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Annotation

JIrobomy coBpeMeHHOMY ue/IOBeKY He XBaTaeT BPeMeHH, BCe JKaayHTCs Ha
COOCTBEHHYH) HEOPraHW30BaHHOCTb — TO 3a0yZelllb 0 B&)KHOM COBEIIaHUH, TO
OT03/jaelllb, TO BOBpeMsi He TI03BOHUINB MO TesiedoHy. M3-3a 3TOr0 moprarcs
OTHOIIIEHHSI C KOJ/UleTaMd W JPY3bsIMU, pYIIATCs TUIAHBI, yXY/IIaeTCs
camouyBcTBUe. UeM 4eslOBEK OpraHMW30BaHHee, T€M €My IIpOIlle YTIPaBJIsATh
paboToM, JOMaITHAMHU [[e/laMU 1 KU3HBIO B 11€/IOM.

OpraHv30BaHHOCTh — 3TO He BPOKIEHHas CII0COOHOCTh, a HaBbIK,
KOTOPOMY MOYXKHO HAayuHTbCs. B cBoeli KHure «Kak MpPUBECTH [iejia B TIOPSI/IOK:
WCKYCCTBO TIPOAYKTUBHOCTH 0e3 cTpecca» /[I3Bupj AJijieH pacCKasbIBaeT O
MPOCTBIX METOJWKaX, OpPHWEHTUPOBAHHBIX Ha TIOBbIIIEHWE 3(PPEKTUBHOCTH.
ABTOp YTBEp)KZAeT, UTO IVIaBHOE — yMeHHe PacCaab/AThCs, OT Hero 3aBUCHT
Hallla TIPOAYKTUBHOCTh. CoO3HaHWe [O/DKHO OBITh SICHO, a MBICIA —
yIopsiiloueHbl. M3 KHUTH BBl y3HAaeTe, KaK OTJe/ATh Ba)KHbIE Jlefa OT
BTOPOCTENEHHBIX, TPABWIHLHO CTAaBUTb 1€l W OIpPeJesisATh TIPUOPUTETHI,
TIOBLICUTB JIMYHYIO OPTaHWU30BaHHOCT, MJIAHUPOBATh Y 9KOHOMHTD BPEMs.

KHura paccunTaHa Ha ITUPOKYIO UMTATe/bCKYIO0 ay[JUTOPHUIO, HO B IEPBYIO
ouepe/b 3aMHTEPECyeT TeX uHWTare/iel, KOTOpble CTPaJal0T OT Ype3MepHBIX
Harpy3oK Ha pabore.

e J[I>Bua AssieH
o Baenenue
= OO0 aBTOpE
= biarofapHOCTE aBTOpAa
m [Io6po mo)kasoBaTh Ha CTPAHUIIbI KHUTH «Kak MpuBecTy Jena B

IOPSA/IOK: MCKYCCTBO NPOAVKTUBHOCTU Oe3 cTpecca»
m YCrieBauTe JKUTh!

m )K1em Balyx OT3bIBOB!
o YACTD I. McKyCCTBO 10JIyYaTh De3y/abTaT
m [yiaBa 1. HoBasg MeToMKa /i1 HOBOM DeaJbHOCTHU
m [yilapa 2. Kak CTaTb X034WMHOM CBO€M >KM3HW: [MSTh 3TaloB
3aBOeBaHMs KOHTDPOJIS HaJl pabourM IIpOLeCCOM
m [1aBa 3. TBOpYECKMM MOAXOJ K Deaqv3aluy MPOEKTOB: MAThb
9TAroB IJIAHUDOBAHUS
o YACTHG II. Pe3ynbrar 6e3 cTpecca: pakTHKa
m [ylaBa 4. C yero Hauarb: oOIpejejeHyWe BpeMeHU, MecTa U




MHCTPYMEHTapUs
I'naBa 5. C60p nHMbOpPMAIIMN: «3ar0H JJid DYTUHHBIX Tpob6aem»
I'naBa 6. O6paboTka MHMOOPMAIIMK: ONYCTOIIEHNEe KOD3UHbI

