KOHKPETHOMY JHIO. JTa KaTeropus MOKET BKJIIOYATh IIEJIbIN Psill
JaHHBIX, HO OJMH U3 Haubojiee TBOPUYECKUX CIIOCOOOB Pa3BUTh YKa3aHHOE
HaIMpaBJICHUE TPUMEHEHUS KaJleHJIaps — BHOCUTH TyJAa Jejla, KOTOPhIE BbI
XOTUTE BBIOPOCUTH M3 TOJIOBBI, YTOOBI BEPHYThCS K HUM mo3aHee. Bor
HECKOJIbKO M3 MHOTOUYHCIICHHBIX MPUMEPOB JaHHBIX, KOTOPbIE MOXXHO 3aHOCUTH
B KaJICHJaph.

* «CrycKOBbIE MEXaHU3MbD» JIJIsl aKTUBU3AIUHU MPOEKTOB.

* Meponpusrtusi, B KOTOPBIX Bbl XOTEIU Obl TOYYaCTBOBATb.

» Karanu3atopel IpUHATHS PELICHUM.

«CyckoBble MEXaHU3MbD) /ISl aKTHBH3ALUM NPOEKTOB. Eciii y Bac ecTh
IPOEKT, O KOTOPOM HE HYXKHO JyMaTh CHUIO CEKYHAY, HO Bbl XOTUTE BCLIOMHUTH O
HEM B OyayIlleM, CUMTasi, YTO OH 3aCIIy’KHBaeT Balllero BHUMAaHHUSA, TO MOXKHO
BBIOpaTh NOAXONAINIYI0 JaTy M 3anucaThb HAalOMWHAaHWE O TMPOEKTe Ha
COOTBETCTBYIOIIMM JE€Hb. Ero cueayer IOMECTUTh B SYEUKY KaJeHIaps,
MPEIHA3HAYCHHYI0 JUI HAllOMUHAHUM O JIEWCTBUSX, HAMEYEHHBIX Ha
KOHKPETHBIN JICHb (2 HE HA KOHKPETHOE BPEMS); KOI/1a 3TOT JIEHb HACTAHET, BbI
YBUAUTE B KAJICHAAPE HAIIOMUHAHWE M BHECETE 3aMbICE] B CIIMCOK Ha IpaBax
OJIHOTO W3 AKTUBHBIX INPOEKTOB. THIWYHBIMH NPUMEPAMH TAKUX IPOECKTOB
SABJISIFOTCSA:

* CoeuunanbHble  MEPONPUATHS, KOTOpPBIE CJIEAYET MPOBOJUTH B
OTIpEJICIICHHOE BpeMs (3aIlyCK HOBBIX MPOYKTOB Ha PHIHOK, KAMIIAHUU IO cO0Opy
CPEICTB U T. I.).

* PerynspHbie MEpONIPUATHUS, K KOTOPBIM BbI JOJKHBI TOTOBUTHCS, TAKUE KaK
CBEepKa OIoJKeTa, €XEroAHble KOH(PEPEHINH, IUIAHEPKH WU COBEUIaHUS



(HampuMep, KOrJa BaM CJEAyeT BHECTH «EKEroJHYI0 KOH(]EepeHIHo 1o
MPOJIa’kaM» B CIIUCOK IPOEKTOB?).

* IlamsTHBIE NaThl A BBIAAIOUIUXCS JIIOJEH, KOTOpble TpeOyIOT OT Bac
KaKuX-Tub0  JOeHCTBUUM  (OHM  pPOXKACHHS,  TOJOBIIUHBI,  MPA3IHUKH,
MPEANOJIaramlle BpyuYeHHUE MOJApKOB, U T. 1.).

Meponpusitusi, B KOTOPbIX Bbl X0TeJH Obl MOYy4acTBOBATH. JlomycTum,
BBl TIOCTOSIHHO TMOJy4YaeTe YBEAOMJICHUS O CEMUHapaxX, KOH(EpEeHIIHsX,
BBICTYIUICHUSX, & TAKXKE MyOJIUYHBIX U KYJIbTYPHBIX MEPOIPHUSATHUAX, B KOTOPHIX
BAM XOYETCS MPUHATh YYACTHE MO MEPE UX NpUOMKEeHHs. Tak 4To onpeaenure,
KOT/Ia HACTYNUT OTO «IPUONIKEHHE», U TOMECTUTE COOTBETCTBYIOIIEE
HANIOMHUHAHUE TI0]T HY’)KHOM JaTOW — HAIpUMED:

* 3aBTpak C MNOPEACTABUTEINSIMU TOPIOBOM MalaThl, HAMEUYECHHBIM Ha
CIEYIOLINN ICHbB.

» 3aBTpamHss pacrnpoiaka OWJIETOB Ha HUIPbl KOMaHIBI Tigers B 3TOM
CE30HE.

* Pagnonepenaya o kaHaiy « ABCTpaius» CETOIHS BEUEPOM.

e [ITanuiblky 1714 LIEPKOBHOTO MTPUXO0/1a B BOCKPECEHBE.

Ecnu BaM B rojioBy MpUXOAST MOAOOHBIE HAECH, KOTOPHIE BbI OBl XOTENIH
MIOMECTUTh B CUCTEMY, Cpa3y TaK U CAEIAMTE.

Karanu3zaropsl npuHaATHA pemieHMd. B03MOXHO, BBl IEPUOIHYECKH
CTaJKHUBAETECh C BAXKHBIMHM PEIICHUSIMHU, KOTOPbIE HE B COCTOSHUM HPHUHSATH
cpa3y (WM y Bac MpoOCTO HET TAKOTO JKEJaHus). B 3TOM HET HUYEro CTPAlIHOTO,
€CJIM BBl MPUIIUTH K BBIBOJY, YTO HEOOXOJMMas JOMOJIHUTEIbHAs HUH(OpMaIus
JOJDKHA TOCTYNUTh K BaM CKOpEe W3 BHYTPEHHEIrO, HEXKEIW U3 BHEUIHETO
HWCTOYHMKA (MHBIMU CJIOBaMHU, YTpO Bedepa MyapeHee). (EcrtecTtBenHo,
uH(OpPMAII0 U3 BHEIIHUX HMCTOYHHKOB BaM CJEAYyeT MOMECTUTh B CIIHCOK
JTadbHEHINX JTSHCTBHM WK oxujaanuii.) Ho yToObI Bac He O€CIIOKOMII OTKAa3 OT
CPOYHOTO TPUHSATHS PEIIEHUs, Jydlle MOJCTPaxoBaThbCsi: BaM MOTpeOyeTcs
HaJIeXKHas TapaHTHUs, MO3BOJSIONIAS B HAJIEKAIIUNA MOMEHT COCPEIOTOUYUTHCS
Ha npobneme.

Pewenue 06 omkaze om npunamus peuieHus enoiHe 0ONYCmMumMo, eciu y 8ac
ecmub cucmema, no38O0NAIUASL €20 OMLONHCUMb.

Tunuuynele noapa3aenbl JAHHOM KaTErOpUM BKIIOYAKOT TaKUE CIOPHBIE
BOIIPOCHI, KaK:

* HaHSTH/yYBOJIUTH;

* 00bEIMHUTHCS/KYTUTH/IPOJATH/U3BATH KAUTAL;

* CMEHUTH pabOTy/HauaTh Kaphepy 3aHOBO.

O4eBUIHO, S YAEHSIO CIUIIKOM Majo MECTa CTOJIb CEPbE3HOM TEME, HO BaM
CTOUT cIpocuth ceds: «EcTh 1M Kakoe-TO BaXKHOE pelleHue, AN KOTOPOro



HEOOXOJMM KaTalu3aTop, MO3BOJSIONINN €My MPOCTO «IIOBHUCETH B BO3IyXE»
HEeKoTopoe BpeMsi?» Ecnim oTBeT yTBEpAUTENbHBINA, MOMECTHUTE B KaJICHIaph
Kakoe-HUOy/Ib HAlOMWHAHHUE, YTOOBI MOXKHO OBUIO BEPHYTHCS K MpoOieme
MO3/IHEE.

O600uweHnas NamMamHas KHUMCKa

Omnn w3  3(Q(EeKTUBHBIX  UHCTPYMEHTOB  3aluCU  MpodiieM, He
MPEANONarailuX CPOYHbIX JEHCTBUN, HO CHOCOOHBIX MOTpPeOOBATH OT Bac

aKTUBHBIX IIIaroB B OymymeM, — maMsaTHas kamkka.H2 Bynyuan tpexmepnoit
Bepcuel KaleHaaps, OHa MO3BOJIAET (PUKCUPOBATh (U3HUECKUE HATIOMUHAHUS O
TOM, YTO BBl 3aXOTUT€ YBHJIETh WJIM BCIOMHHUTH (HE cedyac, a B Oyayiiem).
[lamaTHas kHMKKa BecbMa A((HEKTUBHBIN MHCTPYMEHT, C MOMOIIBI0O KOTOPOTO
BBl CMOXETE CO3/aTh COOCTBEHHOE IIOYTOBOE OTICICHHE U «OTIPABIISATHY
MOCJIaHUS CaMOMy ce0e i MOJY4YeHUsl B Ha3HAYCHHBIA JIeHb. S MCHOJB3YIO
NaMATHYIO KHIDKKY TOJIaMU U JJaKe HE MPEICTABIISIO, UTO ObI enan 0e3 Hee.

Kakx mpaBmio, o0oOmieHHass TmaMsITHas KHW)KKA TMPEACTaBIACT Co00it
MPOCTYI0 CUCTEMY TMAaroK, MO3BOJISIONIYIO PACCOPTHPOBATH OyMaru W Jpyrue
¢u3ndecKkue HAMOMHUHAHUS TakuM o0pa3oM, 4YToObl WHGOpMaIMsa, KOoTopas
HY’KHa BaM Ha KOHKPETHYIO JaTy B OyyIlleM, «aBTOMaTHYECKW» OKa3bIBajach B
KOp3WHE B Ha3HAYCHHBIN JICHb.

Ecnu y Bac ecTh cekperaph WM aCCHUCTEHT, BBl MOXKETE XOTsI Obl YaCTUYHO
MEPesIOKUTh JTAHHYIO 3a]lady Ha HETrO WM Ha Hee, MPU YCIOBUH, UYTO Yy HETo (Y
Hee) MO PYKOW HMMEeTCs OJHAa W3 pabounx BEepPCHUN aHATOTUYHOW CHCTEMBI.
TunuyHbEIMU TPUMEpPaMU MOTYT OBIThH CJICAYIOIINE HATTOMUHAHMUS:

* «[lepenaiiTe MHE 3Ty MOBECTKY JHS YTPOM B JICHb COBELIAHUS.

» «BepHuTe MHE 3TH MaTepHalibl B TOHEACIBHUK, YTOOBI s MOT UX 00/TyMaTh
3aHOBO: OHM KacaloTCsl COBEIIaHMs, HAMEUEHHOTO Ha CPEIIy».

* «Hanmomaute MHe 0 moe3ake B ['OHKOHT 3a JIBe HEJENH JIO0 BBUIETA, YTOOBI
MBI MOTJIM PaCIUIAHUPOBATH ACTAIIN.

Takum oOpa3om, B TeueHue pabodeil Hemenau BBl OyAeTe H3BJICKATh M
MPOCMATPUBATH MAIKY, TOCBSAIICHHYIO COOTBETCTBYIONIEH /aaTe.

[TockonbKy BbI MOKETE (M, BEPOSTHO, JOJDKHBI) YIOPSI0YMBATh MaTePUAIbI,
YTOOBI UMETh BO3MOXHOCTh XPaHUTh CTOJILKO MH(OpPMAINH, CKOJIBKO HYKHO, S
PEKOMEHIYI0 BaM BECTH COOCTBEHHYIO TMaMSTHYIO KHUXKY, €CJIM BBl B
COCTOSIHUU CHIeNlaTh €€ aTpuOyTOM CBOEro >KU3HEHHOro cTuias. OHa MOXKeT
BBITIOJIHATh MacCy TMOJE3HbIX (YHKIUN, JeXKallUX 3a MpeaersamMu Kpyra
00s3aHHOCTEW BaIIer0 acCHUCTEHTa, KOTOPHIMU BbI, BO3MOXKHO, 3aXOTHUTE
BOCIIOJIb30BaThCs. S UCHOMB3YI0 MAMSATHYIO KHUXKKY JUIsl XpaHEHUS OWJIETOB U
MOATBEPXKACHUI peicoB, OpolIop U KapT C MapuipyTamMH MyTEUIECTBUH,



MOYTOBBIX  yBEJOMJICHUH O TPALYIIMX  COOBITHSAX, HWHGOpPMAIUA O
Pa3HOOOPA3HBIX «BO3MOXKHBIX IMOKYMKax», KOTOPhIE HAMETHJI Ha Oymyiiee, u
T. A.

Uror: nenctByronas naMsTHas KHUKKA OTHUMAET y BAaC MO OJHOM CEKYHIE
BPEMEHH ©KEJIHCBHO, HO OTJada Ha IMOPSAJOK MPEBBINIACT 3aTPaThl BPEMEHH U
YCUJINAN.

Co3panne 0000HIeHHOH NAMATHOM KHMKKH — KaproTeku. Bawm
MOHAJ00UTCSI COPOK TPU MANKU — TPHUANATH OJIHA, IOMEUYCHHAS YuciIamMu OT 1
1o 31, u eme ABeHAANATh — C Ha3BaHUSIMHU MecsAIeB. «EXeIHEBHBIC» IMaNKu
CTaBSATCS CIiepeay, HauWHas C 3aBTPAIIHEH AaThl (€CIM CEroAHs — 5 OKTAOpA,
TO HOMEp nepBoil nanku — 6). Creayromue 3a Hel Mankyu COOTBETCTBYIOT AHSAM
Mecsta (ot 6 mo 31). 3a mamkoit ¢ uucioMm 31 pacnosiaraercsi mamka 3a
cleayromuil MecsIl (HosIOph), a 3a Hel — TaIKH, MOCBIIICHHBIC YUcaaM ¢ 1 mo
5. 3a HUMU HIOYT MAaNKW, OTBEJCHHBIC MOJ OCTaJbHbIE MECAIbl (C AeKaOps Mo
OKTsI0pb). CoepKMMOE MaIKu 3a CIACAYIONINI IeHb €KEHEBHO MEPEHOCUTCS B
KOp3HMHY, 3aT€M IalKa CTABUTCA 3a TOCIEIHIOI U3 E€XKEIHEBHBIX ManokK (B
HaIlleM clTyJae Tarnka 3a 6 OKTAOps CTaHeT Manmkoiu 3a 6 HOSAOPs). AHAJTOTUYHBIM
oOpa3om, Korja mamka 3a CIAEAYIOIIUH Mecsll JOCTHTaeT Hadaja crhucka (31
OKTSIOpS, TIOCIIE TOr0, KaK Bbl OCBOOOJMTE JHEBHYIO MANKy, B HaYauie OKaXeTCs
nanka «HosOpb», a 3a Helt — exxenHeBHbIe nanku ¢ 1 mo 31), ee comepxkumoe
MEPEHOCUTCS B KOP3HHY, U OHA 3aHUMAET MECTO B KOHIIE CIIUCKA €KEMECSIUHBIX
ManokK (Ternepp oHa OyJeT OTBEJEHA IMOJ| HOSAOPHCKUE JaHHBIE HA CICAYIOIIUN
roa). Takyro cHCTEMYy MOXKHO Ha3BaTh «BEUHOW»: B KaXJbId KOHKPETHBIN
MOMEHT B HEW COJEp)KaTcs ManmkKW Ha CIEAYIONIMN TPUANATh OJWH JEHb W Ha
CJIEIYIOIINE IBEHAIIATh MECSIIEB.

CyIiecTBeHHOE TPEMMYIINECTBO HCIOJB30BaHMS TAllOK B 000OIICHHOM
MaMsSITHOW KHIDKKE B TOM, YTO OHH IO3BOJISIIOT XPaHUTh peajbHbIC JOKYMEHTHI
(opMma, KOTOPYIO HY>KHO 3aMOJIHUTh B OMpPEACICHHBIN JCHb, 3aMHCKa, KOTOPYIO
HY’)KHO TPOCMOTPETh TOTAA-TO, TenedoHorpamMma, TpeOyromas oT Bac
KOHKPETHBIX JEUCTBUI B KOHKPETHOE BpeMmsi, U T. 1.). [Ipumep Ha puc. 7.2.

UtoObl cuctemMa paborana, €€ HYXKHO €XEIHEBHO OOHOBISATH. Ecim BbI
3a0yjeTe OCBOOOJUTH IMAlKy 3aBTPAIHETO JdHsS, TO HE CMOXETEe JOBEpATH
cucteMe: OyAyT yHOYyIMICHBl BaXHbIE CBEICHUS, C KOTOPBIMHU TPHUIACTCS
paszbuparbcs gpyrumu crnocobamu. Ecnu Bel yezxaeTe (WM HE UMEETe AOCTyma
K MaMSATHOM KHM)KKE Ha BBIXOJHBIX), TO CICAYET A0 OThE3/1a MPOBEPUTH IMANKHU
3a T€ JIHU, B TCUCHUE KOTOPBIX BBl OyAETE OTCYTCTBOBATh.



Puc. 7.2. O0pa3zern opranu3aniy NaMITHOW KHUKKH (5 OKTAOPS)
Puc. 7.2. Obpazey opeanuzayuu namsamHou KHudxicKu (5 okmaopst)

KOHmPOJleble CnuckKu. cobepofcameﬂbuble HANOMUHAHUA

[TocmenHsis Tema, NOCTOMHAs PAacCMOTPEHHUS M OTHOCAINAACA K CHUCTEME
JIMYHOW OpPraHM3alvi, — 3TO BEJICHHE U COCTABIICHUE KOHTPOJIBHBIX CIIMCKOB,
T. €. NEPEYHEH BO3MOXKHBIX COCTABILAIOIIUX I MPOEKTOB, MEPONPHUATHU M
HAaIlPABJIECHUN JEATEIbHOCTH, MPEACTABIIIOIINX LHEHHOCTh, HHTEPEC WM KPYT
00513aHHOCTEH.

Camble coaepkaTelibHble KOHTPOJIBHBIE CIHUCKM YacTO COCTAaBISIOTCS B
KOHIIE TPaMOTHOM KOHCYJbTAIlMH, MPOBEACHHOW C pabodeil Tpymnmoil wuiu
KOMaHJ0M. XOpOIIME CIHCKH TAKKE YKa3bIBAIOT IPUOPUTETHHIC HAIPABICHUS
MOATOTOBKH MEpCcOHaIa WM Habopa HOBBIX COTPYIHUKOB.

Korma a1 BmecTe ¢ KIMEHTaMM BBIYMIIA0 HMX IIOYTOBBIE KOP3WUHBI M
3HAKOMIIIOCH C MPOOJIeMaMu, KOTOPbIE UX OECIOKOST, Mbl YaCTO HATHIKAEMCS Ha
3alHMCKHU, aJPECOBAHHBIC YEIOBEKOM caMoMy cele, MPUMEPHO CJEAYIOIIEro
COACPKAHUA:

* «Yallle JIeJIaTh 3apsIKy»;

* «1103a00TUTHCS O TOM, YTOOBI KaXK/IbIi TPEHUHT MOKHO ObLIO OLICHUTDHY;

* «IIPOBOJUTH OOJIBIIIE CBOOOTHOTO BPEMEHU C ICTHMI;

* «COCPENOTOYUTH YCHIIMS HA HANPABJIECHUH IIPOCKTHOTO IIJIAHUPOBAHUSDY;

* (MOJJICPKUBATH BBICOKAM MOPAJIbHBIN YPOBEHD B KOJUIEKTUBEY;

* «1103a00TUTHCS O COOTIOJICHUU KOPIIOPATUBHBIX CTPATETUIY;

* «CBOEBPEMEHHO O(DOPMIIATH OIIATY CYETOB KIIMEHTAMM.

Kak ObITh ¢ Takumu, Oojiee pacIuIbIBYATHIMU TUIIAMU BHYTPEHHHUX MPOOJIeM
Y aKIIEHTOB?

CHnauana ymouHume CyuieCmeeHHble npoeKmbl u oelicmeusn



Jjis OONBIIMHCTBA PYTUHHBIX MPOOJIEM TaKOTO TUIIA MO-TIPEKHEMY OCTACTCS
MPOEKT W/UU JIEUCTBUE, KOTOPOE HYKHO ONpeennuTh. «Yaiie aenats 3apsaKy»
Ui OOJIBIIMHCTBA JIIOACH B JEHCTBUTEIBHOCTH O3HayaeT: «CoOCTaBUTH
MPOrpaMMy PETYJISIPHOTO BBIMOJHEHUS yrpaxkHeHUi» (mpoekT) u «[103BOHUTH
Camnu, yToOBI OHa TOCOBETOBAja TpeHepay (pealbHOE aKTUBHOE JAeiicTBue). B
MOJOOHBIX CIIy4asiX CYHIECTBEHHBIC MPOEKThI M JIEUCTBUS BCE PABHO HYXKHO
YTOYHUTH U YIIOPSIAOYUTH B INYHYIO CUCTEMY.

Ho ectp HekoTOphie BelM, KOTOPbIE HENb3s OE30rOBOPOYHO OTHECTH K
JAHHOU KaTerOpHUHU.

Buoioenenue knrouegwvix cd)ep 0esimeibHOCMU U OMEEeMmCmEeHHOCMU

Takue uenu, Kak «mojAep:kaHue Xopoied ¢uzndeckoir (GopmMbDy WK
«pu3nyeckoe 370pOBbE U KUZHEHHAS SHEPTUS, BEPOATHO, BCE PABHO HYKHO
OyZeT BHECTU B KaKOW-TO CIPABOYHBIN KOHTPOJBHBIM CHUCOK, K KOTOPOMY BbI
Oynere peryisipHo oOpamathcsi. B BameM co3HaHHM MOCTOSHHO (opMmMupyercs
MHOECTBO HOBBIX MPEICTABICHUN O JKEJIAeMbIX pe3yJIbTaTaX, CTaHAAPTOB U
aNbTEPHATUBHBIX BAPUAHTOB MOBEJCHUS, U 3HAThH, YTO OHHU COOOM MPEACTABISIOT
B KOHKPETHBII MOMEHT, BCET1a MOJIE3HO.

Panee s mpeAmnosioxui, 4TO CYIIECTBYET KaK MHUHMMYM IIECTh YETKHUX
YPOBHEH «PpaboTh», KAkl U3 KOTOPHIX TPEOYET OTAETLHOTO PACCMOTPEHUS U
aHanu3a. [lomHBIM MTepeYeHb BCETO, YTO KaKETCsS BaM BaXKHBIM U 3aHUMAET Ballle
BHUMAaHHME Ha KaXJIOM U3 O3TUX YpPOBHEH, MOr OBl COCTaBUTH OTPOMHBIN
KOHTPOJIbHBINM CIIMCOK. B HEro MOryT BOMTH:

* KapbEpHBIE 1IEIIH;

* paborTa;

* CEMBbS;

* B3aMMOOTHOUIIEHUS;

* O0OIIECTBO;

* 3JJOPOBbE U JKU3HECHHAS DHEPT U,

* (puHAHCOBBIE PECYPCHI;

* TBOPYECKOE CAMOBBIPAKEHHUE.

A 3atem, Korja Bbl CITyCTUTECh HA YPOBEHb HIKE, BAM MOTYT OTPEOOBAaThCS
HAMTIOMUHAHUS, Kacalolluecs OCHOBHBIX C(ep OTBETCTBEHHOCTH, COTPYIHUKOB,
LEHHOCTEN U T. . MIX mepeueHb MOKET COAEPKATh CIECIYIOIINE MyHKThI:

* MOpaJIbHBIN KJIUMAT B KOJUIEKTUBE;

* IIPOLIECCHI;

* CpOKUY;

* ACHEKTHI KaIpOBOM MOJIUTHKY;

* paboyJast Harpy3Ka;



* COOOIIEHHUE.

Bce 3T myHKTBI MO OoYepean MOTYT OBITh BKJIFOYEHBI B CIMCKH BaIlei
VHAUBUIYaTbHOW OPraHU3allMOHHON CUCTEMBI B KQUECTBE HAIIOMUHAHUM O TOM,
KaK MOCTyTaTh, YTOOBI HE COMTHCS C Kypca U yAepKaTbCs HATUIaBYy.

Cambvie HenpugbluHble cumyayuu mpeoyiom Haubonee HcecmrKo2o
KOHmMpOna

VYpoBeHb Hamieil mOTpeOHOCTH B COCTaBJICHUU KOHTPOJIBHBIX CIHUCKOB H
CO3JaHUM  BHENIHMX  pbluaroB  oOpaTHO  MPOMOPLUMOHANEH  Hallen
OCBEJIOMJICHHOCTH B 3aJJaHHOW cepe OTBETCTBEHHOCTH. Eciii BBl yKe JTaBHO
3aHMMAeTeCh OJHUM M TE€M K€ JCJIOM, U CUTyalusi He TpeOyeT OT BaCc HUKAKUX
W3MEHEHHM, TO, 4YTOOBl COXpaHITh HAJ HEW KOHTPOJIb, HEOOXOAUM
MHUHUMAJIBHBIM YPOBEHb BHEIIHEW IEPCOHAIBHOM OpraHu3anuu. Bbel 3Haere,
KOrJla 4TO JOJDKHO IPOMCXOAUTh M KAK BBINOJHATH IMOCTABJICHHBIE 3a/Ja4d, a
Ballla CUCTEMa BIOJHE MPUTOAHA JJisi padOThl B CBOEM HBIHEITHEM COCTOSHHUHU.
Ho 3auactyto ckianpiBaeTcsi oOpaTHasi CUTyaIIusl.

Bbl ouenp uacTo omrymaeTre MNOTPEOHOCTh B KOHTPOJBHOM  CIIHMCKE
OTIPEJICIICHHOTO POja, KOTOPBI MOMOr Obl BaM COCPEIOTOYUTHCS, TMOKA BBl HE
BHUKHETE B CYTh 3a7auu. Hanpumep, eciau Obl Ball JUPEKTOP BAPYT OTIYUHUIICS,
Y BbI BHE3AIMHO OKA3aJIMCh OBl HA €ro MeCTe, TO BaM MOHA00UIICS OBl LEbIN Psif
MPEACTAaBICHUNA W MPUHIIMIIOB, KOTOPbIe ObI HA MEPBBIX MOpax MOMOIIH BaM
pa3o0paTbcs CO BCEMU acleKTaMU B paMKax HOBOHM paboOThl. A ecliu Bac TOJIBKO
YTO HAHSUIM Ha HOBYIO JIOJDKHOCTH, C HOBBIMHU OOSI3aHHOCTSIMH, C KOTOPBIMH BbI
OTHOCUTEJIBHO MaJl0 3HAaKOMbBI, TO BaM MOTpeldyercss HaOOp pbIYAroB u
CTPYKTYpa IeATEeIbHOCTH XOTsI Obl Ha MEPBbIE HECKOJIBKO MECSIICB.

MHe npuXOOWIIOCh COCTaBIATH CIHMCKH HAIpPaBJICHUM JESTEIbHOCTH,
KOTOpbIE HY>KHO OBLIO JepkKaTh MOJ KOHTPOJIEM, MOKAa BCE HE CTAHOBWJIOCH Ha
ceon Mecrta. Hampumep, Korma Mbl € KEHOM PEIIMIM CO34aTh PaAUKaIbHO
HOBYIO CTPYKTYPY ACATEIBHOCTH, KOTOPOW 3aHUMAJIACh JOJITHE TOMBL, 5 B3sUI Ha
ceOs1 Kpyr O0OsI3aHHOCTEHW, OTHOCHBIIUXCS K COBEPIICHHO HOBBIM [IJISI MEHS
chepaM, a UMEHHO: OYXTaJITEpPCKOM, KOMITBIOTEPHOM, MAPKETUHTOBOM, TIPABOBOI
Y JIMUHHUCTPATUBHOW. Ha MpOTSHKEHNN HECKOJIBKUX MECALIEB MHE NPUXOIUIIOCH
Jep>KaTh TOJ PYKOW KOHTPOJBHBIE CIHCKH OO0S3aHHOCTEH, 4TOOBI MO Mepe
BO3MOXXHOCTEM  BOCIOJIHATH BO3HHUKAIOIIME TMPOOENbl U OOpOThCS €
MIPEBPATHOCTSAMM IEPEXOIHOrO nepuoaa. Korga nesreapbHOCT YaCTUYHO BOIILIA
B IIPUBBIYHOE pYCJIO, s IIepelall YIPABJICHUE «aBTOMWIOTY» W NEpecTal
OIYIIAaTh HEOOXOAUMOCTb B KOHTPOJILHOM CITHCKE.

Koumponvuvle cnucku mozym Ovimb 8ecbMa NONE3HbL: OHU HO3B0AI0M
NOHAMb, 0 YeM He credyem 0ecnoKoOumyCs.



Konmponvnvle cnucku paziuiHoix ypoeHeli

B cnyuae HeoOxomumocTu OyJpTe TOTOBBI K CO3/IaHUIO KOHTPOJIBHBIX
CIUCKOB JI000r0 THna. Yuciao BO3MOXKHBIX BapUaHTOB OECKOHEYHO: OT CIUCKA
0a30BBIX KU3HEHHBIX IIEHHOCTEH IO CIHCKa BEIIei, KOTOpbIe HYXHO B35Th B
najaaTo4yHbli ropook. CocTaBIeHUE CIIMCKOB MO Mepe HaIOOHOCTH — 3TO OAHA
U3 CaMBIX MOIIHBIX U B TO K€ BPEMS CaAMbIX 3JIETAHTHBIX U MPOCTHIX MPOLETYP,
KOTOPBIE BBl MOXKETE BHEAPUTD B CBOIO JKU3Hb.

Pa3BuTh TBOpUECKOE MBIIUICHWE BaM IMOMOXET CIEAYIOMIMA CIHCOK TEeM
KOHTPOJBHBIX CITUCKOB, KOTOPBIE 5 YCIIEITHO UCTIOIb3YI0 B CBOEH pabdoTe.

* JInunbie yoexxaenus (MHAUBUAYAIbHBIC )KU3HECHHBIC IIEHHOCTH).

* Cdepol mpodeccroHabHOM OTBeTCTBEHHOCTH (Miau KirodeBwie cdepsl
OTBETCTBEHHOCTH).

* KOHTpONBbHBIA CIHUCOK IJIsi TOE3IKU (BCE JieNa, KOTOPhIE HYXKHO HaydaTb
WJIY 3aBEPIIUTH 0 OTHE3/a).

* ExeHenenbHBIM 0030p (BCe CBEACHHS, KOTOpBbIE HEOOXOIUMO
nepecMaTpuBaTh WM OOHOBJISATH KaXKIYIO HENIETIO).

* DIEeMEHTBl MpPOrpaMMbl TOJTOTOBKH (BC€ MPOOJEMBbI, KOTOPHIE
HEOOXOIUMO PEIINTh NpPHU OPTaHU3alMU MEPONPUATUSA, 10 WIM TOCIe €ro
MIPOBEICHUS).

* KiIneHTHI.

* KoHTposbpHBINM cnMcOK KoH(pepeHIui (Bce, 0 YeM CTOUT MOAyMaTh IMpHU
opraHu3anuu KoHpepeHun).

* OCHOBHBIE aKIICHTHI (OCHOBHBIC )KU3HCHHBIC POJIM U 00S3aHHOCTH).

* KitoueBbie urypsl B Moeil Ku3HH/paboTe (OTHOIICHUSI, KOTOPBIE CIEIYET
PETYISIPHO MepecMaTPUBATh C IENbIO JOCTUXKEHUSI COBEPIICHCTBA U PeaTU3aliU
BO3MOKHOCTEH).

* OpranuzanonHas Tabmauna (OCHOBHbIE CYOBEKTHI U C(hephbl MPOU3BOICTBA,
KOTOPBIMU HY>KHO PYKOBOAUTH M 3aHUMATHCH).

* WuauBuayanbHOe pa3BUTHE (UEpThl XapakTepa, KOTOpbIE HYXKHO
PETYJSIPHO TIEPEOIEHUBATh JUIsl JIOCTHKEHHMSI BHYTPEHHETO pPaBHOBECHS H
Pa3BUTHUS JTUYHOCTH).

[Iycth oOpaiieHrne ¢ KOHTPOJBHBIMU CIMCKAMH, CIIOHTAaHHBIMH WU OoJjee
MOCTOSIHHBIMU, HE TIPEICTABIISAET JUIsl BAC CIOKHOCTH. BynbTe roToBbI co371aBaTh
U yJalIsaTh MX B ciydae HeoOxoaumocTd. Mcmonb3yiTe WX HaJjIexamuMm
o0pa3oM, M OHHM CTaHYT MPEKPacHbIM CpPEJCTBOM TIOBBIIICHUS JUYHOU
MPOTyKTUBHOCTH.

Ecam Bel coOpasim BOeIWHO BCe Jeia, KOTOPBIE MPEACTABISIOT COOO0M
HE3aMKHYThIE LHMKIBI B Balled >XU3HK M paboTe, 00padoTalid KaKIbld u3



HAMEUYEHHBIX IYHKTOB B KOHTEKCTE HMX 3HAUCHHUSA JUIsl Bac M TpeOyeMbIX
JNEUCTBUM W YHOPSAIOYWIN PE3YyJbTAThl B IEJIOCTHYK) CHCTEMY, COJIEPKAILYIO
aKTyalbHBIH W TOJHBIA 0030p (OOmmMii W MOApPOOHBIM) BCEX TEKYIIUX U
«BO3MOJKHBIX» MPOEKTOB, 3HAYUT BBl TOTOBBI K CIEIAYIOIIEH CTaIuU OCBOCHUS
UCKYCCTBAa JIOCTHKEHHUS BBICOKOW TMPOAYKTHBHOCTH 0€3 BHYTPEHHEIO
HaMpPsHKEHUS — Mpolecca IepecMoTpa mpooIIeM.



I'naBa 8. IlepecMoOTp 1aHHBIX: KaK NOJAEP:KUBATH CUCTEMY B
padoyeM COCTOSTHUM

3amaya Bcell METOAOJOTUU YIPABICHUS paOOUYMM MPOIIECCOM COCTOUT HE B
TOM, YTOOBI OCTaBUTh MO3r 0e€3 Jnerna, a, CKOpee, B TOM, YTOOBI TMOBBICUTH
3 PEKTUBHOCT, W PE3yIbTATUBHOCTh €ro paboTel. Ho dTOOBI mOMYy4YHTH
HIMPOKYI0 CBOOOMY, CO3HaHUE JOHKHO MOCTOSHHO aHAJIU3UpOBaTh 3aJauydl U
neiicTBusl. Bbl MOMKHBI OBITH YBEPEHBI, YTO 3aHUMACTECh MMEHHO TEM, YeM
HY’)KHO, U MOJXETe TIO03BOJUTh ce0e He JelaTh TOro, 4Yero He Jenaere.
[TocTOSSHHBI ~ MEPECMOTP  COAEPKUMOrO  CHUCTEMBI, MOJJEpKAHUE €€
aKTyaJIbHOCTH U (YHKIHUOHATBHOCTU SIBISAIOTCS HEOOXOJIMMBIMHU YCIOBUSMU
KOHTPOJISL HaJ MPOOIeMaMHu.

K npumepy, eciii y Bac €CTh CIMCOK 3BOHKOB, KOTOPbIE HYKHO COBEPIIUTb,
TO, KaK TOJIbKO BBI 3a0yJIeTE BHECTH TyJla XOTA Obl OJJUH HAMEUYECHHBIH 3BOHOK,
BAlllE CO3HAHUE MEPECTAHET JOBEPATh CUCTEME U HE CMOXET OTBIEYLCA OT
MBICIICHHBIX ~3aJlaHuii  0oJiee HHM3KOro YypoBHS. EmMy mnpumercs cHoBa
BCIIOMUHATh, 00padaThIBaTh CBEACHUS U HAIOMUHATh BaM O HHX, a 3TO, KaK BbI
yKe yOeUIInCh, y1aeTcs He BCer/a.

Bce BhlllIecka3aHHOE CBUAETENBCTBYET O TOM, UTO Ballla CUCTEMA HE MOXKET
ObITh cTaTUYHOM. UTOOBI BBl CMOTJIM BEPHO OMPEACIATh AadbHEHIINE JeHCTBUS,
HY>KHO MOCTOSTHHO OOHOBJIATH ee. CucTeMa JI0JbKHA MpenoiaraTh MOCTOSTHHBIN
Y TPaMOTHBIN aHaJIN3 Balllel )KU3HU U pabOThl C HECKOJIBKUX PAKyPCOB.

Ha nanHOM 3Tarne cinegyer 3a1aThCs IBYMsI BaXKHBIMU BOITPOCAMM.

* Ha yTo BbI 0OpaiiiaeTe OCHOBHOE BHUMAaHUE B CUCTEME U Korja?

* Yto HY)XHO JeNaTh U KaK 4acTo, 4ToObl cucTteMa becrepeboiiHo padoTana,
a BbI MOTJIA BBIUTH Ha HOBBIN YPOBEHBb MBIIIJICHUS U IS TEIbHOCTH?

['pamMOTHBIN mpolLecC MEPECMOTPA MO3BOJIUT BaM JOCTUYb HOBBIX BBICOT
TBOPUECKOTO MBIIIUICHUSI B OCHOBHBIX cdepax IesTeNbHOCTH W >ku3HU. Ha
OMKMCAHHBIA YPOBEHb MBIILJICHUS MOMOTAIOT BBIMTH KaK MOJHAS KOHIICHTpAIUs
BHUMAHMsSI, TaK U CIIOHTAHHBI MO3rOBOW IITYpM, KOTOPBIC YCHUJIMBAIOTCA H
no/3apspKaloTCesl  Oyarofapsi TMOCTOSIHHOMY —JIMYHOMY —MEPECMOTPY  CIUCKA
JNEUCTBUM U POEKTOB.

Ha umo cnedyem obpawiamep 6Humanue u Ko2oa

Bama cucrema u JesSTENbHOCTh JIOJDKHBI OBITH OPraHU30BaHBI TaKUM
o0pa3oM, yToObI Bbl MOTJIM BHJIETh BCE BO3MOXKHBIC BapUAHTHI ACUCTBUI TOTIA,
Korjga oHU HeoOxoaumbl. Ha camom  gene mHpuUHIUI — MPOJUKTOBAH
COOOpaXEHUSAMH 3]PaBOrO CMbICJIA, HO MajO0 KTO OTTAYMBAET MAacCTEpPCTBO



00pabOTKM W COPTUPOBKM HH(POpPMALMU [0 MaKCUMaJbHO 3((PEKTUBHOTO
YPOBHSI.

Nmes noctyn k tenedoHy U HEMHOTO CBOOOAHOTO BPEMEHH, MPOCMOTPUTE
CIIUCOK TeJe(OHHBIX 3BOHKOB, KOTOPHIE HY>KHO COBEPIIUTH, @ 3aTE€M BBIJCINUTE
caMblif BaXKHBIM W3 HUX JUOO BOOOIIE MNPEKpaTUTE OECMOKOUTHCS HACUeT
3BoHKOB. Korma Bbl roroBurech k Oecele C HadyalbHUKOM WU JI€TOBBIM
NapTHEPOM, MpPOJyMalTe caMble Ba)KHBIE BOIPOCH, KOTOpPbHIE MPEACTOUT
o0CyuTh: TOrAa Bbl OyJeTe YBEPEHbI, YTO C MAKCUMAaIbHOU 3(PHEKTUBHOCTHIO
ucrnosb3yere pabouee Bpems. Eciu BaM Hy)XHO 3aexaTb B XUMYHCTKY 3a
OJIeXIO0W, CHayana OErjJo MpPOCMOTPUTE CIHUCOK OCTaJbHBIX [I€1, KOTOpPBIE,
BO3MOYHO, CMOKETE BBITIOJIHUTH I10 JOPOTeE.

Obviuno Ons 00630pa npobdiem OOCMAMOYHO 6Ce20 HECKOJNbKUX CEeKYHO 8
O€Hb, eclu 8bl NPOCMAMpPUBaeme CHUCKU HYHCHLIX O€]l 8 HYHCHOE BPEMSL.

JIrogu vacto cnpamuBaiOT MeHs: «CKOJIbKO BPEMEHHU Bbl TpAaTUTE Ha 0030p
cBoell cucrembl?» Mol oTBeT mnpocT: «POBHO CTOJNBKO, CKOJBKO MHE
HEOOXONMMO JJiS TOrOo, 4YTOOBI CIHOKOWHO JeflaTh CBOM Jenay. B
JICHUCTBUTENBHOCTH ATO HECKOJBKO Pa3 MO HECKOJBbKY CEKYH]| B TCUCHHE JIHA.
BoapmmHCTBO J10/IeH HE MOTYT MOHSTH, YTO MOU CIIUCKH — 3TO, B HEKOTOPOM
poze, opuc. Bel MoxkeTe aep:kaTh CaMOKIICIOIIUECS JIUCTKU U Teae(OHOTrPaAMMBbI
Ha paboueM MecTe, a s JIepXKy MX B CIHUCKax JaJbHEHIMX aercTBuid. Ecou B
MOJTHOCTBIO coOpaiu, 00padoTany 1 YIOpsSI0UYWIA CBOM MaTepHalIbl, TO, CKOpee
BCEro, BaM MPHUIETCS BpeMs OT BPEMEHU TPATUTH JIUIIb HECKOJIbKO CEKYH]I Ha
oOpallleHHEe K CHCTEME 3a €KETHEBHBIMU HATOMUHAHUSIMHU.

Cuauana nocmompume 6 KaieHoapw

BeposatHOo, wyame Bcero Bbl OyJeTe NOpOCMATPUBATh €KEIHEBHUK U
0000IICHHYIO MaMATHYI0 KHUXKKY — KapTOTEKy (€CIM BBl €€ 3aBelih), YTOObI
pasmsIeTh «HEPOBHOCTH penbeda» U MoAyMaTh, UTO HYX HO cienarb. CHavana
BbI JIOJDKHBI Y3HATh MMapaMeTpbl MecTa U BpeMeHU. Eciu Bbl Oyzete 3HaTh, 4TO C
BOCBMHM yTpa JI0 LIECTH BeYEpa BaM MPEACTOST CIUIOLIHBIE BCTPEUYHU U BPAI JU
yAacTcsl BHIKPOUTH TOJIYaca Ha 00e/], 3TO TOMOKET BaM MPUHATH HEOOXOUMBbIE
PEIICHHUSI, KacaroIuecs JIIOObIX IPYTUX JIEHCTBUIA.

«..HOMOM — 8 CRUCKU O0eN

Korga BBl mepecMoTpuTe 3aaud, HAMEUCHHbIC Ha KOHKPETHBIC JTHH U Ha
KOHKPETHOE BpeMs, U MpEAInpUMeTe BCEe HEOOXOIMMBIC IIIard B paMKax UX
BBITIOJIHEHUS, CIACAYIOMUM 00BEKTOM 0030pa CTaHYT CIHUCKU €], KOTOPHIMU BbI
MOTJu ObI 3aHSATHCA B CIOXUBILICHCS cuTyauuud. Hanpumep, Haxoasces B oduce,
BBl OyjieTe 0oOpamaThCs K CIHCKaM 3BOHKOB, OMEpAlMid 3a KOMIIBIOTEPOM U



opHUCHBIX Jel. OTO COBCEM HE O3HayaeT, 4YTO BBl O0SA3aTEIBHO JOJKHBI
MPEANPUHAMATD KaKHe-TU00 W3 JACHCTBUH, YMOMSHYTHIX B CIHCKaX; HYXHO
OyJeT TOJIBKO CPaBHUThH MX C MIOTOKOM JIPYTUX HAMEUEHHBIX JICJ: 3TO MO3BOJIAT
BaM 3aHATHCS HamOoJiee MPUOPUTETHHIM HAIPaBICHUEM JIEATCILHOCTH. Bam
HYy)KHa YyBEPCHHOCTh B TOM, 4YTO BBbl HE YIYyCKaeTe U3 BHJIY HHYETO
CYIIIECTBEHHOTO.

Ecnu BBI TOBepsicTe CBOEMY KaJICHJIAPIO M MOCTOSSHHO OOHOBIISICTE CIUCKH
JeN, TO, KpOME HHUX, B Bamiei cucTteMe He OyaeT OOBEKTOB, K KOTOPBIM
MoHao0UTCsT oOparaThCs dYale, 9eM pa3 B HECKOJIbKO JHEH. beBamu mHw,
KOI'JIa MHE HE HY>KHO OBLIO 3arjisablBaTh HM B OJHMH W3 CIIUCKOB, MTOTOMY YTO C
caMoro Havaja (U3 KaJIeHaaps) ObLIO SICHO, YETO 51 HE CMOT'Y BBITTOJHUTS.

0030p mamepuanos, coomeemcmeyOuux cumyayuu

B 10001 MOMEHT BpeMEHH BaM MOKET IMOHAJ00UTHCS KAaKOM-TO U3 CIIUCKOB.
Korma Bel u Bama mojioBUHa pacciabisieTech B KOHIIE pabodero IHs, U BaMm
X0ueTcs yOeIuThCs, UTO BBl HAJISKAIIMM 00pa3oM 3a00THUTECH O BallieM 00IIeM
«zIeney, T. €. 0 IOME U CEMbE, Bbl IOJYMAETE O HAKOMUBIIMXCS BOIPOCAX JIPYT K
apyry. C npyroi CTOPOHBI, €CJIM HayaJbHUK 3arJISTHET K BaM W MPUIJIACUT HA
JUYHYI0 Oecelly O TEKyIIeM COCTOSHHMM JeJl, TO BeCbMa IOJIE3HO MMETh MOJ
PYKOH CIMCOK aKTyaJbHBIX NMPOEKTOB U MOBECTKY JHA ISl UX BCECTOPOHHETO
00CyXICHUS.

Kaxk obnoename cucmemy

['maBHbIf (Pokyc, nexamuii B OCHOBE MOMAJEPKAHMS HAICKHOCTH BCEM
OpraHU3allMOHHON CUCTEMBI, COCTOUT B TOM, YTOOBI PEryJIIpHO OOHOBJISITH CBOE
CO3HAaHHME M caMy CHUCTEMY, paccMarpuBas ee B Ooyiee IIMPOKOM paKypce.
Bnpouem, BaM He yacTcs 3TOro CleiiaTh, €CJIA BalllM CIIMCKH CIUIIKOM CHIIBHO
OTCTAlOT OT JAecTBUTENbHOCTH. CaMOOOMaH TyT HE MOMOXET: €Clid Balla
CUCTEMa ycTapena, TO MO3Ty HPHUAETCS CHOBA MOJHOCTBbIO MPOpadaThIBaTh BECH
IpoLEeCC 3alIOMUHAHUs Ha 00Jiee HU3KOM YPOBHE.

Y1005l CACJIaTb 3HAHUA ITPOAYKTUBHBIMHU, Mbl JOJIZKHBI HAYUYUTLCA BUACTDH
H JICC, 1 ACPCBbA. H€O6XOI[I/IMO YUYUTLCA BBICTPANBATL B3aUMOCBA3M.

ITutep Hdpykep

BeposTHo, ykazanHas mpobiieMa — camasi cepbe3Has. Ecim BBl OITyTHIIH,
YTO O3HayaeT MOJIHAs CBOOOJA CO3HAHUS W KOHTPOJb HaJ BCEMHU TEKYIIUMU
JenaMu, CMOXKET€ JIM Bbl MPEANPUHUMATH IIard, HEOOXOAUMBIC s
COOJTIOICHUST ATOTO CTaHAApTa B MOBCEAHEBHOW NEITEIHHOCTH? MHOTHE TOJBI,
MOTPAYCHHBIC HA WCCIICIOBAHWEC W BHEIPEHUE METOJOJOTHH B pabOTe MacChl



JIOJIeH, 3aCTaBWJIM MEHS TOHSTh, UYTO 30JIOTHIM KIFOYMKOM K ITOCTOSSHHOMU
7 (HEKTUBHOCTH MpoIlecca SIBISIETCS €KEeHEIeIbHBIN 0030p MPoOIeM.

Cuna exceneoenvbnozo oo3opa

Ecnu BbI momoOHBI MHE U OONBIIMHCTBY JPYTUX JIOACH, TO, KAKUMH OBbI
OmarumMu HM OBUTM BaIllM HaMEpEHUs, MUp OyJEeT BpHIBAThCA B Bally XU3Hb
ropaszio ObICTpee, YeM BbI CMOXeTe ero o0y3aarh. [loxoxke, MHOTHE U3 HAC OT
OpPUPOABl CKJIOHHBI Harpyatb ce0s MHOXKECTBOM MpoOJeM, 3HAYUTEIHHO
MPEBBIIAIOIIKUM 00BEM PabOThI, C KOTOPOH MBI B COCTOSIHUU CHPAaBUTHCS. MBI
KOKIBIM JI€Hb Ha3HAayaeM JIeJIOBbIE BCTPEYM, HAYIIME BIUIOTHYIO, OJHA 3a
ApYro, MOCEIIaeM MEpPONpPHSITHsS, MPOBOAUMBIE IMOCJE OKOHYAHUSA paboyero
THS, TJ€ POXKAAIOTCS UACH U CTaBSITCS BOIPOCHI, KOTOPbIE HAM HY>KHO pelliaTh, U
BTATMBAEMCSI B 3aMBICIIBI M MPOEKTHI, CIIOCOOHBIE BO3HECTH HAIlle TBOPUECKOE
MBIIIIJIEHUE B 3200JIa4HbIE BBICH.

HIMeHHO ATOT BOJOBOPOT OYpHOI IEATEIbHOCTH M 00YCIIaBIMBAET KPAMHIOIO
BKHOCTh €XKEHeJNeIbHOro 0030pa. OH JaeT Bpemsi Ha 3alluCh, MEPEOLCHKY U
NepecMoTp MpoOJeM, PEIICHHWE KOTOPBIX MO3BOJSIET COXpPaHUTh PaBHOBECHE.
Jlpyroro cmnocoba BBIOJHUTh HEOOXOAUMYIO TEPErpyNIHUpPOBKY 3ajad,
OJIHOBPEMEHHO TMBITASCh CIPABUTHCS C TMOBCEAHEBHBIMH JI€NIaMHU, MPOCTO HE
CYILIECTBYET.

Bui  o6sa3amenvno  b6ydeme Xxeamamuvcs 34 MAccy B803MOJCHOCHMEU, C
KOMOPBIMU 8AULA CUCTEMA HE CMOXNCEN CRPABIAMbCS eHCeOHEBHO.

EsxenenenbHbIil 0030p MO3BOISET KOHIEHTPUPOBATH BHUMAHUE HA BaXKHBIX
MPOEKTaX C MOSBIICHUEM HOBBIX BXOJHBIX JIAHHBIX W OTBJIEKAIOMINX (PAKTOPOB,
BO3HUKAIOIIUX B T€UEHUE Heaenu. BaM mpuaercss HaydUThCs TOBOPUTH «HET
ObIcTpee U yalle, YTOObl OCTaBaThCSl HAIJIABY U HE HCIBITHIBATH BHYTPEHHETO
auckomoprta. HayduBIINCh MBICIUTH KAaTETOPUSIMU IMPOEKTOB, BbI CMOXETE
3HAYMTEIIBHO 00JIETYUTh ceOe paboTy.

Umo makoe esxiceneoenvHwvlii 0030p

OdeHb TMPOCTO: EXEHENEIbHBI 0030p — 0JTO Jr00as MpoIEeaypa,
MO3BOJISIONIAS BAM CHOBa OCBOOOAWTH co3HaHHWe. OH 3aTparmBacT BCE CTAIUU
yIpaBiaeHus pabodywM TIporeccoMm — cOop, 0o0pabOTKy, COPTUPOBKY U

MePECMOTP BCEX BalllMX HEPEHICHHBIX 3a7a4 — U JJIATCS A0 T€X MOp, MOKa Bbl
HE CMOXETE C YBEPEHHOCTBIO CKa3aTh: «S 4ETKO 3HAK BECh NEPEUYCHb I,
KOTOPBIMH HE 3aHHMAIOCh Cceiiyac, HO MOT OBl 3aHATHCS, Oyab y MEHS Takoe
YKEJIaHUe».

B OyaHuYHOM, MPaKTHYECKOM KOHTEKCTE, TpeOyemasi MocCieI0BaTeIbHOCTD
JNEHUCTBHI BBITISIUT CIAEAYIOIIUM 00pa3oM.



Pa30epurech ¢ HenpukassHHbIMM  Oymaramm. [loBbITacKuBaiiTe
BCEBO3MOKHBIE KJIOYKM Oymaru, BHU3UTKU, KBHUTAHIIMM, 3aBajsIBIIMECS B
3aKoyJKax paboyero croia, B KapMaHaxX M JPYrHUX MecTaX. YJIOXKHUTE BCE, YTO
HalieTe, B KOP3UHY M7 00paOOTKH.

Oopaboraiite cBom 3anucu. llepecmMoTpuTe BCe 3amUCH B YYETHOM
KypHaJie, 3aMETKH C COBEIIAHWN WJIM 3alMCKH, HallapallaHHbIC Ha JINCTKax W3
O0mokHOTa. Pasnokute MX MO COOTBETCTBYIOIIUM KATETOPHUSM: JIOKYMEHTHI,
TpeOyrolMe aKTUBHBIX JEUCTBUM, MPOEKTHI, OKUJAHUS, KaJCHAAPHbBIE COOBITUS
u «Korga-unOyab/MoxkeT ObITh». YTOPSI0UYbTE JIOOBIE CIIPABOYHBIC 3AIUCU U
Matepuanbl. PaccraBpTe maTepuansl «I[Ipouects/mpocMoTpeTh». OTHECUTECH K
JIeNly C JOJKHOM CTPOTOCThIO: MpopaboTaiiTe BCe 3alUCU U UJEH, KACAIOIUecs
CBS3€H, MTPOCKTOB, HOBBIX 3aMbICJIOB, M BXOJHbBIC MATEPUAJIbl, HAKOIIUBIIHECS C
MOMEHTA MOCEAHEH 3arpy3KH, BCE HEHYKHOE — BBIOPOCHTE.

KanengapHble 1aHHbIe NPOLLIBIX EPUOAOB. BHUMaTEeIbHO POCMOTPUTE
MpOILIENIINE JaThl B KaJlGHAape, IpPOBEpPhTE, HE OCTAIOCh JU B HEM
HAlTOMUHAHUN 00 aKTHUBHBIX IIAarax, CIpaBOYHON MHGPOpPMALINU, U TIEPEMECTUTE
JaHHBIC B IEUCTBYIOILYIO CUCTEMY. BBl TOJKHBI OBITH B COCTOSIHUH MEPEHECTH B
apXyB BCE KaJ€HAApHbBIC TAHHBIC 3a MPOLLUIYI HEJEI0, HE YIIyCKash HUYEro U3
BU]TY.

KanenaapHubie 1aHHble OyaylUUX NEePpHOA0B. B3risHUTe HAa OTMEUYECHHBIEC B
KaJIeHJape MPEICTOSIINEe COOBITUS (JIOJIT0- U KPAaTKOCPOUHbIE). 3apuKcUpyiiTe
NEUCTBHS, Kacarolllhecs OpraHu3alud W MOJATOTOBKH  IPEACTOSIIHNX
MEPOIPUATHH.

BriOpocsTe Bce M3 roJioBbl. 3anuIIUTE (B COOTBETCTBYIOIIUE KATETOPHUH)
J00BbIe HOBBIE MPOEKTHI, NabHEUIITNE EHCTBUS, OKUJAHUS, BO3MOXKHBIE IIarH,
KOTOpBIC e1lle He 3a)UKCUPOBAHBI.

IlepecMoTpuTE CHIUCKH NMPOEKTOB (M CYLIECTBEHHBIX pe3yJjbraroB). [1o
ouepeu OLEHUTE COCTOSHUE BBINOJHEHUS IMPOEKTOB, JOCTHXKCHUS LENel u
pEe3yNbTaTOB; yOEAUTECh B TOM, YTO B CHCTEME OTMEYEHO XOTsI OBl OJHO
peraroniee JeUCTBUE MO0 KaXA0MY 3aMBICILY.

IepecMoTpuTe cIUCKM AaJbHeHIIUX AeHcTBUI. OTMETHTE BHIITOJTHEHHbIC
nenctBus. [IpoBephTe HAIMYME HAIIOMUHAHUN O JAJIbHEUIINX aKTUBHBIX IIarax,
KOTOPBIE€ HYXKHO IPEANPUHSITH.

IlepecMoTpuTe CHMCOK OKMIAHWMA. 3anuimuTe JOObIE JEWCTBUS, 3a
KOTOPBIMM HYXHO mpocieauTsb. I[IpoBepbTe, Kakue OXKHIAEMbIE IEHCTBHS
BBITTOJTHEHBI.

Ilepecmorpure cnucok «Korga-audyas/mMo:keT 0bITb». [IpoBephTe, Kakue
MIPOEKTHI MOIJIM CTaTh AKTyaJIbHBIMH U, €CJIM TAKOBBIE UMEIOTCA, IEPEHECUTE UX
B CIHCOK TIPOEKTOB. BbIuepKHUTE TMyHKTHI, KOTOpble Bac OoJbllle HE



MHTEPECYIOT.

IIpocmorpuTte coaep:xkumoe mnanok «llogBemieHHble NPOOJIEMBDY H
«ConyrcTByomme Marepuajb». [IpocMoTpuTe BCE BCHOMOTraTEIbHBIE
MaTepHalibl, Kacallluecss TeKylled padoThl, YTOObI HAMETUTh HOBBIC IIArH,
CBEpUICHUS U OXKUJAHUS.

IHoaxoauTe K Aejly TBOPYECKH U AeficTBYHTe pemiuTeabHo. He nossunocs
JM y Bac KaKUX-HUOYJb HOBBIX, UYJCCHBIX, CyMAacIIEIIINX, TBOPYECKUX,
3apa3UTENbHBIX, PUCKOBAHHBIX UJEH, KOTOPbIE MOKHO JOOABUTH B CUCTEMY ?

[Ipouenypa nepecMoTpa NPOAUKTOBAHA 3APABBIM CMBICIIOM, HO MajoO KTO U3
HAC BBITIOJIHAECT €€ C MaKCUMaJbHOU 3(()EKTUBHOCTHIO, COXpaHsA SICHOCTb
MBICJIEHN U OLLYIIEHUE BHYTPEHHETO PAaBHOBECHSI.

«Touka 3peHuss’» — 3TO TO caMoe Cyry0O 4YeIOBEUECKOE peIleHUe
npoOiemMbl  MHGOPMAIIMOHHON  MEperpy3Kd, HHTYUTUBHAs IMpolLeaypa
COKpalleHuss oObeMa JaHHBIX JO CYIIECTBEHHOTO U KOHTPOJIHPYEMOTO
MUHUMAJIBFHOTO YpOBHSI B Mupe, KOTOpBI M300UIyeT coaepKaHuEeM, TOUYKa
3pEHUsl CTAaHET CaMbIM JIS(DUIIUTHBIM PECYPCOM.

[Tons Caddo
Ilooxoosauwee epemsa u mecmo 011 0630pa

ExxeHenenpHbIl 0030p HACTOJIBKO BaXXEH, 4YTO BBl MPOCTO OOSI3aHBI
BOCIIUTaTh B ceOe TMpUBBIYKH, CO3[aTh OOCTAaHOBKY U  IMOATOTOBHTH
WHCTpYMEHTapuil s ero mpoeneHus. Korna OyaeT co3gaHa 30Ha CIOKOMHOTO
KOHTPOJS, O KOTOpPOM TOBOPUTCS B KHHUIE, BaM YK€ HE MPHUAETCS 0C000
OecrnokouTbes 00 0030pe — BBI JOJDKHBI OyI€T€ CHOBA BEPHYTHCS K CTaHAApTaM
MIEPCOHAIBHON OpraHU3aluu.

A 110 3TOT0 MOMEHTa KaXKJIyI0 HEJEIIO JeJalTe BCE, UTO CUUTACTE HY>KHBIM,
4TOOBI 3aCTaBUTH ce0s1 aOCTparupoBaThCs OT MOBCEAHEBHBIX MPOOJIEM Ha Mapy
4acOB — HE OTCTPAHUTHCA, a MOJMHATbCS XOoTs Obl Ha 10 000 ¢yroB u
HaBEPCTaTh YMYIICHHOE.

Ecnam y Bac ecth Takasi pockolib, Kak padodee MpOCTPAHCTBO B oduce, Tae
MO>KHO KaK-TO abCTparupoBaThCs OT JIOJIEH U MOBCETHEBHOTO OOIICHHUS, U €CIH
Bamie pabodee BpemMs XOTS OBl OTJAJEHHO HAIMOMHUHACT OOBIYHYIO
COpPOKaYacoBYI0 paboOvyI0 HEJENI0, COBETYIO BBIICISTH i 0030pa npobiem 1o
JIBa 4aca KaXIyIo MATHUIY B MEPBOM MOJOBHHE JHA. Takod BbIOOP BpEeMEHH
omnpezensercs TpemMs hakTopamu.

* CoObITHs MpoIIEaIIei HeJed, CKOpee BCETo, €Ille HEe YCIEeBaloT 3a0bIThCH,
U BBl B COCTOSIHMM MPOBECTU JETAIBHOE BCKPHITHE («AX J1a, HY)KHO HE 3a0BITh
3alTH K HEW U CTIPOCUTb. ..»).



* Kornma Bbl (00s3aTelIbHO) HATKHETECh Ha JIEUCTBUS, KOTOpbIE TPEOYIOT
CBSI3aThCs C JIIOJBMH Ha paboTe, y Bac eie OyJeT Bpems 3TO CAeNaTh J0 TOTO,
KaK OHU yeAyT Ha BBIXO/HBIC.

* OTO IPEKPACHO — OYUCTUTH BCE YPOBHU BaIlIEr0 CO3HAHMS, YTOOBI OBITH B
COCTOSIHUU Pa3BESAThCA U OTJOXHYTh Ha BBIXOJHBIX, KOTJAa HUYTO HE 3aHUMAECT
BaIll¥ MBICITH.

Bnpouem, ObITH MOXET, BBl OTHOCUTECh K THITY JIOACH, Yy KOTOPBIX HET
TPaJAUIIMOHHBIX BBIXOAHBIX. MHE, HAapUMep, YacTO MPUXOAUTCA MO cy0OoTaM U
BOCKpECEHbsIM paboTaTh HE MEHbIIEe, 4YeM Mo cpenaM. Ho y MeHsa ecTb
MPEUMYIIECTBO (BO3MOXXHO, COMHHUTENIbHOE, Ha TEPBBIA B3IUIA]]) — 4YacTble U
JIONITHE aBUAIEPENIEThl, KOTOPHhIE MPEAOCTABISAIOT MPEKPACHYI0 BO3MOXKHOCTH
Ui TOTO, 4TOOBl HaBEpCTaTh ymylieHHoe. Mol m0OpbIi Ipyr U KIIMEHT,
COTPYIHUK KpyMHEHIIel B MHUpE a’pOKOCMUYECKON KOMIIAHWHU, COOI0/IaeT
0COOBIN pHUTyaJ perakcaluu: KaKIplii cyOOOTHHII Beduep OH yCTpaumBaeTcs B
cBOeM JjoMairHeM oduce U oOpabaThIBaeT COTHU 3alUCed, CIETaHHBIX Ha
MPOTSHKEHUU HEJCNIU BO BPEMSI MHOTOUHCIICHHBIX JIETIOBBIX BCTPEY.

He3aBucumo 0T o00pasza >KH3HM, BaM HYXEH pUTyal €XEHEIEIbHOM
neperpynnupoBku mpoodsieM. BeposTHO, BBl yke co0ItoaeTe HeKoe moaodue
Takoro (waud OnmM3Koro) puTyama. B Takom ciiydae pasBeiite B cebe 3Ty
MPUBBIUKY, J00ABUB K HEMl mpoleaypy 00630pa mpodiaeM ¢ 00Jbliiei BHICOTHI.

Tpyanee Bcero BbIAENIUTH BpeMs AJjigi 0030pa, KOrJa YEIOBEK MOCTOSHHO
BOCTpeOOBaH Ha paboTe WM HAXOJIUTCA B JIOMaITHEH 0OCTAaHOBKE: TaKWE JION
COBCEM HE pacmojlaraloT BPEMEHEM Ha MepecOpTUPOBKY Mpobiem. Cpenu
CHEIUANKNCTOB, C KOTOPBIMU S CTAJKUBAJCS, CHJIBHEE BCETO IOJBEPKECHBI
CTpeccy Te, KTO JOJKEH MOCTOSIHHO pearupoBaTh HA U3MEHEHUS B CUTYalluu Ha
pabore (areHThl MO MPOJAXKE aKIUi WU HAYaIbHUKU IMITa0OB), a MOTOM —
BO3BpAIaThCSA JOMOW K Mape MaJOJETHUX JETeH M CyIlpyre, KOTopas TOXe
paboraer. Camble Be3yuWe M3 HHX MOTYT TIO3BOJIUTH ce0e Ha Yacok
pacciiabuThes, OKa €AyT B MOE3/IE.

Ecnu BBl y3Hanmu cebsi B MPUBEJECHHOM OINKMCAHWM, TO CaMOM Cepbe3HOM
npoOiemMoil i  Bac CTaHeT HaJll@XMBAHHUE IIpollecca  PeryssipHoOu
MEePECOPTUPOBKU TPOOJIEM B T€ MOMEHTHI, KOrJa Bbl HE CTAJIKMBAETECh C
KU3HEHHBIMU TATOTAMU HEIMOCPEICTBEHHO. Bam mpuaeTcs 1ubo CMUPUTHCS C
HEOOXOIUMOCTBIO BBIJICIIUTh BpeMs IIOCJIE€ OKOHYAaHHS pabouero IHS IO
MATHULIAM, JTUO0 OTBECTH MECTO M BpPEMs JIsi CIIOKOMHOTO IIepecMoTpa mpoodiiem
3a paboTOi, KOTOPYIO BBI BHITIOJIHIETE JOMA.

Bpems nsst onepaTtuBHOro 0030pa B cepe pykoBoacTna. I coBeroBan
MHOTUM PYKOBOJSIIUM paOOTHHKAM BBIJICIUTH B CBOEM rpaduke Mo JBa vaca
KOKIy0 maTHUILY. 711 HUX caMo# cepbe3HOM MpoOsiemMoil ObLIO0 cOoOII0IeHNE



pPaBHOBECHSI MEX]y KaueCTBEHHBIM MBIIUICHHEM U CPOYHBIMU TPEOOBAHUSIMU
KPUTUYECKM BAXKHBIX TEKYIIMX HWHTEPAKTUBHBIX 3a7ady. OTO — CIIOXHBIH
MOMEHT. Bmpouem, camble ONBITHBIE U MYJPBIE OCO3HAIOT 3HAYMMOCTH
MPUHECEHUS] CPOYHBIX, HAa TEPBBIM B3IJISAI, JI€7 B JKEPTBY MCTHUHHO Ba)KHBIM
3ajlayaM, 1 CO3/1al0T OCTPOBKHU CBOOOJHOTO BPEMEHHU ISl POBEACHUS TT0I00HOM
POLIETYPHI.

Jlywwue uodeu, Kacaiowuecsi pabomel, He nocemam 6ac, MNOKA 6bl
pabomaeme.

Ho nakxe HavyanbHUKHM, KOTOpPBIE PETYJSPHO BBIACIAIOT BpeMs IJIsl aHATu3a
paboThl, YacTO MPOBOMAAT «CKOMKAHHBII» TepecMOoTp IMpoliemM Ha Ooree
OPU3EMJICHHOM YPOBHE, MM NPHUXOAMUTCS TMPEoAoeBaTh MpolOen, YToObI
noaHsThes Ha BoicOTy 10 000 dhyToB. Mexy CIUIOMIHBIMU BCTPEYAMH U CYyeTOU
BOKPYT SAMOHCKOTO MpyJia BO ABOPE, BO3JIE KOTOPOTO MOKHO MUTH IIAPJOHE Ha
3aKaTe, JOJKEH OBITh HECKOJbKO OoJieeé BBICOKMM YypOBEHb aHalu3a U
MEPECOPTUPOBKU TPOOIEM, HEOOXOTUMBIM MJii KOHTPOJS [EATEIbHOCTH H
KOHIIEHTpAIlM BHUMaHUs. Eciu Bbl cuuTaeTe, YTO MOJHOCTHIO OMPEICTUIIH,
VSICHUJIM U TPOAHAIU3UPOBATIN BCE HE3AMKHYTHIC IIUKIIBI, a TAKXKE OMpPEeIIIN
JalbHEWIINe JEeWCTBUS B paMKax UX 3aBEepIIEHUs, TO, HaBEpPHOE, BbI
3aHMMAeTeCh CAMOOOMAHOM.

MpiiieHue — 3TO cama CyTh, CaMO€ CJIOKHOE 3aHsThE B OM3HEce U B
Ku3HU. CTpoUTeNW UMIEPUN TpaTAT HA HWHTEIUIEKTYaJbHbIE YCHIIMS
rmojiyaca... II0Ka OCTajJbHbIE IpefaroTcs yBeceleHusM. Ecau Bbel He
YyBCTBYETE, 4YTO IIOCTOSHHO COBEPLIACTE CAMOCTOSITEIBHBIE YMCTBCHHBIC
YCWJIMSL... 3HAYUT BBl NOJJACTECHh JICHW, W YK€ HE BIIACTHBI HAJ CBOEU
KU3HBIO.

JIoBua Kexknu
0030p ¢ mouku 3penus oouieil KapmuHl

Jla, B ompeeneHHbIi MOMEHT BBl JOJKHBI YACHUTH OOJiee CYyIIeCTBEHHBIC
PE3YABTATHI, JOATOCPOYHBIC IIEJIH, IICHHOCTH ¥ TIPUHITUIIBI, KOTOPHIE MOTHOCTHIO
OTIPENICTISIOT M TIPOBEPSIOT BaIllA PEIICHUS.

KakoBbl, Mo BameMy MHEHHIO, KIIOYEBBIC 1€ W 3aJlauyd Baiield padoThI?
Kakux pe3ynbTaToB Bbl XOTHTE JOCTHYH depe3 rofd uin Tpu? Kak mpoaBuraetcs
Bama kapbepa? [1o3BosiseT v Ball KU3HECHHBIN CTUJTb TIOJIHOCTBIO pean30BaTh
ce0s1? Brl 3aHATHI TeM, 4eM JIEHCTBUTEIHHO XOTHUTE, WIIM JOJDKHBI 3aHUMAThCS
ATUM C TOYKH 3PEHHUSI TOJITOCPOUHBIX IEPCIIEKTHB?

Ypouu 30 000 wmm 50 000 ¢yToB Henb3s Ha3BaTh SIBHBIM IMPEIMETOM
paccMoTpeHus NaHHOW KHMrU. Ho ee cCKpbITas 1elb COCTOUT MMEHHO B TOM,



9TOOBI 3aCTaBUTh BaC JICUCTBOBATH HCXOMAS M3 0oJiee MHUPOKUX TEPCIEKTHB,
MIOMOYh BaM IPEYCHETh B CAMOBBIPAXCHUHN U JTOCTIKCHHUH 0ojiee 0000IEHHBIX
KU3HCHHBIX IIeJIel, K KOTOPhIM MBI Bce cTpeMumcs. [lo mMepe Toro kak BBI
YBEIIMYUTE CKOPOCTh M TEMITBI OCBOOOKICHUSI «B3JIETHON MOJOCHD U YpOBHS 10
000 ¢yroB B cBoeil xu3HM W paboTe, He 3a0bIBaliTe BpeMsS OT BpPEMEHHU
oOpamaTteCs K APYTUM YPOBHSIM JEATEIbHOCTH, YTOOBI COXPAHSITH SICHOCTH
MBICJICH.

Hackonbko wacTo criemayeT 3amaBaTthecsi Oosiee  OOIMMMH  BOIPOCAMU
OTNMCAHHOTO XapaKTepa, MOXKETE 3HATh TOJBKO Bbl CaMH. B 3TOM CBSI3M S XOTEN
OBl MOTYEPKHYTH CIACTYIONNN MPUHIIUIT: PACIICHUBANUTE CBOIO KU3Hb U paboOTy C
HYKHBIX TO3UIINNA, MPUHUMANTE HY)KHbBIE PEIICHUS B HY)KHOE BpeMsi, YTOOBI 1O-
HACTOSIIEMY OCBOOOIUTHCS.

Urak, MBI moOmonUIM K KOHEYHOM TOYKE, K 3aBEPIIAONICH CTaJauH
METOJI0JIOTHH WHANBUIYAIBHOTO cOOpa, 00padOTKH, COPTUPOBKHU M MEpecMOTpa
npobJieM: ceidac cpena, BpeMs — 9:22 yTpa — 49TO Aenath?



I'naBa 9. /leiicTBusi: Kak BbIOPATH JIYYLIUIl BAPUAHT

Tak 4yeM ke 3aHAThCS, KOrja Jeja0 JOXOJUT JI0 PeaibHOro pabodero AHS U
HYHO «I1aXxaThy, 3aCy4UB pyKkaBa?

Moi1 cOBET MPOCT: MPUCITYIIAUTECHh K TOJIOCY CBOero cepauna. Mnm mymm.
Wnu, ecnu y Bac amneprusi Ha MoI00HBIE CIIOBA, MONMPOOYHTE ApyTrUe: «HyTPOM
4y10», «CIIMHOU YyBCTBYIO», K\ MHTYHIIUS MOJICKA3bIBACT.

Bceeoa u nonnocmwio dosepsitime ceoeii unmyuyuu. Bnpouem, ecmov macca
uazo8, KOMopbwvie bl MONCeme NPeonpuHiImy, Ymoodwvl 5mo 0oeepue YCUIULOCD.

OTO HE 3HAYUT, YTO HYXXHO IMYCTUTh BCIO HW3Hb Ha CaMOTEK, XOTH,
BO3MOXHO, /ISl BAC CMBICII MPUBEJICHHBIX BHIPAXKCHU UMEHHO TakoB. Sl U cam
Ha OMNPECICHHOM >KU3HEHHOM 3Tale U3 MECTU MOIIEN MO dTOMY MYyTH U MOTY
MOKJIACTBCS, YTO YCBOCHHBIC TOTJAa YPOKH ObLIN, 0€3YCIOBHO, IIEHHBIMU, XOTS,

BO3MOYKHO, U HeoOs3aTenpHpMu. 3]

A oOHapyXusl TpuU TPUOPUTETHBIX HAMPABICHUS, KOTOPHIE MPEKPACHO
MIOMOTAIOT MIPU ONPEACICHUN TAIbHEHINUX JEUCTBUN (CM. TJ1aBy 2):

* UeTbIpe KpUTEepUs BbIOOpA TEKYIIUX ACHCTBUM.

* Mojiens aHanau3a MOBCEAHEBHON PabOTHI.

* lllecTypoBHEBast MO/EIb aHATN3a COOCTBEHHON PaOOTHI.

PackpbITie MaHHBIX HAMpPaBICHUN MPOUCXOJUT B 0OPATHOM UEPAPXUUECKOM
MOpAJIKE — 3TO OOOPOTHAsE CTOPOHA TUIUYHOTO CTPATETHYECKOTO MOJX0Ja K
aHaIu3y JACSATENbHOCTH CBEpXy BHHU3. l[Ipuiepx uBasch CyTH METOJOJIOTHH,
U3NIOKEHHONW B kHHUTe «Kak crhpaBidTbest ¢ JejgamMu», s CUUTAl0, 4TO OyJleT
MOJIE3HO €lIe pa3 MPOWTH CHU3Y BBEpPX, TO €CTh HA4aTh CIEAyeT ¢ Haumboiee
MIPU3EMIICHHBIX YPOBHEM.

Yemuvipe kpumepus 6v100pa meKyuiux 0eiicmeuil

[TomHuTE, BBHIOOp MAMbHEHIIMX NEUCTBUI CTPOUTCS HA OCHOBE YETBIPEX
CHEAYIOIINX KPUTEPUEB, PACTIOJNIOKEHHBIX B TAKOM HOPSIIAKE:

1. KoHTekcr.

2. 3amac BpeMeHHU.

3. 3amac sHeprumu.

4. ITpuOpUTETHOCTD.

JlaBaniTe pacCMOTPUM KaXIbli W3 HUX W BBUICHAM, Kak Jydllle
CTPYKTYPHPOBATh CUCTEMBI U JCUCTBUS, YTOOBI B IMHAMUKE BOCIOIB30BATHCSA
IIPEUMYIIECTBAMU KPUTEPHUEB.

KonTekcer



[IepBoe, 0 UeM CTOUT 3aAyMAThCsl, — YTO MOYKHO NPEANPUHITH HA JAHHOM
JTane, MMes B PACIOPSIKEHWU 3aJlaHHbId MHCTpyMeHTapuil? Y Bac ecThb
tenedoH? Bbl MoxkeTe CBS3aThCs C YETOBEKOM, C KOTOPBIM XOTENU Obl JIUYHO
0oOCyUTh TPU MYHKTa MOBECTKU HA? Bbl HaX0aUTECh B Mara3uHe, I/€ J0KHbI
YTO-TO KynuTh? EcCIM BBl HE MOXKETE COBEPIIUTH JCHCTBHS, IMOTOMY YTO
HaxOJIUTECh HE B TOM MECTE WJIM HE PacIojiaraete Hy>KHbIM MHCTPYMEHTOM, TO
00 PTOM HE CTOUT OECITOKOUTHCSI.

Crapaiitecb Bcerga ymnopsAJ04uMBaTh HANOMUHAHUS O  JIaJbHEUIINX
JNEUCTBUAX O KOHTEKCTYy — «3BOHKWY», «Jloma», «KommbroTep», «Bbie3aby,
«Bompocs! ans o6cyxaenus ¢ Jxxo», «IloBecTka 3acenanust mepcoHangay u T. 1.
[ToCKONIbKY KOHTEKCT SIBJISIETCSI IEPBBIM KPUTEPUEM, KOTOPBIM BCTYHAET B CUILY
pU BBIOOpE JaNbHEHIINUX EHCTBUN, OTCOPTUPOBAHHBIC MO KOHTEKCTY CIUCKH
MO3BOJISIIOT U30€XaTh HEHY)KHBIX COMHEHUH, KOTJ]a BBl PEIAaeTe, YEM 3aHSATHCA.
Ecnu y Bac HaMe4eHO HECKOJIBKO JIEJI, 3alIMCaHHbIX B OJTHOM CIIMCKE, HO MHOTHE
Y3 HUX Bbl HE MOJKETE BBINOJHUTH B OJHOM U TOM € KOHTEKCTE, TO BaM
MPUXOJIUTCS OCTOSHHO MEPEOCMBICIIMBATD 8€Ch NEPEUEHb.

Ecnu BBl monmanu B mpoOKy Ha JAOpOre U €AMHCTBEHHOE, YeM BBl MOXETE
3aHATHCS, — 3TO 3BOHKH IO MOOWJIBHOMY TeliepoHy, paboTaiiTe CO CIHCKOM
3BOHKOB. [IpopabaTpiBaiiTe CIUCKH JATbHEUIIUX IIArOB TaKUM 00pa3oM, YTOOBI
nepen riazaMu ObUIH TOJBKO TE€ JEHCTBUS, KOTOPHIE Bbl MOKETE BBIMIOJHUTH B
JAaHHBI MOMEHT.

BTopoe cyliecTBeHHOE MPEUMYIIECTBO, KOTOPOE MO3BOJSET YHOPAIOYUTH
BCE BalllM JCHCTBUS B 3aBUCUMOCTH OT HEOOXOJUMOTO (PHU3NYECKOTO KOHTEKCTA,
COCTOMT B TOM, YTO JaHHAs WpoOLEaypa IOMOTaeT BBIOpaTh ClEayIolee
aKTUBHOE JICUCTBUE B HAIMPABJICHUH PEIICHUs PYTHUHHBIX mpobiem. CTpykTypa
MOUX CIUCKOB JAIBHEUIIUX JEUCTBUM MO3BOJSAECT ONPENCTATH IEPBOOUEPETHOE
¢uznueckoe aeHCTBUE 10 TOTO, KaK s MOTY PEIIUTh, B KAKOW CIHCOK MTOMECTUTD
HaroMUHaHue (MHE MOHAAO0UTCA KommbioTep? TeinedoH? HYKHO 3aeXaTh B
MarasuH?). Jloam, KOTOpbI€ COCTABISIOT CHUCOK pa3HbIX JEUCTBHM (T. €.
CIIMCOK, HE MPHBSA3AHHBII K KOHKPETHOMY KOHTEKCTY), 4YacTO HE MOTYyT
OJIHO3HAYHO PEUINTh, KAKOB OYyJIET UX NIEPBOOYEPETHOM IIIar.

YacTo s 3aCTaBIISIIO KIMEHTOB CTPYKTYpPUPOBATh CHUCKH MO KaTEropusM Ha
paHHeM »Tame OOpaOOTKH KOP3WHBI, MOCKOJBKY ATO aBTOMATHYECKH CTaBUT
MPOEKThl Ha TBEpAbId (YHAAMEHT M3 peajbHBIX IIaroB, KOTOPbIE HYXHO
MPEANPUHATH, YTOOBI OHU MPOJABUTAIIUCE.

3anac BpemeHH

BropeiMm ¢akTopoM mnpu BbeIOOpE AEWUCTBHS SBISETCA 3amac BpPEMEHH,
KOTOPBIM BBl pacrojarac€Te 10 MOMEHTa, KOrJa MPUIETCA 3aHATHCA YEM-TO
apyruM. Ecnu yepe3 ecaTb MUHYT HaUYMHAETCSl COBEUIAHUE, TO BbI, BEPOSITHEE



BCEro, 3aiiMeTeCh HE TEeM, YeM 3aHSIIUCh Obl, OyAb y Bac /1Ba CBOOOAHBIX Yaca
BIICPEIIN.

EcTtecTBeHHO, TMOJIE3HO 3HATH, CKOJBKO BPEMEHH y Bac B PACIOPSDKCHUU
(MuMeeT CMBICT aKIGHTUPOBAaTh BHUMAaHHWE Ha KalleHAape ©W Ha dYacax).
WMHCTpyMEHTHI HATIOMUHAHUS O NaTbHEUITUX NEHCTBUSX HA BCE CIydYaW >KH3HU
MPEIOCTaBIT BaM MaKCHMyM HH(OpPMAIMM M 3HAYUTEIHLHO OOJIerdaTr 3ajady
COTJIACOBaHMS HAMEUEHHBIX JIeT M CBOOOTHOTO BpeMeHU. IHBIMU ClIoBaMU, €cliu
y Bac €CTh JICCATh MHUHYT JIO CJICAYIOIIEH BCTPEYH, HAWTUTE JCCITUMHHYTHOE
neno. Ecmu B Bammmx circKaxX 3HAYATCS TOJIBKO OOJBIIHME WIIM Ba)KHBIC JENa, TO
HE WCKIIOYCHO, YTO B HHUX BOOOINE HE HAWACTCS TOIXOMSINErO 3a/JaHusl,
pPacCUMTAHHOTO HA JIECATUMUHYTHBIM MPOMEXYTOK BpeMeHH. Eciu Bam Bce
paBHO TPUXOJMUTCS 3aHUMAThCA OOJiee KPATKOBPEMEHHBIMU JCIaMHU, TO
HamOoyiee TPOAYKTUBHBIM CHOCOO CHPaBUTHCI C HUMH — UCHOJIb30BaTh
HETNPOJIOJDKUTENBHBIE OKHAa OECXO3HOTO BPEMEHH, KOTOpPHIC BO3HUKAIOT B
TEYCHUE JTHS.

3anac 3Hepruun

MOXXHO Hay4YWThCS YBEIUYMBATH CBOW 3amac TBOPYECKHX CHJI ITyTEM
W3MEHEHUSI KOHTCKCTa M MEePeHOCa BHUMAHUS, HO CAENaTh 3TO YJIACTCS JAlICKO
He Bcerna. Konerr Hs1, 60mbInas 9acTh KOTOPOTO MOTpadeHa Ha «MapadOHCKOES
3ace/laHre OFKETHOTO KOMHUTETA, HE Jy4Iliee BpeMs JIJIsl TOTO, YTOOBI 3BOHUTH
MOTCHIIMAIBHOMY KJIMCHTY WM HAYMHATH IJIAHUPOBAHWE CTPATCTUU OIICHKH
NPOU3BOJAUTENLHOCTH. B Takoe Bpems nydmie OyneT TO3BOHUTH B
aBUAKOMIIAHUIO, YTOOBI M3MEHUTH JaTy, Ha KOTOpPYyIO 3a0pOHUpOBaH OWIIET,
0o0paboTaTh  HECKOJIBKO  IUIATEXKHBIX  KBUTAHIIMH WM TOJUCTATh
CTICTIMATTU3UPOBAHHBIN KypHAL.

VY kaxzoro U3 Hac ObIBACT BpeMsi, KOTJa OH MBICIUT 0oJiee MPOAYKTHUBHO,
U BpeMsi, KOTJ1a BOOOIIE HE CIIEAYET HU O YeM JyMarTh.

Jpuuen Koysn

Ecnu y Bac mepen riasamu OyAeT NEpeueHb BCEBO3MOXKHBIX JEN, TO BBI
cMoxkere 3((PEKTUBHO HMCIOJIB30BATh Pa3HOOOpa3HbIE MPOMEKYTKH BpPEMEHHU.
TouHo Tak xe, ecu Bel OyAeTe 3HATh BCE 3aJ]a4M, KOTOPbIE JOKHBI 00paboTaTh
M BBINOJHATH B KOHKPETHBII MOMEHT, TO CMOXETE COIJIacoBaTh CBOIO
TBOPYECKYIO IESITENBHOCTD C 3a11aCOM KU3HEHHBIX CHIL

Bcerna nepxkurte mon pykod nepeueHb HAMEUYEHHBIX JIEJ, KOTOphIe TPeOyIoT
OT BaC MHUHUMAJbHBIX HMHTEIJICKTYaJbHBIX M TBOpYeCKHX ycunnil. Korma Bbl
HaxOJHUTECh B OAHOM W3 HHU3KHX JHEPreTHUECKUX COCTOSHUW, MOXKETE HMH
3aHATBHCA. UTEHME CIIydallHO MNONAaBIIMXCS Ha TIJa3a >XypHaJlOB, CTaTed H
KaTaJoroB, BBOJ TEIE(POHOB U aIPECHBIX JAHHBIX B KOMIBIOTEP, YUCTKA MAIOK,



OOHOBJICHHE MTPOrPaMM Ha HOYTOYKE, MOJIMBKA PACTEHUHN WJIM 3aMEHA CKPEMOK B
CKOPOCIIIMBATEIE — BOT HECKOJIBKO M3 MHOKECTBA IMPUMEPOB 1€, KOTOPHIMU
BaM BCE PAaBHO HY>KHO KOTJIa-HUOY/Ib 3aHUMATbhCS.

Haoice ecnu 6vi me 6 nyuwen ¢opme, 3mo ne npuuuHa OJisL Mo20, Ymoobl
CHUICAMb YPOBeHb NPOOYKMUBHOCTIU.

B sTom cocTrouT oAHa M3 OCHOBHBIX MPHUYMH, MO KOTOPBHIM HEOOXOAUMO
HAMETUTh YETKUE TPAHUIbl CUCTEMbI MEPCOHANBHOW OpraHU3alluu: BaMm OyaeT
Jerdye MnojAep:KUBaTh BBICOKHI YPOBEHb MPOU3BOJUTEIBHOCTH, JAXKE E€CIU BBI
He B syumiei ¢opme. Ecnu Bamn 3amac sHepruud Ha HMCXOAE, MaTepUalbl AJis
YTeHUs] — B Oecnops/ike, KBUTAHIIMM BAJIAIOTCS MO BCEMY JIOMY, MaIKH
paccTaBlICHbl XAaOTUYHO, a KOP3MHA BXOMSIIMX MaTEpPHAIOB HE BBITOIHSIET
OCHOBHBIX (DYHKIIMI, TO COPTUPOBKA HAMEUEHHBIX JEN KaXKETCs CIHIIKOM
TpyaHOU 3amaueil. [losTomMy BBl M30eraeTe KaKuX-TuOO NEHUCTBUNM U OT ATOTO
yyBCcTByeTe cels eme Xyxke. OIuH U3 JydlluX CHOCOOOB YBEIUYHUTH 3arac
XKU3HEHHOM DHHEPrMM — 3aBEPLINTh HEKOTOPbIE HE3aMKHYTBHIE IUKIIBL.
CrnenoBaTenbHO, UMEET CMBICIT BCErAa AepKaTh MOl PYKOW HECKOJIBKO MPOCTHIX
LIUKJIOB.

OnucanHble BBINIE TEPBbIE TPU KPUTEPHUS BbIOOpA JANbHEUIIHUX IIaroB
(KOHTEKCT, BpeMs U DHeprus) oOyCIaBIMBAIOT HEOOXOJUMOCTH ILIETOCTHOU
CHUCTEMBbI HAIIOMWHAHUM O NEPBOOYEPENHBIX NEUCTBUAX. MIHOrma y Bac mpocro
He OyJIeT CHJI Ha Pa3MBIIUICHHUS TaKOTO POJa: CUCTEeMa JOJIKHA OBITh TOTOBA K
stomy. Ecnm 3TO Tak, TO BBl MOXETE€ NIEUCTBOBAaTh «B PaMKaxX JOMYCTHMBIX
1aroB» W BBIOUPATh OTNEIbHBIE 3aJa4M, KOTOPHIC BBIMOJIHUMBI B JAHHOM
CUTYyalHU.

IIpuopurerHocTh

Ecam 3agaH KOHTEKCT, B KOTOPOM Bbl HAXOJWUTECh, 3amac BPEMEHU U
SHEPIHH, TO, ECTECTBEHHO, CIEAYIOIIUM KPUTEPUEM IPU BHIOOpPE AAIBHEUIINX
JNEUCTBUMA CTAHET HMX OTHOCHUTENbHAsl BAXXHOCTh: «Kakom u3 ocCTaBIIMXCSA
BAPUAHTOB MEPBOOYEPEAHBIX IIIATOB CAMBIN BaXKHBIM 1J11 MEHS 7»

Kak onpenenutscst B mpuopuretrax? ITOT BOIMPOC S YACTO CIBILITY OT JIFOAEH,
C KOTOpeIMH paboTtaro. OH O0YCIOBJIEH OUIYIIEHHWEM, YTO Ha HUX BO3JIOKEHO
OoJbIIe 3a7a4, YeM OHHU CIOCOOHBI BBIMOIHUTH. OHHM 3HAIOT, YTO MPHUAETCA
cleNlaTh HEMPOCTONW BBIOOP, a HEKOTOpbIE MPOOJIEMBbI, BO3MOXKHO, TaK M HE
YAACTCS PELIUTb.

Bvl ne moorceme Ovimb ygepenvl 6 ceoem 6vibope, eciu He 3Haeme, 8 uem
cocmoum eauwia paboma.

K xoHIty aHs, 94TOOBI HE UCTIBITHIBATH TUCKOMQOpPTA U3-3a TOTO, YTO YETO-TO
HE YCIIENU, Bbl JIOJDKHBI HPHUHATH PAJl CO3HATENBHBIX PEIICHHUM, KaCaroIIUXCs
CBOMX OOS3aHHOCTEH, IIeJied ®W uAeajioB. OTOT MPOIECC, HECOMHEHHO,



IIPEAIOJIaracT 3a4acTyl0 CJIOXKHOE IEPEIUICTCHUE BIIMSHUN LEIeH, HUICaNOB,
HaIpaBJICHUM JEATENHHOCTH Ballleil opraHu3aiuu, Hebe3pa3IMuHbIX BaM JIIOACH
Y BQ&KHOCTU OTHOLIEHHUMN C HUMM.