I'maBa 7. CoOpTHMPOBKA MaTepuasa: CO3[aHUe «IIPABUIbHBIX»
KOD3WH

I'naBa 8. IlepecMOTp /[IaHHBIX: KaK IO/IEPXXMBATHL CHUCTEMY B
paboueM COCTOSHUM

['naBa 9. [IelicTBYS: KaK BbIOpATh IYUIIIAA BapUAHT
['naBa 10. KOHTpO/Ib Ha/l IDOEKTaMU

o YACTG III. Cria KaroueBbIX MPUHIIMIIOB

['naBa 11. ITone3Has NpuBbIYKa COOMPATL MaTepyasl
['naBa 12. Ba)KHOCTE onpeeieHUusd JaJbHeHIIuX 1eMCTBUNA
['naBa 13. [leHHOe yMeHHe ODUEHTHUPOBATLCS HA Pe3Y/IbTaT

o 3akK/JIrueHue
o [losie3Hble peCypChbl HA DYCCKOM SI3bIKE

e notes
o 1
0 2
o 3
o 4
o5
o 6
o 7
o 8
09
o 10
o 11
o 12
o 13
o 14
o 15




NaBuj AlieH
Kak nmpuBecTH /Jie/ia B MOPS/JOK: HCKYCCTBO
IPOJYKTUBHOCTH 0e3 cTpecca

Ilocesawaemcss KsmpuH, Mmoemy 3ameuamesnbHOMY
napmuepy 8 H#Cu3Hu u 8 pabome
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00 aBTOpE

J3Buj AJUleH 10 TIpaBy CUMTAeTCsl OJHUM U3 CaMbIX BJIUATEIbHBIX
TEOPeTUKOB MNPOAYKTUBHOCTU. OH — BeAylIUMH [AOK/JaJUUK U (PacuiuTaTop
TaKWUX opraHu3aiui, kak xypHaa New York Life, Mupogoii 6ank, @oug dopja,
L.L. Bean u BMC CIIIA. [I3BuA mNpOBOAUT MacCTep-K/IacChl TI0 BOMpPOCam
MPOJYKTUBHOCTH J/Is1 YaCTHBIX ML U opraHu3auui no sceM CIIA. Kpome Toro,
Hasun — mpe3ugenT David Allen Company u B TeueHue 06ojiee 4eM /IBa/ilIaTH
neT paboTaeT KOHCY/ILTaHTOM IO MeHePKMEeHTy U TIepCOHa/IbHbIM TpPeHEepOM
MeHe/)KepOB BbICIIero 3BeHa. Ero crateu nybOnukytoTcs B Fast Company,
Fortune, Los-Angeles Times, New York Times, Wall Street Journal u gpyrux
TONYJISIPHBIX U3faHusX. KHura «Kak mnpuBecTd fena B MOPSAIOK: HWCKYCCTBO
TIPOIYKTUBHOCTU 0e3 cTpecca» Oblla W3[aHa B /[IBeHAZlaTH CTpPaHaX Mupa.
Hasup Annen >xuBeT B ropoge Omkau, Kanudophust.



b/1arogapHocTh aBTOpaA

MHoruve yuuress, NapTHepbl, KOJ/IerH, COTPYAHUKU U Jpy3bs 3a [OJrHe
ro/ibl TIOMOIJIM MHEe OCO3HaTh W pa3paboTarh MPUHIUIIBLI, OMUCAHHbIE B KHUTE
«Kak mpuBecTH gena B TOPSIZIOK: MCKYCCTBO TMPOAYKTUBHOCTU 0e3 cTpeccar.
Ibxopmk Mbaiiep, Matikn Bykb6atingep, Ten [peiik, [Iun AuecoH u Paccen
bumon ceirpasu  K/OueBble POJIM  Ha IIYTU MOEro JIMYHOCTHOIO U
nipodeccroHanbHOrO pa3BuTusi. PoH Measen, Cannu Mak-I'u, Jleciu Boiiep,
Tom Botiep, I1sm TappsnaTaiid u Kenu @oppucTtep Takke BHEC/M CBOM BKJIaJ, B
MO0 paboTy 110 Mepe ee BBITIO/THEeHHSI.