Mooenv ananuza noeceonesHol padoomul

PaccraHoBKka NpPUOPUTETOB MpEANOJaraeT, 4YTO HEKOTOphble Bl OyayT
Ba)KHEE JPYTUX, HO BayKHEE C TOUKH 3peHus yero? B maHHOM ciydae — ¢ TOUKU
3peHus Baiiel paboThl, T. €. ACATEIbHOCTH, KOTOPYIO BBl B3sUIH Ha ceOs u/uiu
KOTOPYIO BO3JIOKWJIM Ha Bac Apyrue oau. MiMeHHo Ha 1aHHOM 3Tare B BalleM
CO3HAHUU JIOJDKHBI BCTYNUTH B JEHCTBUE ellle ABE CTPYKTyphl. OHU KacaroTcs
ompezenenust Bamed pabotel. [lomMHUTE, YTO HECMOTpPs Ha TO, 4YTO B
3HAYUTEIBHOM Mepe JaHHash METOJOJIOTHsl OyJIeT OTHOCUTHCSA K cdepe Balien
npoeccHoHaIbHON  ACSTENIBHOCTH, S HCIOJIB3YI0 TEPMUH «paboTa» B
YHUBEPCAIBHOM TMOHMMAHUU: OH O3HA4aeT JIt0ObIe Pe3yNbTaThl, B TIOCTHKCHUH
KOTOPBIX BbI 3aMHTEPECOBAHbI — KAaK B YAaCTHOM, TaKk M B MPO(ecCHOHATLHOM
cepe.

B mnocnennee Bpemsi moBcelHEBHas pa0OTa Kak TaKoBash CTaBUT MeEpen
OOJBIIMHCTBOM MPOGECCHOHATIOB CPABHUTEIHHO HOBYIO MPoOJeMy: B HEl OyieT
MOJIE3HO pa3o0paTbcs B MpOIEcCe MOMCKa Hambojee MPOIYKTUBHBIX CHCTEM
MEPCOHATBLHOM OpraHu3anuu. A 3TO 3HAYMUT, YTO B TEUYEHHE paboyero IHs, B
3aJIaHHbII1 MOMEHT BPEMEHU BbI 3aHATHI OJTHUM U3 TPEX TUIOB JACSITEILHOCTH:

* BBITIOJIHEHUEM 3aIUIAHUPOBAHHOM paboOTHhI;

* BBIIIOJIHEHHEM pa0OTHI IO Mepe €€ MOSBIICHHUS,

* IJTAHUPOBAHHUEM JalbHEHIIIeH paboThI.

Bbl MokeTe 3aHMMAaThCS AellaMU, 3alHCAHHBIMU B MEPEUYHSIX JaJbHEHIINX
JICUCTBUM, pemaTth MNpoOJeMbl MO Mepe NOCTYIUIeHHS Wi o0pabaTbiBaTh
BXOJIHBIC MaTepUalbl, YTOOBI PEIINTh, KAaKWE IIard HY>KHO MPEANPUHSATH, Cpa3y
WM TI03K€, B COOTBETCTBHH CO CITUCKAMHU.

OTH cooOpakeHUsT MPOAMKTOBAHBI 3/IpaBbIM cMbIcIOM. Ho MHoOrue mroau
MO3BOJISIIOT ceOe YBS3HYTh BO BTOPOM THUIIE JAESITEIBHOCTH — B padore,
BO3ZHUKAIOIIEH CIIOHTAHHO, — MPAKTUYECKHU 0€3 BCSIKOTO COMPOTUBIICHHUS, a JBa
OCTaJIbHBIX THUIIA, K BAIIEMY COXAJICHHIO, OCTAIOTCS 0€3 BHUMAHUSI.

Homyctum, ceituac 10:26 ytpa, moHENETbHUK, Bbl HAXOIUTECh y ceOs B
oduce. Bl TONBKO UTO 3aKOHYWIN HEMIPEABUACHHBINA MOIYy4acOBON Pa3roBOp C
MOTECHIIMAILHBIM KIIMEeHTOM. B pe3ynbraTe Oecenbl y Bac HAKOMWIOCH TpU
cTpaHullbl 3anucer. Ha opauHHAmuaTte y Bac HA3HAYEHO COBEIIAHUE C
COTpPYIHUKAMHU, T. €. IO HETO OCTAaeTCS MPUMEpPHO Mosiyaca. Buepa BbI A0M0O31HA
3aCHJIETTUCh C POJUTEISIMU CBOCH >KEHbl U YYBCTBYETE€ Ce€0Sl HECKOJIbKO
MOTPENAaHHBIM (BBl CKa3aJIM TECTIO, YTO CBSKETECh C HUM IO MOBOJY... 4ero?).



Bamr accucTeHT TOJNBKO 4YTO pAa3joXKuia Tepel BaMu IIeCTh TeleOHHBIX
coobmennii. Yepe3 aBa [HA BaM TNPEJICTOUT BaXKHOE COBELIAHUE 10
CTpaTEerHYeCKOMY IUIAHUPOBAHUIO, K KOTOPOMY HYXKHO TOATOTOBUThH HUJIEH.
Koraa yrpoMm BbI exanu Ha paboTy, Ha4all MUTaTh AATYMK TOIUIMBA B MallIMHE. A
KOT'/Ia Bbl BCTPETUJIMCH B KOPUAOPE C HAUYaIbHUIIEH, OHA HAMEKHYJIA, YTO XOTela
Obl yCIBIIIATh Ballld HJAEHU IO TMOBOAY COOOIICHHS, KOTOPOE OTMIpaBUiia BaM
BUEpa, JI0 Hayasa BCTPEUYM, HA3HAYCHHOW Ha TPU Yaca JHs.

Bamm cuctembl HACTPOEGHBI TOCTATOYHO XOPOLIO JJI TOrO, YTOOBI MTOMOYb
BaM JIy4IliiM oOpa3oM COBJIaAaTh C CUTyarueH, cioxkuBiieics k 10:26 ytpa B
noHenensHUK? Ecnu Bl Mo-npekHeMy ayMaeTe Haja npoOjieMaMu U MbITaeTech
BBIJICIUTh U3 CIHCKOB TOJBKO CamMoO€ BaXXHOE, TO, OYEBHUJIHO, OTBET
OTPHULIATEIbHBIMN.

A 3ametws, YTO JIOAU YCIEUIHEE CIHPABISIIOTCA C HENPEIBUICHHBIMU
npoOieMamMu U KPU3UCHBIMU CUTYAIUsIMU, YeM ¢ 00pabOTKOMU, YIIOPSI0UCHHUEM,
MEPECMOTPOM M AHAJIM30M TOM dYacTh palboOThl, KOTOpas HE JIEKHUT Ha
nOoBEepXHOCTH. (OYeHb MPOCTO COCKOJB3HYTh B PEXKUM «3aHATOCTH», HIIU
«CPOYHOCTHU», OCOOCHHO €CJIM Yy Bac Ha paboveM CTOJIe, B 3JICKTPOHHOM SIIITUKE U
B TOJIOBE  HAKOMWIAch Macca  HEOOpaOOTaHHBIX U MPaKTUYECKU
HEKOHTPOJUPYEMBIX 3a/1a4.

Yacmo 3anamvcs cpoyHvIMU NPoOIEMAMU MeKYWe20 MOMeHma npouje, 4em
pazoupamvcs ¢ co0epHcUMbIM KOP3UHDBL, INEKMPOHHO20 AUWUKA U C OCMATbHbIMU
HEe3aMKHYMbIMU YUKIAMU.

dakTUYECKU U3pAIHAS YACTh HAIlIeH KU3HHU U paOOThI BO3HUKAET CTIOHTAHHO
U Cpa3y CTAaHOBUTCSI HAaWBBICIIUM MPUOPUTETOM. [[eHCTBUTEIHHO, B OTHOIICHUH
OOJBIIMHCTBA MPO(PECCHOHATIOB CIPABEAJIMBO YTBEPXKICHUE, YTO MPUPOJA HX
paboThl TpeOyeT OT HUX TOTOBHOCTH 3aHHMATHCS HOBBIMH 3aJjayaMH, KOTOpHIC
MOCTOSIHHO BO3HHUKAIOT B pa3HbIX (popmaTtax. Hampumep, Bbl HOJKHBI YACIUTH
BHUMAaHHE HAYaJIbHUKY, €CJIM OH 3arjifHeT K BaM M IMOMNPOCUT 3alTH Ha
HECKOJIbKO MHHYT. BBl MoOXeTe MOJIy4YyuTh paclopsuKeHHE OT CTapuIero
COTPYJHUKA, KOTOPOE BHE3AMHO OTOJBUHET HA BTOPOW IUJIaH BCE OCTAJIbHBIC
nena. llosiBunnch cepbe3Hble MPOOJIEMBbI C BBIMOJHEHHEM 3aKa3a BaKHOTO
KJIMEHTA — TOTJa MPUIETCS Cpa3y 3aHATHCS UX PEIICHUEM.

Bce 3T0 — 30B nonra. Ho BHyTpeHHHI 1UCKOMQOPT BO3pacTaeT, €Clu BbI HE
nepecMaTpuBaeTe OCTAJIbHBIE JEUCTBHSI B CIHCKaX W HE OOCYyX IaeTe UX C
apyrumu. [locTosTHHBIE XEPTBBI M OTKA3 OT BBIMOJHEHUS IYHKTOB CIHCKa
JOMYCTUMBI TOJIBKO B TOM CITy4ae, KOTJla Bbl 3HAETE, YEro He Aenaere. s 3Toro
HeoOXouMa peryisipHas o0paboTka KOp3uHBI (onpesnencHue GgpoHTa padboT) u
MMOCTOSTHHBIN MTEPECMOTP MOJHBIX CIIMCKOB BCEX HAMEYEHHBIX JICUCTBUM.

Ecnu BBl CO3HATENBHO MPEANOYUTACTE PEHICHHE TOJIBKO YTO BO3HUKIIUX



npoOsieM BBIMOJTHCHUIO HAMEYEHHOW paldOThl, PYKOBOICTBYSCH JIyUIIUMHU
noOyXJACHUSIMU, TO 3TO — JIydlllee pelIeHHe B CIOXUBIIEHcs cuTyaruu. Ho
OOJBIIMHCTBO JIIOJCH HYX/Ial0TCS B CEPhE3HOM YCOBEPILIEHCTBOBAHUU CITIOCOOOB
YSACHEHUsI, COPTUPOBKU U IEPECMOTPA BCETO INEPEUHS] HAMEUECHHBIX IPOEKTOB U
neiictBuii. Eciii BBl 3amyTajuch B CPOUYHBIX JelaX, YYBCTBYETE IUCKOMQOPT,
MOTOMY 4YTO YEro-To HE YyCIeBaeTe, TO pe3yJabTaToM OyAyT OTYasHHE W
BHYTpEHHEe HampspkeHue. CIMIIKOM 4YacTO IMPUYMHBI CTpecca W CHHXKEHUS
3G (HEKTUBHOCTH yCMaTpUBAIOTCS B cropripu3ax. Eciu Bbl 3HaeTe, 4To Aenaere u
Yero He JIeJIaeTe, TO CIOPHPU3bI NPENOCTABILIIOT BaM €1Ie OJHY BO3MOYKHOCTH
IUIsL TBOPUYECKOM pealin3aliy U CaMOCOBEPLICHCTBOBAHUS.

K ToMy 3xe, eciM CIMIIKOM JOJITO0 WIHOPUPOBATH KOP3UHY BXOMSIINX
MaTepHalioB U CIUCKU JEHCTBUU, TO CiaydailHble MPOOJIEMBbI, MOMAaBIINE TY/a,
MOTYT TMO3X€ BCIUIBITH HAa IIOBEPXHOCTh B BHJIE AaBAPUMHBIX CUTyalHH, C
KOTOPBIMU HYKHO pa30HpaTbcs IO Mepe BO3HUKHOBEHUS: OHHU TOJIBKO
IIOJJIMBAIOT MACJIA B OTOHb.

MHorue JIroau Moab3YKTCS HEOTBPATUMOCTBIO TPAKTUYECKH HEUCCIKAEMOTO
MIOTOKA CIIOHTAHHBIX MPOOJIEM KakK IIMTOM, I[O3BOJIIIOUIUM CKpBITBCS OT
OTBETCTBEHHOCTHU 3a OMNpejielieHue 00beMOB padOThl M BEJECHUE CIHUCKOB JIE.
MOXHO Jerko TMOANAaThCS HMCKYIIEHUIO W YBJIEYbCS HE CTOJb BAXXKHBIMU
npoOiemMamMu, JIeKalUMU MPSMO Ha TOBEPXHOCTH, OCOOCHHO €Ciu Baila
KOp3WHA JUISl BXOJSIIMX MATEPUAIIOB M CUCTEMA JIMYHOW OPraHU3alliM BBILLIN
M3-10J KOHTpoJiA. CIMIIKOM 4acTO XO0XKJIEHHE BOKPYT Ja OKOJO CTaHOBHTCS
MPEeAsoroM JUisi TOTrO, 4TOOBI 3a0bITh O Oec()OPMEHHBIX CTOMKAaX PYTUHHBIX
npooIeM.

MMeHHO B Takhe MOMEHTBHI CHJIBHO OIIYIIAeTCsi HEOOXOIUMOCTh HABBIKOB
MHTEJUIEKTYaJIbHOM paboThl. BOIBIIMHCTBO JT10/1eH BOCIUTHIBAIUCH B MUPE, T/I€
HE HYXXHO OBLJIO yCTaHABJIMBATh YETKHUE TPAHUIIBI BBITIOJHIEMOU palbOTHl H
YIIPaBJISITh MHOTOYHCIICHHBIMUA HE3aMKHYTBIMM LMKIamMu. Ho eciu  BbI
BOCITUTAJIM B c€0€ HaBBIKM M YMEHHSI, TO3BOJISIONINE OBICTPO BHEAPATH BXOAHbBIC
CBEJICHUA B YETKO OINpEIENIEHHYI0 CHUCTEMYy, TO BaM OYyJEeT ropasao Jerye
JOBEPATH CBOEMY BHYTPEHHEMY I'OJIOCY, IPUHUMAS PELICHUE O TOM, YTO JIEJIaTh,
KaKue jiesia OpOCUTh U YeM 3aHSThCS BMECTO HHUX.

Ilocmoanno noodepircusaiime pagnogecue mexcoy HanpaeaIeHUAMU
odeamesibHOCMU

OO6nagaTenu «4epHOrO TMOSICa» IO CAMOOPTaHU3AIMU CIOCOOHBI €
OBICTPOTOI MOJIHMM MEPEKITIOYATHCS ¢ OAHON MPOOJIEMbI Ha IPYTYI0 U OOpaTHO.
Hampumep, Bbl 00pabaTbiBaeTe COACPKUMOE KOP3UHBI, U TYT BXOJMT Balll
MOMOIIHUK H COOOMIIaeT O CHUTyallud, TpeOyrolieil Baliero HEeMEIJIEHHOTO



BMEIIATENIbCTBA. Bac He OpocaeT B XOJOAHBIM MMOT — Ball JOTOK C
JOKYMEHTaMH OCTaeTCs Ha MPEKHEM MecTe: OyMard JieKaT B OJHOM CTOIIKE,
rOTOBBIEC K JanbHeled o0paboTke mociie Baiero Bo3spaiieHus. PasroBapusas
no TeiaepoHy, Bbl MOXKETE€ MPOCMATPUBATh CIHCKU JaJbHEHIINX ACUCTBUM U
peuiarb, yeM 3aiiMeTech, Korjaa mnopecute Tpyoky. Oxxujas Havyalla COBEIIaHMUS,
BBl MOXKeTe mpopabarbiBath CTONKy «lIpouecTs/mpocMOTpeTs», KOTOPYIO
IPUHECTH ¢ cOOO0M. A eciii HenpeIBUAeHHas Oecesia ¢ Ha4YalbHUKOM COKpAaIlaeT
OCTAIOIIEECS 10 CIEAYIOLIEH BCTPEUH BpEMs 0 JABEHAALUATH MUHYT, BBl MOXKETE
0e3 TpyJa NpuayMaTh, Kak UCMOJIb30BaTh MX HAMITYUIIHNM 00pa3oM.

HUrHopupoBath HENMPEABUACHHBIC 3aa4M (IaKE €CIM UX MOXKHO PEIINTh)
O3HAYaCT JXUTh 0OC€3 BO3MOXKHOCTEH, 0€3 CIIOHTAHHOCTH M HACHIIEHHBIX
MOMEHTOB, U3 KOTOPBIX, COOCTBEHHO, U COCTOUT >KU3Hb.

CruBeH Kosu

Brl MoOkeTe BBITIOTHUTH JIMIb OJTHO JICUCTBHE 3a pa3. 3aBepIIuB Oecemy C
KeM-TO B oduce, Bbl HE Oeperech MOMEHTAJIbHO 3a BBIMIOJIHEHHUE ITYHKTOB
CIIUCKOB MJIM 00pabOTKy BXOJHBIX MartepuaioB. [IpoGiema B TOM, 4YTOOBI
o0pecTr yBEepEHHOCTh B CBOEM PEIICHUH, KACAIOIIETOCS JadbHEUIIINX JCHCTBUM.

Tax kak >xe mnpuHuMarh pemieHre? ONATh MOPUACTCS HUCIONIb30BAThH
WHTYUTHBHBIC JOTAJKW — HACKOJBKO Ba)kKHAa HEMpeIBHICHHAs paboTa Mo
CpPaBHEHHUIO CO BceM ocTaibHbIM? Kak J0JAro BBl MOKETE MO3BOJISTH KOP3UHE
JUTSL BXOJSIIIMX JOKYMEHTOB OCTaBaThCs 0€3 BHUMAaHMUsI, @ PYTUHHBIM IIpoOieMam
— JIeKaTh MEPTBBIM TPY30M, U IPU ITOM JOBEPSITH CBOUM PEIICHUSM O TOM, UTO
neaTh ganeiie?

JIrogu 4YacTo KanmyroTcsi Ha OTBIIEKAIONIME (PaKTOPbI, KOTOPBIE MPEPHIBAIOT
ux pabdoty. Ho B Hamiet xu3Hu npepbiBanus Hem3z0exxHbl. Koraa Bel ToCTUTHETE
COBEPILEHCTBA B YINPABJICHUU BXOJAIIMM MAaTE€PUATIOM U CTAHETE JOCTATOYHO
OpraHW30BaHHBIM YEJIOBEKOM JUIsi TOro, 4YTOOBl 3((PEKTUBHO HCIOIH30BaTh
BO3ZHUKAIOIIUE OKHA CBOOOIHOTO BPEMEHH, BBl CMOKETE OBICTPO MEPEKITIOUATHCS
C OJHOTO 3aJaHusi Ha JApyroe. Bbl cMokeTe MpOCMaTpUBATH 3JIEKTPOHHBIE
coo01IeHus B Iporiecce Tene@oHHoro coemanus. Ho criepBa Hy>KHO Hay4YUThCS
NepecKakuBaTh C OJHOW 3a/Jaud Ha JIPYTyl0, YTOOBI MOJACP>KUBATH 370POBOE
paBHOBECHE MEXKIy HAMpaBJICHUSMH AEATEILHOCTH. Bain BEIOOp mo-mpexHeMy
OyZIeT onpeaensaThCcsi B COOTBETCTBUH C TEM, HACKOJIBKO BaM MOHSITHBI CYIIIHOCTh
Y 11U Baieid paboThI.

3anumaiimecvy cnowmannou pabomol no Mepe ee BO3HUKHOBEHUsS He
noOmoMmy, Ymo maxko8 nymov HAUMEHbUIe20 CONPOMUBLEHUs, a NOMOMY, YmMO OHA
AGNAICMCSL CAMbIM BAICHBIM HANPAGIEHUEeM OesmeNbHOCMU N0 CPAGHEHUIO CO
8cem OCMAbHBIM.



Bamia cnocoOHOCTh JIaAWTh C CIOPIPHU3aMU JIaCT BaM MPEUMYIIECTBO HaJ
KOHKypeHTamu. Ho eciiu BbI HE CMOKeTe BOBpPEMSI CIIPABIISITHCS C HAMEUEHHBIMU
JieJIaMU U YTPATUTE KOHTPOJIb HAJl CUTYyaIlMel, TO B KAaKOH-TO MOMEHT IIPUBBIYKA
3aHUMAThCSl TOJBKO TEKYIIUMHU MpoOJeMaMu CHU3ZUT 3(P(GEKTUBHOCTH BaIllei
pabotel. I HakoHel, 4TOOBI PElIUTh, HE CTOUT JIM OPOCUTh TEKYIUE Jejia U
3aHSTHCS YEM-TO JAPYTHM, HY>KHO YE€TKO 3HATh TpeOOBaHMUs, HalaraeMble Ballien
paboToil, 1 MOHMMAaTh, KaK OHM COYETAIOTCA C JAPYTUMH AacleKTaMu Balleu
*KU3HU. EMUHCTBEHHBIN crI0OCO0 3TOr0 JOCTUYL — BHUMATEIHHO aHAJIU3UPOBATH
CBOIO *KHU3Hb U pabOTy Ha MHOTHX YPOBHSX.

Illecmuypoeneeas mooenv ananuza padoomot

[IlecTh ypOBHEN AEATETLHOCTH MOYKHO MPEACTABUTH B TEPMUHAX BBICOT (CM.
rJ1aBy 2):

* 50 000 ¢yTOB U BHIIIIE: BCS KU3HB;

* 40 000 pyTOB: BpeMEHHOM MPOMEXKYTOK OT TPEX 10 MSTH JIET;

* 30 000 ¢yToB: 1enm, s AOCTUKEHUSI KOTOPBIX TPeOyeTcs OT OJHOTO /10
IBYX JIET;

* 20 000 dyToB: chepbl OTBETCTBEHHOCTH;

* 10 000 pyTOB: TEKyIIHE TPOCKTHI;

* B3neTrHas nosioca: TEKyIIUe ACUCTBUS.

Jlyumie caenath Tak, 4YTOOBI Ka)<Jash BHICOTA COYETalach U rapMOHHUPOBAIA
CO BCEMHU OCTAJIbHBIMM YPOBHSMH. WHBIMH CIIOBaMH, Ballld MPUOPHUTETHI
BBICTPOSITCSL B UEPAPXUUECKOM MOPSAKE CBEPXY BHU3. B KOHIIE KOHIOB, €CIU
TenaeOHHBIA 3BOHOK, KOTOPBIM BBl JOKHBI COBEPIIUTH, UJIET BPa3pe3 C LEIbI0
Balllel XU3HU WK UJeanaMH, TO, YTOObl HE BCTyHaTh B KOH(IUKT C CaMUM
co0oii, Bbl He Oyaere cHuMarh TpyOKy. Ecnmu crtpykTypa Bamieit paGoTbl He
COOTBETCTBYET PE3yJbTaTaM, KOTOPBIE Bbl XOTUTE MOJYYUTh Y€pE3 TOJ, TO BaM
CJIeIyeT MEePEOCMBICIUTh PACCTAHOBKY aKIEHTOB M OOS3aHHOCTEH, YTOOBI Kak
MO>KHO OBICTpEe IOCTUYb LIEIH.

JlaBanTe JBUrarbCsi CHU3Y BBEpPX: PACCMOTPUM INIEPBBIA  INPUMED.
[Tpeacrosmuii TenedOHHBIN 3BOHOK (IEHCTBHE) KacaeTcs 3aKIouaeMol BaMu
cAenku (MPOEKT), a OHA MO3BOJIUT YBEIHYHUTH MPOJakH (00s13aHHOCTE). IMeHHO
ATa KOHKpETHasi CJelKa MPEJOCTAaBUT BaM BO3MOYKHOCTb INPOABHUHYTHCS IO
CIIy’KEOHOW JIECTHMIIE B psJaX TOProBOro IMepcoHana (KapbepHas LeTb),
MOCKOJIbKY OHa CBsi3aHA C OCBOEHMEM HOBOIO pbIHKA Balleld KOMIaHUEH
(opraHu3anMoHHOE BUACHHUE). A MPOJBIKEHHE MO CIIyX)0e MpUOIU3UT Bac K
CTWJIIO KU3HH, K KOTOPOMY BBl CTpeMUTeChb B (UHAHCOBOM U
npodeCcCHOHaTLHOM OTHOIICHUH (JKU3HB ).



Bamra pabotra cocTouT B TOM, YTOOBI BBISICHUTH, B Y€M COCTOHMT Balla
paboTa, a 3aTeM — BCEIIEJIO0 MOCBATUTH Ce0s eH.

bynna

C npyroit CTOpPOHBI, Bbl MOIJIM MPUHATH pEHICHUE CTaTh XO3SMHOM
COOCTBEHHON JKM3HM U PACKPBITh YHUKAJIbHBIC JapOBaHUS U TAJIAHTHl B
KOHKpPETHOH 00JacTH, KOTOPYIO CYHTAeTe CBOMM NpU3BaHUEM (KU3Hb).
[ToaTomy BBl co3maere CcoOCTBEHHOE Jei0 (BUACHHE) U TpeclieyeTe
KPAaTKOCPOYHBIE ONEpalMOHHbIC e (Kapbepa). ITO ONpeAesieT HECKOIbKO
KPUTHYECKHUX 3a/a4, KOTOPhIE Bl JOJDKHBI BBIMOJHUTD, 9YTOOBI CBUHYTH Jeia C
MecTa (OTBETCTBEHHOCTh), M JOCTUYb OMNPEJCICHHBIX KPAaTKOCPOUHBIX
pe3ynbTatoB (MpoekThl). [1o KaxkaoMy M3 3TUX MPOEKTOB Y Bac OyAyT HAMEUCHBI
HEOOXONUMBbIE IIIard, KOTOPBhIE HYKHO MPEANPHUHATH KaK MOXHO CKOpee
(nanbHEUIINE NEUCTBUS).

Haubomnee 3apaBpiii TOIX0 K OOPETEHHIO KOHTPOJIS Haj mnpobiemamu Oe3
BHYTPEHHETO HAMPSKEHUS U K TOCTUKEHHUIO BHICOKOUM MPOAYKTUBHOCTH COCTOUT
B MOJIJICp>)KaHUU paBHOBECHSI MEXAy YpoBHsIMU. Ha 11060M ypoBHE KpUTHUYECKU
BOXHO MAaKCHUMaJIbHO YETKO OINpPEAENUTh BCE HE3aMKHYThIC IIHMKIbI, BCE
HE3aBCPIICHHBIC 3aJlayd W BCE JIeJIa HAa JaHHBIM MOMEHT. be3 ysaCHEeHus u
OOBEKTUBHON OIEHKH TEKYIIUX PEeaUii CJI0KHO MOJIHATH IMapyca U OTIPABUTHCS
K nanekum Oeperam. Uto 3amucaHo y Bac Ha aBTooTBeTunke? Kakue 3ateu BbI
cobupaerech peasin3oBath ¢ AeThMu? KakoBsl Bamm o6si3anHOCTH B oduce? UTo
HY’)KHO HW3MEHHUTh B TMEPBYI0 O4Yepeb U YTO BBl XOTE€nu OBl CO37aTh B
Onmvkaie Mecsaubl uiau roapl? Bce 3TO — HE3aMKHYThIE IUKIBI B BalleM
CO3HAHUU, XOTS, 3a4acTyl0, JAJi1 TOr0, YTOOBI OMpPEAEIUTh 00Jiee CYIIeCTBEHHbIE
1enu u 0oJjiee Cephe3HbIe HAMEPEHUsS, HEOOXOAUM TIyOOKH W BHUMATEIbHBIN
aHaIu3.

BonmeOHoe mpaBuio — KUTh CETOTHSANTHUM JTHEM. MeHs Bcerja nopaxaer
YMEHUE YETKO VYSACHUTh TOJBKO TO, YTO MPOUCXOIUT cedlvac, U SBISIETCS
MCTUHOM Ha JaHHbIM MOMEHT. KOHCTpYKTMBHBIMM, €CIM HE pPEIIArIMMU
miaraMu MOTYT OBITh TakKHe JEHCTBHUSA, KaK JeTalbHBbIA aHaAIU3 (PUHAHCOBOTO
MOJIOKEHUS], JT00bIYa HMCTOPUYECKUX CBEICHUNW O KOMIAHUHM, KOTOPYIO BBI
MOKyMHaeTe, WU BBIICHEHHE KOHKPETHOTO COJEPKAHUS PEIUIMK KaXKIou
CTOPOHBI B MEKITMYHOCTHOM KOH(IJIUKTE.

J'Ique BCCro A0CTH4Yb YyCICXxa TaM, I'J€ Bbl HAXOAUTCCb, W TCMH
cpeacrBaMu, KOTOPbIMHA pacIiojaracTe.

Yapns3 [1IBabd

JlocTkeHrue pe3yibTaTa U MOpPAJIbHOE YIOBJIETBOPEHHE, KOTOPOE OH



MPUHOCUT, O3HAYAET T'OTOBHOCTh K OCO3HAHMIO, BOCIPUSATHIO U TPAMOTHOMY
PEIICHHIO BCEX MPOOIeM, KOTOPhIe 3aHUMAIOT Ballll MBICIH. J[aHHOE COCTOSIHUE
HEOOXONMMO  JJIi  OBJAJIEHUS  HUCKYCCTBOM  JIOCTHKEHHUS  BBICOKOU
MPOU3BOJAUTEIHLHOCTH 0€3 BHYTPEHHETO HAMIPSHKCHHUSL.

Yacuenue I’lp06ﬂeM C CaAMO0O20 HUICHEZ0 YPOBHA

PopMUPOBAHUE NPOJYKTUBHOW CUCTEMBI )KU3HEHHBIX IEHHOCTEN BO3MOYKHO
MIpU YCJIOBUU pelieHus MpobiaeM BepxHero ypoBHs. CHavaia MOXKHO OBIIO OBl
BBISICHHUTBH, 3a4€M BBl KMBETE Ha 3emiie. BeIsICHUTH, Kakoi 00pa3 >KM3HU, CTUIIb
CYLIECTBOBAHHUSI W [ICSITEIBPHOCTA TMO3BOJMT BaM JIy4ll€ HCIOJIHUTH CBOE
npeaHazHaueHue. Kakue 3aHATHS U JIMYHBIE OTHOIICHUS MOMOTYT WMATH MO
KWU3HU B HYXKHOM HampaBieHuu? Kakue kiroueBble 3aJladyd HY>KHO PEIIUTh U
3aBEPIINTh KAaK MOXKHO CKOpPE€ W KAKME CpPOYHBIE IIIard Bbl MOXKETE
MPEANPUHATH, YTOOBI CIBUHYTH 3TH 33/1a4 C MecTa?

YV eac ececoa npedocmamouno 803MOMNCHOCMEU Ol  PACCMAHOBKU
npuopumemosd Ha aobom yposwe. Obpawatime GHUMAHUE HA MO, 8 KAKOM
HaAnpaeneHuu 8am xouemcs 08U2amuCsl.

B nelcTBUTEIBHOCTH, BBl MOXKETE B JIIOOOM MOMEHT 3aHATHCS KaXKIBIM H3
YpPOBHEW. Y MEHSI BCET/a 3arOTOBJICHBI KOHCTPYKTUBHBIE IIard, MO3BOJISIONINE
YCUJIUTH aKIIEHT U COOCTBEHHYIO OCBEJOMIICHHOCTh Ha KaKJIOM M3 ypOBHEH. S
HUKOT/Ia HE UCTBITHIBAIO HEJIOCTATKA B HE3aBEPIIICHHBIX MBICICHHBIX KapTHHAX
pE3yabTATOB, B ILENAX, KOTOPHIE XO4Uy MNEPECMOTPETh, B IMPOEKTaX, KOTOPHIC
HY’)KHO HAaMETHTh WJIW 3aIlJIJaHUPOBaTh, WIHW B JICUCTBUAX, TPEOYIOIIUX MOETO
pemenusa. MoKyc B TOM, 4YTOOBI HAyYHTHhCS BBIACIATH MMEHHO T€ W3 HUX,
KOTOpBbIE TpEOYIOT Ballero BHUMAHUS B KOHKPETHBIH MOMEHT, YTOOBI
MOJIJICP’KUBATH CUCTEMY B PABHOBECHH.

[Tockompky  Bce  3amaud  OyAyT  ONPEACHATHCA  MCKIIOUYNUTEITHHO
MPUOPUTETHBIMM  HAMpaBJICHUSAMU  OoJieeé  BBICOKMX  YpPOBHEH, JHOOYIO
PacCTaHOBKY IPUOPUTETOB, €CTECTBEHHO, Pa3yMHEE BCETO HAYMHATH CBEPXY.
Hampumep, ecnu BbI JaymMaeTe HajJ pPacCTaHOBKOW MPUOPUTETOB B pabote, a
3aTeM OOHApYKUBAeTe, UTO ATO HE Ta paboTa, KOTOPOU BbI JOJIKHBI 3aHUMAThCA,
TO MOJKET OKa3aThCsl, YTO BbI 3PS MOTPATUIIA BPEMSI U CUJIbI, KOTOPBIC JTy4llIe
OBLJIO OBI TOCBIATUTH MTOMCKAM TOIXO/ISIIET0 3aHATusA. [IpobiemMa coCTOUT B TOM,
YTO €CJIM Bbl HE YYBCTBYETE€ KOHTPOJISI HAJl CUTyallMe€d Ha HYJEBOM BBICOTE
(TEeKyIIuX TPOEKTOB W JCHCTBUN) M HE BEPHUTE, YTO CHOCOOHBI HAJJICKAIIUM
o0pa3zoM pemiath MpoOJIEeMbl TaHHOTO YPOBHSI, TO TOIBITKA YIOPSI0YUTH CBOIO
KW3Hb CBEPXY BHU3 YaCTO MPUBOJIAT BaC B OTUASIHUE.

BmecTto »aTOTO s, MCXOmS W3 TPAKTUYECKUX COOOpPaXKEHUU, COBETYIO
JBUTATHCSI CHU3Y BBEpX. Sl y4mII JIF0Aeii MpOABUTATHCS B 00OMX HAIMPaBICHUSX U



MOTY C YBEPEHHOCTBIO CKa3aTh, YTO, C TOYKU 3PEHUS JOJITOCPOYHOU BBITOJIBI,
TOT, KTO HAUMHAJI C OOPETEHMsI KOHTPOJIA HaJ TEKYIIMMHU MpoOiIeMaMu B CBOEH
MOBCEAHEBHOM KM3HU, a 3aT€M MEPEHOCUJ aKLEHT Ha 0oJiee BBICOKHE YPOBHH,
HHUKOIJa HE OIINOaJICH.

Ilonvimku ynopsaoouums c6010 JHCU3Hb CEEPX) 6HU3, KO20A HUIICHUE YPOBHU
8bIX00AM U3-NO0 KOHMPOAs, MO2YM OKA3AMbCA CAMbIM  Hedpdexmuenvim
HOOX0OOM.

OcHOBHasi TpHUYMHA, IO KOTOPOW HMMEET CMBICI JBUTAThCS CHHU3Y BBEpPX,
COCTOHUT B TOM, YTO JIaHHBIN MOAXO/ MO3BOJISIET MEPBBIM JIEJIOM OCBOOOJUTDH BCE
YPOBHHU CO3HaHUS, YTOOBI TBOPUYECKASI MBICIIb MOTJIa COCPEOTOYUTHCS Ha OoJiee
3HAYMMBIX, HO PACIUIBIBUATHIX MPEJCTABICHUSNX, JJII KOTOPHIX BaM CIEAyeT
ONpENEeNUTh YETKHEe TpaHullbl. JlaHHAs MeTOAOJOTUS O00JIalaeT BBICOKOMN
CTeNeHbl0 THOKOCTH U CcBOOOABI M BKJIIOYaeT BechbMa dPGEeKTUBHBIC
YHUBEPCAIbHBIE MBICIUTEIbHBIE W OPraHU3allOHHBIE MPHUEMBI, KOTOpPbBIC
JICHCTBYIOT HE3aBUCHMO OT BBIOOpAa OCHOBHBIX akKIeHTOB. [loaToMy meTomuky
CTOUT OCBOWMTH BHE 3aBUCHUMOCTH OT PEaJIbHOTO COACPKAHUS BalUX TEKYIIUX
npoOnem. V3MeHuTe cBOe CO3HAHWE, M JaHHAs MPOIEAypa MO3BOJHUT BaM C
MaKCHUMAaJIbHON CKOPOCTBIO MPUCIIOCOOUTHCS K MepeMeHe. 3Hast 0 CBOMX HOBBIX
CIIOCOOHOCTSIX, BBl CMOXKETE MO3BOJIUTH ce0e MOy4YacTBOBATh B Oojiee KPYIHOMN
urpe. [lepen Bamu OTKpOETCs MOUCTUHE MAcCa BO3ZMOKHOCTEH.

B 1o Bpems kak ypoBenb 50 000 ¢hyTOoB, HECOMHEHHO, SIBISETCS CaMbIM
BaKHBIM KOHTEKCTOM PACCTAaHOBKU MPHUOPUTETOB, MOI OMBIT MOKA3bIBAET, YTO
€CJIM MBI OTIPEJICIUM U BBITIOJIHUM 33/1a4d, C KOTOPBIMH CTaJIKUBAeMCsl Ha BCEX
YpOBHSIX, 0coOeHHO Ha BanetHoit momoce m Ha BeicoTe 10 000 dyToB, TO
MOJIYYMM JIOTIOJTHUTEIBHBIE PECYPCHI JJIsl pelIeHusl 00Jee Cepbe3HbIX MPOOIIEeM.
XOTs [JBWKEHHE CHHU3Y BBEpPX HE SBISETCA KIIOYEBBIM IMOAXOIO0M, C
MPAKTUYECKON TOYKU 3PEHUS OHO MPEJCTABISET KPUTHUECKH BaXKHBIA (haKTOp
JOCTUXKEHUSI PAaBHOBECHSI, BEICOKOM MPOYKTUBHOCTU U KOM(DOPTA B KU3HH.

B3aernas mosoca. [lepBbiM ae0M HYKHO yOETUTHCS, YTO Ballld CIUCKH
JNEWCTBUN 3aBEPLICHBI, & 3TO YK€ MOXET OKa3aTbCs BECbMA CJIOKHOU 3aJadeil.
Te, kTO cocpemoTaurBaeT BHHMMaHHE Ha cOOpe W HEMPEAB3SATONW 3alucu
npo0sieM, 0OHAPYKUBAIOT, YTO HAKOMMIOCh MHOTO eI, KOTOPhIE OHHU 3a0bLIH
YHOOMSIHYTbh, TOMECTHIIA HE B Ty KaTETOPHUIO WM MPOCTO HE 3aMETUIIH.

Ecam y Bac, moMHMO KajieHIapsi, HE OTMEUYEHO XOTS Obl MAThAECAT
NEPBOOYEPEIHBIX M OXHUJAEMBIX JEHCTBUM, BKJIIOYAsl TIOBECTKH [THSA U
COBEIIIaHMsI, TO S COMHEBAIOCh B TOM, YTO BBl JCHCTBUTEIILHO 3alUCalId BCE
nena. Bmpouem, ecnu BBl BHUMATEIbHO CIIEJIOBAIM PEKOMEHJAIUSAM U
BBITIOJIHSAJIM 1IaTH, MpuBeneHHble B yacTu II, TO, BO3BMOXHO, Baliy CHOUCKUA U
BIIpaBAy MOJHBL. Ecinum 3TO HE Tak W BBl JCHCTBUTENBHO XOTHUTE JI0 KOHIIA



pa3o0paThCs C TaHHBIM YPOBHEM, TO BaM CIIEYET BBIACIUTH HEMHOTO BPEMEHH
U 0TpaboTath raBel ¢ 4 o 6 B akTUBHOM pexkuMe. Koria npusenere gJaHHBIN
YPOBEHb yIPABICHUS JCATEIBHOCTHIO B COOTBETCTBUE C TEKYIIEH cUTyaluel, y
Bac cpasy MOSIBUTCS 0oJiee YEeTKOE MPE/ICTABICHUE O CPOUHBIX MPUOPUTETAX: T1O-
ApyroMy pa3o0paThCsi B HUX MPAKTUYECKH HEBO3MOKHO.

10 000 dyroB. Ilpumaiite 3aBepiieHHYI0 (OPMY CIHCKY IPOEKTOB.
JIeHCTBUTENIPHO JIM OH OXBaThIBaeT BCE MPOOJIEMBI, TPEOYIOIIHE OT Bac
BBITIOJTHEHUSI Cpa3y HECKOJIbKUX AelcTBUI? VIMEHHO OH ONpeaelseT rpaHuLbl
©KEHEIEeTbHBIX ONepaluii W TO3BOJISIET OCBOOOXIaTh CO3HaHME Ha Ooliee
MPOJIOJKUTETHHOE BpEMSI.

MHmnozoypoeueswiti ananuz mekywjel pabomvl aA8MOMAMUYECKU VIYUUUM
eauLy KOHYeHmpayuro, 6HYmMpeHHUl NOPAOOK U YY8CMBO NPUOPUMEMOS.

Ecnu BB cocTaBUTE MOJIHBIN MEpeUeHb BCEX PE3yJIbTaTOB, KOTOPHIX XOTHUTE
JOCTUYH HA JJAHHOM YPOBHE B pabOTe U B KU3HH, TO OOHAPYKUTE HEOOXOANUMbBIE
JCUCTBUS, O KOTOPBIX Ja)ke He mojo3peBain. OIHO TOJIBKO COCTABIEHUE TAKOTO
OOBEKTUBHOTO TIEPEUHs YMPOUYHUT 0aszy Il MPUHATUS PEHICHHM O TOM, YeM
ClelyeT 3aHUMaThcsa B cBoOOAHOE BpeMs. Koria moiu 0OHOBIISIOT CBOU CIIMCKU
MPOEKTOB, OHH 00s3aTeNbHO OOHAPYKUBAIOT HECKOJIBKO IIIaroB, KOTOPBIC
MO>KHO MIPEANPUHSATH Cpa3y, YTOObI CAIBUHYTh HAMEUEHHBIE JIea C MeCTa.

Mao KTo XpaHUT YeTKYI0 HH(DOPMAIUIO O MPOEKTaX B 0ObEKTUBHOM (hopme
U UMEET K Hel MOCTOsIHHBINA nocTym. [Ipexae yem HauMHATH KaKyr Obl TO HU
OBLJIO IMCKYCCHIO O TOM, YTO CIIEyeT CAENIaTh 3a CETOAHSIIHUNA J€Hb, HY>KHO
CHayasa 00eCIeunTh JOCTYH K TpeOyemoil nHpopmMaIiuu.

[ToBTOpAIO: €cnu Bbl BHEAPSIU METOAOJOTHIO, OMHUCAHHYIO B KHUTE, Ha
MPAKTUKE, TO Balll CIIHUCOK MPOEKTOB OyJeT UMEHHO TaKUM, KaKUM OH JIOJDKEH
ObITh. BONBIIMHCTBY YYaCTHUKOB HAIIUX TPEHUHTOB HYKHO OT JECATU 0
MATHAIATH YacoB, 4yTOObI coOpaTh, 00paboTaTh MU OpPraHU30BaTh JaHHBIC B
CUCTEMY, KOTOPYIO OHU MOTYT C YBEPEHHOCThIO Ha3BATh MMOJTHOM.

20 000 d¢yroB. DOTO — YpPOBEHb «TEKYMIUX MPOGECCHOHAIBHBIX
oOs3anHOCTel». Kakue pomu Bbl urpaere? B mpodeccronasbHOM cMbIcie
BONIPOC TMOJpa3yMeBaeT Ballle TEKyllee CiIyx)eOHoe moioxkenue. Ha ypoBHe
JUYHOCTU TOJIOKEHUE MOApa3yMeBaeT Bally poJib B CEMbE, B OOIECTBE W,
€CTECTBEHHO, COOCTBEHHOE MpEACTaBIeHUE O cebe Kak O JeecrnocoOHOM
cyOBeKTe.

Bo3MOKHO, BBI YK€ ONpEeTHId U BBIUCATN HEKOTOPBIE U3 CBOUX POJICH.
Ecnu BBl HETaBHO 3aHSJIM HOBYIO JIOJDKHOCTH M CYIIECTBYET COIJIAIICHUE HIIU
KOHTPAKT, pa3rpaHUYUBAIOMUNA c]epbl Balieli OTBETCTBEHHOCTH, TO 3TO,
KOHEYHO, Xopoliee Hayano. Ecnu paHblie Bbl BBIMOTHSUIM YHPaXXKHEHUS IO
OMpEJCIICHUIO LeJell W HAeaJoB U Yy Bac OCTAIUCh COOTBETCTBYIOIIUE



MaTepHalibl, TO UX TOXXE MOXKHO T0OABUTH B KOMILIEKC.

CocrtaBbTe W BenuTe CHUCOK MMoja Ha3zBaHueM «Cdepbl KOHIEHTpAIUH
BHUMaHMs». Bl MOxeTe pa3aenuts ero Ha nojacnucku «IIpodeccrnonansubie» u
«YacTHble»: B 3TOM clly4yae IOCTapalTech PEryJsipHO MepecMaTpuBaTh 00a
nepeyHs. IT0 — OJMH U3 CaMbIX MOJE3HBIX KOHTPOJBHBIX CIUCKOB, KOTOPBIC
BBl MOKETE CO3/1aTh JJIs MOBBIIICHHS YPOBHS JIUYHON opraHn3oBaHHOCTH. OH He
noTpedyeT OT Bac TaKOM K€ eXEHEACIbHON NEpPEeCOPTHPOBKH, KaK CIHUCOK
MPOEKTOB; CKOpee BCero, OH OyAeT NpelHa3HaueH JJisi MEHEe 4YacThIX
oOpamienuii. B 3aBUCMMOCTH OT CKOPOCTH HM3MEHEHUH, MNPOUCXOASIIUX B
HamOoJiee BaXXKHBIX cepax Ballel KU3HU M pabOThI, JAHHBIA CIUCOK CIIETyeT
UCIIOJIb30BaTh B KaueCTBE HAMOMUHAHUS O MOTEHIMATIbHBIX HOBBIX MPOEKTAX,
oOpalasich K HEMy € MePUOIUYHOCTHIO OT OJHOTO JI0 TPEX MECSIIEB.