K TOoMy Xe, IeCATKHA ThICSY KJIUEHTOB U yYaCTHUKOB CEMUHApOB ITOMOIVIU
MpOBepUTb U  OTHUIMGOBATh OMMCaHHble B KHUre Mojend. Ocobast
G7arofapHOCTh ~ CTpaTeraM-pyKOBOJUTE/SIM, KOTOpble BOBpeMsI  OCO3Ha/u
3HaUeHVe W3JIOKeHHOr0 marepuasa [Jjisi U3MeHeHUsI KOPIOPaTUBHOW KYJ/BTYPbI
CBOMX KOMIIAHUM U MPeJOCTaBU/IM MHE BO3MOXXHOCTb CZle/1aTh 3TO: B YaCTHOCTH,
cracubo Maiikny Bunctony, beny Ksnnony, Chto3aH Banmackorwury, Ilarpucuu
Kapnaitn, Msnau beprep, Kaposie Duaukort, Knape HITyunMHCKM U OaMOTYy
KenmMany. AJMUHUCTpaTUBHAs U MOpaJjibHas MOAJepyKKa, KOTOPYIO [JOJIThe oAbl
okasbiBasu MHe [llap Kanan u Anzpa Kapacco, 6bi1a mpocTo 6eciieHHOi.

OTa KHUTA HUKorja Obl He mpuoOpesia CBOW HBIHelTHUM Buj 0e3
HeOL[eHMMbIX yCcWIMd U coBeToB Toma Xarana, [IkoHa u Jlopel Mak-bpaiin,
CruBa Jlsroepca, [loy Kysep, I'pera Craikiesepa, Ctua Illamna u M»apuaH
beiitman. [loucTrHe Benmka 3aciyra Moero pepakropa, kaHer l'onpcreiH —
npoeccuoHasa B CBOEM jiejie W Tepre/IMBOrO0 HaCcTaBHUKAa B UCKYCCTBE U
peMec/ie HarvCaHWus KHUT.

HakoHeli, cepiedHo 6Garofiapio CBOero AyXOBHOTO HacCTaBHUKa, [[xei-Ap,
3a ero HeolleHWMble COBeTbl U TIOCTOSIHHbIE HArOMUHaHWsS 00 WCTUHHBIX
TpyopuTeTax, a TakkKe MO0 3aMeuare/ibHYyH Cynpyry KsTpuH 3a [moBepue,
nmob0Bb, ycep/ivie U KPacoTy, KOTOPBIMU OHA HAroJ/IHKA/IAa MO0 XKU3Hb.



ToOpo mo)ka/10BaTh Ha CTpaHHUIbl KHUTU «Kak
MPUBECTH /iejIa B MOPAAOK: HCKYCCTBO
NMPOJyKTHBHOCTH 0e3 cTpecca»

[lepen BamMu — Kjazie3b CTpaTerwii M TPUHLIUIOB. Bbl HalifieTe B cebe
HOBbI@ CWUJ/IbI, HayuWTeChb COXPaHSTh CIIOKOWCTBHE W OyJeTe CIPaB/SATLCS C
JefaMu HamHOro 3(@eKTHUBHee, 3arTpauvBasi 3HauWTeIbHO MeHbIlle YCUIHIA.
YMeHue CripaB/isiThCsSl C /leJlaMU U YCIeLIHO BBIMO/IHATh MOCTaB/IeHHbIE 3a/jaun
HeMa/I0OBa’KHO, HO MPY 3TOM BaM JIMYHO He [JOJDKHO MeIaTh Moiy4yaTb OT XKU3HU
YAOBOJBCTBUE, KOTOPOE Ka)KeTCsl TMOYTH WM [laKe BOBCE HEJOCTYIHBIM BO
Bpemsi ycepfiHOM paboTel. Bripouem, peub He WleT O BbIOODe «WIU-WIN»:
ToBepbTe, MOXKHO 3((eKTUBHO pabOTaTh U MPH 3TOM >KUTh B CBOE YI0BOJILCTBHUE
B MUDe TOBCe/IHeBHBIX 3a00T.

Pe3ynbTaTUBHOCT — OAWH U3 Haubosiee Ba)KHBIX AacCMeKTOB paboThI.
B03MOXXHO, TO, UeM Bbl 3aHHMaeTeCh, [€HMCTBUTEIBLHO Ba)KHO, UHTEPECHO WU
T0JIe3HO, @ BO3MOYKHO, 9TO He TakK, HO paboTy HaJj0 BBIMOJ/IHATE B /IF0OOM Ciyuae.
B nepBom ciyuae, Kak NpaBWIO, XOUETCS MOTYYUTh MaKCUMaJbHYHO OT/ady OT
3aTpauMBaeMbIX BpeMeHU U CUjl. Bo BTOpDOM — Kak MOKHO CKOpee B3fTbCS 3a
HOBOE IeJ10, He OCTaBJIsIs1 «XBOCTOB».