Ecnu vl ne umeeme uemxo2o npedcmaegienus 0 mom, 8 4em coCmoum auid
paboma, ona 8ce20a 6yoem 0asums Ha 8dc.

VY Bac, BEpOSITHO, HACUUTHIBAETCA OT YETHIPEX 1O CEMHU KIIOYEBBIX cdep
OTBETCTBEHHOCTH B pabOTE U MPUMEPHO CTOJIBKO K€ — B YACTHOM *Ku3HU. Baia
paboTta MOXET MpeArnojaratb TaKUE HANpPaBJICHUS, KaK yIOpPaBICHUE
MEPCOHAJIOM, CHCTEMHOE MPOEKTUPOBAHHUE, JOJTOCPOYHOE IUIAHWPOBAHUE,
aJIMUHHUCTPATUBHAS TTOAJIEPKKA, MAPKETUHT U COCTaBlieHHE pabouux rpaduxos;
BBl MOXXETE€ OTBEYaTh 33 KOMMYHAJbHBIE YCIyTH, BBIIIOJIHEHHE 3aKa30B,
KOHTPOJb KauecTBa, yIpaBjieHHEe akTuBamHu M T. A. Ecom y Bac cobcTBeHHOE
7IeJI0, TO HaNpaBJIeHUH, TPeOyIOIINX BallleT0 BHUMaHUs, Oy1eT ropasio 00JbIie,
yeM ecnu Obl BBl BBHINOJHSJIM KOHKPETHBIE OOS3aHHOCTU B KPYMHOU
opranuzanuu. OctanbHbie chepbl Baliei KU3HU MOTYT MpeanoiaraTh HaIu4ue
TaKUX MPUOPUTETHBIX HAIPABICHUH, KaK POAUTENIbCKUE O0S3aHHOCTH, y4acTUe
B  MAPTHEPCKUX  COTJAIICHUSIX, LIEPKOBb,  3J0pPOBbE,  OOIIECTBEHHAs
JESTENbHOCTD, COJIEpKaHUe JI0Ma, yrpaBieHue (GrUHaHCaMU, caMOoOpa3oBaHue,
TBOPUYECKOE CAMOBBIPAKEHUE.

[Ipennasnauenne cnucka «Cdepbl KOHIEHTpAIMd BHUMAHHUS» COCTOUT B
TOM, 4TOOBI JaTh BaM BO3MOKHOCTh YETKO OIPEAEIUTh BCE CBOU MPOEKTHI U
JabHEHIIe NEeUCTBUsI, YTOOBI Bbl MOTJIM HAJJICKAIIUM OOpa3oM BBIMIOJIHSTH
cBon o0s3aHHOCTU. Ecnm Obl Bam MOHAI00MIIOCh BECTU ydeT OOs3aHHOCTEU U
O0OBEKTUBHO OIIEHUBATh WX C TOYKU 3PEHUS TOTO, YTO BHI JICJIAETE U YTO JOJKHBI
Jenatb, TO BBl Obl 0053aT€NbHO OOHAPYXKWUJIM TMPOEKTHI, KOTOPBHIE HYX HO
100aBUTh K OJJTHOMMEHHOMY CHHCKY. [IpocMaTpuBasi CucoK, MOXHO MPUNUTH K
3aKJIIOYEHHIO, YTO B HEKOTOpBhIX cdepax HE HYNKHO HUYEr0 MEHSThb, OHH
HAXOJIATCS MO KOHTposieM. Eciu ke Bac «rphI3eT» Kakas-To mpoodiieMa, peiTh
€€ MOXKHO C MOMOIIBI0 pa3padOTaHHOTO MPOEKTa B COOTBETCTBYIOIIEH cdepe.
«Cdeppl KOHIICHTpAllUMd BHUMAaHUS», MO CYTH, SBISIOTCS JHIIb OoJiee



abcTpakTHOM M coBeplieHHOW ¢opmoi crnucka «CIyCKOBBIE MEXaHU3MBD»,
OMMCAHHOTO PaHee.

Kaxnplii KIMEHT W3 T€X, KOro s TPEHUPOBAJ Ha MPOTSIKEHUM TOCIIECIHUX
ABAJIATH JIET, 0OHAPY>KUBAJ XOTs OBl OJIMH CYIIECTBEHHBIN MPOOEN Ha JaHHOM
YPOBHE aHanu3a AesATenbHOCTU. Hampumep, cranmapTHbIA BUJ JAEATEIBHOCTH,
KOTOPbIM 3aHUMAETCS] MEHEIKEp WIM PYKOBOJAUTENIb PA3BUTHE IEPCOHANA.
[Topa3mbicnuB, OOJBIIMHCTBO JIOACH MPUXOAAT K BEIBOAY, YTO HY>KHO TOOABUTH
K JAHHOM KaTeropuy OJWH WIM JBa IMPOEKTa, TaKUX Kak, Hampumep,
«Y COBEPIICHCTBOBAHUE MPOLETYPHI OLIEHKH MPOU3BOAUTEIIBHOCTH.

OO6cyXaeHne MPUOPUTETOB JOKHO OOBEAMHSATH BCE YPOBHH TEKYIIUX
KOMIIPOMHKCCOB, KOTOPBIE€ BBl 3aKJIOYAETE C CAMUM COOOM U C OKPY>KAIOIIMMH.
Ecam BBl Oynere mnoOANEpXKUBATH AKTYAJIbHOCTh KOHTPOJIBHOTO — CIIMCKa
«omucaHus paboT» W OOHOBISATH €ro, TO, BEPOSTHO, MOYYBCTByeTE CeO0s
CIIOKOWHEEe W YBEpCHHEE, YeM OOJBIITMHCTBO TMPEJACTABUTEIICH HAIICH
KyJbTypHOU cpensl. HecomHeHHO, BaM TOHAAOOWUTCS MPONTH JOIATHN MyTh OT
HAJEXKbl 7O YBEPEHHOCTH, YTOOBI OBICTPO BBHIOMPATH BEpHBIC HAMPABICHUS
JEATETbHOCTH.

Ot 30 000 xo 50 000 ¢yToB u BeiIe. B TO BpeMs Kak TpU HUKHUX YPOBHS
B OCHOBHOM KacarTCid TEKYIIEro TOJOXKEeHUs Beueld (Bamux JAeHCTBUMH,
MIPOEKTOB U cpep OTBETCTBEHHOCTH), HAUYMHAS C YKAa3aHHOW BHICOTHI Ha MEPBBIN
IJIaH BBIXOJAT (aKTOPhI OYIyIIEero, BOZMOXHBIX HAMpPaBICHUN ACSITEIBHOCTH U
HamepeHuil. UToObI B3SITh ATH BBICOTHI, MO-MPEKHEMY HYXKEH CHEIUATbHBIN
MHCTPYMEHTApUH, HO KIKOYEBOW BONPOC 3BYYHUT IpumepHO Tak: «Kakue
TEKYILIUE JNEUCTBUSA OINpPABAAaHbl C TOYKH 3PEHUS HAMEUYEHHBIX pPE3YyJIbTATOB, W
KaK s cOOMparoch UX MOCTHYb?» Bompoc MOXKeT KacaThCs pa3HBIX BPEMEHHBIX
WHTEPBAJIOB: OT KapbEepHBIX IJIaHOB Ha ciexyronuii roa («30 000 dbyToB») mo
KApTUHBI BAIIETO CIYXKEOHOTO0 M MaTepUabHOTO MOJIOKEHUS 4epe3 TpU ronaa
(«40 000 d¢yTOoB») W HHTYUTHUBHBIX JOTAIOK O IIEIM Balled KU3HU W
HalpaBlIeHWsIX ee¢ HauOosiee ycmemHoro poctwkenus («50 000 ¢dyroB wu
BBIIIIEY ).

Ecnu 6b1 monkom He 3Haeme, K uemy cmpemumecs, mo HUK020a He noumeme,
K020 HYICHO OCMAHOBUNbCA.

S 0o0benuHUN TPU BEPXHUX YPOBHS, MOTOMY YTO 3a4acTyI0 pPAa3IHYHBIC
CUTYallul MOTYT OBITh OTHECEHBI KaK K OJHOMW, TaK M K JIPYTroil U3 yKa3zaHHBIX
kareropuii. K Tomy »xe, mockonbky kHUTa «Kak paszoOparbcs ¢ aenamu»
paccka3bIBaeT CKopee 00 MCKYCCTBE JOCTHIKEHUS, a HE ONpeesIeHUus leieil u
KEJIaeMbIX pe3yJbTaToOB, s HE COOMparoCch TpeOoBaTh OT Bac JIETaIbHOTO
u3ydeHus: 3Tux ypoBHed. Ho mo cBoeil cyTu momoOHOe MCCIeIOBaHUE MOXKET
3aTPOHYTh OYEHb TIJIyOOKHE U CIOXKHBIE IUIACTBI, CPEAN KOTOPHIX MOTYT



OKa3aThCsS KOMMEPUYECKHE CTpaTErHH, Pa3BUTHE OPTaHU3AINH, TUIAHUPOBAHHEC
Kapbepbl U OMpeieNIeHNEe KU3HEHHBIX OPUEHTHPOB U UCATIOB.

Jlnst  ompeneneHus 1ened  JOCTaTOYHO OyJIeT COCPENOTOYHMTHCS Ha
BBISICHCHUHU TEKYIIUX MOTHBOB, KOTOpPHIE PACKPBIBAIOT MUCTHUHHOE COJICpPKAHUE
paboThl B JaHHBIM MOMEHT. Bompoc o TOM, CTOUT 1M BaM HW3MEHUTH
HalpaBlICHWE JEATCIbHOCTH M IIeJIM, HMCXOJd W3 TUIYOMHHOTO aHajau3a |
WHTYUTHUBHBIX COOOpaKE€HUM, MOT OBbI CTaTh MPEIAMETOM OTACIBbHON AUCKYCCHH.
Ho nmaxxe B 3TOM ciydae, BBl CMOXKETE€ Ha3BaTh HECKOJILKO aCIEKTOB, KOTOpPHIC
MIOMOTYT BaM MPOSCHUTH COOCTBEHHOE MPEACTaBICHNE O CBOCH paboTe U O TOM,
YTO B HEM caMoe BaXKHOE.

Ecau Gb1 Bam Hy»HO ObLTIO OOpPHCOBATH CBOE MPEICTABICHUE O TOM, Y€M BBI
MOTJI OBl 3aHUMAThCS Yepe3 TOJl WIIM TOJITOpa WX O CYTH Bamieid paboThl Ha
TOT MOMEHT, 0 4yeM OblI BBl mogymanu? Ha stom, Gosiee TOHKOM ypOBHE MOTYT
OBITH BEIU, KOTOPHIC BBI JIOJHKHBI BEIOPOCUTH U3 TOJIOBHI, 4 TAaK)Ke — JIIOJIA H
CHUCTEMBI, C KOTOPBIMH HY)KHO B3aMMOJICCTBOBAThH, YTOOBI IOCTHYD JKEJIAeMOTO
pesyapTata. A TOCKOJBKY camMa pa0oTa SBISICTCS IBIKYIICHCS MHIICHBIO,
MOCKOJBKY B HAaIlM JHU NPO(PECCHOHANBHBIM MHpP 3TO 3BIOyYHE TIECKH,
BO3MOXXKHO, TIOHQJOOWUTCS HAMETHTh TPOCKThI, O0OECTICUNBAIOIINE BEPHOE
TOCTI)KCHHUE PE3yIhTaTOB B 3aIaHHOM 00IacTH.

Ha nmanHOM ypoBHE 3amadu MOTYT OBITh caMmble pasHbie: «Mos Kapbepa
OyJZleT CTOSITh Ha MECTE, €CJIHM S YETKO HE M3JI0KY CBOM 11eTTH HAYAIBHUKY» WJIH:
«Kakue HOBBIC 3aHSITHS TOSBITCS y MOMX JeTel 4epe3 Toj, U YTO s JOJKEH
NpEANPUHATS B 3TOU cBsi3u?» win: «Kakwe mpodumaktryeckue Mepbl HYKHO
MPEANPUHATh, YTOOBI 00ECIICUNTh BEPHOE PEIICHUE BO3HHKINEH MPOOJIEMBI CO
310pOBbEM 7»

B ©Oonee mnpomomKUTEIPHOM KOHTEKCTE BBl MOXETE IMOAyMaTh Hal
CICAYIOIIMMHU BOIPOCAMU: KaK MPOJABUTAETCS Ballla Kaphbepa, KaK IMPOTEKaeT
Ballla dYacTHAs >KW3Hb, KAaK Ballla OpraHMU3aIlds pearupyeT Ha BHEITHUE
W3MEHEHUSI W KakK 3TO OTpa)kaeTcs Ha Bac ju4HO? [lepedncieHHbIE BOMPOCHI
KacaroTCsl BPEMEHHOTO MPOMEXYTKA MPOJAOKUTEIFHOCTBIO OT OJHOTO JI0 TISATH
JIET: KOTJa 51 UX 3aJ1at0, OHM 3aCTaBIIIOT JIIOJICH JaBaTh pa3jIMvHbIC, HO BCETIa
Ba)KHBIC OTBETHI.

HenmaBHo s TpeHMpOBAN KIMEHTa, pa0OTABIIIETO B KPYITHOM MEKTyHAPOTHOM
OaHKe, KOTOPBIN MOCe HECKOIBKUX MECSIICB MPUMEHECHHS HAIICH METOAO0JIOTHH
1 00OpeTeHHs KOHTPOJISA HaJ MOBCEIHEBHBIM PabOYUM IMPOIECCOM PEIIHII, YTO
MPUIIUIO BPEMsS BJIOKWTH KalMTal B OTKPHITHE COOCTBEHHOM (HUPMBI 10
CO3JaHHUIO BBICOKMX TexHoJiornii. CHayaja 3aTes Oblla CIMIIIKOM CMENOH, YTOOBI
aymMaTh O HEW BCephe3, HO ABWIKEHHUE BBEPX C «YPOBHS B3JICTHOW IOJIOCHD»
CICNaio 3aMmbIceNl Tropa3fao Oojee AOCTYNHBIM, WU OH CTajl €CTeCTBEHHBIM



pe3yabTaTOM 0030pa IEATEIBHOCTH ¢ OOJIBIION BHICOTHI.

Ecin BBl 3aHATBI AE€IOM, OCYIIECTBJIEHHE KOTOPOTO PACTAHETCS HA
MIPOIODKUTENBHOE BpeMs (CBaap0a, JeTH, Kapbepa, KOMITaHUsI, UCKYCCTBO), TO C
Ballle CTOPOHBI OyJeT pa3yMmMHO TMOAyMaTb O TOM, YTO BaM MOXET
MOHA00UTHCS )11 MPOBKCHUSI B 33ITAaHHOM HAMpPaBJICHUH.

Bormpocsi, koTopbie BBl MOKETE 3a7aTh ceOe Ha JAaHHOM 3Tare, TAKOBHI.

* B ueM cOoCTOST HOJTOCPOYHBIE LIEIU U 3a/1a4l MOEH OPTaHU3alMU U KaKUe
MPOCKTHI, HAMPABICHHBIE HA JOCTUKECHUE MKEIACMBIX PE3yJbTaTOB, S HOJLKEH
OCYIIIECTBUTH, YTOOBI BHITIOJHUTH CBOHM O0S3aHHOCTH?

» Kakuwe nmonrocpounpie Ieau W 3a7adydl s HAMETHJI JJis1 ce0s U Kakue
MPOCKTHI, HAMPABICHHBIE HA JOCTHUKECHUE MKEIACMBIX PE3YyJbTaTOB, S HOJLKEH
OCYIIIECTBUTH?

» Kakne emre cymecTBeHHbIE COOBITHS MOTYT TOBJIHSATH Ha OMpEIETICHUE
BO3MOXHBIX HANpPaBJICHUA MOEH AEATEIBHOCTH?

[Tepeunciito HECKONBKO BO3MOXKHBIX AaCHEKTOB, KOTOPBIE BBICTYNAIOT Ha
MIePBBIH TIJIaH HA JAHHOM 3Tare 00CYXICHUS.

* l3MeHeHHWe CynIHOCTH Bamied pabOTHl TOJ JACHCTBUEM CMEIICHHS
MIPUOPUTETOB KOMIaHUM. BwmecTo ympaBieHus pa3pabOTKOW COOCTBEHHBIX
MporpaMM TPEHUHTOB B KOMIIAHWMA BaM IPHUIETCA IEpeAaTh WX CTOPOHHUM
arcHTaM.

* Hanpasienue, B KOTOpOM, Ha Balll B3IV, CIAEAYET JBUTAThCS, YTOOBI
cIenaTh Kapbepy. Bbl XOoTHUTE Uepes roj BEINOIHITH APYTYIO paboTy, BaM HY)KHO
COBEPIIUTh MEPEXOJ] OT TEKYIIMX 3aHATHUM K HOBBIM 3aJladyaM W IIPU 3TOM
BHUMATEIIPHO W3YYUTh BO3MOXKHOCTH IIEPEBOJA HA JPyrue JOJHKHOCTH H
MPEIOKECHUS] HACUET MOBBIIICHUM.

* Hanpasienue aesTeIbHOCTH OpraHU3aIlid B KOHTEKCTE TIiIo0amu3aiiuu u
pacmupenus. [IpeacTont macca 3apyOeKHBIX TOE3J0K W, MCXOMsl M3 BallluX
KU3HCHHBIX TIPEANOYTEHUM, BaM HYXHO IOJyMaTb O IIEPECMOTPE CBOUX
KapbE€PHBIX IJIAHOB.

» J)XusHeHHbIC TpeanoyTeHus W U3MEeHeHue moTpedHocteir. [To Mepe Toro
KaK BaIlll JCTH B3POCICIOT, YMEHBINACTCS HEOOXOAMMOCTh B TOM, YTOOBI BBHI
CHUICTM C HUMH JIOMa, W pacTeT Ball HMHTEPEC K pa3IuyHbIM chepam
KU TaJIOBJIOXKEHUS W O(POPMIICHUIO TICHCHUH.

Ha HauBbiClIEM ypOBHE MBIIUICHUS BaM MNPUAECTCS 3a7aTh HECKOJBKO
CaKpaMEHTAJIbHBIX BOMPOCOB. J[Jig Yero cyiiecTByeT Baiia kommnanusa? J[jis yero
cymiecTByete Bbl? B ueM CyTh Balllero CyIlecTBOBAHUS, BJIMSIONIAs Ha Balll
BBIOOp KaK JUYHOCTH M KaK OpraHu3aIuu? IT0 — KOHIIEMIUS O0IIei KapTHHBI,
COTHH KHUT Y YYUTEJIEH MBITAIOTCSA IOMOYb BaM YCBOUTH €€.

«3aueM?» — BOT IJIaBHBIN BOIIPOC, HAJT KOTOPHIM OBEMCS BCE MBI.



Bbl MoXeTe akkypaTHEMIIMM o0O0pa3oM YHOPSAIOYHUTh, PACCOPTHPOBATH U
OpraHU30BaTh BCE OCTANbHBIC YPOBHU CBOEH KU3HU U paboThl. Ho eciu BbI XOTh
Ha MOTYy OTKJIOHUTECH OT Kypca, KOTOPBIN ONpeeNsieTcs] BallUMU TTyOMHHBIMU
YCTPEMJICHUSIMU WJIM UCTUHHBIM ITPEHA3HAYCHUEM, TO Cpa3y MOTEPAETE MOKOM.

Kak 8bl6p0£’umb U3 20J106bl npoﬁﬂemypaccmanoeku npuopumemoe

VY aenure xoTst ObI HECKOJIBKO MUHYT (€CIU BBI ATOTO €I1I€ HE CIIEeTaIN) TOMY,
YTOOBI ClleJaTh HECKOJIBKO HE(POPMAaJIbHBIX 3aMETOK O BEIIaX, O KOTOPBIX BbI
AyManu, yuTas 3Ty riaBy. Kakue Obl MBICIM HE MOMagaid B PacIIUPEHHBIH
paanyc ACUCTBUS BalleTO BHYTPEHHETO pajapa, 3aQpuKCUpylTe uX Ha Oymare u
BBIOPOCHTE U3 TOJIOBBHI.

3atem oOpaboTaiiTe cBOM 3amucH. PemmTe, TeHCTBUTEIBHO JIM BaM XOYETCS
3aHUMATbCS JEJNaMHu, KOTOpbIE Bbl 3amucaiu. Eciaum OTBET OTpULATENbHBIH,
BBIOPOCHTE JIUCTOK, MOJIOKUTE €r0 B CTONKY «Korna-HuOy1b/MOKET OBITHY WU
B ManKy Moj Ha3BaHUEM «MeuThl U 1IEJIH, K KOTOPbIM s MOTY BEpPHYTHCS B
KaKOH-TO MOMEHT». BBl MOXkeTe MpO0JDKUTh HAKOIICHUE TI0I00HBIX MBICIICH O
OynymiemM W mpuaath mporeccy Oonee dopmanbHbI xapakTep. Hampuwmep,
MOXKeTe HaOpocaTh HOBBIM OM3HEC-TJIaH CO CBOMMHM MapTHEpamu, MpoAyMaTh U
BBIMIMCATh WJCHU TPSAIYIIEH CIIAAKOW XU3HU CO CBOEU ITOJOBUHOW, HAYEPTUTH
0onee MOAPOOHYIO KapTy KapbepHOrO pOCTa Ha CJEAYIOIUME TpHU Toja.
[IomecTuTe HOBBIE 3aJa4M B CIIMUCOK IIPOECKTOB WM ONPEACIMUTE CIIECIYIOLICE
JelcTBYE. 3aT€M BBIMIOJIHUTE €r0, IEPEHECUTE B CIIMCOK OXKHUAAEMbIX JCHCTBUMN
WJIM IOMECTUTE HAIIOMUHAHUE B COOTBETCTBYIOIINI CIIUCOK.

Tenepp MokeTe 3aHATHCS pa3pabOTKOM HAEH B paMKaX KOHKPETHBIX
MIPOEKTOB, KOTOpbIE YK€ HaMEUeHbl, HO, Ha Ball B3IJSJ, €IIE HE
chopMyIMpoBaHbl B TOMHOM Mepe. HacTpauBailiTech Ha «BEPTUKAIBHYIO»
00paboTKy TIPOCKTOB.



I'naBa 10. KonTpoJub HaJx npoekTaMu

B rmaBax ¢ 4 mo 9 peub mula 0 MOAXOAAX M METOAAX, MO3BOJSIOIIMX
BBIOPOCUTH BCE€ U3 TOJIOBBI U MHTYUTHMBHO BBIOpATh HYKHOE 3aHSITHE B JIIOOOU
MOMEHT BpPEMEHHU. DTO Oblja TOPU30HTANbHASI IUNIOCKOCTh — BCE, YTO TpeOyeT
BAIIETO BHUMAHUSA M JEUCTBUM HAa «TOPU30HTAIBHOM ITOBEPXHOCTH» Ballleh
xu3HU. [locnennuii pparMeHT roJIOBOJIOMKM — BEpPTUKaJbHAs IIOCKOCTh —
o0pa3 MBIIUIECHHUS, MO3BOJISIONIUN JOKOMAThCS 10 CYTH, JOCTUYBL 3a00JIaYHBIX
BBICOT U Pa3BUTh TBOpUYECKUI moTeHInan. Takum o0pa3oM, Mbl BO3BpaIiaemcs K
ONTUMM3ALMU U YCOBEPIICHCTBOBAHUIO IIPOLIECCA MPOECKTHOIO TUIAHUPOBAHUSL.

Ilompebnocmo 6 menee ghopmanvnoit npoyedype naaHUpPoOBaAHUA

[IpopaGoTaB pmonarve TOAbI «B TOJIEBBIX YCJIOBHUSAX» C  ThICSYaMU
npoeccroHasnoB, 1 MOTY C MOJHOW YBEPEHHOCTHIO 3asBUThH, YTO MPAKTHUECKH
KQKbIM U3 HAC MOT ObI MOCBAIIATH IJIAHUPOBAHUIO MTPOECKTOB OOJIbIIIE BPEMEHHU
CBOCH KU3HHU, Yallle 3aHUMAThCSL UM U MPUAATh Mpoleaype MeHee GpopManbHbIi
xapaktep. Ecnu Obl 3T0O yianoch cienaTh, Mbl CMOTJIH ObI CYIIIECTBEHHO CHU3UTD
MICUXOJIOTUYECKOE HAMpPsHKEHUE U OCBOOOIUTH OTPOMHBIA 3amac TBOPUYECKOU
SHEPTHH, MO3BOJISIOMIANA TOCTUTaTh PE3YIHTATOB C MUHUMAJIBHBIMU YCHUJIASIMHU.

a OoOHapy>KuI, 4TO camas CyILIECTBEHHAs BO3MOKHOCTb
YCOBEPILIEHCTBOBAHHUSA TpoIlecca MIAHUPOBAHUSI HE TPEOYET TEXHOJIOTMYECKUX
MPUEMOB, HEOOXOAUMBIX JJIsi OCYLIECTBICHHUS CaMbIX MAaCIITAOHBIX U CIOXKHBIX
MIPOEKTOB, KOTOPHIMHU WMHOTJIa MOJb3YIOTCA NpodeccuoHanbHble MEHEIKEPHI (K
npuMepy, auarpaMmbl ['aHTTa). DBOJBIIMHCTBO JIOAEH, KOTOPBIM OHU
HEOOXONUMBI, YK€ TOJNB3YIOTCS WMHU WIH, IO KpailHel wmepe, o0ianaroT
JOCTYIIOM K METOAaM IMOATOTOBKM UM  KOMIBIOTEPHBIM IpPOTrpaMmaw,
MO3BOJISIIONIUM KX OCBOWTH. B JIEHCTBUTETHLHOCTH HaM HY>XKHA CHOCOOHOCTH
3aUKCUPOBaTh M 3aJCHCTBOBATH OOJBIIE TBOPUYECKUX, KOHCTPYKTUBHBIX HJICH,
YEM MbI UCIIOJIb3YEM (MJIM MOTJIM UCIIOJIb30BATh) HA MPAKTHKE.

OcHOBHasi mpUYWHA, O KOTOPOW HAM Tak He XBaTaeT 3((PEKTUBHOTO
MBIIIJICHUST — Je(PUIUT CHCTEM YIpaBiICHUS MOTCHIMAIBHO OCCKOHECYHBIM
00beMoM o IpoOHOM HHGOPMAITUH IO MMPOEKTaM, KOTOpasi BOSHUKAET B X0OJIe UX
ocylecTBiIeHUs. IMEHHO MO3TOMY MOM OAXOJ MPEANOIaracT ABUKEHUE CHU3Y
BBepX. EciM BBl 4YyBCTBYETE€, 4YTO YTPATWIA KOHTPOJIb HaJ TEKyLIUMU
npobieMaMu, TpPeOYIOIMMU  aKTHBHOTO  pEIICHWs, TO BBl  Oynere
CONIPOTUBIATHCS L[EJICHAIIPABICHHOMY IIJJAHUPOBAHUIO. [Ipownsonner
MOICO3HATEIBHOE OTTOpKEHHE. HO 1Mo Mepe TOro kak Bbl HAUHETE NMPUMEHATH
MPEAJIOKEHHBIE MHOI0 METOJBI, Bbl OOHApYyKHUTE, YTO OHU BBICBOOOXKIAIOT



OTPOMHBIM 3amac TBOPYECKMX M KOHCTPYKTMBHBIX uacu. Ecimm y Bac ecThb
CUCTEMBbl W IIPUBBIYKM, MO3BOJLIOIIME BHEAPATH Ballldi HJEH, TO
MIPOAYKTUBHOCTb MOKET CYIIECTBEHHO YBEINYNUTHCH.

N3HyTpH KaxAbli yCIEIIHBIN MPOEKT KaKeTCsa KaTacTpodoil.
Pozaber Mocc Kantop

B rmaBe 3 s moctaToyHO MOAPOOHO OmMMCAN MATH ATANOB IJIAHUPOBAHUS
MPOEKTOB, KOTOPbIE TTO3BOJISIIOT BOTIOTUTH 3aMBICEIT B KU3Hb.

Jlaniee TPUBOAUTCA TMEPEUYCHb MPAKTUYECKUX COBETOB M TEXHHUYECKHUX
MIPUEMOB, TTO3BOJISIONINX 00JIETYUTh HEHOPMATHHYIO MPOIEAYPY €CTECTBEHHOTO
IUIAHUPOBAHUSA, KOTOPYIO SI COBETYIO TPUMEHATHb. XOTS BCE MOHU COBETHI
0a3upyroTcs Ha COOOpaKEHUSX 3APABOTO CMBICTIA, JTIFOJU CIACAYIOT UM JaJieKo HE
TaK 4acTto, kak Moriu Obl. [lonb3yiiTech UMHU Bcerna, Korja 3TO BO3MOXKHO,
BMECTO TOT'0, YTOOBI Oepedb MBICIH JIJ1s1 POPMATIbHBIX 3aCeIaHUl.

Heo0xoanMo HaJaauTh CHCTEMbI M NPHEMbI, KOTOPble MOMOIYT BaM
yaie, ObicTpee M IUy0:ke AHAJM3MPOBATHb MPOEKThl U CJOKMBIIMECS
00cTOfATE/ILCTBA.

Kakue npoexKkmsl naanupoeantb

bonpmas yacTe 3a7ay, KOTOpPHIE Bbl NMOMETUIIM B CIUCKE IMPOEKTOB, HE
noTpedyer OT Bac OCOOBIX yCWiIMi B cepe TeKylero IMJIaHUPOBAHHS: BaM
MOHAMAOOUTCS TOJBKO HAaMETUTh B yME€ JalbHEHIIME IIard B paMKax HX
OCYILECTBIICHHS. EQUHCTBEHHOE, YTO BaM MOHAJ00UTCS CHAENaTh, K MPUMEPY,
s «TexocMoTpa MalTuHbBDY — 3TO HAWTH B TeAe(HOHHONU KHUKKE OMMKANIIYIO
CTaHIINIO TEXOOCITYyKUBaHUS, TO3BOHUTH TyJla U HA3HAYUTH BpEMSI.

Bnpouem, ecTep ABa TuUma MPOEKTOB, KOTOPHIE 3aCIY>KUBAIOT XOTS OBl
MUHUMAJBHBIX yCWIHM B cdepe 1uianupoBanus: (1) mpoekThl, 3aHUMAIOIINE
Ballle BHUMAHHUE JIa)Ke IMOCJE TOT0, KaK Bbl ONPEACIWIN JabHENIINE TeUCTBUS
10 HUM, U (2) OpOEKTHhI, IO KOTOPHIM CIIOHTAHHO BO3HHMKAIOT MOJIE3HBIE UJIEU U
BCIIOMOTaTEIbHbIE CBEJICHUS.

[lepBblii THOL — TMPOEKTBI, O KOTOPBIX BBl 3HAETE, 4YTO JUIs HX
OCYUIIECTBJICHHS] HEOOXOJIHMMO COTJIacoBaTh W PEIIMTh PSJi BOMPOCOB —
notpedyeT 0oJiee AeTalbHOI0 MOJIX0/1a, YEM IPOCTOE ONpPEIEICHNUE AATbHEHIINX
AeicTBH. BaM npecTOUT BBITOTHUTE OJWH WM HECKOJBKO U3 YETBIPEX ATAINIOB
€CTECTBEHHOW MOJICIH TUIAHUPOBAHUS: L€ W MPUHIUIIBI, BUICHUE/pE3ybTarT,
MO3TOBOM ITYPM U/UJIM COPTUPOBKA MATEPUATIOB.

BTopoil T — MpPOEKTHl, MO KOTOPBIM HJIEH BO3HUKAIOT CIIOHTAHHO: B
MaliuHe, Ha TUISDKE WM BO BpEMS JEJOBOM BCTpeYr — TpeOyeT CO3JAaHMs
HaQ/JIeKAILEro MecTa, e MOXKHO 3a(UKCHUPOBATh COIMYTCTBYIOLIME uieu. Tam



UJCH MOTYT XPAaHHTBCS JIO MOMEHTA JaJbHCHINEro HCIIONb30BAaHUSA IO MeEpe
HaJOO0HOCTHU.

Ilpoexkmul, 0anvheiiuiue 0elucmeus N0 KOMoOPviM CE4A3aHbL C
NIGHUPOBAHUEM

HaepHoe, [uisi Bac He COCTAaBUT TpyJa CXOAY Ha3BaTh Cpa3y HECKOJIBKO
MIPOEKTOB, KOTOPBIC, HA Ball B3IJIsA[, TPEOYIOT YTOUHEHHS, KOHKPETH3ALUU U
0oJiee )KeCTKOro KOHTpoJisi. BaM mpencTouT BakHasi BCTpeya, U Bbl 3HAETE, UTO
JOJKHBI COCTAaBUTh MOBECTKY JHSA M MOJATOTOBUTH Marepuaisl aia Hee. Ha Bac
TOJIBKO YTO CBaJiMjiach paboTa Mo OpraHU3aluu €KEroJHOT0 COOpaHus IETOBBIX
MapTHEPOB, TaK YTO BbI JOJDKHBI KAK MOXHO OBICTpEE yHOPSAOYUTH MPOLECC
MOJATOTOBKH, YTOOBI MOKHO OBLIIO TIEPEIaTh MOAYMHEHHBIM KOHKPETHBIC 3aa4H.
Bam Hy»XHO COCTaBUTh YETKYH) XapaKTEpUCTHKY HOBOM JOJKHOCTH B BallleM
KOJUIEKTUBE, KOTOPYIO CIEAyET MepeaaTh B OoTAeN KaapoB. Eciu Bbl 3TOTO eme
HE CHeNlalM, cedyac K€ ONpPENeIuTe CICAYIOIMM IIar, ¢ KOTOPOrO HadHETe
MPOLIECC IAHUPOBAHMS, U IOMECTUTE €r0 B HAJJIEKAIINI CIIMCOK JabHEUIIINX
NEHUCTBHI. 3aTeM MPOAEIANTE CIEYIOIINE ITAIbl MPOLIEAYPhI INIAHUPOBAHUS.

Tunuunwvie cmaouu npouecca niiaHupoeanun

Camble pacpOCTpaHEHHbIE IEUCTBUA B paMKax MpPOLECCa IAHUPOBAHUS —
3TO Baml COOCTBEHHBIM MO3rOBOM MITYpM M COpPTUPOBKA MaTepuana,
opraHu3anus JeJ0BbIX BCTped U cOop uHdopmaiuu.

Mosrosoii mrTypM. /[l  OCyIIECTBIEHHsS  HEKOTOPBIX  IIPOEKTOB,
3aHMMAIOIIMX Balle BHUMAHHWE B JaHHBIM MOMEHT, BBl JOJDKHBI HAYUYHUTHCS
MBICJIUTh CBOOOJHBIMU KaTeropusMu. B mepByro odepeap 3TO KacaeTcsl TeX
IPOEKTOB, IO KOTOPBIM Bbl, HA MOMEHT NPUHATHS PELICHUS, YETKO HE YSICHUIIN
nepBblii mar. IlepBoouepeiHOE ACUCTBUE B PAMKax TAKUX HPOEKTOB HOJIKHO
dopmynupoBaThcs Tak: «HabpocaTs uaen mo npoekty X».

B nmanHOM ciydae ciienyer pemunThb, TA€ U KAaK Bbl XOTHUTE COBEPIIUTH
yKa3aHHOE JIeHCTBHE, YTOOBI 3HATh, B KAKOHM CITUCOK €Tr0 MMOMECTUTh. BaM Hy»keH
KOMIIBIOTEP JJI1 MO3TOBOTO MITYpMa WM JIydllle 3allicaTh MbICIM Ha Oymare ot
pyku? S mory BbIOpaTh 000N HOCHUTEIh B 3aBUCUMOCTH OT TOTO, YTO
IOJCKa3bIBACT MHTyWLHMs. J[aHHOE JEUCTBHE MOJHKHO MONAacTh B CIHCOK,
o3arjiaBlieHHbIN 100 «3a KOMIbIOTEpOoM», 060 «I' e yromHo» (IMOCKOJBKY s
MOTY PUCOBaTh KapThl MBICIIE HE3aBUCUMO OT TOTO, /i€ HaX0XYCh: ObUIH OBl
TOJIBKO pydKa 1 Oymara).

CopTupoBKa MaTepuaja. ¥ Bac MOTYT ObITh MPOEKTHI, IO KOTOPHIM YXKe
coOpaHbl 3aMETKH U PA3IMYHbIE COMYTCTBYIOIINE MaTEPHUAIIbI, OCTAIOCh TOJIBKO
paccopTupoBaTh MX M MpUaTh UM Ooljiee CTPYKTypupoBaHHyi0 ¢opmy. B



JaHHOM CJIy4ae CJEeAYIOIIUM IIaroM, BEPOSATHEE BCEro, OylIeT YMopsIo4YeHHE
3amMeTok 1o mpoekty X. Ecnu 11 ero ocymiecTBieHHs HEOOXOIUMO Ballie
NPUCYTCTBHUE B oduce (MOCKOIbKY UMEHHO TaM HAXOMSTCS IMAarKh), OH MONaaeT
B CIIMCOK Moj Ha3BaHueM «B oduce». Eciu Bbl HOCUTE 3aMETKH MO MPOEKTY C
co00il — B manke, OJOKHOTE WIM HaMSATH MOPTATUBHOTO KOMITBIOTEPA, TO
«YTopsiioueHue 3aMeToK I10...» MomajeT B cnucok «l'me yrogno», «PasHoe»
(ma cmydast COpTUPOBKM BpyuHyw) win «Kommbrorep» (ecinm BaM HyXEH
TEKCTOBBIN PEIaKTOP, SJICKTPOHHBIN TUIAHUPOBIIUK WIH IPYTHUE TPOTPAMMBI).

Opranuszanus Aea0BbIX BcTped. YacTto mpeycnerb B IUIAHUPOBAHUU
MIPOEKTOB MO3BOJISIET OpraHu3allds BCTPEYH C JIIOJbMHU, KOTOPBIX BBl XOTHUTE
OpUBJI€Yh K MO3rOBOMYy IITypMy. OOBIYHO 3TO NPENINONaraeT OTIPABKY
cooO1IeHHs Bcel pabouelt rpyIie Uiu MOMOIIHUKY, KOTOPBIA BHECET BCTPEUy B
KaJIeHJapb WM MO3BOHUT IO TEJE(POHY BBHICOKOMOCTABICHHOMY JIUIlY, YTOOBI
HA3HAYUTH BPEMS BCTPEUH.

OOHum U3  gequyaUUUX  NPEens mCcmeuil  Ha  Nymu  NOBblULEeHUs
OpP2aHU3AYUOHHOU  NPOOYKMUGBHOCU  AGNAEMCSA  OMCYMCMEUe  PeuleHusl
HA4anbCcmeyoue2o auya 0 HeobXo0UMoCmu npogedeHUs 6Cmpeyu U 0 cocmase
ee yuacmHukog, Komopoe mpebyemcs Oas mo2o, ymobbl COBUHYMb NPOEKM C
mecma.

Coop wunpopmanuu. Crenyromed 3agayeldi B paMKax MNPOEKTHOTO
MBIIIJICHUSI MOET ObITh COOp HOBBIX CBeleHUH. B03MOXXHO, BaM HY>KHO
o0CyIuTh C KeM-TO ero uin ee coobpaxeHus («IlozBonuts bumny, 4ToObI
y3HaTh, YTO OH JyMaeT O COOpaHUU MEHEIHKEPOB»), MPOCMOTPETH (ailibl,
KOTOpBIE OCTAJIUCh C mpouuioroguei konpepenunu («I[IpocMoTpeTs apxuBHbIC
MaTepHalibl ¢ COOpaHUs ACJIOBBIX IMMAPTHEPOBY»), HANUTH B AJIEKTPOHHOU CETH
JaHHBIE MO HOBOU TeMe, KoTopyro ucciuenyetre («HayuHo-mouckoBbie (pupMmsl,
MPEIOCTABISIONINE YCIYTH PYKOBOIAIIUM PaObOTHUKAM CPephbl MPOaakK»).

Cnonmannoe NPOEeKmHoe mbolutiernue

He ynyckaite HM OIHOM HIEHU IO TPOEKTY, KOTOPas MOXKET OKa3aTbCs
noJie3Hoi. MHOTO pa3 Bbl OyJeTe BCIIOMUHATH O BEIIax, O KOTOPBIX HE XOTHUTE
3a0bITh, HAXOASCh B PA3IMYHBIX MECTaX, HE HMMEIONUX HH MaJIeUIIero
OTHONICHUS] K MpoekTy. Hampumep, Bbl efeTe B Mara3uH U BaM B TOJIOBY
OPUXOAUT TpPEKpacHas HAes O TOM, KaK HayaTh CIEIYyIOIIee COBEIlaHue
nepcoHana. Bel mepeMemniuBaere coyc Juisl CAreTTH Ha KyXHE U JyMaere, 4To
MOXXHO OBbLIO OBl pa3/iaTh BCEM y4aCTHHKAM KOH(EpPEHIMU Xopoluue OOobllne
CyMKHU. Bbl cMOTpHUTE BeuepHUE HOBOCTU W BAPYT BCIIOMHHAETE €lle 00 OJTHOM
BOXHOM YEJIOBEKE: €ro MOXKHO ObUI0 OBl BKJIIOYUTH B MPEICTOSIIHIMA
KOHCYJIbTAIIUOHHBIHN COBET.



Jlaxke ecnum 3TH UAEU HE SABISIIOTCS HEMOCPEICTBEHHBIMU LIAaraMu, KOTOPbIE
MOTYT IOTNACTh B CIIUCKH JAJbHEHIINX MEHCTBUI, BaM BCE PaBHO MOHAIO0UTCS
3aUKCUPOBaTh U YMOPSAOUYUTh MX KaKUM-HHOYAb ()PEKTUBHBIM CHOCOOOM.
KoneuHo xe, caMbIM HEOOXOIUMBIM MHCTPYMEHTOM, MO3BOJISIONIUM HUYETO HE
VIOYCTUTh W3 BHIY, SBJISICTCS Ballla cuUcTeMa cOopa HHpOpManuu — Bamia
KOp3WHA JIJISl BXOASIIUX MaTepraioB, OJOKHOT ¥ OyMara (MM UX YKBUBAJICHTHI)
Ha paboTe U JoMa, a TakKe MOPTAaTUBHAS Bepcus (yueTHas KapToudka), KOTopas
BCErJa y Bac MOJ pyKoOW B gopore. Bam HYKHO re-TO XpaHWUTb CBOM UJIEHU [0
TOr0 MOMEHTA, ITOKa Bbl HE PEIINTE, KAK C HUMH MOCTYIUTb.

Bcnomozamenvnovie uncmpymenmol u cmpyKkmypal 07151 R000EPHCKU
NPOEKMHO20 MbIUIEHUS

He BaxxHO, Ha KAKOM YPOBHE BO3HHUKAIOT MJIEHU MO MPOEKTY: BCErAa MOJIE3HO
UMETh TOJ PYKOW yIOOHBIE CpEJCTBa, MO3BOJISIIONINE MX 3a(UKCUPOBATh, KaK
TOJIBKO OHHM MPUXOAAT B TonoBy. Ecnu uaen 3aduKcHpoOBaHbI, HY>KHO ClIeiaTh
WX JIOCTYTHBIMU JJI 0OpalieHus Mo Mepe HaJoOHOCTH.

Hucmpymenmol moiuiienus

OauH w3 BenWYalIIMX CEKPEeTOB TEHEpallMM WAeH U  TMOBBIIICHUS
MPOU3BOJAUTEIFHOCTH 3aKJIIOUYAETCs B MCIOJIB30BAHMM MPUHINNA «QYHKIIUH
OTIpeNIeTAIOTCS (POPMOI»: YIOOHBIM WHCTPYMEHTAPUH MOXKET CIOCOOCTBOBATh
MPOAYKTUBHOMY MbllieHuto. (HekoTtopele W3 caMbIX TPOIYKTUBHBIX HACH
MOCETHJIM MEHS, KOrja s UCCIEIOBajl BO3MOXXHOCTH CBOEro HHU(PPOBOTO
cekpetaps Palm, cuas B asponopty B oxkujgaHuu camoderal)

VYnaua Bnusier Ha Bce. Beerga 3a0pachiBaiiTe Kprodok: ppi0a OKaXXeTcsl B
TOM PYUb€, II€ BBl MEHBLIE BCETO OKUJIAETE €€ YBUJIETD.

OBunuit

Ecam Bbl HUYEro He 3alUCBIBAETE, TO BaM OYEHb TPYJIHO OCTaBaThCs
COCPEIOTOYCHHBIM Ha MpoOJeMe JOJbIIe HECKOJbKUX MHUHYT, OCOOCHHO
HaequHe ¢ coboil. Ho ecnm BBl 3azaeiicTByeTe (pU3MUecKue MHCTPYMEHTHI IS
TOTO, YTOOBI BaIll MBICIH HE pa30erajiuch, TO MOXKETE YacaMy KOHCTPYKTHBHO
JTyMaTh HAJ 331a4€EH.

CpencrBa 3anucu

[TocToHHO AEepKUTE MO PYKOM XOpOIlKe MUIIYIIUE CPEACTBA, YTOOBI ¥ Bac
HUKOT/1a HE BO3HUKAJIO ITOACO3HATEIBHOIO CONPOTHUBIIEHUS MBICIUTEIBHOMY
IPOLECCY M3-3a TOrO, UTO HEYEM 3alncaTh Uaeu. Ecau y MeHs mox pyKou HeT
HUKAKUX MHUIIYIIUX CPEJCTB, TO sI YyBCTBYIO AUCKOMGOPT U HE MOTY MO3BOJIUTH



ceOe 3aymMaThes Ha/l MpooieMaMu U 00CTOSTEIbCTBAMU.

W HaoOopoT: mHOrJAa MHE B TOJIOBY MHPUXOAMUIU MPEKPACHBIC 3aMBICIbI U
IUIAaHBI TOJIBKO ITOTOMY, YTO MHE XOTEJIOCh BOCIIOJB30BAaThCS CBOEH HOBOWU
Onectsmet mapukoBoi pyukoii! Bo3MoXHO, pOCKOIIHBIE MUIIYIUE CPEJICTBA
HE BJIOXHOBJIISIIOT BacC, KaK MEHsI, HO €CJIM BBl MUTAETE K HUM CJIa00CTh, OKXKUTE
cebe yCIIyry U KyluTe KaueCTBEHHbIE HHCTPYMEHTHI 3alUCH HJICH.

Yacmo pynxyuu onpedensiomcs gpopmou. Coszdaiime ycious 01 3anuUcCu
uoeti, U 8 sawieli 20J108¢ HAYHYM POHCOAMBCS 3AMbICIIbL, O KOMOPHIX bl U He
no003pesau.

PexoMeHiy10 BaM Jiep>KaTh KpacUBbIC IMIAPUKOBBIE PYUKH B T€X MECTax, IIe
BaM, CKOpEe BCEro, 3aX04eTcs JiejaTh 3aMETKH, HalpuMep BO3Je Tele(OHHBIX
anmnaparoB, HAXOSAIIUXCS B BaIlIeM JIOME.

Bymara u 0,10KHOTBI

KpoMe mmmymmux cpenctB, Bcerga HYKHO HMETh TIOA  pPyKOH
¢yHKIMOHANIbHBIE OyMmaxHble OMOKHOTHL. IlIupokodopmaTHbIE OTpBHIBHBIC
OJIOKHOTBI BIOJIHE TOJIATCS JIJISl HAIIMX 1IeJied, TOCKOJIbKY Bl MOXETe 0e3 Tpy/ia
BBIPBIBATh CTPAHUIIBI C UACIMH M 3aITUCAMH U OpocaTh UX B KOP3UHY BXOJISAIINX
MaTepuajgoB, TMOKa Yy Bac HE TMOSBHUTCSA ImMaHC oOpaborath ux. [lomoOHBIC
OJIOKHOTBI TIPUTOIATCS, €CIM HY>KHO OyJeT COXpaHUTh KapThl MBICIEH — BBI
CMOJKETEe MOMENIaTh 3TH Pa3pO3HEHHBIC JIUCTKU OyMaru B HaJIeKallue MankH,
HUKYJ1a UX HE TIePENrChIBasl.

I0e y sac neacum orusxcavwuit 6aoxknom? Ilonooxcume ezo ewe oaudice.

CTeHabl M JOCKHM 1A 3amuceii

Ecnu y Bac ecThb JOCTaTOYHO MeCTa, TO BOCHOJIB3YWTECh CTEHAOM W/WIH
JOCKOM il 3amucel — 3To BecbMa 3(()EKTUBHBIE UHCTPYMEHTHI MBIIUICHHUS,
KOTOPBIMU MOKHO TIOJIb30BaThCsl BpeMsi OT BpeMeHU. OHU MpeAoCTaBISIOT
Maccy MecTa, IJie Bbl MOXKeTe 3aUKCHUpPOBATh UACH: MOJE3HO OYIET IepKaThb
HaOpOCKHW Tiepe] Triia3aMu, MOKa Bl Pa3MBINLIsAETe HAJ JaHHOW Temoiu. Jlocku
Ui 3anuceld yqoOHO BellaTh HAa CTeHaX O(HCOB M 3aJI0B 3aCeIaHMM, YeM OHU
Oombiie, Tem nyuine. Eciiu y Bac ecTh J1eTH, TO sl COBETYIO BaM MOCTaBUTH JOCKY
y HUX B cmajgbHe (s ObI M caM XOTeld pacTH B OOCTaHOBKE, KOTOpas Obl
CIOCOOCTBOBAIA T€HEPALIMM MaKCUMaIbHOTO KonmdecTBa ujei!). Ilozaborerech
O TOM, 4YTOOBI MOJA PYKOH NOCTOSHHO OBLIO H300MIME CBEXKHX MapKEpOB;
00UHO, KOTJ]a HY’KHO YTO-TO 3aIlMCaTh Ha JIOCKE, a BCE MapKepbl BHICOXJIU U HU
Ha 4TO HE TOASTCS.

Kak s y3Hato, 4To qymaro, moka He YCIbIITY, YTO TOBOPO?
2. M. ®opcrep

Hcnonn3oBanue CTCHAOB HWIIM OOCOK IOJIsd 3amnucel Ha COBCIIAHUHN OYCHb



yao6Ho. Jlaxke eciii yepe3 HECKOIbKO MUHYT BBl 3a0y/eTe, O 4eM JAyMaere, cam
MPOoLIeCC 3aMUCH UACH cnocoOCTBYET KOHCTPYKTUBHOMY MBILIUICHHIO KaK HAYTO
apyroe. (S oOHapyxwi, 4TO BechbMa IIOJIE3HO HMHOTJA PHUCOBATH MPOCTHIC
rpaduku U nenaTh 3aMETKM Ha OyMa)KHBIX CKaTEPTSX, KOBpUKAaX WM JaKe Ha
candeTkax B pecTopaHax, €CJIM IMOJ PYKOW HET COOCTBEHHOTO OJIOKHOTA).

Komnbrorep

Yacto ObiBaeT ya00HO 3aMMChIBATh MBICIH HA MOPTATUBHBIA KOMIBIOTED B
TEKCTOBOM PEAAKTOpe. Y MEHS MHOXECTBO 3aMBICJIOB, KOTOPHIE BIIOCIIEICTBUU
MOTYT OBITh BOIUIOLIEHBI B >KH3Hb, IMMOATOMY OYEHb YJOOHO, KOT/Ia OHH YK€
oopmieHsl B Hekod 1udpoBol (opme: UX MOXKHO BbIpe3aTh U3 (ailioB u
BCTaBIISATh B pa3IMyHbIe MpuioxkeHus. Kak TONbKO 3akaHUYMBAaETCs 3arpy3ka u
nepeno MHOM 3aropaercs SKpaH, MBICTUTENbHBIA MPOILECC HAYMHACTCS CaM
co0oil. DTo emie OAHA BeCKas MPUYMHA, MOYEMY HYKHO COBEPIICHCTBOBATH
HABBIKM TI€YaTaHUsd U OOpalleHus ¢ KJIaBUATypOH: OHHU JIOJDKHBI OBITh
JOCTaTOYHBIMU JJIsi TOTO, YTOOBI paboTa HA KOMIIBIOTEPE €CIU U HE SIBIISUIAChH
pa3BleYCHUEM, TO XOTs OBl HE TIPEICTABIISIIA TSl BAC CIOKHOCTH.

Cogepuiencmsytime Ha8vlKU pabomvl HA KOMHblomepe, 4mooOwl 00jec4ums
UHMENNEeKMYAlbHbILL mMP)O.

Bcnomozamenvnovie cmpykmypot

KpoMe »(ddekTuBHBIX HHCTPYMEHTOB, HAXOASAIIUXCS TOA PYKOH, BaKHO
pacronaratb JOCTYMHBIMH (OpMaMH ISl 3allUCH PE3yJIbTaTOB IMPOCKTHOTO
MBITIUTCHUS. Tak ke, KaKk HaJlnuue pydYKd U OyMaru y Bac B pyKaxX CIIOCOOCTBYET
MO3TOBOMY IITYPMY, YI0OHBIE HHCTPYMEHTHI COPTUPOBKH M XpaHCHHUsI JieTaieh
MPOEKTOB CHOCOOCTBYIOT YIPOIIEHUIO TIpoIecca IJIAHUPOBAHUA, KOTOPOE
HEO0OXO0UMO JJIsI pelIeHNs] MHOTHX 3a]1ad.

ITo mepe Ha1O0HOCTH cO31aBaliTe NANIKU UJIM OTPbIBHbIE 0JIOKHOTBI

Xoporasi cuctemMa XpaHEHHUs CIPABOYHBIX MaTepHajioB OOIIEro Xapakrepa
HE TOJIPKO MMEET KPUTHUYECKOE 3HA4YCHWE ISl YMPaBJICHHS OONUM pabounm
MPOIIECCOM, HO U SBJIsAETCS BechMa d(PGEKTUBHBIM HHCTPYMEHTOM IMPOEKTHOTO
MBITIUICHUS. YacTo TPOEKT HayuHaeT OQOPMIIATHCA IO MeEpe HAaKOTUICHHS
COOTBETCTBYIOIINUX CBEACHUH, 3aIIUCel M Pa3HOOOPA3HBIX MaTEPHAIOB, TIO3TOMY
CTOWT CO3/aTh IMAaINKy IO TeMe, KaK TOJIbKO Yy Bac OyJeT, 4TO B HEE MOJOXKHTh.
Ecnam cucrtema copTUpOBKHM CIAUIIKOM (popManibHa (MJIM OTCYTCTBYET), BeChMa
BEPOSITHBI TPyOble HEIOYETHl MPOCKTa Ha JOCTATOYHO paHHEHW CTaJUH €To
BHeapeHus. [loaTomy mydie OyaeT cpa3y co3aaTh ManKy U COXPaHITh 3aMETKHU
B HEHl (€CTECTBEHHO, MOCIIE TOr0, KAK HAMETUTE JaJbHEUIINE JEeHCTBUA).

MHoro pa3, pabotas ¢ KIMEHTaMH, s OOHAPYKMBAJI, UYTO MPOIEAypa
CO3/IaHMsl ManKW JJIsl CIy4alHBIX 3aluCcedl M MaTepHaioB, KOTOPHIE MOTYT



OKa3aTbCs TOJIE3HBIMH, Cpa3y MPUIACT JIIOJISIM YBEPEHHOCTh B CBOUX CHJIAX.
JlaHHbI METOJA MO3BOJSET (U3UUECKH, BU3YaIbHO M TICHUXOJOTHYECKU B3SITh
CUTYaIIUIO B CBOM PYKHU.

Ecam y Bac Her yno0HOi#l cucreMbl ISl 3alMCH IJIOXMX HJei, To,
BEPOSITHO, U CHCTEMbI [IJIS1 XOPOIIUX U/eH Y BAC TOKe HeT.

Ecniu Bam HpaBuTcs paboTaTh €  OTPHIBHBIM  OJIOKHOTOM WM
TUTAHUPOBIIUKOM, JAEPKHUTE TMOJ PYKOM 3amac YUCTBIX JIMCTOB MHUCYEH WU
MUJUIUMETPOBOM OyMaru, KOTOPYIHO MOXKHO HCIOJIb30BaTh JJisi CO3JaHUS
CTpaHUIIBI TI0O TEME€ WM MPOEKTy MO Mepe ero BO3HUKHOBeHHs. Hekxotopswie
MPOEKTHl MOTYT TO3JIHEE Pa3pacTHCh N0 ILIENOT0 pasjienia Wid OJIOKHOTa, HO
HAYMHAIOTCS OHU BCE C HEOOJbIIOro oobema uHpopmaruu. [ GoNbIIMHCTBA
e TPOEKTOB, BO3ZMOXHO, MOHAJAOOUTCS TOJBKO OJHA WJIU JABE CTPAHUIIBI JJIS
3aMucH ujied, KOTOPhIE HENb3sl YITyCKaTh.

IIporpammHusbIe cpeacTBa

[IporpammHoe oOecrieyeHUE B HEKOTOPOM CMBICIE SBISETCS «UEPHOU
IBIPOI», KOTOPYID MOXHO OECKOHEYHO HCCIIEIOBaTh B IOUCKAX XOPOIIUX
WHCTPYMEHTOB YIpaBJICHHUS MPOEKTamMHu. bonbllield YacTbio MNPUIOKECHHUS,
pa3paboTaHHbIE CHEIUANBHO JUIsl OPraHU3alMU MIPOEKTOB, CIUIIKOM CIOXKHBI U
007a1a10T U30BITOYHOM MOIIHOCTBIO JUISI TOrO, YTOOBI BBHIMONHATH 3a/auH,
crosiue nepea 98 % mroaeit. [lakeTsl MOAXOIAT UL HE3HAYUTEIBHOMY YHCITY
npoeccroHanaoB, KOTOPhIE B HHUX JEUCTBUTENHHO HYKAatoTca. OcTaabHbIC
MOTYT HaWTU (parMeHThl W 4YacTH MeHee (OpPMalIbHBIX MPUIIOKEHUU Ooliee
MOIXOJAIIMMHA JUISl TOJIb30BaTelic. B MOel mpakTuKe elle HEe BCTPEYanoch
IBYX TPOEKTOB, KOTOpbIe TpeOoBain Obl OAMHAKOBOM JeTalM3alluu U
CTPYKTYpH3alluu [JIsi TOTO, YTOOBI MMHU MOXHO ObLIO ympaBisiTh. [losTomy
BECbMa CIJIO)KHO CO37aTh €AMHOE MPUIOKEHUE, KOTOpoe Obl TOAWIOCH JUIS
yIpaBiieHUs OOJIBIIMHCTBOM MTPOEKTOB.

DJIEKTPOHHOEe CTPYKTypupoBaHue. CTpyKTypuUpOBaTh MPAKTHUYECKH BCE
MBICJIA TI0 TPOEKTaM, C KOTOPBIMU CTaJKWUBAETCS OOJIBIIMHCTBO JIOACH,
no3BOJIsieT J000e MporpaMMHOE MIPHIOKEHHE, O00Jiajaroiee MpocToil
GyHKIIMEH  UepapXU4ecKoro ymopsaoueHus. S paHble  TMOJIb30BAJICS
nporpamMmoii komnanuu Symantec moja HazBanuem Grandview, a Temepb 4acTo
npuberaro Kk momomu Microsoft Word my1st BeImosiHeHHsI 3a1a9 OA00OHOTO pojia
B cdepe miaHupoBaHus. Bor ¢parMeHT CTpyKTyphl, KOTOPYIO s CO3Aall s
OJIHOTO U3 CEaHCOB IUTAHUPOBAHUA.

CamMoe cyliecTBEHHOE MPEUMYIIECTBO MPOTrpaMM IO CTPYKTYpPUPOBAHUIO
COCTOHUT B TOM, YTO OHH MOTYT 00J1afiaTh TpeOyeMOil CTENEHBIO CIIOKHOCTU WU
npoctoTel B oOpamiennu. CyliecTByeT Macca KOMITBIOTEPHBIX MPOrpam,
oOecreynBaromux MoA0OHYI0 0a30BYI0 HUEPAPXUUYECKYI0 CTPYKTYpHU3AIHIO.



dokyc B TOM, 4TOOBI HAWTH Cpeaud HUX HMMEHHO Ty, C KOTOpPOW BaMm Oyjaer
yA00HO paboTaTh, YTOOBI MOXKHO OBLIO OBICTPO HAYUYHUTHCS BCTABJISAThH 3ar0JIOBKH
U TI0J[3ar0JIOBKH M MepeMeniaTh UX mo Mepe HajgoOHocTu. [1oka BBl HE OCBOUTE
nporpaMmy, Bbl OyJeTe IMOJACO3HATENbHO CONPOTUBISTHCA €€ 3arpy3ke M
HCIIOJIb30BAHUIO B ITPOLECCE MBIIUICHUS U YIIOPSAIOYEHHSI MaTEpUAIIA.
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He wumeer 3HaueHus, KyJa Bbl MOMECTUTE CBOM MBICIH IO TMPOEKTaM:
[JIaBHOE, 4YTOOBl OHMU OBLIM JIOCTYNHBI M WX MOXHO OBUIO JOMOJHUTH H
MIPOCMOTPETH B CIIy4ae HEOOXOAUMOCTH.

I[Ipunoxkenusi Ajasi MO3roBoro mrypma. Hekoropsle mpuiiokeHus: ObUTH
pa3paboTaHbl CHEIUAIBHO [JIsI TOTO, YTOOBI YCOBEPUICHCTBOBATH IMPOIIECC
Mo3rosoro mrypma. [Iporpamma Inspiration («BaoxHoBeHue») Obliia mocTpoeHa
Ha UCIIOJB30BaHUM TEXHUKH KapT CO3HAHUs, ITPEAI0KEHHOM TomoM bprozeHoM.
Omna o0nagaeT HEKOTOPBHIMHU MOJIE3HBIMHU Ka4eCTBAMU, HO sl BEpHYJICS K Oymare u
KpacuBOM pydKe, YTOOBI, KaKk OOBIYHO, OBICTPO U He(OPMAIbHO T'€HEPUPOBATH
ujeH.

[IpoGnema, BO3HUKaroOIas B MpOIlECCe MEPEBOJIa MO3TOBOTO IITypMa B
uudpoBoit hopmar, COCTOUT B TOM, UYTO, KaK MPaBUIIO, HET HEOOXOAMMOCTU
COXpaHsTh €0 PE3YNbTAThl B TOM BHUJE, B KOTOPOM OHU MOJYYEHBI: IIABHOE —



BBIBOJIbI, H3BJICKAEMbIE B IMIPOIIECCE TEHEpAlMu ChIpbIX wuae. WM3suiHbie
WHCTPYMEHTHI 3aIIMCH PE3yJIbTaTOB MO3TOBOI0O IITYpMa, TaKKe KaK dJIEKTPOHHBIC
JI0CKM U 1u(poBas amnmaparypa CKaHHPOBAHUS MOYEPKOB, BPSJ JU MPUHECYT
MPOU3BOAUTENSIM TOT YCNEeX, Ha KOTOPbIH OHU HAACSNIUCh. PsamoBomy
MOJIb30BATENI0 HY>KHO XPaHUTh HE TBOPYECKUE WJIEU, & CTPYKTYPHI, KOTOPHIC
MOJIYYeHBl Ha HMX OCHOBe. Mexay cOopoM, 0O0pabOTKON M yHopsaouYeHHUEM
MaTepHalIOB €CTh CYIIECTBEHHBIC PA3IMUUs, U OOBIYHO JJI KaXIOro IMpoiiecca
HY>KHBl pPa3IMYHble MHCTPYMEHTHI. BBl MOXETE ¢ TeM ke yCIEeXOM 3aroHSTh
CBOM HJIEU B TEKCTOBBIN PEIaKTOP.

Hpuiaoxenus a8 IUIAHMPOBaAHMSA MNPOeKTOB. Kak yxke oTmedanocs,
0oJbIIast YacTh MPOrpaMM Uil TJIAHUPOBAHUS MPOCKTOB CIUIIKOM TOYHA JJIS
MPOCKTHOTO MBIIUICHUS W IUIAHUPOBAHHUS, C KOTOPBIM MBI  OOBIYHO
CTaJIKUBaeMcA. 3a Tobl pabOThl MHE MPUXOJUIOCH Yallle HaOII0aTh MPOIECChI
TECTUPOBAHUS U MPEKPAIICHUS UCTIOIB30BAHUS IPOTPaMM, a HE UX BHEJIPEHUS B
KauecTBE CTaHJAPTHBIX MHCTPYMEHTOB. Eciu oHM ycremrHo mpuUMEHSIOTCS, TO,
KaK MpaBUJIO, UMEET MECTO CTpOrasi MOJrOHKa MPUIOKEHUN MOJ KOHKPETHBIC
HY>KJIbl KOMIIAaHUU WA OTPACIH.

VYBepeH, 4To B OrpKauimme TONbI MOSBATCA MeHee (popManbHble B OoJiee
(YHKIIMOHAIbHBIE TMPUJIOKEHUSI, OCHOBAaHHbIE HA E€CTECTBEHHBIX MEXaHU3Max
MBIIIJICHUS. U TJIAaHUPOBaHUs. J[0 ATOr0 BpeMEHU JIydllle MOJIb30BAThCS KAKHM-
HUOY/Ib XOPOILIKUM U MPOCTHIM TIAHUPOBIIIHUKOM.

Ipuxkpenienne HUPPOBHIX 3aNIUCEH

Ecnu BBl mOJb3yeTeCh ANEKTPOHHBIM OpraHaiizepoM Wid OJOKHOTOM, TO
3HAYUTENBHYIO 4YacTh WAEH B cdepe MIaHUPOBAHUS MPOEKTOB, KOTOPHIE BaM
HYKHO 3a(MKCHpOBaTh 3a MpejaesiaMyd CO3HAaHHUSA, MOXKHO YCIEIIHO XPaHWUTH B
MPUKPEIUICHHOM ToJie i 3amucei. Ecinyu Bbl MOMETHSIM MPOEKT B CIKCKE HA
uuppoBoMm cekperape Palm wnm momectunu ero B KauecTBe 3aJaHUs B
nporpamMmmy Microsoft Outlook, MokeTe OTKpBITH COMYTCTBYIONIWN pa3aes
3amuceit (Note) m HaOpocaTh HAEHU, BCTABUTh MOAMYHKTHl M TOJ3ar0JIOBKH
npoekta. ['maBHoe, He 3a0bIBaliTe PEryJsIpHO NPOCMATPUBATH MPHIIOKECHHE,
YTOOBI OHO MPUHOCHIIO TIOJIB3Y.

Kak npumenums 6ce 3mo 6 COOCMBEHHOIUL HCU3HU

Kak m cnucox nmanpbHEMIUX JEUCTBUM, CIHUCOK MPOEKTOB HE JIOJKCH
ycrapeBaTh. Korja Bl OOHOBUTE €T0, BBICIUTE BpeMs (3KEJIATeIbHO, OT OJHOTO
70 TPEX YacoB), YTOOBI CTCHEPUPOBATH MAKCHUMAIHHO BO3MOYKHOE KOJHUYECTBO
UJIEU IO KaXJOMY MPOEKTY B «BEPTUKATBHOU MIJIOCKOCTI.

Ilpucomosvmecwv k pabome, cozoatime HeoOXOOUMbLE YCA0BUSL U MBOPUECKU
nooymatime Hao NPoexmom Hekomopoe épems. Toeoa vl cmodiceme onepedums



OONBUWUHCMBO TH00ELL.

[IporpaMMa MHUHHMYM: yJIEIHTe BHUMAaHUE Cpa3y HECKOJIHKUM BaKHBIM
NpOeKTaM WM 3aMbICiiaM, B OCYIICCTBICHHUM KOTOPBIX BbI MaKCHUMAIIbHO
3aWHTEPECOBAHBI: MOyMANTE HAJl HUMH, COOCpUTE MaTePHAIIBI, YIOPSA0IbTEC X
C MIOMOIILI0 HAaUOO0JIee MOAXOISAIINX, Ha BAIll B3[JISAl, HHCTPYMEHTOB.

CocpenoToubTech Ha KaxJIOM MPOEKTE, MPOJBHUTasCh MO CIHCKY CBEPXY
BHU3. Cropocute ceds: «UTo s X0ody y3HATh, 3aMMcaTh WU 3allOMHUTH 10
JAHHOMY BOIIPOCY 7»

Bo3MoxkHO, BaM mOTpeOyeTcst TONBKO 3a(hMKCHPOBATh HEKOTOPHIE MBICITH Ha
JUCTKEe Oymaru, B3sTh MAaIKy M YJIOXKHTH TyJa CBOW 3amucu. MoxeTe 100aBUTh
HECKOJIBKO TMOJITYHKTOB B CIICOK 3aMETOK B CBOEM JJICKTPOHHOM OJIOKHOTE WU
co3aarh Qaitn B pegakrope Word v HauaTh CTPYKTYpPHUPOBAHUE C HETO.

[Tycte mpexaeBpeMeHHOE OECIOKOWMCTBO CTAaHET 3a0JIarOBPEMEHHBIMU
Pa3MBIIUICHUSIMA U TIJITAHAMH.
YuncToH Uepuniuib
['maBHOE = —  HaAyYuThCA TEHEPUPOBATH W  HCHOJB30BATH  HJICH,

KOHOCHTPHUPOBATL CO3HUAATCIIbHYIO OJOHCPIrHIO Ha IIOCTABJIICHHBIX 3aJadax U
HC3aMKHYTBIX IIUKJIAX 10 TOI'0, KaK BaM TaK HJIM MHA4YC IIPUACTCA 3TO CACIATD.



YACTSD III. Cuna kia049eBbIX IPUHIUIIOB



I'naBa 11. ITosie3Hast npUBBIYKA COOMPATH MATEPHAJI

OnrcaHHbIC MPOCTHIE TEXHUICCKUE MPUEMBI K MOJICITH TasAT ropa3ao OoJbIie
BO3MO>KHOCTEM, YEM MOXKET ITOKa3aTbCs Ha MEpBbIM B3TIsLA. [IpemioxkeHHbIe
CUCTEMAaTHYECKHE METOJbI TIO3BOJIAIOT yOEpedb pacCylOK OT BIIUSHUS
OTBJIEKAIONNX (AKTOPOB, oOecreunBasi BBICOKHE TeMImbl U 3(PPEKTUBHOCTD
paboThl. YK€ OJHO ATO MOTJO OBl CTaTh JOCTATOYHOW MPUYMHOW JJIs TOTO,
9TOOBI TPUMEHATH ONMMMCAHHYIO METOOJIOTHIO.

OpmHako OCHOBHBIC MPUHITUIIEI PAaOOTHI, OMMMCAaHHBIE B KHUTE, UMEIOT U O0jiee
CYILIECTBEHHBIC MPEUMYIIECTBA. B Creyromux Tpex riaBax s MOJICIIOCh C BAMU
OTIBITOM, HAKOTUICHHBIM MHOIO 32 TIOCJICTHUE ABAAIATh JIeT: 00jee N30IIPEHHbIE
¥ 3a9acTyr0 0oJiee 0000IEeHHBIC pe3yIbTaThl BHEAPECHUS OCHOBHBIX TPHUHITUIIOB.
JlonrocpoyHbie  pe3yJibTaThl 4YacTO MOTYT CYIIECTBEHHO TMOBJIMSTH Ha
WHJIUBUIYYMA, a TAaKXKE MOJ0XKUTEILHO OTPA3UTHCS HA KYJIbTYpEe OpraHu3aluu B
LICJIOM.

Korna mroam, ¢ KOTOpHIMH BBl COTpYAHUYAECTE, BUAAT, UTO BBl O3 mepedoeB
noyyaere, oopabaTeiBaeTe U COPTUPYETE CIACIKH M JIOTOBOPA, 3aKIFOUYEHHBIE C
HUMU, HUYETO HE YIyCKas M3 BUJY, UX JIOBEpUE K BaM pacTeT. TakoBa BIacTh,
KOTOPYIO JlaeT YyMEeHUEe (PUKCHUPOBATh HAIIOMHHAHUS 000 BCEX HE3aBEPIIICHHBIX
WJIM HEBBIMOJHEHHBIX Aenax. OHO 3aMETHO YIydlllaeT YMCTBEHHOE 3/10POBBE,
MOBBIIIIACT KaueCTBO OOIICHUS U OTHOIICHUH C OKPY>KAIONTUMU KaK B YacCTHOM,
TaK U B MpoQeCcCUOHAIbHOM cdepe.

Juunas eévicooa

Kakumu Obuti Bammmy OIIyIIEHHUS B IMpoliecce cbopa W BBojga maTepuaia?
BoapmMHCTBO JI0/I€H 0TMEUAIOT, YTO MPOLEAypa HOCTABISET MACCy XJIOMOT, HO
MPUHOCUT OTPOMHOE yA0BOILCTBUE. Kak 3T0 MOKET ObIThH?

Ecnu BBl mpuHamiexxuTe K OOJBIIMHCTBY JIOACH, KOTOPBIE TMOTHOCTBHIO
poJienaliyi Npoleaypy coopa CBeIeHUM, TO Bbl, BEPOSATHO, OIIYTHIH HEKOTOPOE
o6ecnokoiictBo. Korma s mpormry y4acTHHKOB CEMHHApa OIMKCATh OIIyIICHUS,
BO3ZHUKIIIME B XOJI€ BBIMOJIHEHUS! COKPAIICHHOW MPOIEAYPHI, S 4acTO CIBIITY B
OTBET TaKWe CJIOBA, KaK «IOJABICH», «ITAHUKa», «OTYAsTHUE, «OE3bICXOTHOCTDY
U «OTBpamieHue». A Bbl HUYEr0 HE OTKJIAJbIBAIM «HAa I[OTOM», KOrJa
oOpabarsiBanu Matepuan? Ecau 310 Tak, To AaHHAas mpodiieMa aBTOMAaTUYECKU
OyZleT BBI3BIBATh Y Bac YyBCTBO BHUHBI — «SI MOT OBbI, s JOJDKEH OBbLI, MHE
CJIEZI0BAJIO CAENATh 3TO (paHbIIE)».

VYBepeH, ollHaKo, 4YTO B Mpollecce cOopa MaTepuaia Bbl TAKKE HCIBITAIU
YyBCTBO 00JIETYEeHHUsI, CBOOOIBI M KOHTPOJIA HaJl cuTyanueit. Kak 3To BO3MOxkHO?



Bbl npakTruecku 0THOBPEMEHHO MpeObIBaeTe B aOCOIIOTHO MPOTUBOMOIOKHBIX
AMOLMOHAIBHBIX COCTOSIHUSIX, BBINOJHSAA OJHY M Ty K€ MPOUEAYpY:
0eCroKONWCTBO U OOJIeTYeHHE, MOAABICHHOCTh U YBEPEHHOCTh B CBOMX CHJIAX.
UTo %€ TPOUCXOUT?

Korma Bl morimere, B 4eM NPUYMHA OTPULIATENBHBIX 3MOLMMN, KOTOPBIE BBI
WCIBITHIBAETE MO OTHOLIEHUIO K PYTHUHHBIM IpoOJeMaM, Bbl, KaK U 5, HalJIeTe
croco0 OT HUX H30aBUTHCSA. A TO, YTO BBl HCHBITATH MOJIOKHUTEIbHBIC
OLyIIEHHUs] B Tpolecce cOopa Marepuana, O3HAYaeT, 4YTO Bbl Hayalld
n30aBISATHCA OT HETAaTUBHBIX SMOIUH.

Hcmounuk nezamugHvix IMouuil

Otkyna 6epyTcs HeraTuBHBIE dMonmu? CiumkoM MHOTo padotel? Jla Her,
paboThI BCeria CIMIIKOM MHOTO. Eclii BBl pacCTpOMIIUCH TOJIBKO U3-3a TOTO, YTO
paboTel OBUTO OOJBINIE, YeM BBl MOIJIM BBINOJIHUTH, TO BaM HHUKOTJA HE
n30aBUTHCSI OT 3TOTO olnymieHus. M30bIToK paboThl HE SBIAETCS MCTOUHUKOM
HEraTUBHBIX AMOLMA. OHU BO3HHMKAIOT MO MHOW MPUYUHE.

Kakue omrymenuss BO3HUKAIM y Bac, KOrja KTO-TO  Hapylianl
JIOTOBOPEHHOCTH ¢ Bamu? Ha3Hauun BcTpeuy B ueTBepr B 4 yaca MOMOIYIHH, a
caM He SIBWJICS U He mepe3BoHM. UTo Bbl ucnbiTanu? HaBepHo, pa3o3iauiiuch.
[lena, KOTOpYIO JIOU TUIATST 32 HAPYLICHUE JOTOBOPEHHOCTEH B ’TOM MHpE, —
Kpax JIOBEpHUSI B OTHOILICHUAX C OKPYXKAIOIIMMU — BCErJa HEceT 3a coOou
OTpHUIATEIBHBINA PE3yIbTAT.

Yyecmeo mpegoeu u 6uHvl 00YClOBIEHO HEe U3OLIMKOM padombvl, OHO
B03HUKAEM ABMOMAMuU4ecKu, K020a vl Hapyuiaeme 002080PEHHOCHU C CAMUM
co0Ooll.

A 4TO mpeAcTaBiIsIeT cO00i coAep>KUMOE Baleil Kop3uHbI? JJoroBopeHHOCTH
c camMuM coOoil. Bamm oTpunaTenbHble ONIYIIEHUS SIBISIOTCS MPSIMbBIM
PE3yNbTATOM HAPYUICHUS 3THX JOTOBOPEHHOCTEW — CHUMITOMAaMHU Pa3ioKEHUs
noBepus kK camomy cebe. Ecam Bel coOupamuce HaOpocaTh UYEpPHOBUK
CTpPAaTeTMYECKOr0 TIUlaHAa M HE CJeNald J3TOro, TO Bbl, €CTECTBEHHO,
paccTpauBaetech. llpukaxure cebe OpraHu3oBaThCs, HHAYe: 3IPABCTBYM
TpeBora u camooOuyeBanue. CobupaInucy MpoBecTH OOJBIIE BPEMEHU C JACThbMH,
HO HE CMOIJIM — U BOT, MOXaIyicTa: 4YyBCTByeTe ceOsi pa3OUThIM H
MO/IaBJICHHBIM.

Kak npeoomepamume napyuwienue 6HympeHHUX 002080peHHOCHEll

Ecmn OTpHILIATEIbHbBIC AMOLIMU 00yCIIOBIICHBI HapylIEHUEM
JOTOBOPEHHOCTEN, TO Y BAaC €CTh TPU IyTH, MO3BOJMIOIIMUX YCTPaHWUTh UX U
n30eXaTh HETaTUBHBIX MOCTIEACTBHI.



* He 3akimo4yaTh 1OrOBOPEHHOCTH.
* BBINOJHUTH JOTOBOPEHHOCT.
* [IepecmoTpeTs corameHue.

Bce Tpu neiicTBus MO3BOJIAIOT H30aBUTHCS OT BHYTPEHHETO AUCKOM(OpTA.

He 3aki1104aTh 10rOBOPEHHOCTH

Cornacurech, MPUSATHO B3SITh B PYKU MAa4YKy CTaphIX Oymar, pemiuTh, 4TO C
HUMHU BaM JieJaTh OOJbIlIE€ HEYEro, U C YHUCTOM COBECThIO BBIOPOCUTH HX B
MycopHoe BeJipo. OauH U3 cocoOOB CIPaBUTHCS C HE3ABEPUICHHBIM JIEJIOM B
BallIeH )KU3HU — MPOCTO CKA3aTh «HET»!

Onyctute miIaHKy — M Bbl B3JI0XHETE ¢ oOsnerdyeHuem. Eciiu Bac He oueHb
3a00TUT JOCTHIXKEHUE OMNPENIEJICHHOTO YpPOBHS BO BCEM — B BBINOJIHCHUH
POJIUTEIBCKUX OOS3aHHOCTEH, B CUCTEME OOYUYEHUS, B MOJIEP>KAHUH BBICOKOM
MOpaJIi B KOJJIEKTHBE, B Kauy€CTBE IMPOTPaMMHBIX MPUIOKEHHN, — TO 3aaad

cpasy craHeT Menbre.

CoMHeBaroCh, 94TO BBl cMaTUnTE TpeboBaHus K cebe. Ho, kKak TOIBKO BHI T10-
HACTOSIIEMY OCO3HaeTe, 4YTO JTO 3HAYUT, BBl OXOTHO YMEHBIIUTE YHCIIO
o0s13aTenbCTB Tiepes coOoif. S 3Haro, MOTOMY YTO cCaM MPOIIEN Yepe3 3TO.
Panpiie s 3aximrodan Maccy TOTOBOPEHHOCTEH ¢ caMuM COOOM TOJBKO JJIS TOTO,
9TOOBI 3aCIyXUTh OA00peHne OKpykaromux. Korma s oco3Han, KakoBa IIeHa,
KOTOPYIO MPUXOJUTCS TJIATUTh 32 MX HEBBITIOJIHEHUE, S CTaJ TOPa3/I0 Cepbe3Hee
OTHOCUTBhCS K HuUM. OIMH CTpaxOBOHM areHT, C KOTOpPhIM s paboTal,
OXapaKTepHu30Baj IMPEHUMYIIIECTBA HMCIOJB30BAHUS JAHHONM METOIUKH TaKUMH
cnoBamu: «PaHbIIe s TOBOPHIT BCEM, UTO, MOJI, KKOHEUHO, BCE C/CIIAI0», TOTOMY
YTO HE 3HaJ, Kakol o0BbeM paboThl JEHCTBUTEIHHO TMPUIETCS BBITIOJHUTD.
Tenepp, Kkorma Bce MOM MaTepuajgbl OTCOPTUPOBAHBI M  TOJHOCTHIO
YIOPSIIOYEHBI, IS TOTO YTOOBI COXPaHUTH IIEJIOCTHOCTH CBOCH CHCTEMBI
JUYHOW OpraHW3aIlui, MHE MPUXOJUTCS TOBOPUTH «HET, U3BUHHUTE, 51 HE CMOTY
ATOTO caenaThy». YTo caMoe yAMBUTEIBHOES: BMECTO TOTO, YTOOBI OTrOpYaThCs W3-
32 MOWX OTKa30B, JIOJW MCHBITBIBAIOT yBaXEHHWE K MOEH BHYTpPEHHEH
IUCLIUILIINHE ! »

Hmess noo pykoti 06veKkmueHwlll CNUCOK 3a0ay, 20pa3oo npouje cKazamo
«Hemy, He 6CMYNAsl 8 KOHPIUKM C CaMum coOOll.

Eme oamH Mol KIWEHT, MpeaNpuHUMATENh B chepe HHIANBUIYATHHBIX
TPEHUHTOB, TPHU3HAJ, 4YTO CO3JIaHHWE CMHUCKAa 3a7a4 CYIIECTBEHHO CHH3UJIO
YpPOBEHb OCCIIOKONCTBA W BHYTPEHHETO HAMPSDKCHHS B €ro >Ku3HU. [IpuBhIuKa
KJIaCTh BCE, YTO MOTJIONMIANIO €T0 MBICIIH, B KOP3UHY, 3aCTaBUJIa €ro 3ayMaThCs
HaJ[ TeM, KaKuM MpobieMaM OH JIEUCTBUTEIBHO XOYET YACIUTh X0Mmb KAKOe-mo
BHUMaHue. Eciyu y HEro HE BO3HHMKAIO >XEJaHWsA KJIacTh HANOMHUHAHUE B



KOP3HHY, TO OH MPOCTO 3a0bIBaI 0 mpoodieme!

Ha wmoit B3rmsm, 3To — oOpasen BIIOJHE 3peiioro o0pa3a MBIIIICHUS.
BaxHOE TIperMyIecTBO BCEH METOJOJIOTMH COCTOMT B TOM, YTO, B3sB Ha CcOs
00s13aTeTbCTBO (DUKCHUPOBATh M OTCJCKHUBATH MPOOJIEMBI, 3aHUMAIOIIHE Ballld
MBICJIA, BBl HAUHETE CEPhE3HO 3ayMBIBATHCS HAJ TEM, KaKUE 33J1a4d BBl XOTHTE
Opath Ha cebs, a kakue — HeT. OTCYTCTBHE YETKUX MPEICTaBICHUN 00 00BheMax
paboOThl HAIIOMUHAET HE3HAHWE OajlaHCca W JIMMHUTA KPEAUTHOW KapTOYKH — B
MOIOOHBIX CIIyYasX TopasJio JIerdye MPOsIBUTh OC30TBETCTBEHHOCTD.

BbINOJHUTH I0rOBOPEHHOCTH

KoHeuHo ke, 0OJJHUM U3 CITOCOOOB MPEOI0ICHUS HETaTUBHOT'O OTHOIIICHUS K
npobiemMaM  SBJISETCS HMX PEIICHHME, IT03BOJIIONICE OTHECTH 3aJadd K
BBITIOJIHEHHBIM. JIFOJ11 0XOTHO OepyTCs BBITIOJIHATH 3aJ]a4M, €CJIM BIIOCIICICTBUN
BO3HHMKACT OIYIICHHUE, YTO OHHM YEro-TO JOCTUIIIHM. ECu BBl HaYalld BBITOTHSTH
3aJIaHus, 3aHUMAIOIIME MEHEe JIBYX MHUHYT, MO0 MEpe MX IOSBJICHUS, YBEPCH,
Ballle TICUXOJOTHYCCKOE COCTOSHUE 3aMETHO YJIYYIIUTCSA. BONBIIMHCTBO MOHUX
KJIIMEHTOB, TTOPab0OTaB CO CBOMMH CTOMKaMu OyMar, 4yBCTBYIOT ce€0sl TpEeKpacHO
TOJIBKO TOTOMY, YTO CMOIJIM Ha OCHOBE IMpaBHWJa JBYX MHHYT HOKOHYHUTBH C
MaccoH JIedl.

OT HanpsHKEHUS BBITTOJIHIEMOTO0 K YMUPOTBOPEHHUIO BBHITTOJIHCHHOTO.
Txynus Jlyuc Byapadd

ITocBgaTHTE OAVH M3 BBIXOAHBIX BBITTOJIHEHUIO MAacChl MEJIKHUX JIeN U 3aJaHUM,
KOTOPBIE HAKOMWJIWCH IO JOMY W B Balled 4YacTHOM »u3HU. Korma BbI
3auKCUpyeTe BCE HE3aMKHYTBHIE IHUKJIBI, KPYIHbIE W MEJKHE, U YBHUIUTE HX
nepes; co0oi B OJJHOM CIHCKE, KaKas-TO YacTh BaIlleTO CO3HAHHS 0053aTEeIbHO
OIIYTUT TPWINB BJOXHOBEHHS (TBOPUECKOrO OTBpAICHUS WU YyKaca),
JOCTAaTOYHOTO JJIS TOTO, YTOOBI Ha4YaTh MX 3aBEPIICHUE U BBIUCPKUBAHUC W3
MepeyHs.

[Toxose, Bce MBI CTpeMUMCS K 1ooeaaM. DTy MOTPEOHOCTh MOYKHO YCIICIITHO
YVIOBJIETBOPHUTH, €CJIM CTaBUTH IEpell COOOM BBIMOJHUMBIC 3aJa4M, PEIICHUE
KOTOPBIX MOKHO 0€3 Tpy/Jia HayaTh U 3aKOHYUTh.

Brl korna-auOyap BBITIONHSIIN 3aJa9M, KOTOPhIE M3HAYAIbHO HE BXOIWIHN B
CIIUCOK, TaK YTO MX HYXKHO OBLTO 3alucaTh U cpa3y BeIYEpKHYTH? Ecnu 310 Taxk,
TO Bbl IOHUMAETE, YTO 51 UMEIO B BUITY.

VY ma"HOTO MOAX0/a €CTh eIle OJWH acheKT. UTo OBl BbI Oy THIIH, €CIU Obl
MOJTHOCTHIO, YCTIEIITHO pa300painch CO BCEH CTONMKOM TOKYMEHTOB M OTpaboTaiu
BeCh CIucok mpobimem? HaBepHoe, BbI OBl MpBITAIH A0 MOTOJKA OT CYACTHA,
MOYYyBCTBOBAJIM MPUJIUB TBOPYECKOW 3HEpruu. EcTecTBEHHO, Yepe3 Tpu JHA Y
Bac mnosiBUTCS... UtTo? IlpaBWIbHO — e€IlI€ OJWH CHHCOK, BEPOATHO, €I



JUIMHHEe Tmpeablaymero! Bbl  OygeTre B TakoM XOpOIIEM HACTPOCHHH,
pa3o0paBIIMCh CO BCeMH MpoOiIeMaMu, YTO BaM 3aXQUeTCS 3aHMMAThCs Ooliee
CEpbE3HBIMH BEIIAMH U CTPOUTH 00JIee CMETIbIC MJIaHbI.

bonee Toro, kak BBl AymMaeTe, YTO CAENAET Balll HAYaJbHUK, YBUJIEB CTOJIb
BBICOKHE YPOBHH Ballleld KOMIIETEHTHOCTH U MpousBoauTenbHocTu? [IpaBuinbHO
— pmact Bam Oompiie  paGotel! D10 — «YnoBka-22» B cdepe
poheCCHOHATLHOTO PA3BUTHS: YeM OOJIbIIIe BbI CTapaeTech, TeM OOJbIIE Bam
ciedyem CTapaThCsl.

[ToaToMy ecnu Bbl HE COOMPAETECh CYIIECTBEHHO CHMKATh CBOM CTaHIIAPThI
WM TIpeKpaliaTh COCTABIICHUE CIMCKOB HOBBIX 3aJlay, TO BaM JIy4YIlle YCBOUTH
TPETHIl BApUAHT: HHAYE€ PUCKYETE CrOPETh Ha padoTe.

IlepecMoTpeTh corJianieHue ¢ CaMUM CO00M

Honyctum, s cka3zal BaMm, 4TO BCTpeUyCh ¢ BaMH B 4eTBepr, B 16:00, HO
BCKOpE TOCJe TOro, Kak s Ha3HA4YMJI BCTpedy, HEOOXOIUMOCTh B HEW OTHala.
Tenepb, ¢ y4eTOM HOBBIX MPUOPHUTETOB, 51 MPUHUMAIO PEIICHHE He BCTPEUATHCSA
C BaMU B Y€TBEpr B ueThipe. BMecTo TOro, 4roObl MPOCTO HE SBUTHCS, YTO MHE
Jay4iie cielarh, YyToObl HE HAPYIIUTh LETOCTHOCTh OTHOIIeHUWU? BepHo —
MO3BOHUTH BaM U U3MEHUThH JOTOBOPEHHOCTH. [lepecMOTp TOTOBOPEHHOCTH HE
SBIIIETCS €€ HAPYIICHUEM.