I/ICKYCCTBO paCCJ'Ia6J'IHTb CO3HaHHe U CII0COOHOCTh OCBO60)K,ZLaTL
€ro OT BcCex 3ab0T u HEPE)KHBaHHﬁ, BE€POATHO, ABJIAETCA OOHKUM U3
BeTYANILINX CEeKpPeTOB BE/IMKHUX J'IIO,[[Eﬁ.

Kanuman /Ixc. A. Xemguno

N uto OBl Bbl HU [leflald, BaM, BEpPOSTHO, XOTeI0Ch ObI CIIOKOIHee
BOCIIPUHUMAaTh TPOUCXOASIIlee M UCMbIThIBATb YBEPEHHOCTb B TOM, UTO B
J@HHBI MOMEHT BbI [JO/DKHbI 3aHUMAaTbCsi WMEHHO TeM, ueM 3aHUMaeTecCh.
He3aBHCHMO OT TOTO, UTO BHI fieJiaeTe: TibeTe TTUBO C KoJIJleraMu 1ocsie paboThl,
mobyeTech Cpefil HOYM CBOUM CITSIIIIUM B KOJbIOETM MajbIlioM, OTBeuaeTe Ha
3JIEKTPOHHOE COO0DIIeHre WY TepeKuIbiBaeTeCh Mapoii C/I0B C KJIMEHTOM MOC/e
oduLMaibHON BCTPEUH, BaM HY)KHa YBEPEHHOCThb B TOM, UTO MMEHHO 3THM BaM
c/ieyeT 3aHUMAaThbCs B JaHHbIN MOMEHT.

Paborasi Haji 3TON KHWUrOW, s CTaBWI mepes; cOOOM 1ie/lb HAyuUTb Bac
paboTath MakcuMaibHO 3(PGheKTUBHO U pacciabnaTbCs, Kak TOMbKO BbI 3TOTO
3aXOTUTe WU TIOYYBCTBYeTe TaKyt0 MOTPeOHOCTb.



S, KaK ¥ MHOTHe W3 Bac, [IOJIr0e BpeMsl MCKaj OTBEThI Ha BOMPOCHI: UTO
Jle/1aTh, KOIJla M Kak. VI Terepk, CIyCTs ABa/LIaTh C JIMIITHUM JIET, TOTPau€HHBIX
Ha pa3pabOoTKy M BHEJpEHHEe HOBBIX METO/IOB IOBBIIIEHUS WHAWBHIYa/JTbHON U
OpraHW3alMOHHON MPOAYKTUBHOCTH, TOC/Ie MHOTHX MCC/Ie0BAaHUM U TIOTBLITOK
CaMOCOBEPILIEHCTBOBATLCSI, S MOTY C YBEPEHHOCTBIO 3asiBHUTh, UTO €JWHOrO
VHUBEpPCAZbHOTO  peIlleHuss He  CyllecTByeT. HWKakue  KOMITbIOT€PHbIE
IIPOrpaMMbl, CE€MHHApbl, TMEepCOHA/bHbIe TIJIAHWPOBIIUKK W  YTBEPKIEHMUS
JTMYHOM MHMCCHM He CMOTYT YIpPOCTUTh Ball pabouMii [JeHb W He CTaHyT
TIPUHMMATh 3a BaC peIleHus JIeHb OTO JTHS, KaKYI0 HeJle/TF0 ¥ BCIO Ballly >KU3Hb.
Bosiee TOro, Kak TOJILKO Bbl Hal/ieTe CII0C00 MOBBICUTh MPOJYKTUBHOCTb CBOEH
pabOoThI U YIIPOCTUTH TIPOLIECC TIPUHSTHS pellieHni XOTs Obl Ha OfWH YPOBEHb,
repe/; BAMM OTKPOETCSI HOBBIH KPyr 00s3aHHOCTeH W TBOPYECKUX LieJieH, s
JOCTYDKEHHS] KOTOPBIX YK€ HeJlb3si Oy/leT BOCHO/Ib30BaThCsl HEKOTOPOI MPOCTOM
hopmyon.