Tenepb BbI MoHUMaeTe, MOYeMy BaM Cpa3y CTAHOBUTCS Jydllle, €CIU BbI
BBIOpAChIBAETE U3 TOJIOBBI BCE MPOOJIEMbI, BHOCUTE MX B CIHCOK U MOMEIIACTE
ero mepen rnazamu? Bbl aBTOMaTHYEeCKH MepecMaTpUBAETe COTJIAIICHHS C
camMuM co00i, Korjja CMOTPUTE Ha HUX, U JTUOO cpa3y MpeanprUHUMAaeTe KaKkue-
TO JACHCTBUS, TUOO TOBOPHUTE: «HET, He ceddacy. [Ipobnema B ciemyromiem:
JOTOBOPEHHOCTH C CaMUM COOOH HEBO3MOXXHO MEPECMOTPETh, €CIU BbI HE
MO>KET€ BCIIOMHUTDH 00 UX 3aKJIIOUCHUH !

HMeHHO mpollleHne OTKPBIBAET €IUHCTBEHHYIO BO3MOKHOCTb TBOPYECKHU
Pa3MBIIUIATE O OyAyIIEM.

Oren JIecmona Buicon

Tot ¢akT, 4TO BBl HE MOXKETE BCIIOMHHTH O COTJIAIICHUH, 3aKIFOUCHHOM C
caMuM co0OOM, HE O3HayaeT, YTO BBl HE UYBCTBYETE OTBETCTBEHHOCTH 3a €T0
BeITIOTHEHUE. CripocuTe 0000 MICUX0JI0Ta, KaKhe MPEJCTABICHUS O MPOILIOM
u OymymemM y TOW 4dYacTH Ballero CO3HAHUSA, T/ XPaHATCA CIHCKHU
HEBBITIOJIHEHHBIX 3aJ1a4; OTBET — HHUKAKUX. TaM BCE B HACTOSIIEM BPEMECHU.
DTO 03HAYAET, YTO KaK TOJBKO BBl CKaKeTe ceOe, YTO HYKHO YTO-TO CHeNaTh, U
IMOMECTUTE HANIOMHUHAHUE B KPATKOCPOUYHYKO MAMATH, YACTh BAIIEr0 CO3HAHUS
Oyzmer mymarb, YTO BBITIOJTHEHHWEM JIaHHOW 3aJadd HY)XKHO 3aHMMAaThCs
NOCMOAHHO. A 5mM0 3HAYUT, YTO €CIIM Bbl TOCTABWIN NEpe] cOOOM ABE 3aauu U



MOMECTHJIM UX TOJIbKO B COOCTBEHHYIO OMNEPATHBHYIO MaMATh, TO y Bac cpazy
BO3HHUKHET ONIYIIEHWE TMOPaKEHUs] M CTpecca, IMOCKOJIbKY BBl HE MOXKETE
OJIHOBPEMEHHO 3aHATHCS UX BBIOJTHEHHUEM.

Ecnu BBl npuHaaiexuTe K OOJNBIIMHCTBY JIIOJCH, TO, BEPOSITHO, y Bac JomMa
€CTh KaKOe-TO CKJIAJCKOE IMOMEIICHHE — MOXET ObITh, rapax, KOTOPBIN BbI
pemmin yopaTh M pacyUCTUTh (BO3MOXKHO, 3TO YK€ JUIMTCS IIECTh JeT). B
TaKOM CJTy4dae 4acTh BallerO CO3HAHUS JyMaeT, YTO BaM CJIEAyeT YUCTUTh rapax
Mo ABaJIATh YEThIpE Yaca B CYTKH B TeueHue mectu jet! He yauBuTenbHo, 4yTo
MHOTHE JIIOJI Takue ycranbie! A pa3Be Bbl HE CIBIIIUTE TUXHUH BHYTPEHHUI
roJOC B CBOEM «MBICIICGHHOM COBETE», KOTOpBIM KaxAbld pa3, KOTJa BbI
NpPOXOJUTE MHUMO Tapaxa, cropammuBaer: «[loyemy MBI TPOXOAUM MHMO
rapaxa?! Pa3Be Mbl HE TOJDKHBI 3aHUMAThCS €ro yoopkoit!?» [lockonbky BbI He
MOXKET€ BBIHECTU ITOTO CKYJIEKa, KOTOPBINA TJI0XKET Bac MU3HYTPH, BbI, IO Mepe
BO3MOXHOCTH, BOOOIIIE HE 3aXOAHUTE B rapaxk. Eciu Bbl XOTHUTE, YTOOBI TOJIOC
3aTKHYJICS, TO Y BaC €CTh TPU CIOC00a, MO3BOJIAIONINE Pa300paThCs ¢ COOOM:

1. CHu3uTh cBOM TpeOOBaHUA K Tapaxy (BO3MOXHO, BBl 3TO YXKE CAETAIH).
«/la, y MeHs 3axJIaMJICHHBIN rapax. A KOMy Kakoe J1ej10?7»

2. BBINOMHUTH TOTOBOPEHHOCTh — BBIYHCTUTH FapaK.

3. Xota Obl moMecTuTh yOOpKy rapaxa B crnucok «Korma-HuOyn/MoXeT
ObITh». B Takom ciyuae mpu exeHeZIeIbHOM 0030pe 3TOro CIUCKA Bbl CMOKETE,
3aMETUB ITOT MYHKT, CKa3aTh cebe, «He Ha aToit Henene». U B odepenHoit pas,
MPOXOJii MUMO Tapa)ka, Bbl YCIBIIINTE, KaK Balll BHYTPEHHHH TOJOC CKaXKET
ToJIbKO: «Xa! He Ha 3TOM Heneney.

S roBopro coBepiIeHHO cepbe3Ho. [loxoke, 4acTh HAIIETO CO3HAHUS HE
MOXXET OTIUYUTH BHYTPEHHEH JOTOBOPEHHOCTH O YUCTKE rapaxka OT PElICHHUs O
MOKyNKe KoMmaHuu. B co3Hanuu o0a corjameHuss — BCEro JIUIIb
JOTOBOPEHHOCTH, COOJIIOJICHHbIE WM HapyuieHHble. Eciam Bbel  XpaHute
npo0ieMy TOJBKO B CBOEW TOJIOBE, TO OHA CTaHET HaPYLICHHOU
JOTOBOPEHHOCTBIO, TaK YTO MOCTAPAUTECh Cpa3y 3aHATHCA €€ PEIICHUEM.

Paouxanvuulit omkaz om mpaouyuoHHOU MEemoOUKU YRPAGIEHUA
epemenem

JIaHHBII MMOAXOM CYIIECTBEHHO OTJIMYAETCS OT BCEX TPAIUIIMOHHBIX
METOJIUK YIPaBIECHUSI pab0YnM BpeMeHEM. BOIBITMHCTBO UMEIONIUXCS MOJICTeH
yOeXIaloT Bac, 4TO €CJIM 3ajada, KOTOPYIO BbI NMPHKa3bIBaeTe ceOe 3aBEpIIUTh,
HE OYCHb BaXKHA, TO, COOTBETCTBEHHO, HE TaK YK BXXHO yIPABISTh, PyKOBOIUTH
U CIEANTH 3a e¢ BhIMoiHeHHeM. OJHAKO, KaK MOKa3bIBACT MOW OTBIT, JaHHOE
yOexeHne ommnbo4YHO, MO KpaHel Mepe, €ciu paccMaTpuBaTh MpoOsieMy ¢
TOYKH 3PCHHSI TIOJICO3HATEIFHBIX MEXaHU3MOB. Bripodem, IMEHHO Tak paboTaeT



Hallle CO3HAaHME, T03TOMY KaKJI0€ COTJIAIICHHE JIOHKHO OBITh CO3HATEIIHHBIM.
OTO O03HAa4yaeT, 4YTO €ro HYXXHO 3apUKCUpPOBATh, OOBEKTHBHO OIICHUTH U
pEeryJsIpHO, CO3HATENBHO IepecMaTpuBaTh, YTOOBI HWMETh BO3MOXKHOCTH
IMOMECTHUTh €0 B HAJUJICKAILYIO STYECUKY B CUCTEME JIMYHOM OpraHu3anuu. Eciaum
ATOTO HE CJeNaTh, TO MpodemMa OyIeT OTHUMATh ropa3ao OOJbIE ICUXUUECKOM
SHEPIrUHU, YEM OHA TOTO 3aCITY>KUBAET.

Bce mnpobOnembl, XpaHsiypecss B «ICUXUYECKOW OMEPaTUBHON MaMSITHY,
MOTJIONIal0T MO0 Oosbiie, JUOO MEHbIIC BHUMAHHS, YEeM 3aCTy>KHBAIOT.
[IpyumHa, MO KOTOpPOM HYXKHO coOuparh MpoOIeMbl, HE B TOM, YTO BCE
nmpoOJieMbl OJMHAKOBO Ba)XXHBI, @ B TOM, 4YTO 3TO HE Tak. Pa3po3HeHHBIC
HE3aBEpIICHHBIC 3a/Jaud TPUHUMAIOT (HOpPMYy CKYYHOH OIJHOPOIHOM MAacCCHI,
KOTOpasi IaBUT Ha YEJIOBEKA U MOTJIONIAET €r0 BHUMAHMUE.

Paboma no coopy ungopmavuu

[TocTapaiiTech coOpaTh JOOBIC, €1Ie He coOpaHHBIe, MaTepuanbl. Kormga B
roBopuTte cede: «AX Ja, Hy’)KHO KyIUTh Maciia B CIEAYIOIINI pa3, KOTJa 3ae1y B
Mara3vH» W 3alUChIBACTe HAIIOMUHAHUE B CIUCOK MPOAYKTOB, Ha AyIIE Cpazy
craHoBuTcs jerdye. Korna Bel BcmomMuHaeTe: «$ TOJKEH MO3BOHUTH OAHKUPY 1O
MOBOJIy TpacToBoro (OHAa» U 3aMKChiBaeTe HAIIOMUHAHUE TY/a, I7I€ HaBEpHIKA
YBUJUTE €ro, HaXOsCh PAIOM ¢ TenedoHOM, BBl 4yBCTByeTe obierdenue. Ho
BalllM OUIYIIEHUS KapAMHAIBHO HM3MEHATCS, KOrJa Bbl OyAeTe 3HaTh, 4YTO
cobpanu ace.

DT0 He 03HAyYaeT, YTO Ballle co3HaHue Oynet mycTo. Eciu BeI B cO3HaHUM, TO
OHO Bcerza OyJeT Ha 4eM-TO cocpenoToueHo. Ho ecnu BB cocpeoTaunBaeTech
Ha KaXJ101 MpobieMe OTIAEIbHO, TO BBl — JEHCTBUTEIHHO B «pabodeii 30HeEY.

CoBeTyr0 BaM TOMEHBIIIE AymMaTh O TpoOiemMax, U MobOojbIe — 00 ux
peuiennu. Bl Belb XOTUTE, YTOOBI BAaIllM PA3MBIILJICHUS O JIIOJAX U MPOEKTax
OPUHOCUIIU 71O/b3Y, @ HE TOJBKO HAMOMUHAIM BaM 00 WX CYIIECTBOBAHUU.
YToOBI OTHOCTHIO PACKPBITH BO3MOKHOCTH 3TOM 0oJiee MPOAYKTHUBHOM YacTH
CO3HAHUS, BaM TOHanoOuTcs 3adukcupoBaTh BClO uH(opmaruio. HyxHO
HAyYUTbCS COCPENOTAYMBATHCS M HM3MEHSATH CBOE TOBEACHHE, YTOOBI OBITH B
COCTOSIHUM pacno3HaBaTh U (PUKCHUpOBATh JaK€ CaMble HE3HAYUTEIbHBI
JOTOBOPEHHOCTH C CaMHM cO0Oil MO Mepe HX BO3HMKHOBEHHUS B BallleM
co3HaHUU. MakcUMalIbHO TMOJIHOE BBIMOJHEHHE POLEeayphl cOopa uHpopmauu
U TIOCJIETyoIee BHEAPEHNUE MPUBBIYKHU 3aMMMCHIBATh BCE HOBBIE JIENIa 110 MEpE UX
BO3HMKHOBEHUS IPUIACT BaM CHJI M YBEITUYHT Ballly IPOU3BOIUTEIHHOCTb.

Bueopenue npouyedypul coopa unghopmayuu na yposne opanuzayuil
U OMHOWIeHUTL



Uto mpoucxoauT, Korja KakKJIOMY YYaCTHUKY TPYIIIBI — CYIPYKECKOM
napbl, OT/elNa, MepcoHana, CEMbU, KOMIIAHUM — MOXHO JIOBEPSTh, HE 00SCH O
TOM, YTO OH MOXXET YTO-TO YMYCTUTh U3 BUIY? UeCTHO roBops, €CIM BBl ATOTO
JTOCTHUTIIN, BBI BPSJ JIU OyJeTe 3alyMbIBaThCS O TOM, KTO KaK «BJIAJCET MIIOM:
y Bac MOSIBSITCS TOpa3o 00Jiee Cephe3HbIE MPEAMETHI JIJISl Pa3MBIIIICHUS.

Ho ecan mpoGensl B 00IIEHUH MO-MPEKHEMY COCTaBISIIOT MpoOsieMy, TO,
BEpPOSITHO, B OPraHU3AIMOHHOM KYyJIbType TMPUCYTCTBYET OMNpECICHHBIN
YPOBEHb OECHOKOMCTBA W HEPBO3HOCTU. JIt0aU yBEpeHbI, 4TO 0€3 MOCTOSHHOM
ONEKU W HaJ30pa MpPOOJEMBbI MPOCTO HCYE3aI0T B CHCTEME, 4YTOOBI MOTOM
B30pBaThCs B JII0O0KH MOMEHT. OHU HE MOHUMAIOT CJEAYIOIIEro: CTpax BhI3BaH
TE€M, YTO JIaHHOE MOJIOKEHHE Bellell IIyOOKO YKOPEHWIOCh B MX CO3HAHUH,
noJ00HO (PyHIAMEHTAJbHBIM NPHUHIMIIAM MHUPO3JAaHUSI, TAKUM, KaK 3aKOH
3eMHOr0 NMpuTsKeHUs. Takoe monaokeHue Beniei Hy>KHO MEHSITh.

S ybegmncs B 3TOM 3a JoiirMe rofbl pasMbinuieHui. Korma mopsimodnsbie
JIIO]TA, HE BHEJPUBIITNE OMMCAHHBIX MTPUBBIYCK B CBOE MOBEJICHHE, TIOSIBIISIOTCS B
MO€l KHM3HM, OHHM cpa3dy OpocaloTcs MHE B TIJla3a W HalOMHUHAIOT
3a0MHTOBAaHHBIN HapbIB Ha OOJIBIIOM Majble. I MPOXWI yKe ABAALATH JIET,
PYKOBOJICTBYSICH CTaHJIapTaMU CBOOOJHOW TCUXWYECKOW OTMEPATHBHON MaMSTH
M YETKHX U SICHBIX MPEACNIOB COJEPKMMOr0 KOP3WH BXOJSAIIUX MaTepHaIOB.
Korna neobpaboTanHas 3amuch JIGKUT O€3 Jelia B YbEH-TO KOP3WHE WIIW KOTJa
oH (OHA) B x0/¢ Oeceibl KUBACT U TOBOPUT «Ja, 51 TaK U CJACJIal0», HO HUYETO HE
3aIlACBHIBACT, MO MHJIMKATOP «au-aii-ai» cpaszy 3aropaercs. B Moem mMupe takoe
noBejieHUe HexomycTumo. EcTh gena ropasno 6osee cepbe3Hbie, YeM 3a00ThI O
npo0enax B CUCTEME.

BoiuepnbiBaHue BOJbI U3 JOJAKH OTHUMAET CHJIbI, KOTOPbIE HYKHBI JJIsl
rpe0Jin.

A nomkeH OBITH yBepeH B TOM, 4YTO Jto0Oasg Mpoch0a WM aKTyallbHas
uHpopmalys, KOTOPYIO 5 3aliChiBal0 HAa aBTOOTBETUMKE, MEPEChUIal0 IO
AJIIEKTPOHHOM TOYTE, JAOBOXKY JI0 CBEJACHHUS cOOECEeTHUKA WM BBIITMCHIBAIO HA
aucTte Oymarw, TomajeT B CHUCTEMYy ApPYroro deinoBeka, OyaeT oOpabortaHa,
OTCOPTHPOBAHA U JOCTYIHA JIJIsl OOpallleHus] B KaUeCTBEe BapuaHTa JalbHEHIINX
neiictBuii. Ecnu momyuyarens oOpabaThIBaeT TOJIBKO TOJIOCOBBIE COOOIICHUS, a
HE ODJEKTPOHHYIO TMOYTYy WIM 3amucKu Ha Oymare, TO s BBIHYXIEH
OTPaHUYMUBATHCS TOJBKO €0 WJIM €€ JIOOMMBIM HOCHUTelleM. Takoe MoBeaeHue
HEJIOMYCTUMO JJI1 OpTraHu3alluu, KOoTopas 3a00TUTCS O TOM, YTOOBI €€
JESTENBHOCTh XapaKTeprU30BalaCh MUHUMAIIbHBIMU 3aTpaTaMH.

Ecam HyXHBI TIepeMeHBI, TO BaM IMOHAJO0OUTCS YBEPEHHOCTh B TOM, YTO
HE0oOXONUMbIE WHHUIIMATUBBI HAWIyT HaAJIekKallyro mnoaaepxkky. KadectBo
10001 3aMKHYTOM CHCTEMBI OYJIET ONPEENSITHCS KAYECTBOM €€ CaMOro ciaboro



3B€Ha, YacTO AaXWJIECOBOM IMATOM OpraHU3allUM SIBISICTCS Bsjash peakuus
PYKOBOJIAIIETO JHIAa HA UHUIIMATUBBI, KOTOPBIE POKIAIOTCS B CUCTEME.

S 3amedaro TomOOHBIE SBIEHHUS OCOOCHHO 4YacTo, Korja paboTaio B
OpraHu3alusax, TJ€ KOpP3UHBl BXOISMMIMX MarepuajgoB Jub0 BooOIIE
OTCYTCTBYIOT, JIUOO TEPEMOJHEHbI M JIOJITO CTOAT HeoOpaboTaHHBIMU. Takwe
KOPIHOPAaTUBHBIE CTPYKTYPhl 4YacTO CTPaJalOT OT MPEphIBAaHUM, MOCKOJBKY
HEJb34 MOJIOKUTHCS Ha OOBSBICHUS, TOMEIIEHHBIE B CUCTEMY.

Ecnu kopnopaTuBHasi KyJIbTypa MpeAnoiaraeT Haluurue HaJeKHBIX CHCTEM,
r7Ie BCE NPOCIECKUBACTCS JO YPOBHS OTIEIbHBIX JOKYMEHTOB, B HEil cpasy
YyBCTBYETCS SICHOCTb. Bce omepalid B CHCTEME BBINOJHSAIOTCS  Ha
MOJICO3HATEILHOM YPOBHE W BHUMAaHUE KaxJA0ro pabOTHMKAa YETKO
chokycupoBaHO Ha mpoOiemax. To e caMoe KacaeTcsi CeMei, CO3aBIIMX
KOpP3UHBI IS  BXOJSIIMX MaTEepHAIOB — PpOAUTENCH, JeTel, HSIHEK,
JIOMOBJIAJICNIBIICB M BCEX OCTAJBHBIX MPEJCTaBUTENCH MOCTOSHHOTO KpyTa
oOIIeHUsT WICHOB ceMbU. JI10 M 4acTo HEeAOYMEBAIOT, KOTJa s TOBOPIO UM, YTO
MBI C MOEM KeHOW KA3TpuH KJajieM pa3Hble BEIIA B KOP3UHBI APYT K IPYTY, JaxKe
KOT/Ia PAcCTOSIHUE MEXJy HaMU COCTaBIs€T BCEro HECKOJIbKO (yTOB;
Mpoueaypa Kaxercs UM XOJOJHOW U MexaHumyeckou. Kpome Toro, d4ro
MOJI00HBIE TIOCTYIIKH SIBJISIOTCS MPOSIBICHUEM BEKIJIUBOCTHU, MO3BOJIAIONINM HE
OTpBIBaTh JIPYT JApyTa OT TEKyIIell paboThl, Takas MPAKTHKA YKPEIUISET Halllu
OTHONICHUS W PacIIMpsET Hally CBOOOJY, MOCKOJIbKY MEXaHUYECKUE JEHCTBUSA
BBITIOJIHSAIOTCS B paMKaX CHUCTEMBbI, HE OTHUMAasi BHUMAHUs HU Y KOTO U3 Hac.

K coxanennio, HEBO3MOXKHO pa3paboTaTh 3aKOHOAATENbHYIO 0azy s
CHUCTEM NIEPCOHAIIBHOW OpPraHU3aLH.

Kaxnapiii 1omkeH mpuayMarbh COOCTBEHHBIM CIOCOO, KOTOPBIM MO3BOJISET
CIPABJIATHCS C BO3HUKAIOUIMMHU 3aJadyaMu. Brpodem, MOXHO BO3JIOXKUTH Ha
JOJIeH OTBETCTBEHHOCTh 3a PE3YJIbTATHI JACSITEILHOCTU U 33 OTCJICKUBAHHUE U
YHOPSI0UYEHHE BCEX BO3HUKAIOMIMX Jed. Takke Bbl MOXKETE MOJEIUTHCS C HUMU
uHpopmaIeil, KoTopyr nouepnHyau u3 3toit kauru. [lo kpaiineit Mmepe, B 3TOM
clly4yae y HUX He OyJIeT omnpaBIaHus, €CJIM OHU YIYCTAT YTO-TO U3 BUY.

Opeanuzayuu  00JIHCHbI  80CNUMBIEAMb  KVIbIMYPY, OONYCKAIOWYI0, YMO
Kaxcoomy COMpPYOHUKY NONOJHCEHO coelamsb 0onbuie, 4emM OH 6 COCMOAHUU
coenams; 0ONYCKAemcs makKaice nepecmomp 002080peHHocmel 0 mom, weco HE
oeaem Kaxicowlll COMmpYOHUK.

DTO HEe O3HAYaeT, YTO BCE JOJKHBI JieiaTh Bce. S HaleCh, U4TO OmHcall
MOJIeNIb, KOTOPYIO MOXXHO BHEAPUTH B HAIIEM CPAaBHUTEIHLHO HOBOM
MH(OPMAIITMOHHOM OOIIIECTBE: OHA MPEJOCTABISET KaXJAOMY BO3MOXHOCTH IS
BBITIOJTHEHUSI HAMHOTO OOJBIINX 00BEMOB PabOThI, YeM OH WUJIM OHA CHOCOOHDbI
BBITIOTHUTL. BakHeimed 3amgadeil Oymer oTiagka mporecca IOCTOSHHOTO



nepecMoTpa OOsS3aHHOCTEH BCEX 3aMHTEPECOBAHHBIX JIMI[, YTOObI HHUKTO HE
IIEPEKUBAJI O TOM, YTO YETO-TO HE AeNacT. TakOB peaIbHbIN MHTEIUICKTYaJIbHbINA
Tpy. Ha 6ojee c0XXKHOM ypoBHE. HOo Ha 3TOT ypoBEeHb HET JOCTYIIa TOMY, KTO HE
pacroiaraetr ACHCTBEHHOU «ITyJIEHEIPOOMBAaEMO» CHCTEMOU cOOpa CBEIICHUM.
[lomMHUTE, BBl HE CMOXETE MEPECMOTPETh COIJIAllIEHHE C caMuUM COOOH, O
3aKJIIOYEHUH KOTOPOTO Bbl HE B COCTOSIHUM BCHOMHHUTBH. I KOHEYHO K€, Bbl HE
MOXETE MepecMaTpPUBaTh JOTOBOPEHHOCTH C APYTMMU JIFOAbMU, €CIIM UX HHUTH
yTpadeHa.

Korga rpynmbel srofeli TOTOJOBHO BHEAPSIOT TpeOoBaHue cOopa cTa
MPOLIEHTOB MH(GOPMAILIMK, OHU MOTYT CMEJIO OTHPABIATHCA B IJIaBaHUE. JTO HE
3HAYMT, YTO OHM IUIBIBYT B MPABWJIBHOM HAMNPABJICHUU WM CEJIM HA HY>KHBIU
Kopabib. DTO JUIIL O3HAYAET, YTO KOPalib, HA KOTOPBI OHH CEJU, IJIBIBET B
BBIOpPAaHHOM HalpaBJICHUH Ha BCEX Mapycax.



I'nmaBa 12. BaxxHocTh onpeae/ieHus JajJbHEeHIIUX AeCTBUM

Mosi wuHIMBUAyaJllbHas 3aJada — KOOPAWHUPOBATH Ty  CTAJHIO
MBICJIIMTEIIBHOTO MPOIecca, Ha KOTOPOU CTaBUTCS BONpoC «KakoBbI TaibHENUIINE
nevctBua?» B MedTax s BHXKY MHD, TJIe HM OJTHA BCTpeYa, HU OJHA JTUCKYCCHS U
HUA OJIMH CEaHC OOIICHHS HE 3aKaHYMBACTCS, MOKa HE OyAeT YETKO PEIICHO,
HY)KHBI JIM KaKHWe-TO KOHKPETHBIE IarM W, €CIU 3TO TaK, TO KaKue Iaru
HEOOXONUMBl WM, IO KpallHEH Mepe, KTO 3a HHUX OTBedaeT. S BHXKY
OpraHu3ailuy, BHEAPSIONIUE CTaHAapT, COrJACHO KOTOPOMY BCE, 4YTO
OKa3bIBACTCS HA YYaCTKE KaKJIOT0 COTPYIHUKA, AaHATU3UPYETCS C TOUYKH 3PCHUS
HEOOXOJIUMOCTH TPHWHATHS AaKTHUBHBIX MEpP M COOTBETCTBYIOIIHME PEIICHUS
oOpabaTeIBalOTCS HajjIexkammuMm obpasom. IlpeactaBere cebe, 4TO MOXKETE
CBOOOJTHO COCPEIOTOYUTRLCS Ha 00JIee Cepbe3HBIX MPOOIEMaX U BO3MOKHOCTSIX.

3a rTomel paboThl s HaOMIOAANl HEOBIBAJIbIE CIBUTH B paboTe U
MPOU3BOJIUTEILHOCTA TEX OpraHu3aldid, TA¢ WHAUBUAYYMBI W TPYTIIBI
MTOCTOSTHHO 3a/IaBajiv KJIF04eBO# Bompoc: «KakoB ciemyrommii mar?» Kakum Obl
MPOCTBHIM HH Ka3aJics HaM BOTMPOC, €ro PEAKO MOKHO YBUJIETh Ha HaJJICKaIleM
MECTE B CHCTEME OPTaHU3aIMOHHBIX IPUOPUTETOB.

Koeoa eonpoc «Kaxoe credyrowuil wae?y» eneopsiemcs 6 opeaHu3ayuoHHYIO
Kybmypy Ha 6a3080M YPOSHe, A8MOMAMUYECKU Nogbluiaemcs ¢ dexmusnocms
pabomol, NPoOU3BOOUMENTLHOCHb, 3A0aA4U CMAHOBAMCA SACHee U NO380JIAI0M
Tyyule cocpedomouums HUMAHue.

Oana w3 Hauboliee CEpbE3HBIX MPOOJIIEM, C KOTOPOW BBl MOXKETE
CTOJIKHYTBhCSI, KOTJla TPHUBBIKHETE 3a7aBaTh 3TOT BOMPOC camMoMy cebe u
OKPY’KaIOITUM, COCTOUT B TOM, YTO OOIIICHUE C JIFOAbMHU, HE CO3HAIOIIUMHU €T0
BOXXHOCTH, MOYKET Bac CHJIBHO pa3o3iuTh. OH HACTONBKO OBICTPO TPOSICHSIET
CUTYaIMI0, 9YTO padoTa ¢ JIOJbMH U OPTaHU3AIMOHHBIMU CpedaMH, KOTOphIEe HE
BHEJIPUJIU €T0 B CBOIO JICATEIBbHOCTh, MOXKET TTOKA3aThCs HOYHBIMHU KOIITMapPOM.

Bce MbI 00s13aHBI periaTh, KaKUX pe3yJbTaTOB XOTUM JOCTHYH (€CIIH BOOOIIEe
€CTh TaKasi HeOOXOIMMOCTb) CAMOCTOSITEILHO U B XOJI¢ OOIIeHus ¢ Apyrumu. 1
B KAaKOH-TO MOMEHT HaM MPHUXOJIUTCS OMPEACISTh Clenyromee (Hu3ndecKkoe
JCHCTBHE B paMKax JOCTWIKEHHsI J000ro pesyiapTara, B KOTOPOM MBI
3anHTEpecoBanbl. Ho cylecTByeT orpoMHasi pa3Hulla MEX1y IPUHATUEM TaKOTO
peleHuss B MOMEHT BO3HHKHOBEHHS TMPOOJEMbI U OMpeeieHUEeM
MePBOOYEPEIHBIX IIar0B, KOTa CUTYyaIlisl CTAHOBUTCS B3PhIBOOTIACHOA.

Hcemoku moeit memoouku

S Hayuusicst 3TOM MPOCTOM, HO HEOOBIYAHO MOJIE3HOW METOAMKE JABAJIATh



JIET Ha3aJl y CBOEr0 JAaBHEro JApyra U HaCTaBHUKA B KOHCYJbTALIMOHHOH cdepe
Jluna AuecoHa (HUKaKOTO POJACTBA C OBIBIIMM TOCYJAapPCTBEHHBIM CEKPETAPEM).
Jlu"n fonroe BpeMsi KOHCYJIBTUPOBAN JOJKHOCTHBIX JIHMI[ U BBISICHSJ, YTO
HEOOXOIUMO JUIsl YCTpaHEHHUS! TMCUXOJOTUYECKUX OapbepoB, BO3HUKAIONIMX B
CO3HAHUU MHOTHX JIFOJIeH 10 OTHOIIEHHUIO K MPOEKTaM U CUTYallUsM, B KOTOPBIX
OHM OKa3aJiuCh. B OJMH NpeKpacHbI JE€Hb OH MPOCTO Hayaldl MO OYepeau
noadupaTh JUCTKA OyMard €O CTOJIa OJHOTO COTPYJHHUKA, 3aCTaBiisii €ro
pelaTh, KakuM JOJHKHO OBITh MEpPBOOYEPENHOE NEHCTBHUE, HEOOXOAUMOE IS
MPOJBIKEHUS KaXKIOTO poeKTa. Pe3ynpTaThl He 3acTaBmin ce0s JOTO KAATh U
OKa3aJlUCh HACTOJIbKO 3HAYUTENbHBIMU, 4YTO JIMH mOTpaTuyn TroAbl Ha
COBEPILEHCTBOBAHUE METOJOJIOTUH, MCIONB3YSl OAMH U TOT K€ BOMPOC IS
00paboTKH KOp3UHBI BXomsdmmux wmartepuanoB. C Tex mop Mbel o00a
MPOKOHCYJIBTUPOBATIN U HATPEHUPOBAIH THICSIYM JIIOACH, U Hallla TEXHUKA IO-
MPEKHEMY OCTACTCsl HENMPeB30WIeHHON. OHAa TOMOTaeT 3HAYUTEIBHO YJIYUYIIUTh
KaK MpPOU3BOJUTEIBHOCTh, TaK U AYIIEBHOE COCTOSHUE JIIOACH, MO3BOJSS €My
ONpEJICIUTh TEPBOOYEPETHOE JACUCTBUE, HEOOXOIMMOE [UIsi TOr0, YTOOBI
CABUHYTH JIEJIO C MEPTBOM TOUKHU.

Buioop 603m02cHbIX AKMUBHBIX OelicMEULL

A Temepb HaM NPEACTOUT OTBETHTh Ha cCieayromuil Bompoc: «Kakobl
TanbHEUIINE NTCUCTBUL?)

YToOBI OTBETUTH Ha ATOT BOMPOC, MpEAiaral0 BEpHYTHCS K CIIUCKY, Ky/1a BBI
MIOMECTUJIM MBICIICHHBIA Marepuan (cMm. riaBy S5). Mnum, mo kpaiiHei Mmepe,
noayMaTh 000 BCeX MPOEKTax, KOTOPhIE MOTYT 3aHMMAaTh BaIll MBICIH. Y Bac HE
BO3HHUKAECT OLIYLICHUS, YTO UX OCYLIECTBIICHUE ITPOABUTACTCS HE TaK YBEPEHHO
u He Tak 3(¢ekTuBHO, Kak Morjio Obl? BmnomHe BeposTHO, YTO 3TO Tak:
HECKOJIBKO IPOEKTOB HEMHOTI'O 3aCTPSUIA Ha MECTE.

Ecnu Obl BBl HE 3HAIM HABEpHSKA, YTO BaM JICMCTBUTEIBHO HEOOXOAMMO
NEPBBIM [IEJIOM MO3BOHUTH KOMY-TO, OTIIPaBUTH JJIEKTPOHHOE COOOIICHUE,
MIPOCMOTPETh KAaKUE-TO MaTepuajbl WIA KyNUTh YTO-TO B MAarasmHe, TO HE
BBITIOTHWIIH OBI 3THX JAeicTBUA. CaMOe CMENTHOE, YTO Ha ONPEICIICHHE TIEPBOTO
niara MPakTHYECKH MO KaXXJOMY MYyHKTY CIHCKa BaM MOHAI00UIIOCH OBl BCETO
JMIIb OKOJIO JECATH CeKyHI. HO MMEHHO 3TH necaTh CEKyHI pa3MbILLICHUN U
€CThb Ta IpoUeaypa, KOTOPYIO OCHOBHAas Macca JIOJEW HE MPOAEIBIBACT C
OOJIBIIMHCTBOM ITYHKTOB CITHCKA.

Hanpumep, B ciucke MOEro KiIMEHTa MOXET OKa3aTbCAd TAKOW ITYHKT, Kak
«IIAHBD.

S cnpamuBaio: «HYTo uMeeTcs B BULY 7»

OH oTBeuaet: «Hy, MHE HY>)KHO MIOMEHSTh IIIMHBI HA ABTOMOOUJIIEY.



«Tak xakum OyzeT Balll MepBbIi mar?»

Ha sToM sTame KiMeHT OOBIYHO MOPIIUT J0O, AyMaeT Mapy CEKyHI H
npuxoAuT K 3akmoueHuto: «Hy, HaBepHoe, Hag0 NO3BOHUTH B MarasuH
aBTO3aITYacTeN U y3HATh PACLICHKID.

[IpumMepHO  CTOMBKO BPEMEHHM  HYXHO, 4YTOOBI  PEIIUTh, KaKOBO
MEePBOOYEPEIHOE JCUCTBUE MPAKTHUUYECKH MO KaXIOMy MYyHKTYy. Bcero nuinb
HECKOJBKO CEKYH][ COCPEIOTOYEHHBIX PACCYKIEHUH, KOTOpPbIE OOJBIITUHCTBO
JIIOJIEN elle He MPOoJesaayd ¢ OCHOBHOM Maccoy MaTepuala.

Taxxe, BeposiTHEE BCEro, MOKHO YTBEPKAATh, UTO YEJIOBEK, KOTOPBIA XOUET
MOCTAaBUTh HOBBIC IIWHBI HA CBOW aBTOMOOWJb, YK€ JOCTAaTOYHO JIaBHO
03a60ueH 3ToM npobiemoit. M, BeposiTHO, OH yKe He pa3 Haxoaujcs y TenedoHa
U UMeNI B CBOEM PACHOPSIKEHUU JOCTATOYHO BPEMEHHM W/WIU CUJ JJisL TOrO,
4TOOBI CcAeNiaTh HEOOXOIWMBIN 3BOHOK. [loduemy ke OH Tak M HE MO3BOHMWI?
[loTomy uTO moOcCHIemHEe, YeM €My XOTENOCh 3aHIThCS B TOT MOMEHT, ObLI
MEePECMOTpP BCEX MPOEKTOB, BKItOUAs 3aMEHY IIIMH, U ONpeAesIeHHEe NalbHEHIIIX
AeicTBul 1o 3ToMy noBoay. [lpoiie rosopsi, oH BooOIe HE OB HACTPOEH HA
Pa3MBbIILICHUS.

Emy HyxHO ObLIIO 3apaHee onpeaenuTs Tpedyembie aeicTBusi. Ecnu onu yxe
OTIPEJICNICHBI, TO, KOTJ]a Y HETO MOSBUTCS MATHAALATH CBOOOJHBIX MUHYT TEpe.
HAyYaJIOM COBELIaHMsI, a 3arac SHEPruu Mo AecITHOAIIbHON 1IKane OyieT paBeH
4,2, OH CMOXET B3TJISIHYTh Ha CIUCOK BO3MOXHBIX BAPUAHTOB U C PATOCTHIO
YBUJETh B HEM MyHKT «I103BOHUTH B Mara3uH 3amyacTeid U y3HaThb PacICHKN».
«9Ty 3a7ady S MOTY C YCIEXOM BBIMOJIHUTHY), — TMOJYyMaeT OH, U Yy HEro
MOSIBUTCSL peaIbHBIM MOTHB JIJIsl TOTO, YTOOBI MTO3BOHUTH U 3aTE€M OIIYTHTh BKYC
noOezpl MOCHE 3aBEPILEHUs MOJE3HOro Jejia MPH TEKYIIEM 3amace BPEMEHH U
sHepruu. [Ipu MaHHBIX OOCTOSITENHCTBAX OH HE MOKET HAuyaTh MOJTOTOBKY
YEpHOBHKA CEPHE3HOI0 JIOrOBOpa C KIMEHTOM, HO PECypChl IMO3BOJISIOT €My
HaOpaTb HOMEp M OBICTPO MOJYYUTH TMOJE3HYI0 HHPopMauuw. Bmonne
BEPOSITHO, YTO B CKOPOM BPEMEHHU OH, B3IJISTHYB HAa HOBBIC IIHUHBI CBOETO
aBTOMOOWJIS, TOYYBCTBYET NMPUIUB TOPAOCTH.

OmnpeneneHue coep kaHusi KOHKPETHBIX ICUCTBUI HA cCaMOM MPU3EMIICHHOM
YPOBHE M YMHOPSJOUCHUE HAJIEKHBIX BEHICK-HATIOMHUHAHUM O HUX SBISIOTCS
KJIFOUEBBIMU CPEICTBAMHU MOBBIIICHUS TPOU3BOIUTEIHHOCTH.

CekpeT 3aBOCBaHWS MPEUMYIIECTBA COCTOUT B TOM, YTOOBI HayaTh.
CekpeT yCHenrHoro Hayajaa — B TOM, YTOOBI Pa30UTh CIIOKHBIC HEMTOCUIIBHBIC
mpoOJieMbl Ha MaJICHBKHE BBIMTOJTHUMBIE 3aJ]laHUsI U Ha4aTh C CaMOTO TIEPBOTO
13 HUX.

Mapk TBeH



DOT0 — J0CTynHasi METOAMKA, KOTOPYKD MBI B COCTOSIHUM ITOCTOSIHHO
OTTa4MBATh.

YacTo maxe camble IMPOCTBIE 3aTE€U 3aXOIAT B TYNUK, IOTOMY 4YTO MbI HE
MOXXEM OKOHYATEJIbHO PEIINTh, KaKUM OyAeT CIEIyIOUMd Iar. Y4YacTHUKH
MOMX CEMHUHApOB YAaCcTO BHOCAT B CHHUCKH Takue 3aJaHus, Kak «OTiaaguTh
paboTy aBTOMOOWIS». SIBNsieTCSs N OTJIagKa MEPBOOYEPEIHBIM JAEUCTBUEM?
Her, ecnu BBl He ujeTe K MaimivHe B pabouel oJexkjie, C TacYHbIM KJIIOYOM B
pYKe.

«Tak xakuMm >xe OyJIeT Ball CIeTYIONIHI mar?y

«Oi1... Hy, Haio 0TBe3TH MalIMHy B rapax. AX /1a, CHayajla Hy»HO y3HarTh,
BO3BMYT JM €€ B peMOHT. HaBepHO, ciaeayeT mo3BOHUTH B MAacTEpPCKYK M
Ha3HAYUTh BPEMSI».

«Y Bac ectb HOMEP?»

«Yepr, Her... Y MeHA HET HOMepa rapaxa. Dpea MOCOBETOBAl MHE
XOpOIIYI0 MacCTEpCKyl, HO HOMEpa y MEHsA HeT. S 3Haim, 4TO B ypaBHEHUU
CIIMIIKOM MHOI'O HEU3BECTHBIX).

Ecnu ne onpedenen cnedyrowuti waz, mo mexncoy mexkywjum noaodceHuem
geweti u JcenaemviM pe3yIbmamom OCmaemcs HeCOKpAmuMblil paspbls.

Yacto UMEHHO 3TO M MPOUCXOJUT C Maccoil MmpoOieM, BO3ZHUKAIOIINX Y
Pa3IMYHBIX JIIOAEH. MBI CMOTPHUM Ha MPOEKT, U 4YaCTh HAIIETO CO3HAHMS JyMaeT:
«Y MeHs eCThb HE BCE CBEJCHUS, HEOOXOAUMBIC JIJISl JOCTHXKEHUS pe3yJIbTaTay.
MBI 3HaeM, 4TO 4Ero-TO HE XBATAeT, HO HE 3HAEM YET0, TOATOMY OTKAa3bIBAEMCS
OT OCYILIECTBJICHUS IPOEKTA.

«Tak xakoBEI Ballly JaJdbHEHUIINE NEUCTBUA?)

«MHe Hy»kHO y3HaTh HOMep. HaBepHO, MOKHO y3HaTh ero 'y @penay.

«Y Bac ectb HOMep Dpena?»

«Y meHns ectb HoMep @Openal»

Taxum obpa3om, Ha camoM jeie epBbIM 1arom oynet «Ilo3Boruts Openy,
YTOOBI Y3HATh HOMEP MACTEPCKOMN.

Brl 3aMeTnnM, CKOJIBKO MPENBIAYIIMX IIaroB HYXHO OTCIEOUTH I TOTO,
YTOOBI YETKO OMPENETUTh CIEAYIollee ACHCTBUE MO MPOEKTy? DTO TUMUYHBIN
ciyyail. B cnuckax OOJBIIMHCTBA JIFOAEH NPUCYTCTBYET Macca MPOEKTOB
MoA00HOTO poja.

Houemy cambvle 2eHUAIbHbIE U3 HAC MEUKAIOm 00Jiblie 6cex

[ToucTtuHe, y caMbIX YMHBIX U3 HAC OOJIbIIE BCETO HEMPUHSTHIX PEIICHUHN U
HeoOpabOTaHHBIX MyHKTOB B chuckax. B yem nmpuunna? [lomymaiite o ToM, Kak
Hallle TEJO pearupyer Ha oOpasbl, BO3HUKarolue B co3HaHuu. Oka3bIBaeTcs,
HEpPBHAs CUCTEMA HE OTJIMYAET IPKOTO MPEACTABIECHUS OT PEAIIbHOCTH.



UtoObl mOKa3aTh 3TO caMoMy cebOe, MpeaCcTaBbTe, KaK BbI BXOJUTE B
CymepMapKeT W HACTE IO SAPKO OCBEIICHHOMY OTHAeNly (DpyKTOB M OBoIciH. B
yxe Tam? Xopolio, Tenepb MOJONUIUTE K JIOTKAM C IUTPYCOBBIMH —
anenbCUHAMHU, IMMOHAMU, TpedndpyTtamu. Tenepb HaiiuTe TaM OOJBIITYIO Ky4y
JUMOHOB. PsimoM ¢ HUMH — J0CKa 111 Hape3Kku (PPYKTOB W HOXK. Bozpmure
OJIMH M3 ATUX OOJIBIIMX MEITHIX JIUMOHOB M Pa3pekbT€ €ro Ha MOJIOBUHKH.
Ourytute TUMOHHBIN apoMar! I1101 HACTONBKO COYHBINA, YTO COK MPOJIMBACTCS
Ha JOCKY. Teneps BO3bMUTE MOJOBUHKY JIUMOHA U PA3PEKBTE €€ HA MOJOBUHKH,
9TOOBI Y Bac B pyKaX OCTajach 4€TBEPTh. XOPOIIIO, TEMEePh BCIIOMHHUTE, KaK BbI
€JIY JINMOHBI B JETCTBE. .. BO3bMUTE CBOIO TUMOHHYIO JOJIbKY B POT U BOH3UTE B
Hee 3yOn1! XpycTh!

Ecnmu BBl crmemoBany MOMM HHCTPYKUHUSIM, TO, BEPOSITHO, 3aMETHJIM, YTO
COJZICPYKAHUE CIIFOHBI Y BAC BO PTY XOTh HEMHOI'O YBEJIMYUIIOCh. Bam opranusm
MO-HACTOSIIEMY MBITAICS YCBOUTH JIMMOHHYIO KUCI0TY! HO OHa ObLia TOJBKO B
BallieM BooOpakeHuH!

Beankue gwoam cnocoOHbI pUCOBATH KAPTHUHBI B CBOEM BOOOpaKeHUM,
NPEeACTABJATH COOBLITHA OBICTPEE M KPACOYHee, YeM BCe OCTAJIbHBIE.

Ecnu Bamie teno pearupyer Ha KapTHHBI, KOTOPBIE Bbl PUCYETE€ B CBOEM
CO3HAHMH, TO KaK Bbl MOXKETe€ ceOsl MOYyBCTBOBAaTh, CKa)XK€M, BCTIIOMHHUB O
pacuere HanoroB? Kakue kapTuHbl Bbl mpenctaBisiere? «llneBoe neno»,
«Briepeny, «Coctsazanusy, «Ycmexy», «5 modbeamn!»? Bpsan nu. Ecnu ucxoautsb
TOMBKO M3 TaKUX COOOpaKeHHWH, KTO OyJeT CHJIbHEE COMPOTHUBISATHCS
HAIIOMUHAHUAM O TTOJO0HBIX MPOEKTaX — TO €CTh KTO OYyIeT MEIIKaTh ¢ JejaMu
nonbie Bcex? EcTecTBEHHO, camble TBOPYECKHUE, YYBCTBUTEIBHBIC U
MHTCJUIUTeHTHBIE Jroau! X BOEYATIUTEIbHOE CO3HAHUE TMO3BOJSIET UM
SBCTBEHHO CO371aBaTh KOIIMApPHbBIC CIEHAPUHU ACATEIBHOCTH IO BHEIAPEHUIO
MPOCKTAa W YETKO TPEJCTABISITh BCE OTPHUIATEIbHBIE MOCIEIACTBUS €r0
HETIOJIHOTO OcyIecTBiIeHus1!! OHU cpa3y HAYMHAKOT BOJIHOBATHCS U OIYCKAIOT

pyku!

S — crapblii 4enoBeK, MO3HABLINN Maccy Oell, HO OOJBIIMHCTBO U3 HUX
HUKOTJ]a HE IIPOUCXOJUIIO Ha CAMOM JIEIe.

Mapk TBeH

Kto He omyckaer pyk? Yacto 3TO — TOJICTOKOKHE YyBaJbHU, KOTOPHIE
OepyTcsi 3a JAel0 W YHOOPHO TMPOJBUTAIOTCA BIEped, HE TMOJA03peBas O
BCEBO3MOXHBIX OIACHOCTAX. A BCE€ OCTaJbHbIE CKJIOHHBI BEIIaTh HOC IO
T000MYy TIOBOJTY.

Cuutats Hanoru? Hy, yx Het! D10 OyAeT He Tak MPOCTO clenaTh. S yBepeH,
YTO B 3TOM rojy Bce OyJeT He Tak, Kak paHbiie. S Buaen Gopmbl JOKYMEHTOB



— OHU BBINVISLAAT WHaue. HaBepHo, mpuymManu HOBbIE MpaBuia, B KOTOPBIX MHE
npuaercs pasouparbcsa. Bo3MokHO, MHE MPUAETCS MPOUYECTh BCE ITH YEPTOBBI
Matepuanbl. JlnvHHas dopma, kpatkas gopma, cpeansis popma? CroxuTh Bce
BMECTE€ WJIH PAaCCOPTHPOBATH IO OTACIbHBIM mankaM? bputo Obl HEMIOXO
MOMPOCUTH O CHIDKEHUH HAJIOTOB, HO JJIS 3TOTO JOJIKHBI OBITh OCHOBAHUS, a 3TO
O3HAYAET, YTO MOHA00STCS Bce Yyeku U KBUTaHIMH. O, 60XKe — s HE 3HAI0, Ha
MECTe T BCE HYXXHbIE KBUTAHIMU, & €CIU Mbl HE CMOXXEM HX HaWTH, HO
MOMPOCUM O CHHXXEHUM HaJIoroB, Hac MoryT mpoBeputs! IlpoBeputs?
Buytpennsss HAJIOT'OBAS cnyx6a, TKOPBMA — nert, cmacu6o!

Bort Tak macca nronieit y>ke caiutcs B TIOPbMY, €/1Ba B3TJIIHYB Ha HAaJOTOBBIC
¢opmbr  1040. Tonpko mMOTOMY, YTO OHHM TaKHe BIECYATIUTEIbHbIC,
YyBCTBUTEJIbHBIC U TBOPUECKUE HATYPHI. Sl HE MOMHIO, CKOJIBKO pa3 s HaOIroaal
noJ00HBI 00pa3 MBINIICHUS 32 TOABl TPEHUPOBKU CIHEIUATHCTOB: OOBIYHO
MMEHHO CMBIIUICHbIE W O0Opa30BaHHBIC JIIOJAM HAKAIUIMBAIM CaMble OOJIBIIHE
ropel HeoOpabOTaHHOTO MaTepuana B CBOoMX o¢ucax, JOMax U TojioBax. Y
00JBIIMHCTBA TTPO(ECCUOHATOB, C KOTOPBIMU I pabOTall, HAXOIUIOCHh XOTS OBl
HECKOJIBKO OOJIBIINX, CIIOKHBIX U 0€C(HOPMEHHBIX IPOEKTOB, 3aTPOMOKIAIOITUX
CTONUKM Jiisi Oymar WIM CO3HaHWe. B WX co3HaHWM Bcerjga TeIUIsTCs
KpamousibHble MbIcH: «Ecnum Mbl He OyJaeM CMOTpeTb HAa 3THU MPOEKTHI MU
IyMaTh O HUX, TO, BO3MOXKHO, OHU HE OyAyT HAC OECIIOKOUTH!»

«3anupanue» HecamuHvlx 00pPA308 8ce20a OyOem npuoasamsb 8am CUull.

Tak rne ke Bbixoa? Bceerga MOXHO HMpOMyCTHTH PrOMOYKY. IIputynuthb
CTpax. 3aTKHYThb BHYTpeHHUU rosioc. [locMoTpuTe, 4YTO MPOUCXOAUT CO
MHOTHMH JIOJbMH, €[IBa aJIKOTOJIb AOCTUTraeT ux Mosra. [lo umee, oH noJKeH
Cpa3y CHHXaTh 3amac MX PHEPrUH, MOTOMY YTO 3TO — JEMPECCAHT; HO YacTO
JIOJIA OILYUIAIOT IPWIMB CHJI, MO KpalHEeW Mepe, Ha nepBbix nopax. [louemy?
AJNKOTrONb JEHCTBUTENBHO MPUTYIUISIET KOE-4TO: OH Ha BPEMS CIVIAKHUBAET
BHYTPEHHHE KOH(IMKTBI M 3aTEMHSET OTPHUIATENbHBIC KapTUHBI OYIIyIIEro,
KoTopble (opMHpyIOTCA B co3HaHuu Jrojed. Koneuno, Mol 3amac sHepruu
YBEJIMYUTCS, €CIU S MEPECTaHy TPaBMHUPOBATH ce0s 3JIOBEHIMMU KapTUHAMU
Oynyiiero, Tae s HE CIpaBIsloCh ¢ Jenamu. Ho penieHus, HampaBieHHbIE HA
NPUTYIJICHUE OTPUIATENBHBIX dMOLUN, B JYYIIeM clydae, HOCSIT BPEMEHHBIN
xapaktep. «PyTuHa» HuKyna He wucue3HeT. M k coxaneHuro, KOrja Mbl
OPUTYIUISIEM CBOM OIIYIIEHHS, Mbl HE MOXEM CJelaTh 3TO W30UpaTENbHO:
BJIOXHOBEHHUE, YHTY3Ma3M U TBOPUECKOE PBEHUE TOXKE MOTYT MPUTYITUTHCS.

Fpamomnoe ycmpaHeHue He2amueHblx 3M0uuﬁ

Ecte gpyroe pemeHwe: MOXKHO TpPaMOTHO 3ariylINTh BHYTPEHHEE
OECIOKONCTBO, HAMETHB JajbHelIee qelicTBIE. BBl 0053aTeIbHO MOYYBCTBYETE



oOJierueHue, KOorjaa onpeesiuTe mepBoouepeHOe IeUCTBUE, HEOOXOIUMOE s
TOTO, YTOOBI CIBUHYTH C MEPTBOM TOYKM MPOEKT, B paMKaxX KOTOPOTO BBI
JNOJDKHBI YTO-TO CHEJIaTh WM Kak-TO H3MEHUTh cuTyauuto. Ilo cyrtu, B
OKpY’KAaIOIIEM MHpE HUYEro He u3MmeHuTcda. Ho mepeHoc akieHTa Ha Jeno,
KOTOPOE€ Ballle CO3HAHUE BOCIHPUHUMAET KaK BBIIIOJIHUMOE, OCYIIECTBUMOE
3a/IaHNE, 3HAUYUTEIBHO YBEJIWYMUT Balll 3amac dHEPruHu, MPUIACT BaM YYBCTBO
HAIMpPaBJICHHOCTU ¥ MOTHBanuu. Eciu Bbl nelcTBUTENBHO 3apuKCHUpOBAU BCE,
YTO 3aHMMAET Ballle BHUMAHHUE, BO BPEMsI «OUHMCTKU CO3HAHHUS», TPOCMOTPUTE
CIIMCOK W ONpENENIUTE MEpPBbIM IIar mno Kaxaomy myHKTy. [locMorpute, dto
MIPOU30MET C BalllUM 3al1aCOM DYHEPTHH.

Kakoit Obl cepbe3HONl W CIOKHOHW HU ObLIa MpobOiieMa, MPEeoaoJIeUTe
3aMeMIaTeNLCTBO, CACaB MAJICHBKHN MAXKOK K ee pernieHuro. Crenaite XoTh
YTO-TO.

Jxopmx ©. HopaeHxonbpt

[IyHkTBl Bamiero cmucka JuOO KaXyTCs BaM MPHUBICKATEIbHBIMHU, JHOO
BBI3BIBAIOT OTBPAIIICHUE: MPOMEKYTOUHOTO COCTOSIHHSI HE CYIIECTBYEeT. Bam
X04eTcsi TuO0 3aBEpIINTh 3ajady, JUOo BOOOIIE HE TymMaTh O TOM, YTO OHA
coOol MpeaCTaBIsAeT, U HU MPH KaKUX OOCTOSATEIHCTBAX HE MPUCTYIATh K €€
pemieHro. YacTo E€IMHCTBEHHBIM pA3JIAYUEM MEKAY ABYMS KPAWHOCTSIMU
SIBIIIETCA OTCYTCTBUE PEIICHUS O JATbHEUIINX JICUCTBUAX.

Bce, umo naxooumcs 6 éawiux cnuckax u cmonkax, 1ubo npusiekaem 6ac,
aubo 8vizvleaem omepawjeHue — Ko20a 0elo 00X00um 00 «PYMUHBLY,
NPOMEINCYMOUHO20 COCMOSAHUS He CYUujecmayen.

PabGotas ¢ moapMHu, KOTOpBIE CIyIIATd MOW CEMHHApPBl WU TMPOXOIUIH
MOATOTOBKY C MOMMHM KOJIJIETaMH, 1 OOHAPYKWJI, UYTO OJWH M3 HEJOCTAaTKOB, HE
MO3BOJIAIONINX UM YAEPKATHCA B CEIJIE, COCTOMT B TOM, YTO OHU MPEBPAIIAIOT
CBOM CIUCKHU NATbHEMIINX JNCHUCTBUN B CIIMCKU 33J1a4 WK MOAIPOEKTOB, BMECTO
TOTO, YTOOBI OrpPaHWYMBATHCS KOHKPETHBIMH ImaramMu. OHHM BCe paBHO
OTIEPEKAOT OONBIIMHCTBO JIOJCH IO TEeMIaM padOThl TOJIBKO TOTOMY, YTO
3alACHIBAOT HANIOMHUHAHMS, HO YacTO 3aCTPEBAOT HA MECTE€ U MEIIKAKT C
JieJlaMy, TIOCKOJBKY BHOCST B CIUCKM TakW€ MYHKThI, Kak: «Bcrtpeda c¢
OprkoMHuTeTOM OankeTtay, «Jlenb poxnaenus Jxoruw», «llpueMuas»,
«IIpe3eHTanus crangoBy.

NHpIMu crioBaMH, Jiejla CHOBA CTAHOBATCS O0ec(hOpPMEHHBIMHU, PYTUHHBIMH, a
HE OCTarOTCA Ha YPOBHE NEUCTBUM. 110 mepeyncieHHbIM MyHKTaAM HE HaMEYE€HO
YEeTKUX JaJbHEHIINX IEUCTBHH, M TOT, KTO 3aIlOJHSIET CIMCOK IT0JJOOHBIMH
3aJaHUSIMU, TTOCTOSIHHO TEPETPYIKAET CBOE CO3HAHHME NMPHU KAXKJIOM B3TIISIAEC Ha
HETO.



DTO MOXXHO Ha3BaTh JOMOJIHUTEIBLHON paboToi? SBisercs au onpeacneHue
TaMbHEHINIUX TIaroB IO KaXJAOW MpoOseMe JOMOJHUTEIBLHBIM YCHUIIHEM,
KOTOpPOIro MOXKHO He npwiarath? KoneuHo, HeT. Hampumep, eciiu BaM HYXHO
MMOYMHUTH aBTOMOOWIIb, TO B OMPEACICHHbI MOMEHT BaM BCE PaBHO MPUACTCSA
OTpeNeNATh nanbHenmue aercTeus. [Ipodiema B TOM, 4TO OOJBITUHCTBO JIFOICH
TSHYT JO0 TMOCJIEAHEr0 MOMEHTA, KOTrJa IEePBOOYEPENHBIM IIATOM SBISACTCA
«IT103BOHUTH B aBTOKITYO, YTOOBI OHU TIPUCIIAIH TSTad !

Brl MokeTe cnpaBuUThCS ¢ JeIaMHu MO OYepeId, HO BaM HE TMOJ CHITY
peraTh mpoOIeMbl OTITOM.

bpox Kuconm

Tak xorma ’xe, mo-paimieMy, OOJIBIIMHCTBO JIIOJIEH OINpEAeNiieT OCHOBHYIO
MAacCy JaJIbHEUIINX JCUCTBHUM B paMKaxX CBOUX IPOEKTOB — KOIJla OHU
BO3HUKAIOT WA KOIJIa CUTyallus CTAaHOBUTCS B3pbIBOONAacHOW? WM Kak BbI
AyMaeTe, YIYUIIUTCS JIM KAYeCTBO MX JKU3HH, €CIIM OHU OyJIyT 3aHUMAThCS ITOU
MHTEJUIEKTYaJIbHOM paboTol cpasy, a He B mocienuuit MomeHT? Kakoi croco0
MBIIIJICHUSI TIO3BOJIAET Ooapee marath mo xku3Hu? OnpenenacHue JanbHEHIIMX
JNEUCTBUU IO MPOEKTaM B MOMEHT HMX IIEPBOTO IOSBJICHUS HA DKPAHE BaIErO
WHIUKATOpa U UX nocieayromee 3h(HEeKTUBHOE MOapa3eieHue Ha KaTeropuu
JEHCTBUM, KOTOPhIE MOKHO BBITIOJHUTH B KOHKPETHOU 0O0cTanoBke? Wnn nydiie
HE IyMaTb O TOM, YTO HYXHO CHENaTh, 10 MOMEHTA, KOTAa IPUXOJUTCS YTO-TO
JenaTh, a 3aTeM OpocaTh MOHETY, MbITAACh HABEPCTATh YIYIIEHHOE U 3aMa3aTh
JIBIPBI?

OT1ka3 oT BbIOOpA JaJbHEHINMX JeiiCTBUIl 10 MOC/aeAHell, KPpUTHYECKOI
MHHYThl CYIIECTBEHHO CHHKAaeT 3(PPEeKTUBHOCTHL PpPadoTbl H CO31aeT
U3JIMIIHee BHYTPEHHee HANPsSIZKeHue.

bonpmHCTBO NrOAEH HA MOW BONPOC O TOM, B KaKOM MOMEHT B HX
KOMIIAHHUSAX MPUHUMAKOTCA PEIIEHUsS O JaJbHEHMIIMX JEUCTBUSX, OTBEYAIOT:
«Korna Bce BOT-BOT B3opBeTCs». OJIHa MEKTyHAPOIHASI KOPHOpALHUs, C KOTOPOil
1 paboTalsl, MpoBeja CpeAu COTPYAHHMKOB OMPOC 00 HMCTOYHHKAX CTpecca B
OpraHu3anuoHHON KynbType. OCHOBHOW kalloOOW oOkazanach paboTa B
ABAPUMHBIX  YCIOBHUSX  IIOCIEOHET0  MOMEHTA, KOTOPYK  IOCTOSHHO
MpOIMaraHAupoOBaId  PYKOBOJIUTENM pabo4yMX TpYMI, HECIOCOOHbIE Ha
Ha4aJIbHOM JTalle PUHATH HYKHbIEC PEIICHUS.

Ilennocms cmandoapma npuHaAmMUA peUleHull 0 OAIbHEeUUX
oelicmeuax

Heckonpko MCKYHMIEHHBIX BBICIIMX PYKOBOJIWTENIEWM OTMEYaldd, 4YTO
BHenpeHue Bompoca «KakoB creayromui mar?» B KadyecTBE CTaHJapTa



NEATEIbHOCTH B HMX  OpPraHM3alMsIX  paJuKaJIbHO  OTpPa3wjioCh  Ha
pesynbTatuBHOCTU paboThl. [locTaHOBKAa BOmMpoca HaBcerja H3MEHWIa K
Jy4IlIEeMy UX OpraHU3alMOHHYIO KYJIbTYpY.

[Touemy? IloTroMy d4YTO BOOPOC BHOCUT SICHOCTh, CTHUMYJIHPYET
00s3aTEIbHOCTh,  YBEJIIMYUBAECT  MPOU3BOAMUTENBHOCTH M pacCUIUpsIeT
BO3MOKHOCTH.

ScHocTh

[Io OKOHYaHMM CIIMIIKOM MHOTHMX COBEIIAHUM OCTAETCA YyBCTBO, YTO HX
YYaCTHUKHA UMEIOT JIMIIb CMYTHOE IPEICTABICHUE O TOM, YTO PELININ JEJaTh.
Ho 6e3 yeTkoro pemieHus 0 TOM, HyX€H JIU CIEAYIOIIMA 1mar, a TeM Oosee o
TOM, KaKOB 3TOT IIar U KTO 3a HETO OTBEYAET, MACCAa PYTHUHBI Yalle BCETO TaK U
OCTAaEeTCs BUCETh B BO3yXE.

MeHsi yacTo MpocSAT MOMOYL Ha COBEIIaHUSX. 51 Ha COOCTBEHHOM OIBITE
yOenumcs, 4To, HE3aBUCUMO OT TOr'0, Ha KAKOM dTare MPOUCXOIUT 00CYyX IACHHE
3a7a4¥, 3a JBaAlATh MHUHYT JO0 MCTEUYCHUS BPEMEHM COBEIIAHUS MHE
MPUXOJUTCS MPOTaJKuBaTh Borpoc: «Mrak, kakoB ciexyroni mar?» Kak
MOKAa3bIBAECT MPAKTHKA, OOBIYHO [UIsI HAXOXIACHUS OTBETa HYXKHO OKOJIO
ABaJIATH MUHYT pa3bsiCHEHUH (@ 3a4acTyIo U XKapKuXx J1e0aToB).

Bonpoc orpaxaer paauKaJbHBIM 34paBbId CMBICI: PaAUKAIbHBIMA, MOTOMY
YTO OH YacTO MPOBOIMPYET OOCY>KJIeHUE Ha Oojee rIyOOKOoM ypoBHE: «Mbl
CEpPbE3HO HACTPOEHBI Ha 3TO? IloHMMaeM 1M MBI HA CaMOM J€le, O YeM HJET
peub? ['OTOBBI JM MBI BBLACIHTH HAa HITOT MPOEKT APArol€HHOE BpEMS H
pecypcbi?» OdeHb MpocTo 00ONTH CTOPOHOM 3TU IEJICHANPABIEHHBIE BOIIPOCHI.
TONBKO IUIOJOTBOPHBIM MOWUCK PEIICHUS O NAIBHEHIINX IIarax He IO3BOJISIET
MEePEUUCICHHBIM AaCIIEKTaM CHOBa MPEBPATUTHCA B 0ec(hOPMEHHYIO PYTHHY.
Yacto, 4roOBl wHcuepnarhb H3OpPaHHYIO TEeMy, HEOOXOAMMBI JalbHEHIIne
00Cy>XJIeHUS, UCCIICIOBAHUS, aHAIN3 U JUCKYCCUU. B Halllu JHU MHUp CIMIIKOM
HeMpeacKazyeM, 4ToObl CTPOUTH MPEINONOKEHHS O pe3yibTaTax: HaM HYXHO
B35Th Ha ce0s OTBETCTBEHHOCTh 32 BHECEHHUE SICHOCTH B JIeTa.

OnHUMU pa3roBOpaMu pUC HE MPUTOTOBUIIIb.
Kwuraiickas rmocioBuiia

Tonbko COOCTBEHHBIM OMNBIT TO3BOJIMT BaM I[O-HACTOSAILIEMY TOHSTH
3HaueHue Moux cioB. Eciu OH y Bac ecTh, TO Mpo ceOs Bbl, HABEPHOE,
Bockinaere «/a!». Ecau Bel ¢ TpyoM mpexacraBisieTe, 4To s UMEIO B BHIY,
COBETYI0O BaM Ha CIeaylolieid BCTpede ¢ KeM Obl TO HH OBLIO 3aBEpIIUTh
oOcyxnenue BompocoMm: «Tak kakoB ciemyromuid mar?» Ilocmorpute, yTo
MIPOU30UAET.



O06s13aTeJILHOCTD

OTpuuaTenbHONM CTOPOHOW KOPHOPATUBHBIX OPraHU3ALMOHHBIX KYJIBTYP
SBIIIETCS TO, YTO OHU BOCHIHTHIBAIOT B COTPYJHUKAX HEXKellaHue OpaTh Ha ceOs
OTBETCTBEHHOCTH 32 BBINOJHEHHE 3a71a4. «Moe Win TBOE?» — K COXKAJIICHHIO, HE
CJIMIIIKOM PaclpOCTPaHEHHBIM BOMPOC B JIEKCUKOHE OopraHu3auuid. Tam ObITyeT
MHEHHE, YTO MOJOOHBIE BOIPOCH HEMPUIUYHO 3aaaBaTh. «MbI Bce STUM
3aHUMAEMCs» — JOCTOMHOE OTHOILLIEHUE, KOTOPOE, BIPOUYEM, PEIKO COBNAAAET C
PEaIbHOCTHIO B PYTUHHOM MOBCEIHEBHOW padoTe. CIUIITKOM MHOTO COBEIIAaHUN
3aKAHYMBACTCSA HUYEM: Y YYACTHUKOB OCTAETCA CMYTHOE OLIYIIEHUE, YTO HEUTO
JOJKHO TIPOU30MTH, U CEepALle TPEeT HaJlexkaa Ha TO, UTO TpeOyeMblil pe3ynbTar
HE SIBJISICTCS UX JIMYHOU 00513aHHOCTBIO.

Ha mou B3r1s11, IEUCTBUTEIIHBHO HEBEXKIIMBO OTIMYCKATh JIFOJEH C COBEIIAHUS
06e3 uyBCTBa SCHOCTH. HacTosiias CIJIOYEHHOCTh TPYIIIbI BBIPAKAETCA B
OTBETCTBEHHOCTH 3@ IIOCTAHOBKY KOHKPETHBIX 3aJad M HUX M[OPYYECHHUE
OTJICJABHBIM JIIOASIM, YTOOBI KaXKIBIM MOT HM30aBUTHCA OT pa3ApakKeHus,
BBI3BAHHOTO HEOIIPEIEIIEHHOCTHIO.

OnsiTh-Taky, €cid Bbl ObUIM Ha TaKUX COBEIIAHUAX, TO MOWMETE, O YeM s
roBopto. Ecnu He Obin — puckHuTe U crpocure: «MTak, KakoBbI ajgbHEHIIINE
ACUCTBUSL MO AAHHOMY MPOEKTY?» B KOHIE OOCYKJEHHUS JI0OOro MyHKTa Ha
IIOBECTKE JIHS CJIEAYIOLIETO COBEIIaHUs MEPCOHaNa WM CEMEMHOI0 COBETa 3a
00€IEHHBIM CTOJIOM.

IIpou3BoaUTEJIBHOCTH

OOBIYHO TPOU3BOJUTEIHLHOCTh OpPraHU3AlMKM TOBBIMIACTCS, KOTJA OHH
MOJICTUPYIOT U KyJIbTHUBUPYIOT 3a0JarOBPEMEHHOE TMPUHATHE PEIICHUNA O
JalbHEUINX JeucTBuAX. [lo mpuuMHaM, yKa3aHHBIM BBIIIE, OIPEIICIICHUE
TpebyeMoro o0bemMa (PU3UYECKUX PECypcOB, HEOOXOIMMBIX ISl BBITOJHEHHUS
KOHKPETHBIX 3a7a4 Cpa3y II0CJI€ TOr0, KaK HAMEYEHa LENb, ITO3BOJISIET JOCTUYb
OOJIBIIMX PE3yJIbTATOB C MEHBIIIMMHU 3aTPaTaMH.

YMenue mnpeomoneBaTh Oapbepbl HM30LIPEHHOTO TBOPYECKOTO MBIIUICHHUS,
KOTOpOE€ CHOCOOHO CKOBAaTh HAIM ACHCTBUS, T. €. Pa3pblBaTh MBICICHHYIO
[IAyTHUHY, KOTOPYHO Mbl BBbEM B CBOEM CO3HAHUH, SBISETCS BEIUKUM
HCKYCCTBOM.

[Ipon3BOAUTENBHOCTD JECATUIICTUSIMA IIPEBO3HOCUIIACH KAaK OCHOBHOM
[10Ka3aTeNb, K MOBBILICHUID KOTOPOT'O JOJKEH CTPEMUTBCA KaxApli. Bce, yTo
IIOMOraeT  yBEJIWYUTH KOHECYHBIN pe3yJibTar, MOYKET IIOBBICUTH
MPOU3BOUTENBLHOCTh. OJIHAKO B COBPEMEHHOM MUPE MHTEIUIEKTYalIbHOTO TPY/ia
HU KOMIIBIOTEPHI, HU JOCTIKEHUS B chepe TeICKOMMYHHUKAIUNA, HU CEMHHAPHI
10 PYKOBOJCTBY HE NPHUHECYT HUKAKUX PE3YyJIbTATOB B JaHHOM HAlpaBJICHUM,
MOKa HE YBEJIWYUTCA ACATENbHAsA OTJaya MUX YYACTHHUKOB. A JJII 3TOTO HYXHO



AyMaTh O MpoOjemMax, KOTOpble BOZHHKAIOT B Balleil )KM3HU, A0 TOTO, KaK BaM
IIPUICTCSA ITO CHEIATh.

IIporpamma AEUCTBUN CONpsDKEHA C PUCKAMM M 3aTpaTamMd, HO OHM
ropazao MEHbIIE JOJTOCPOYHBIX PHUCKOB M 3aTpaTr, K KOTOPBIM MOKET
MIPUBECTH YI00HOE Oe3/IeiCTBIE.

Jlxxon ®@. Kenneau

Oaun u3 Hauboisiee CYIIECTBEHHBIX MpoOeIoB B cepe MPOAyKTUBHOCTU
HEKOTOPBIX OpPraHu3aliidi — OTCYTCTBHE YETKOM IPOIpPAMMBI JEHUCTBUU B
paMKax OCYIIECTBJICHUS JOJITOCPOYHBIX MPOEKTOB. [[0JIrOCPOUYHBII HE O3HAYAET
«Korna-unbyas/Mmoxxetr ObITb». [IpOEKThI, eI KOTOPBIX JaJIeKH, BCE PABHO
HY>KHO BHEJIPSATh MAaKCUMaJIbHO BO3MOXHBIMH TEMITAMH; JTOJTOCPOUHBIN MPOCTO
O3HayaeT «OoybII€ OTAEIBHBIX IIArOB 0 MOMEHTa OCYUIECTBICHUS», a HE
«3a4eM OMNPENENATh JalbHEUIINE ACHCTBUS: BEAb Yac pacIuiaThl TaK TaJCKO».
Korga opranusanys KOHTPOJUPYET KAKIbIM MPOEKT U HE3AMKHYTBIN LUKII, UTpa
MpUOOPETAET COBCEM JAPYTOil XapakTep.

IIpoussooumenbHocms NOBbICUMCA MOILKO NOCAE NOBbIULEHUS. AKMUBHOU
omoauu pabomuuxkos. A 6 ciyuyae uHmMeNIeKMyaibHo20 mpyoa 5mo O3Havaem
3a6aa208pemenHoe, a He 3ano30ajoe YmeepicoeHue npocpammvl 0eticmaull.

Pacmiupenue BO3MOKHOCTEH

BepositHo, Hanbonee CymecTBeHHOE MPEUMYIIECTBO BHEAPEHUS KOHICTIIUN
ONpEICIICHUS NANbHENIINX JICUCTBUMA COCTOUT B 3HAUUTEIIBHOM PAa3BUTHUM BaIlIEH
CIIOCOOHOCTU JOCTUTATh PE3YyJbTAaTOB, KOTOPOE MOJIOKHUTEIIBHO CKa3bIBACTCS Ha
BAaIlIEM CAMOYBA)KCHUHU U KOHCTPYKTUBHOM MBIIIJIEHUH.

JItomy TOCTOSIHHO 3aHWUMAIOTCS JCJIaMH, HO OOBIYHO 3TO OOYCIIOBIICHO
NPUHYIUTEIBHOW OOS3aHHOCTHIO M JaBJICHHUEM CO CTOPOHBI COOCTBEHHOIA
COBECTH WJIM OKPYXKAIOMIMX. Y HUX HE BO3HUKAET YYBCTBA MOOEIbI, KOHTPOJIS
HaJl CUTyalMel WU MOJJIEPKKH CO CTOPOHBI KOJUIET U OKPY>Karollero Mupa. A
JIOJIIM TaK HYHBI 3TH OUTYIICHUS.

HeobxonumMo  MEHSTh  MOBCEJHEBHBIE  MPHUBBIUKH,  OMPEICIISIONINE
He3aBepIleHHbIE Jiefa U mard. JJoOpoBoibHOE pelieHue npodaemM A0 TOro, Kak
BHEIIIHEE JABJICHUE W BHYTPEHHUN TUCKOM(OPT 3acTaBsT Bac MMM 3aHSITHCH,
MO3BOJIUT BaM CO3JaTh KPENKUl (pyHIaAMEHT ISl CaMOyBaKeHHS, U OTPa3uTCs
Ha BCEX aCIeKTax Bamleil >ku3Hu. Bbl camMu KoMaHyeTe CBOMM KopallyieM: uyeM
Yalie Bbl pyKOBOJCTBYETECH 3TUM IPHUHIUIIOM, TEM JIETYE BAM UATH MO KU3HU.

Bomnpoc: «KakoB cineayromuid mar?» HOJIpbIBAET YYBCTBO KEPTBEHHOCTH.
OH mnonpa3yMmeBaeT BO3MOYKHOCTb HM3MEHEHUS CUTyallud M CYLIECTBOBAHUE
nyTe K JOCTIKEHUIO PEe3yNbTaToB. TakoBa MpeanochUIKa JaHHOro obOpasa
noBeZicHUs. A BeAb MMEHHO MOJOOHBIE MNPEANOCHIIKA YacTO OKAa3bIBAIOTCS



Oosee NEWCTBEHHBIMM CIIOCOOAMHU CO3JIaHHMS MOJIOKUTEIBHONH CaMOOIICHKH, YeM
TBICSIYCKPATHOE IOBTOpPeHHME ¢pa3bl: «S — MOryIICCTBEHHAs, CHJIbHAs
JUYHOCTB U CaM PacIiopsHKAFOCh CBOCH JKHU3HBIO!

B Barmeit kommaHuu CIUIITKOM MHOTO kaiio0? B crnemyromuii pas, Korjaa KTo-
TO HAYHET MPUYUTaATh, CIPOCUTE ero: «Tak KakoB ClIeAyrOIIMi 1mar?y» Jlromau
OyIyT >XKajJoBaThCs TOJILKO Ha OOCTOSITENIbCTBA, KOTOPBIC, IO HX MHCHHIO,
MOXXHO HM3MCHHUTH K JIydimieMy. Bompoc o JaJbHEHMINIMX Iarax IOJHUMACT
TaHHYI TpoOnemy. Eciam cuTyanmuwo MOXXHO HM3MEHHUTh, TO €CTh KaKHE-TO
JCHCTBUSA, TMO3BOJIAIOIIME ATO CACNaTh. B TIPOTUBHOM cllyd4ae €€ CIIeayeT
BOCIIPHHMMATh KaK HEPOBHOCTH JIaHIIIa(Ta, KOTOPYIO NMPHJICTCS YYUTHIBATh B
CTpaTeruu U TakTHKe. JKaoObl MOKA3bIBAIOT, YTO YEIOBEK HE XOUET PUCKHYTh U
MIPOJIBUHYTHCS B HAIIPaBJICHUM PEIICHUS TPOOJIEMBI WM HE YKEJlaeT YYMTHIBATh
OUYCBHJIHBIC OOCTOSATENLCTBA B CBOMX IUIaHAX. DJTO — JIMIIb BPEMCHHAs W
oOMaHHas (popma caMOyTBEPKIACHHUSL.

JIroqu Bcerga OOBUHSIIOT OOCTOSITEILCTBA B TOM, YTO OHHM TaKOBBI, KAKHE
ecth. Sl He Bepro B 0OcCTOsITENhCTBA. JIFOAM, KOTOPBIE JOOMBAIOTCS CBOETO B
ATOM MHpE, — OTO JIIOJU, KOTOpPhIE BCTAIOT M HINYT MOAXOASAIINE
00CTOATENbCTBA, a €CJIM HE MOTYT UX HAUTH — CO3/Ial0T X CaMH.

Jxopmx bepuapn oy

XOTS 1 U1 MOM KOJUIETH PEIKO 3aHUMaeMcs MOJO0O0HOM caMOpeKIaMou, s
3aMeuar0, 4To JIOAM ACHCTBUTENBHO ONIYIIAIOT MPUIUB CHUJ KKl JCHD,
KOT'/Ia TPUMEHSIOT METOJIUKY OINpPEACNICHUs CIEeAYIOLIEro 1ara, KOTOpoi Mbl UX
oOyuaem. VX B3Il CTaHOBUTCS CBETIIEE, TOXOAKA — JIerye, a B MX MbIIUICHUN
W MaHepax TOSBISETCS TMOJOXKUTEIbHAs HCKOpKa. Bce MBI W3HAYanIbHO
JOCTaTOYHO CUJIbHBI, HO pelieHue 00 d3(PpPeKTUBHOM yIpaBiIeHUN (PU3NIECKUMU
JICHUCTBUSAMHU, HEOOXOIMMBIMHU JJII TOTO, YTOOBI CHBUHYTH Jeja C MEPTBOM
TOYKH, MOKET yBEJIMUYUTh HAIly CHIIY, pacKpbiBas 0oJyiee MO3UTUBHBIC ACTIEKTHI
HAIIIEH IPUPO/IBL.

Korma Bbl HauHeTe JOCTUTaTh PE3yJbTATOB, BBl JACHCTBUTEIHHO MOBEPUTE,
YTO CIIOCOOHBI U3MEHUTH CUTYaIlMI0. A Belb UMEHHO 3Ta Bepa U MO3BOJISIET €€
WU3MEHHUTb.



I'napa 13. IleHHoe yMeHHE OPHEHTHPOBATHCS HA Pe3yJIbTAT

CrocoOHOCTh HaMpaBisATh MBICIUTEIBHBIE MPOIECCHl U BOOOpaKEHHE HA
W3MEHEHUE CUTyalMH M3y4ajJoChb W  NIPONAraHgvMpoOBAIIOCh B  CAMBIX
pa3HoOOpa3HbIX KOHTEKCTaX — OT MEPBBIX KHUT MO MO3UTUBHOMY MBIILICHUIO
710 TIOCJIETHUX OTKPBITHH B chepe HeMpOoPU3UOIOTHH.

JInuHo s ObLT 3aMHTEPECOBAH B TOM, UYTOOBI MPUMEHUTH MPUHLHUI B
KOHTEKCTE CBOEM JEATEIIBHOCTM W Y3HATh, IOMOTA€T JU OH CHPABUTHCA C
aenaMu. A eciu 3TO Tak, TO KaK HaM HAWJIy4IluM 00pa3oM KCIIOJIb30BaTh €T0 B
YIIPABJIICHUU CBOEH JEATEIILHOCTHIO U KU3HbIO? J[€MCTBUTEIHHO JIM MBI MOXEM
UCIIOJIb30BaTh ATY MH(OPMAIUIO TAKUM 00pa3oM, YTOOBI JOOUTHCS KEITAEMOIo
pe3yapTara ¢ MEHbIIMMH 3aTparamu? OTBETOM Ha BONPOC CTAJ0 YBEPEHHOE
«Jla!»

Opuenmauyun na pezyabmam u 0vicmpoe 00CmudiceHue yeau

3a roasl paboTHI 1 YOSUIICS, 9YTO MPUMEHEHHE METOI0JIOTHH, U3JI0’KCHHOU B
KHUATE, TO3BOJISICT JIIOAAM JOCTUTaTh 3HAYUTENIBHBIX  PE3yJbTATOB B
MmoBceIHEeBHOM pabore. Korma Bl HauMHAETE IMOCTOSHHO TMPUMEHSTH
METO/IOJIOTHIO KaK OCHOBHOW MOAXOJA K JII0OOH cuTyanuu — OT 00paboTKH
BJIEKTPOHHOM TOYTHI JO IMOKYIKKM JIOMa WA KOMIIAHWHU, OT OpPraHU3aluu
JIEJIOBBIX BCTpeU /10 Oecesl ¢ IeThMU — Ballla JUYHASI MIPOAYKTUBHOCTh MOYKET
MOAHATHCS JI0 3a00JTaYHBIX BBICOT.

MHorue u3 MOMX KJIMEHTOB, BHEAPUBIINX JaHHBIM METOI B paObOTy, CETOTHS
3HAYMTENIPHO TPOJBUHYJHUCH MO CIYXKOE€ WM JTa)Ke MPEyCIied B HOBBIX BHJIaX
nestenbHOCTH. OmnucaHHbIE Tpoleaypsl 3(PGEeKTHUBHO pabOTalOT Ha YpPOBHE
MPOCTBIX BEUIEH, C KOTOPBIMHA HaM MPUXOJIUTCA CTATKUBATHCS €XKETHEBHO, — B
KOHTEKCTE Halllel pyTUHHOU paboThl. Eciin BBI JeMOHCTpUpYyeTe camMmomy cebe u
OKPYXKAIOIUM PaCTYIIyI0 CIIOCOOHOCTh CHPABISATHCA C JEIaMH Ha MepeaoBOMH,
TO, BEpOATHO, BBl HE 3aJep/KHTeCh HaA0NTO B onHON Tpanmee.X) Mue 6b110
OYCHb MHTEPECHO YUHUTHCS M 00ydaTh APYTUX HCKYCCTBY PEIICHUS] TEKYIIHX
npoOseM Ha ypOBHE B3JIETHOM MOJOCHI, TJE€ IIWHBI KacaloTcs acdanbra, H
MPAKTHYECKOTO MMPUMEHEHHS CTIOCOOHOCTH CO3/1aBaTh MOJIOKUTEIbHBIC KapTUHBI
pPE3yAbTATOB KO BCEM ACIIEKTaM HaIlleW MTOBCETHEBHOM KU3HU.

YrnorpebiieHne B 3arojioBK€ TEpPMHUHA «OBICTPOE JOCTIDKCHHE TSI
HECKOJIbKO OmmMO04HO. JIJIs1 HEKOTOPBIX JIFOACH OCHOBHASI TIEpEMEHA, BhI3BaHHAs
BHEJIPCHUEM METOJIMKH, 3aKIHOYACTCS KaK pa3 B TOM, YTO OHU 3aMEIJISIFOT CBOH
KU3HECHHBIC PUTMBI, MEPECTAIOT KPYTUTHCS, KaK O€lKa B KOJECe, U HAYMHAIOT
aymaTh o cebe. ['maBHOE MPEenMyIecTBO COCTOMT B TOM, UTO JaHHAs METOAMKA



Jenaer Bac 0Oojiee CO3HATEIbHBIM M MPHUCHOCOOJIEHHBIM K JOCTHUKEHUIO
’KEJIaeMbIX Pe3yJIbTaTOB U LI, KAKUMH Obl OHU HU OBUIH.

«Haiit cnoco® peryisipHO MPOBOJAUTH OOJbIIE BPEMEHH C JOUYEPBIO» —
TaKOW >K€ KOHKPETHBI MPOEKT, Kak M JI0OOW Jpyro, u OH, KaKk U BCE
OCTaJIbHbIE 3aMbICIBI, TPEOyeT ompeaeNeHus naabHeHmmx maroB. CMyTHOE,
THETylIee OLIYIIEHUE, YTO BaM HYXHO 4YTO-TO M3MEHHUTb B OTHOULIEHHUSX C
J0YEephlO, B COUYETAHUU C TIOJHBIM O€3JeHCTBUEM MOXKET Bac yOuTh. S yacto
paboTaio ¢ KIMEHTaMHU, TOTOBBIMU OTHECTH CBOU KU3HEHHBIE OOCTOSITENIbCTBA
JAHHOTO YpPOBHA K HE3aBEpUICHHBIM JellaM — 3aluChiBaTh UX Ha Oymary,
oQOopMIISITh B KOHKPETHBIE TMPOEKTHI W 3a00TUTbCS 00 ONpeeICHUH
JaIbHEUIINX JEeHCTBUN 10 camoil (UHUIIHON 4epThl. BeposiTHO, 3TO U ecThb
HaMBBICLIEE TOPKECTBO UCTUHHOW MPOJTYKTUBHOCTH.

Basicnocmo npumat)nozo Uuejle6020 mouludjieHuAn

Teneps s XxoTen ObI TOTOBOPUTH O TOM, KaK YMEHHE aHAIM3UPOBATH JETaIU
paboThl M JKM3HU C TIOMOIIBID YETKOW M COTJIACOBAHHOW CHCTEMBI MOJXKET
OTPa3UTHCA Ha HAC M Ha OKPYXKAIOIINX CAMBIM HEOXHJAHHBIM 00pa3oM.

Urtak, BHEApPEHNE KOHUECHIIUN OMPEICICHUS NAaTbHEUINX JNECHCTBUN BHOCUT
SCHOCTh, CTUMYJIUPYET 00s53aTeIbHOCTh, YBEIUYMBACT MPOU3BOIUTEIHLHOCTh U
pacmupsieT BO3MOXKHOCTH. TexX K€ pe3yJbTaTOB IO3BOJISIET JOOUTHCA
METOJIMYHOE ONPEICICHUE PEaTbHbIX 1IN, K KOTOPBIM BBl CTPEMHUTECh, U
KOHKPETHBIX MTPOCKTOB, HEOOXOIUMBIX JJI UX JOCTHKCHHUS.

Onpedenenue KOHKPEMHbIX NPOEKMO8 U OAlbHeUUx Oelucmeull 8 pamKkax
PA3IUUHBIX ACNEKMO8 JHCUZHEHHO20 YPOBHA SABJAEMCs BblCUUM NPOsGIeHUEM
TUYHOU NPOU3BOOUMENbHOCTIL.

Bce B3anmocBsizaHo. Bbl He MOXeT€ 4E€TKO HAMETUTh HYKHBIM IIIar, €ciu
BaM HEHW3BECTEH TpeOyeMbIii pe3ysbTaT, a IOCTaBJCHHAs IeJb JajJeKa OT
peaIbHOCTH, €CJIU BBl HE 3HaeTe, Kakue (U3UICCKHUE ACUCTBUS HEOOXOAUMBI JIJIS
ee JocTwkeHus. Bel MoXkeTe moJoWTH K mpobsiemMe ¢ at000i CTOPOHBI, U Bam
MPUJETCS ITO C/AENaTh, €CJIU Bbl XOTUTE CIIPABUTHCS C JCTAMH.

Kak ckazan crenmuanuct B 007aCTH KOMIUICKCHOW TPEHUPOBKH CO3HAHUS U
Mo xopormuit npyr, CtuB CHaitnep: «B *Ku3HU ecTh TOJBKO ABE MpooOsieMsl: (1)
BBl 3HAETE, YEro XOTUTE, HO HE 3HAeTe, KaK 3TOro JOCTWYb; W/miu (2) BBl HE
3HaeTe, 4yero xoture». Ecau oH mpaB (a, mo-MoeMy, 3TO TaK), TO CYIIECTBYET
TOJIBKO JIBA PEIICHUS:

* IPUAYMAaTh 11€JIb;

* TOOUTHCS LICNH.

MO>XHO HCTOJIKOBAaTh CYXXJCHUE C TOUYKU 3pEHUS MOJICJIC WHb W SHb,
IPABOr0 U JIEBOTO MOJIYLIAPUKA MO3ra, CO3MIATENIEW M Pa3pyLIUTENIEn — WU



JT000r0 SKBUBAJIEHTa, KOTOPHIA BaM Mo Aymie. MctuHa B TOM, YTO DHEpPrus
YEeJIOBEUECKUX  CYIIECTB, CKOpee BCEro, MUMEeT AyalUCTUYECKYyI0 U
[[eJICHANPABICHHYIO TMPUPOy — HAa BCEX YPOBHAX CBOUX OIIYHICHUN MBI
co3JaeM OOCTOATENhCTBA, €Ill€ HE CTABIIME PEATbHOCTHIO, U OTOXKIIECTBISIEM
cebst ¢ HUMU. A TIOCNIE ATOTO MBI y3HAaeM, KaK HYXXHO H3MEHUTH TEKYIlee
MOJIOKEHUE Belled, 4TOObl MHUp CTall TaKUM, KaK HaM XOYeTCs, W MOJIy4aem
CTUMYJI K JOCTHKEHHUIO DTOM LEIIN.

Mol nocmosnno cmasum neped cobou yeau u 0ocmuaem ux.

3amaun, 3aHUMAIOIIKE Ballle BHUMaHUE, TPEOYIOT OT BaC COOTBETCTBYIOLIUX
Hamepenuu: «YUto 3TO O03Hawaer s MeHs? IloyemMy gJaHHBIA HpeaMer
HaxoauTcs 3Aech? Kakux pe3ynbTatoB s Xouy JOCTHYb B €r0 OTHOIICHUH?)
(«Yto sBNIsieTCA yCHenHbIM pe3yiabTaToM?y»). Bee aena, KoTopbie BBl OTHOCUTE K
HE3aBEPIIEHHBIM, JIOJDKHBI  MOJApPa3yMeBaTh  CYIIECTBOBAHUE  KPUTEpUs
3aBEPILICHHOCTH.

B xus3Hu He CyYICCTBYCT BBICHICTO HACIAXIACHHUA, YCM HACIAKIACHHC,
KOTOPOC HCILITBIBACHIbL OT IIPCOAOJICHUSA pr,[[HOCTGfI, JOCTHXKCHHUSA HOBBIX
YCIICXO0B, CO3PCBAHNA HOBBIX JKEJIAHUM U UX MCIIOJTHCHMS.

Comroa1 JIKOHCOH

Kak TONbKO BBl pEMIMIM, YTO XOTUTE HW3MEHUTH CHUTYyallMi0 U MPeaaTh
o0CTOATEeNbCTBAM OIpeACIeHHYI0 (opMy, BB CHpammBacTe cels: «A Kak ke
MHE 3TOT0 100uThCsA?» («KakoB criemyromuii mar?»).

Bama >xu3Hp u Baiia paboTa COCTOST W3 pe3yiabTaroB u neictBuil. Korma
Balla JICATEIBHOCTh HAIPABJICHA HA IIOCTOSIHHOE VYIIOPAJIOYEHUE BCETO
Marepuana, KOTOpbId MOMaJaeTcsi BaM IOJ PYKYy Ha BCEX YpPOBHSX, B Balleu
paboTe TOSABISCTCS TAPMOHHUSI ¥ BBl IOCTUTAeTe HEOBIBANIBIX pe3yIbTaToB. Bara
MIPOU3BOIUTEILHOCTh JOCTUTAeT HEBUIAHHBIX BBICOT. BBl cTaBuTE mepen coboi
LICJIM U JIOCTUTaeTe UX.

I/ICKyccmgo cnpaesiambeia ¢ 3abomamu

Mowu KJIMEHTBHI 4acTO YIUBISIOTCS, KaK s MHOTJAa MOTY 4acaMu CHJAETb B UX
o(ucax, MOKa OHU OMYCTOUIAIOT SIIMKH CTOJIOB U CTapaTelbHO 00pabaThIBarOT
KOKIYI0 MEJIOYb U3 TE€X, YTO HAKOMMIKUCh B UX CO3HAHUU M HA pabOYMX MecTax.
OOBIYHO OHU YYBCTBYIOT HEIOBKOCTh H3-32 TOTO, YTO TO3BOJIUIU cebe
0€30TBETCTBEHHO OTHECTUCH K CTOJb OOJBIIUM 00beMaM MaTepHalia, HO, KpoMe
TOTO, OHH CUHMTAIOT, YTO 1 YMUpPAIO OT ckyku. Kak pa3z Ha000poT. Y IUBUTENBHO,
HO /I MEHsS JaHHBIA MpoIlecC SIBISETCS CaMOW YBJEKaTeIbHOM paboToH,
KOTOpOM s 3aHUMAIOCh C JIIOAbMH. MHE 3HAaKOMBl UYYyBCTBA CBOOOJBI U
oOJierueHusi, KOTOpbIE OXHUAAIOT KIUEHTOB IO OKOHYAHHHM MPOIEAYPHI



00paboTku MaTtepuasoB. S 3Hat0, 4TO AJIs TOTO, YTOOBI MPOOUTHCS CKBO3b BOPOX
JOKYMEHTOB, BCEM HaM HEOOXOJUM  ONbBIT, TMONJCPKKA ©  YETKO
COCPEIOTOYCHHOE BHUMAHUE; TOJBKO B ITOM CIIy4ae y HAac BBIPAOATHIBAIOTCS
CTaHIAPTBl W TIPUBBIYKH, KOTOPHIE TO3BOJISIOT CIPABIATECS C TOTOKOM
UHPOpPMALIMK HAAJSKAKUM oOpa3oM. S 3HAI0, HACKOJBKO CYIIECTBEHHAS
nepeMeHa MPOU30UJIET B OTHOIIICHUSIX ITHX JIFOJICH ¢ HAYAIbCTBOM, CyIpyTaMH,
JICTBMH M C COOCTBCHHBIM «sI» B TCUCHHE CIEAYIONIMX HECKOJIBKUX YacOB W,
OyJeM HaJesThCs, HECKOIBKUX JTHEH U JIeT.

Mne He ckyuyHo. Takas paboTa — OjlHa M3 CaMbIX MHTEPECHBIX 3a/1a4, HaJ
KOTOPBIM U MOXET TPYIUTHCS YETOBEK.

Mmnozoyposnesoe ynpasienue pesyibmamamu

3aoaua 6 mom, umodwvl coenacosams UOEATUCTULECKYIO0 KapMUHy 0y0yue2o,
CO30aHHYI0O HA HAUBbLICUIEM YPOBHE, C NOBCEOHEGHOU OesmelbHOCmblo. B
KOHEYHOM umoee u mo u opyeoe mpebyem 00UHaAK08020 00Pa3a MulUulIeHUs.

51 3aHMMArOCh PACCTAHOBKOM aKIEHTOB. Kak KOHCYJIBTAHT U TPEHED, 5 34110
MIPOCTHIC BOIIPOCHI, HA KOTOPHIE MOTyYar0 BEChMa KOHCTPYKTHUBHBIC U PA3yMHbBIC
OTBETHI OT APYTHUX JIOACH (M JIaxke OoT camoro ceds!), a OHU, B CBOIO OUYepe/lb,
MOTYT OKa3aThCs TMOJIC3HBIMU B CJIOKMBIICICS CUTyallud M B TEKYyIIeH pabdore.

[TopaboTaB co MHOi, JIFOIM HE CTAHOBSTCS yMHEE, YeM ObLTH, — OHHU MPOCTO
HAMpaBJIAIOT CBOM CIIOCOOHOCTH B HY)KHOE PYCJIO M HCIONB3YIOT UX Oojee
3b(HEKTUBHO.

VYHUKaNbHBIM MPAKTUYECKUM acriekToM KHUTH «Kak pazoOpatbes ¢ nenaMm»
SBJISICTCS KOMOWHAIMS BBICOKOH 3((EKTUBHOCTU M OBICTPHIX TEMIIOB, KOTOPYIO
OMMCAHHBIE METO/BbI MO3BOJIAIOT BHEIPUTh HAa KaXXJIOM YPOBHE Balllel KU3HHU.
CymecTtByer Macca HMCTOYHMKOB BJOXHOBEHHSI I TBOPYECKOW MBICIIH,
OpPUEHTHUPOBAHHOM Ha «Ie€lb, HACANbl, BUACHUE», M MHOXECTBO MMPOCTHIX
MHCTPYMEHTOB, MO3BOJSIIOIMIMX HE YIYCTUTh U3 BHUAY TaKUE MEJIOYH, KaK
TernedOHHbIE HOMEPA, PACTIMCAHMS BCTPEY M CIHCKH MPOAYKTOB. A BOT 3amac
METOJ/IOB, KOTOpbIE OAMHAKOBO 3(PPEKTUBHO pabOTalOT Ha OOOMX YPOBHSX H
CBS3BIBAIOT UX JIPYT C APYTrOM, BECbMa CKYJCH.

«Yto 310 3HaunT 11 MeHsA? Kakux pe3ynbTaToB s XOUy JTOCTUYb B AAaHHOMN
chepe? KakoB cremayronuii mar Ha MyTH K WX JOCTHRKEHUIO?» — TaKOBBI
(¢yHIaMeHTanbHbIE BOMPOCHI, HAa KOTOpPbIE HAaM MPUXOJUTCA OTBEYaTh B
ONPEICIICHHBIA MOMEHT HE3aBUCHMO OT TOTrO, YEM MbI 3aHMMaeMcs. JlaHHBIN
o0pa3 MBIIUICHUS W COMYTCTBYIOIIME WHCTPYMEHTHI MOMOTYT BaM B TaKuX
CUTYyalsiX, O KOTOPBIX BbI JaXe MPEACTABICHUS HE UMEETE.

I/IIIGEU'H/ICT CUUTACT, YTO KPATKOCPOYHLIC PC3YJIbTAThl HUYCI'O HC 3HA4ar.



[{uHuKk He mpuAaeT 3HAYCHUsI JOJITOCPOUYHBIM pe3yibTaTaM. PeanucT cuuraer,
4YTO BCE, YTO CJENAaHO WM HE CJAEJIaHO 3a KOPOTKHUI CpOK, ompeaesnser
JOJATOCPOYHBIE PE3YJIbTATHI.

Cunnu [Ix. Xappuc
Iphexkmusnocms ecmecmeeHnH020 NAAHUPOBAHUSA

[IpenmymiecTBO BCEW METOAMWKM €CTECTBEHHOI'O IUJITAHUPOBAHUS IPOECKTOB
COCTOMT B TOM, 4YTO OHa TMPEJOCTABIAET HaM CpeAcTBa Il THUOKOH,
COTJIAaCOBAHHOMW OIICHKHU JIO00M CUTYyaIuu.

Cnoco6HOCTh 0€3 cTpaxa J0OMBaThCs 1elu B J000H cdepe NesTeIbHOCTH
ABJISIETCS TMPU3HAKOM 3JPAaBOMBICINS M 3pEJIOCTH. YMEHHUE NPEACTaBIAThH
BUJICHUS M 00pa3bl YCHEHIHOTO HCXOAAa e€Hie [0 TOro, Kak OIpeJesieHa
MeTO0/1a, — 3TO (peHOMEHAJIbHAS YePTa, KOTOPYIO HYKHO pa3BUBaTh. | OTOBHOCTH
reHepUpOBaTh MJIEH, XOPOUIME W IUJIOXHE, BhIpakaTb U (PUKCHUpPOBATH UX 0e3
pa30opa, COCTaBIsieT KPUTUYECKOE YCJIOBHE MOJHOTO OBJAJACHHUS TBOPUECKUM
MblnieHueM. HeoOXxoauMbIM yMCTBEHHBIM HABBIKOM SBIISIETCS OOBEAMHEHHE
pa3IMYHbIX MJAEH M JAHHBIX B KOMIIOHEHTBHI, MOCIEA0BATEIbHOCTH H
MIPUOPUTETHBIE HAIIPABJIECHUS C LENBIO JOCTUKEHHSI KOHKPETHOIO pe3yibTaTa. A
oTpeieNIeHUe U COBEPIIEHNE PealbHBIX MaTbHEUIINX ACHCTBUM — (PU3UIECKOE
VM3MEHEHUE CUTYAIUU — COCTABIIIET OCHOBY IIPOJAYKTUBHOCTH.

YMenue HajuiexxkanmMm 00pa3oM OO0bEIMHUTH U COATaHCHUPOBATH BCE 3TU
COCTaBIIAIONINE, BEPOSATHO, SIBJSIETCS OCHOBHBIM KpUTepUeM MpodhecCuOHAIbHON
KOMIIETEHTHOCTM B 3TOM ThbicAuesneTud. Ho OHO eme He cTano HOpMOU
npodeccruoHaIbHOr0 MOBEACHHUS, A0 3TOTO elle Jaieko. BHeapeHne onucanHbIX
HABBIKOB BO Bc€ c(epbl YaCTHOM XH3HU U MPO(PECCHOHATBLHON NeATeTbHOCTH
MO-TIPe)KHEMY  SBJISIETCA CIOXKHOW 3amadeir. Ho maxe QparmenTaprHoe
IIPUMEHEHHUE MOJENH JAET OTPOMHBIE IPEUMYLIECTBA.

OOpatHas CBSI3b C KIUEHTaMH, KOTOPBIX sI KOHCYJBTUPOBAJ, TPEHUPOBAI U
YYUJI TOJIB30BATbCS  MOJENBI0, TIIOCTOSIHHO IIOATBEPKIAET, UYTO Jaxe
HE3HAYUTEIbHBIM COBUT B cepe MNpUMEHEHUS MOJEIN EeCTECTBEHHOTO
IJJAHUPOBAHUSA MOJXKET CYIIECTBEHHO YJYUIIWTh CUTyaluuro. MHE MNpUsATHO
BHUJIETb, YTO MO3TOBOM IITYpPM CTAHOBUTCS CTaHAAPTHBIM HHCTPYMEHTOM,
KOTOPBIN IPUMEHSIETCS BO Beex cepax >KM3HU MHOTHX Jofei. S paj ciblaTh,
YTO PYKOBOJMTEINN, KOTOPHIE MPUMEHSIIN JJIsl OPraHU3allMi OCHOBHBIX BCTpPEY U
00CYXXJIeHU! MPEHIOKEHHYIO MOJIENb, JTOCTUIIN 3HAYUTEIbHBIX CIBHUTOB. Bce
3T (PaKThI JIUIIb TOATBEPKAAIOT, YTO HMEHHO €CTECTBEHHBIN MEXaHU3M PabOThI
HAIIeTO CO3HAHUSI HEOOXOAUM JIJISl JOCTHIKEHUS JTI000T0 pe3yibTaTa B pealbHOM
MHUpeE.

Mopnens sBAsieTCS BCEro NUINL 0a30d HJsi OMNpeAeNieHUs pPe3yJbTaTOB U



JICHUCTBUN B paMKaxX peIICHUs 3a/lad, KOTOPbIE Mbl CUMTAeM CBOEH pabOTOH.
Kornma nBe yka3aHHbBIE KaTerOpuy YKOPEHSTCS B HaIlled NOBCEIHEBHOW KU3HU,
CTaHJapT MPOU3BOAMUTEIBLHOCTH Tiepeiiner Ha Oonee BBICOKHI ypOBEHb.
Hcnonbp3oBaHue MO3roBOro IMTypMa — HamOoJiee TBOPUYECKOTO WHCTPYMEHTA
dopMynHpoBKH U (HUKCUPOBAHUS UJACH, MEPCIEKTUB U JIeTaliel MPOEeKTOB —
co3AaeT Ha0Op M3SIIHBIX MPUEMOB, MO3BOJSIONIUX COXPAHATHh CIIOKOWCTBHUE U
CIIPABJIATHCA C ETIaMU.

Ilepexo0 Kk no3umueHoil Op2anu3ayUOHHOU Ky1bmype

JInsi TOBBIIICHUS] CTAHIAPTOB MPOU3BOJUTEIBHOCTA TPYNIbI HE HYKHO
0COOBIX M3MEHEHHMU. Sl MOCTOSHHO yOEXTaroCh B TOM, YTO JaXKe YaCTUYHOE
BHEJIPEHHUE METOJIa MO3BOJISIET CYIMIECTBEHHO YCKOPHUTh U YIPOCTUTH pabodmit
Mporecc.

KoHcTpykTHBHAsT OLEHKA  JEATEIBHOCTH, PACHPEICICHUS  PECYPCOB,
KOMMYHUKAIHNH, OJIATUKU U CTPATETHUM, KOTOPBIE KACAKOTCS LEJIEN U KEITAEMbIX
PE3yNbTATOB, CTAHOBUTCS BCe 00Jiee BAXKHOM AJI opranu3aiuii. B coBpeMeHHBIX
KOMITAaHUSX BO3HHMKAIOT BCE HOBHIC M HOBBIC MPOOJIEMBI: HA CETOMHAITHUN JEHb
WX OCHOBHBIMH HCTOYHHUKAMHU SBIISIOTCS TioOanm3anusi, KOHKYPEHIIHS,
TEXHOJIOTHYECKOE PAa3BUTHE, CMEHA PHIHKOB, & TaK¥€ IMOBBIICHUE CTAaHAAPTOB
MPOU3BOAUTEIIBHOCTH U BBIITYCKA MPOAYKIIUU.

«Yero MBI XOTHMM JOCTHYb Ha HOTOM coBelmaHuu’? KakoBo Ha3HaueHHE
nanHoi ¢opmel? KakumMu CrOCOOHOCTSIMH JOJDKEH 00J1aaTh WICaTbHBIN
KaHIUJIaT Ha dTy J0bKHOCTh? Kakue 3amaun mpu3BaH pemiath JTaHHBIN
MPOTPAaMMHBIA TIAKET?» — 3TU W MHOTO TOJOOHBIX BOIPOCOB TO-TPEKHEMY
CIIMIIKOM PEJIKO 3BydYaT B IITA0-KBAPTHUpPAX MHOTUX opraHuzanuii. Bo Bpems
OOJBIITMX COBEIIAHWN MPOUZHOCATCS JJIMHHBIC PEUYH, KOTOPHIC JUIIL KaKYTCS
nenabHbIMU. CyIIECTBEHHBIX PE3yJIbTaTOB OpPraHU3allui CMOTYT JOCTUYb TOJIBKO
TOrJa, KOT/Ia Hay4darcs 3aJlaBaTh BOMPOCHL: «JJIsi 4ero Mbl 3TUM 3aHUMaeMCs?
Kak Oyaer BBINISIACTh YCHENIHBIM pe3ynbTaT?» W NPUMEHITH TOJTyYCHHBIC
OTBETHI HA YPOBHE MOBCEIHEBHOM JEATEIbHOCTH.

['panniel HAIMX BO3MOXKHOCTEM 3HAYUTEIIBHO PACHIAPSIIOTCA, KOTAA MBI
MePEX0IUM OT kKajo0 M KEPTBEHHBIX HACTPOCHUM K pe3yibTaTaM M JEHCTBHSM,
HAMCUYCHHBIM B 3a/IJaHHOM HarpaBicHUU. Korma MaHHBIA MOAXOJ CTAHOBHUTCA
CTAaHIAPTHBIM B TPYIIE, KPOME pE3yJabTaTOB €€ padoThl CYIIECTBEHHO
yiydinaercs arMocdepa B koiiektuBe. EcTe Macca mpobieM, KOTopbie TpeOyIoT
pemienusi. OTpUIIATETLHOE OTHOIIEHUE W MACCUBHOE COMPOTUBIICHHUE JOJKHBI
BCErJa CMEHATHCS KOHIICHTPAIMEN BHUMAHUS Ha JKEIA€MbIX pe3yJibTaTax
COOTBETCTBYIOIIETO YPOBHH.

MukpoypoBeHb, Ha KOTOpPOM JIFOAM 00pabaThIBAlOT CBOU KOP3WHBI



BXOJSIIMX MaTEpPUAIOB, AJIEKTPOHHBIC SIIMKU W 3aMETKH, CICIaHHBIE B XOJ€
Oecen, OyaeT oTpakaThCsd HA MAaKPOYPOBHE UX KYJbTYphl U opraHuzanuu. Eciu
’KOHTJIEPHI POHSIOT MS4M, 3a01arOBPEMEHHBIC PEIICHUs O JAIbHEHUIINX IIarax
BBI3BIBAIOT COIMPOTUBIICHUE, & YaCTh HE3aMKHYTHIX IIMKJIOB HE oOpabaTbiBaeTcCs
HaJUIeKaMM 00pa3oM, TO U CUTyalusl B Tpymme OyJeT COOTBETCTBYIOIICH, a B
OpraHM3AIMOHHON KYJIbType YKOPEHHTCS aTtMmocdepa cTpecca, aBapUUHOU
cuTyaluu W ocansl. Ecam WHAMBUIYYMBI, HA00OPOT, BHEIPSIOT MPUHIIMIIBI,
M3JI0KEHHBIE B KHUTE, TO OPraHU3alis CMOKET MEPEUTH U MEPEerIeT K HOBBIM
CTaHJapTaM BBICOKOH MPOU3BOAUTEIHHOCTH. [IpobieMbl U KOH(DIUKTHI HUKYA
HE JICHYTCS — OHHM OCTAalOTCAd Ha CBOMX MeECTax JaXke TOrJa, KOorja Bbl
MBITAETECH YTO-TO U3MEHUTH (WM COXPAaHUTh) B 3TOM Mupe. Ho, TeM He MeHee,
MIPUHIIUIIBI YIIPABICHUS JEATEIIbHOCTHIO, OMMCAHHBIC B KHUTE, TTO3BOJISIT BaM KakK
CJIETyeT COCPEIOTOYUTRCS U CO37aTh 0OCTAHOBKY i Hanbosee 3(pPeKTUBHOTO
pEUIeHHS TPOOIIEM.

Bunenue 6e3 nenu — aumis MeuTa, 11e7b 0€3 BUIECHUS CyeTa, a BUICHUEC U
[IE€JIb — HAJE¥K/1a BCETO MUPA.

[{epxoBHbIit Manyckpunt, Cyccekc, Aurnus, 1730 roa



3akJII04YeHue

Haneroch, 4T0 KHHAra IpuHECIa BaM IOJIb3Y, YTO BBl YK€ MOKUHAETE TLIOBI
OPUMEHEHUSI HU3JIOKEHHOM METOJIMKH: ycreBaeTe OoJblie ¢ MEHBIIUMHU
NoTepssMU U 0€3 BHYTPEHHETO HaIpsiKeHUs. Takke s UCKPEHHE HaJeCh, UTO
BbI OIIYTHJIM CBOOOAY COCTOSIHHSI, KOTJIa «CO3HaHUE MOJ0OHO BOJE» M MPUIIUB
TBOPUYECKOM DHEPIUM, COIYTCTBYIOIIMM BHEAPEHUIO METOAUKH. 1€, KTO
HAYMHAET MPUMEHSATHh OIKCAHHBIE METOJIbI, BCErja OOHApPYKUBAIOT, YTO OHHU
TasAT B ceOe OONBIINI MOTEHIMAN, YeM Ka)KeTCS Ha MEePBBIN B3I, U Bbl CaMH,
BO3MOYHO, OTKPBLIU UX YHUKAJIbHBIC MPEUMYIIECTBA JIJIsl CEOsI.

['otoB mocmoputh, uto KHHra «Kak pa3oOpaTbcs € JeinaMu: HCKYCCTBO
MPOIYKTUBHOCTHU O€3 CTpecca» MOATBEpAnia Y>Ke U3BECTHYIO BaM HH(OpMaIuio
Y CBEJICHUs, KOTOPBIE BBl JIABHO IPUMEHsETe Ha npakTuke. M Bce ke Temneps,
HaJICI0Ch, BaM OyAeT ropasio Mpolle OpHUEHTUPOBATHCA Ha 3APaBbI CMBICI B
MUpE, KOTOPBIA C KaXJbIM JHEM MOpakaeT Hac BCe OOJBIICH CIOXHOCTHIO U
TITyOUHOM.

Mos 3amaua 3akiar04yaeTcsi HE B TOM, YTOOBI MPUCOBOKYMHUTH CBOM BKJIAJA K
Macce COBPEMEHHBIX TEOpU M MOJeNe nocTuxkeHus ycmnexa. Haobopor, s
IIBITAJICA OINPENEIIUTh KIFOYEBBIE METOJBI, KOTOPhIE HE MEHSIOTCA C TEUCHUEM
BPEMEHM U Bcerja padoTarT. OTO KaK 3aKOHbl TPaBUTALlMM — €CJIU BbI
MOHUMAETe MPUHIINI, TO MOXeTe paboTaTh ropasno 3¢ dekTuBHEee, YeM Obl HU
3anuManuck. [loxanyi, kaury cromno 6s1 Ha3BaTh «llocneqHee uccnenoBaHue B
chepe Bo3BpaTa K HCTOKaM»!

«Kak pazoOparbcst ¢ AenaMu: HCKYCCTBO MHPOAYKTHUBHOCTH 0O€3 CTpeccay
ABJISAETCS IyTEBOJIHOW KapTOU, C HOMOIIBIO KOTOPOU MOXKHO JOCTUYb COCTOSIHUSA
MO3UTUBHON pacciabiieHHON KOHIIGHTpAllMd BHUMAHUA, XapaKTEPU3YIOILIETO
MOMEHTBI HaWBBICIIEH NPOAYKTUBHOCTH. [Ipemmararo HMCHosib30BaTh KHUTY B
Ka4eCTBE CIIPABOYHMKA, KOTOPBIM MOJICKAXKET, KAK NEPEUTH B HYXKHOE
COCTOSIHUE B JTFO00I1 MOMEHT.

YtoObsl HEe cOUThCA C Kypca, BaM TMOHAMOOUTCS PsAJl HABBIKOB, KOTOPBIE,
BO3MOXHO, €II[¢ HE BOIILJIM B MPHUBBIUKY: YMEHUE BHIOPACHIBATH BCE U3 T'OJIOBHI,
OTpENENTh NajdbHEHIINe NEeHCTBUS U PE3yJbTAThl, KOrJa MpOOJIeMbl TOJBKO
MOSIBJISIIOTCSA Ha pajiape, a He MO3XKe, PEeryJIIpHO MepecMaTpuBaTh U OOHOBIATH
MOJIHBI CHUCOK BCEX HE3aMKHYTHIX IMKJIOB B Balle pabdoTe U IKU3HH.
Haneroch, 4To K TEKyIIeMy MOMEHTY Bbl XOTSI Obl HAMETHJIM TOUKY OTCYETa JJIs
ONpEACEHUs LEHHOCTH JTHX HaBbIKOB. HO He yauBIAWTECH, €CIM IS TOrO,
4TOOBl JOBECTH UX JO aBTOMAaTH3Ma, BaM IOHAJOO0UTCS HEMHOIO BPEMEHHU.
3anacuTech TEPIICHUEM U MOJTYyYalTe yI0BOIBCTBHUE OT MpoIiecca.



W HanocneqoK HECKOJIBKO YKa3aHWM 1JIs IPOABUKEHHUS BIEPE.

* [TogroroBeTe K paboTe COOCTBEHHBIH MHCTPYMEHTAPHMl NJIsi TOBBIICHUS
JUYHOW OpraHM30BaHHOCTH. lIpuBeauTe B MOPSAIOK CBOe pabouee MecCTo.
3aBeuTe KOP3UHBI MJisl BXOASIIMX JAHHBIX. 3aBEIUTE XOPOIIUA OJIOKHOT-
oprasaiizep JjIsi BEJICHUs CIIMCKOB, C KOTOPHIM BaM OYJIET MPUATHO pabOTaTh.
Kpome Toro, si pekoMeHAyI0 BaM BHEIPSATH JIOObIE M3MEHEHHUS, KOTOpbIE, Ha
Balll B3[JIsI/I, MOTJIM OBl YIY4YIINTh pabouyro 0OCTaHOBKY BOKpYT Bac. [loBeckTe
KapTUHBI, KYyIUTE pYYKH, BBIOPOCKTE MYyCOp, peopranusyiite pabdodee
MPOCTPAHCTBO. DTO OYJIET XOPOIIUM HAYaJIOM.

* Brimenute Bpemsi, Korja Bbl MOTJIU Obl OJHOCTBIO pa30o0paTh OTIACIbHBIN
y4acTOK Bamiero odwuca W Kaxasld yron cBoero paoma. Cobepute Bce
PEKOMEHIAIMU B CBOK CUCTEMY M padoTailTe, B34B 32 OCHOBY PEKOMEHJIALNH
kauru «Kak pazo0patbes ¢ qenamm».

* [logenurech MHOOBIMHM LIEHHBIMU HaBbIKAMU, MU3BJICYCHHBIMU W3 KHUTH, C
KeM-TO e1tie. (3To camblii OBICTPBIN CIIOCO0 HAYUYUTHCS).

* IIpocmotpute xkHury «Kak pazoOpartbcs ¢ JellaMH: HCKYCCTBO
MPOJYKTUBHOCTU 0€3 CTpecca» uepe3 TpU-IIecTh MecsleB. Bl Haiinere B Hel
MOMEHTBHI, YIYIIEHHBIE IPU MEPBOM MPOYTEHUH U MHOTME UCTHHBI OTKPOIOTCS
BaM 3aHOBO.

* [lognepxuBaliTe KOHTAKTHI C JIOJbMH, KOTOPBIE MEPEIAOT U Pa3BUBAIOT

OMUCAaHHBbIE HaBBIKU W cTaHaapthl. (Mbl Kk BamuM yciayram. Ha caiite
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MEXAYHApPOIHON CETH, KyJla BXOMAST MPUBEPKEHIBI Hanbosee 3(HPEeKTUBHBIX

METOJ/IOB TMOBBIIICHUs] MpoAyKTuBHOCTU. [lo BceM Bompocam oOpaiiaidTech B

oduc xommarnu David Allen Company, 31eKTpoHHEII agpec no@davideo.com
2Kenaro npUsATHO NPOBECTH KU3HB!



IHoJie3HbIe pecypchl HA PYCCKOM SI3bIKe

Tam, rIe KOHYAETCA CaMOpa3BUTHME, HAYMHAECTCA JWBaH. Eciaum Bac
MHTEPECYIOT BO3MOXXHOCTM PAa3yMHOW M AKTUBHOM JKU3HM, IPOAYKTHUBHOM
paboTHI, YIMpaBICHHWS BpPEMEHEM, 3HAHHSIMH M OOTraTCTBOM, HCIOJb30BaHUS
IJIAHOB U 1IEJIEW Il CYACThsi U TAPMOHHMM M MPOCTO KU3HU CO CMBICIIOM, MBbI
pajibl IPUBETCTBOBAThH BaC HA CBOMX CailTax.

I';1ed6 ApxaHrejbckuii

http://improvement.ru

Opranuzanuss BpeMEHHU. 3ajJadyd MpPOeKTa: JaTh JIOASIM, LEHSIUM
HEBOCIIOJTHUMOE BpPEMSI CBOCH JKW3HM, WHCTPYMEHTHI TIOBBIIICHUS JIMYHOU
3 (PEKTUBHOCTH, YMPABICHUS BpPEMEHEM, JOCTIDKCHHS yCrexXa, IOHUCKa
CTpaTeTruy JINYHOTO PA3BUTHAI.

[enuc baayes

http://lifehack.ru

ExenneBHpIii 0030p crioco0oB B3moMa Muposnanus. Yto takoe lifehacking?
Ecin kopOoTKO, TO 3TO MOMNBITKA HAUTH HEU3BECTHBIC JIA3EUKU» B OKPYKAIOIIEM
MUpE, TMO3BOJISIONINE JIOIAM JeNaTh YTo-TuO0 ObicTpee U 3PdekTuBHEe. ITO
MMOMCK HOBBIX, HEU3BECTHBIX METOJIOB TOBBIIICHUSA MPOAYKTUBHOCTH,
0J1ar0COCTOSIHUSL M1 MUPOOIIYIIICHHS.

Cepreii bupokos

http://sergeybiryukov.ru

Personal Development mo-pyccku. Kommekmuss aBTOPCKUX U TIEPEBOIHBIX
cTaTeil Ha TeMy paOOThI HaJ COOOI.

Bcex aBTOpoB craTelt oOBEAMHSET OJHO — TATa K JUYHOMY Pa3BUTHIO.
310pOBbE, OpraHU30BaHHOCT, OTHOILICHMsI,  TIOJIG3HBIE  TIPUBBIUKH,
MPOAYKTUBHOCTb, CAMOJIUCLIMIUINHA, TPEAHA3HAUCHHE, YCIEX, LIEJIM — Ha CalTe
€CTh MECTO BCEM 3TUM 00JIACTSM KU3HHU.

Hommna I'aBepaoBckast
http://gaverdovskaya.ru

Pa3mpinienus u HAaY4YHO-IIOIIYJIAAPHBIC CTAaTbU HA IICUXOJIOTHYCCKHNC TCMBI.

Nuna Uroakuna
http://timesaver.ru

VYnpasnsiite BamuM BpemeHeM! Timesaver mepeBOAUTCS Ha PYCCKHM SI3bIK
KaK «TO, 4TO IIOMOraeT JKOHOMHUTH Bpems». EcCiaum HeT uemm B XKW3HH, TO
DKOHOMMUSI BPEMEHHU TEPSIET CBOU CMBICI. [Ipruem 3TO KacaeTcs Kak OTIEIbHBIX
JIONIe, Tak W opraHm3anuii. Bpemena, xorma ObUT pactpoOCTpaHEH IOIXO]
(CKUTbH OJIHUM JTHEM U HE AyMaTh 0 OyAylIemM», yke TaBHO mpouuid. Bee Gosnbiie



u Oomplie oA oOydaeTcs TaWM-MEHEIHKMEHTY ISl JIOCTHMIKEHUSI CBOMX
JUYHBIX U TPOGECCUOHATIBHBIX TICIICH.

Buranui KosiecHuk

http://kolesnik.ru

OOyueHue KpeaTUBHOCTH, CO3JaHHE U PA3BUTHE MPOECKTOB, HBOJIIOIUS
ousneca. ['maBHas TeMa 3TOro 6J0Ta — pa3BUTHE: TUYHOCTHBIN POCT, CO3/IaHUE
U pa3BUTHE MPOEKTOB, 3BOJIONMS Ou3Heca. JIBUKylas cuiia pa3BUTUS — HTO
HOBbIE ujieu. [l03ToOMy MHOTME 3aMETKH MOCBSIIEHBI PA3BUTHIO KPEATUBHOCTH U
MeronaMm co3ganus uaed. Co3maHue M pa3BUTHE YETO-TUOO0 TMOJpa3yMeBaeT
3aMbIcesl M IUIaH. VMIMEHHO TakoOBO MEpPBOHAYAIBHOE 3HAYEHUE CJIOBA OU3AUH.
[TosTomMy nu3aitH, OT TpaduUecKoro au3aiiHa 10 AU3aiiHa MHUPA, TOXKE SBIISCTCS
OJIHOM W3 BEAYIINX TEM 3TOTO OJiora.

ApmeH Ilerpocsin

http://petrosian.ru

Kuwru, ¢potorpadguu u onbIT paboThl HaJ COOOM.

Muxana Cy6o4

http://lifeidea.org

[Toptan s dexTuBHOM, MHTEpeCHON U cuacTauBoi xu3Hu. Ha Lifeldea.org
MOXHO HAaWTH CTaThM Ha Ccleayionme TeMbl: 3(PGEKTUBHOCTh, HaydHas
opraHu3anusi TpyJa, JOCTHKEHUE YCleXa, NpakThYecKass MCUXOJIOTHs,
MPOAYKTUBHOCTh, OallaHC, BpeMsi, TaiM-MEHEIKMEHT, TyXOBHOCTh, 3J0POBBE,
MOTHBAIUs, IJIAHUPOBAHME, MpEJHA3HAYeHUE, Mpo(deccHoHaIu3M, pa3BUTHE,
XapakTep, CAMOJMCLIMIUIMHA, CO3HAaHUE, CYACThE, YCIEX, MOCTAHOBKA U
OCTHKEHHE IIEJIEN.

Aunatonui Tuxomuposn

http://lief.ru

Jlnunass 3(PEeKTUBHOCTh, JUYHBIA POCT W HCIOJIL30BaHUE JTYUIIUX
BO3MOXHOCTEHM KM3HU BBI3BIBAIOT Y aBTOpa HAUMOOJBIINI WHTEpPEC, U OH C
YAOBOJIbCTBUEM U CTPACTBIO HMCCIEAYET ATOT MHUP M PACCKa3bIBA€T O HEM B
cBOeM Ojiore. DTOT CaMT CO3/IaH JJII TOTO, YTOOBI M3MEHHUTh MHUP K JIyUIIEMY:
OTKpPBIBATh IJ1a3a HA OCO3HAHHYO KU3Hb U HAXOJAUTh HEOPJMHAPHBIX JIFOJICH.

JAvutpuii YecTHBIX
http://sellme.ru

bror o Ou3Hece MU MapKETHHTE CBOMMHU CHJIAMU OT aBTOpa MOIYJISIPHOTO
onor-knuenta Bloget.



IIpumMeuyanus

1
S paccmaTtpuBaro MOHATHE «paboOTa» B CAMOM YHHBEPCAIBHOM CMBICIIE:
paboTa — 3TO TO, YTO BBl XOTUTE WM JODKHBI M3MEHUTh. MHOTHE JIIOAU

MOPOBOJAT pa3lIMyUe MEXKIY MOHATHSAMHU «paboTa» U «IpodeccHoHaNbHas
JESTENbHOCTh», HO s JTOr0 HE Jeiaro: JJs MEHs IMpOMojKa cajaa WiId
pEIaKTUPOBAHKE 3aBEIlaHUs — TakKasl e paboTa, KaK W HAlMCAHUE 3TOW KHUTH
win oOydeHue KiueHTa. Bce MeToNbl U MpUEMBI, OMKUCAHHBIE B KHUTE, MOXKHO
MPUMEHSTh BO BCEM CIIEKTPE JECSATEIBHOCTU: B pabOTe M B JTUYHOU KUZHU —
9TOOBl  OBITH  JACUCTBUTENBHO A(PGEKTUBHBIMH, OHH  JOJKHBI  OBIThH
YHUBEPCAIBbHBIMU. (30€Cb U Oaiee — NpuMeyaHus agmopa)

2

Bnpouewm, ecii Bl coOpainch opraHu30BaTh TOPKECTBO B U€CTh HEJABHETO
TpuyMda CBOEro Jydliero Apyra, JJIs 3alMCH BCEBO3MOKHBIX TPYIHOCTEH H
JeTaneil, KOTOpbIe MOTJIM 3alOJIOHUTH Ballle CO3HaHWE, BaM Obl MMOHAI00MIACh
X0Ts1 Ob1 000pPOTHAS CTOPOHA KOHBEPTA.

3

Bbl Takke MokeTe IUIaHMPOBAaTh MPOEKThI, HE TPeOYyIOIIMe AaKTUBHBIX
JICUCTBUM, TJie HE HYXHBI CIeAyIolue maru (Hampumep, oOyCTpONHCTBO I0Ma
Bamied wmeutsl). OTCYyTCTBHE NEPBOOYEPEAHBIX JEUCTBUH aBTOMATHYECKHU
MEPEBOJIUT MPOEKT B Pa3psll «KOIAa-HUOYIIb/MOXKET OBITb» U 3TO HOPMAIbHO
JUTST JTFOOBIX 3aMBICIIOB TTOAOOHOTO poJIa.

4

Bpems mo okoHuaHuu pabouero JHS MOIXOIUT [Jisi BBITOJHEHUS psijia
AQHAJIOTMYHBIX 33/1a4, KOTOPHIMH Bbl OOBIYHO HE 3aHMMAETECh Ha MPOTSHKEHUU
TUMIMYHOTO pabodero [JHS: HampuMep, pas3ioXKuTh [0 TMamkaM BOPOX
HAKOIUBIIUXCS JOKYMEHTOB, ynopsaaouutb Qororpaduu, Haiitu B MHTepHeTe
MOAXOMSIIEE MECTO IS MOE3JIKM B OTIIYCK WJIM O3HAKOMUTBCA C IUIATEKHBIMU
KBUTAHLHSIMHU.



5

NneansHoe Bpems 11 3TOoro — KaHyH PokmecTBa wiam Kakoro-HHOYIb
JIPYroro mpa3fgHuKa, KOTOPBIM TomajgacT Ha pabouuii A¢Hb. BONBIIMHCTBO
JI0JICH BCE PaBHO MPEOBIBAIOT B MPa3JIHUYHOM HACTPOCHHH, TaK YTO 3TO —
MPEKpacHast BO3MOKHOCTh ITOBECEIIUTHCS.

6

JIns 5TOM LeNIM MPEKPaCHO MOJOWJIET OJHA M3 BCIIOMOTATENIbHBIX KOP3HH.
MoskeTe BpeMEHHO HCIOJIb30BaTh €€ Ha CTaJNM MEPBUYHON 00pabOTKH, YTOOBI
coOpaTh MpoOJEeMbI, KOTOpbIE COOUpacTech YIOPSAOYUTH TMo31Hee. B
JaJbHEUIIEM BBl CMOXKETE WCIOJIb30BaTh €€ IS XPAHEHUS «BHUCSIIHX)
JOKYMEHTOB, KacaloIIUXCs TEeKyIlled paOoThl M 3alUCAaHHBIX HAIIOMHHAHHUMA O
NOCJIEAYIOUINX IIarax.

7

[udpoBeie pemakToppl CHOUCKOB (BpPOJE TOTrO, YTO YCTAHOBJIEH Ha
ANEKTPOHHOM cekpeTape Palm) wnu Tpaguimonspie TUCTH OyMaru B OTIEIbHBIX
nankax oO0JafaloT  MPEUMYIIECTBOM IO  CPaBHEHUIO CO  CHUCKaMH,
COCTaBJIECHHBIMU HAa OJIHOM JIUCTE, MOCKOJIbKY IO3BOJIIIOT BaM MEPEMECTUTH
JOKYMEHT W3 OJIHOM KaTeropuu B JPYTyl MO MEpe MPOABUKEHHUS IMPOEKTA,
HUYETO HE MEPENHChIBasl.

8

BropoueMm, maHHBIA MOAXO0J MOXKET OBITH OIACEH, €CIU BBl OyAeTe PEeaKo
npocMmaTpuBath manky «Cdera k ormare» win «KBuTaHumm njs oOpaOOTKM».
Ecam ux mpocTo «ymopsmoduTh», TO 3TOr0 OyJIeT HEIOCTATOYHO JJIs TOTO,
9TOOBI BBIOPOCHUTH M3 TOJIOBBI, — WX CJIEAYeT MepecMaTpuBaTh HaJJICKAIIIM
o0Opazom.

9

[Iporpamma Microsoft Outlook gaeT BO3MOXHOCTH MOJIB30BATENSAM
KOIIMPOBaTh WM IMEPEHOCUTh COOOIIEHUS B Cpely 3ahad, KOTOPYIO MOXKHO,
CJIelysi MOUM HHCTPYKILHUSAM, Pa3Ae/iUTh Ha KATETOPUU: TOTJa OHA TOKE CMOKET
cTaTh 3QHEKTUBHBIM UHCTPYMEHTOM.



10

Mmuorue none3oBarenu maketa Lotus Notes maxke HE MOI03PEBAIOT, B YEM
3aKIIF0YAeTCA OJHA M3 MOIIHEUIIMX BO3MOYKHOCTEM NAaHHOM mporpammsl. Ecin
JJaHHasi porpaMma yCTAaHOBJICHA Ha BallleM KOMIIBIOTEPE, MOCOBETYHUTECHh CO
MITATHBIM KOHCYJIBTAHTOM IO MH()OPMAIIMOHHBIM pecypcaM, MOMPOCHUTE, YTOOBI
OH 3aIllpOCUJI CUCTEMHOE pa3pelicHue W MOoKas3ajdl BaM, KaK aKTHUBU3UPOBATH
JTAHHYIO BO3MOXHOCTb.

11

Ecnn BammMm KaneHgapeM MoJIb3yeTcs TPYIIA JIFOAEH, TO HYXKHO Pa3JeiiATh
HanmoMUHaHUs Nono00Horo pona. L{udpossie kaneHmapum OOBIUHO pacloNararoT
(GyHKIIMEH «epPCOHATBHOI KaTeropu3alii: Bl MOXKETE BOCIOJIb30BATHCS €10
JUIS BBOJa CBEJCHMM, KOTOpbIe, Ha Balll B3TJS, HE 005S3aTeNbHO BHIETH
MTOCTOPOHHHUM.

12

Taxxke wu3BECTHAasE TMOJ Ha3BAHMEM «CJCHASIICH» TAanKd, WIH [anKua
«TIEepEeHOCcay.

13

Ectp Macca cioco6oB 6pocuth Bece. Bbl MoxkeTe HTHOPHPOBATH (PUZUUYECKUIN
MUD U €r0 pealiid U JOBEPUTHCS YHUBEPCYMY. Sl Tak M MOCTYMHII M TMOJTYYHII
3aMmeuareiabHbld ombIT. Ho Takoro omeiTa s Obl HUKOMY HE TMOXEJal.
JloBepuTbCs BHYTPEHHEMY YYTbhIO, €M0 MYAPOCTH U MPAKTUYHOCTU B TOM MHPE,
B KOTOPOM BBl HBET€ — JTO COBEPIICHHO HOBBIA YPOBEHb MBIILICHUS.
JloBepue k camoMy cebe M K MCTOYHUKAM >KU3HEHHOW MYIPOCTH — TOpa3fo
0oJiee yCIenuIHblif BApUaHT CBOOOIBI U MHIUBUYAIbHON TIPOYKTUBHOCTH.

14

OpHa 13 MONYJISAPHBIX KOHIICMIMKA B cepe JTUIHON OpraHu3aIlii COCTOHT B
TOM, YTO COCPEIOTOYCHHEC BHUMAHHS Ha COOCTBEHHBIX HJCaNaX yIpPOIIACT
KU3Hb. S yTBepkmai oOpaTHOE: TMOAABISIONICe OOJBIIMHCTBO 3aj1ad,
BO3HHKAIOIIUX MEPEa JHOIbMHU, 00YCIOBICHO UMEHHO UX CHCTEMOM IICHHOCTEH.
Nneanbl — KPUTHYECKHE COCTABIISIOIIME JKM3HU YCIIOBEKa, OHHM NMPUIAIOT €U
3HAYMMOCTh W HampasieHue. Ho He cieayer oOMaHbIBaTh ce0s1 — 4yeM OOJIbIe



BHUMAaHHS BBbI 6yJ:[eTe UM YACIATH, TCM 6OJ'IBH_IYIO OTBCTCTBCHHOCTB BO3JIOXKHUTC
Ha CBOH IIJICYH. BOBMO)KHO, Balmmy wWACAJIbl ITO3BOJIAT 00JIEerYnuThH mpouccc
IIPHUHATHA pemeHHﬁ, HO HC HaﬂeﬁTer, YTO OHU XOTh HEMHOIro o0Jieryar Balry
KHN3Hb.

15

KoHeuHO, m10/1M, KOTOpBIE CHJIBHEE BCEX IMPOHUKINCH WIEEH BHEAPEHUS
METOJUKH, KaK IMPAaBUIIO, YK€ HAXOJATCA Ha IIyTH CaMOCOBEPILICHCTBOBAHUS U B
Tr000M ciIyyae He 1yMaroT, YTO T/ CIyCTsl OyAyT 3aHUMAThCsl TOM ke paboTOM.
Ho wux temut TOT (akt, YTO MNpeJIOKEHHbIE METOAbl IO3BOJAT UM
MPOJIBUHYTHCS K LI€TTU OBICTPEE U C MEHBIIUMU 3aTpaTaMu.
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