Ho, HecMOTps Ha OTCYTCTBHE KaKHUX-JMOO TIPOCTBIX  CPEJCTB,
TIO3BOJISIIOIIMX JIOBECTA [I0 COBEpIIEHCTBA JIMUHYIO OPraHW30BAaHHOCTb M
MIPOIYKTUBHOCTh, MBI MOKEM TIPeANpPUHSATL OIMpe/e/ieHHbIe Iard g UX
NoBbIlIeHUsA. ['of OT roga B xozme paboThl Haj, coboil s Haxoauna Bce Gosee
ITyOOKWe M Ba)KHbIE BEIW, Ha KOTOPBIX CTOW/IO COCPEeJOTOUYMTb BHUMAaHME,
U7Ied, 0 KOTOPBIX CTOMJIO 3ayMaThCsl, W JieJla, KOTOPhIMUA CTOM/IO 3aHUMAThCsl. §1
Hallesl  TIPOCTbie  TIPOLIeCChl, TIO3BOJIAIOIIME  CYI[eCTBEHHO  TIOBBICHUTH
CIIOCOOHOCTh UYejioBeKa TBOPYECKH M KOHCTPYKTHMBHO ITOAXOJUTh K MHPCKUM
3ab0TaM, 0CBOUTHL KOTODbIE MO, CUTY KaXK/IOMY.

OTta KHUra — uTOr Oosiee yeM JBaflaTUIETHEH PabOTHI, TTOCBSIIEHHOM
WCC/IeZIOBAHUIO HWHAWBU/YaJbHOM TIPOAYKTUBHOCTH. 3JTO PYKOBOJCTBO IIO
MaKCHUMH3al[UH Pe3y/JbTaTOB U MUHHUMH3Al[MK 3aTpaT B Mupe, rae paboTa c
KaKIbIM JHEM CTAaHOBUTCS Bce Oosiee oObemMHOM U TpebyeT pelleHuUs
MHOTOUHC/IEHHBIX CITOPHBIX BOIPOCOB. f1 MPOBeJ MHOTO 4acoB, oOyuyasi jrojeit
«Ha TepefioBoii» — Ha pabourx MecTax, — rMoMoras UM oOpabaTbiBaTh U
yIOPSiIoUrBaTh TeKyIue 3ajaud. OTKpBLITBIE MHOIO METO/bl JI0Ka3a/id CBOMO
3QPEeKTUBHOCT B CaMbIX pa3HbIX OpraHu3alysax, BO Bcex cdepax
JesITe/IbHOCTH, B Pa3HbIX KY/JbTYPHBIX Cpe/iax, Aake B Ikose u goma. Crycts
JIBa/IlIaTh JIET TOATOTOBKM M OOYUYEHHMsS] CaMbIX OIBITHBIX W TIPOJYKTHBHBIX
PabOTHHUKOB, 5 TIOHSIT, UTO MUP HY>K/]aeTCSI B MOUX METO/Iax.

PykoBoAWTe/MM  OpraHy3aliii  CTPEMSITCS  TPUBUTH  «TIPeZe/IbHYIO
TIPOIYKTUBHOCTh» Cce0e ¥ CBOMM ITOJUMHEHHBIM B KaueCTBe 0a30BOr0 CTaHapTa.
OHM, KakK M s, 3HAIOT, UTO 10 OKOHUAaHHUHW Pabouero JHs 3a 3aKPhITHIMU JBEPSIMU
oCTalTCs TenedOHHBIE 3BOHKM, HAa KOTOPble Yy HUX HE XBAaTHUIO BpPEMEHH
OTBETHTb, 3a/laHUsI, KOTOPbIE HY)KHO KOMY-TO Tiepe/iaTh, HelmpopaboTaHHbIE BO



BpeMsi BCTPeY U JUCKYCCUM BOTIPOCHI, HEBBITIO/IHEHHbIE 00S13aHHOCTHU U /1@ CATKU
HEeNPOUMTAHHBIX  37IeKTPOHHBIX  COOOIleHui. MHorve [Je/ioBble  JHOU
TIpeyCreBarT MOTOMY, UTO pellleHHble UMU Tpo0/ieMbl U peaii30BaHHbIe UMU
BO3MOYKHOCTU SIBJISIFOTCS O0/iee BayKHbIMU B KOHEUHOM UTOTe, ueM HeJopaboTKu
B UX MOpTdesisix U KabuHetax. Ho Mpu HBIHEIIHUX TeMraX >KU3HU U Pa3BUTUS
Or3Heca 3TO paBHOBeCHe CTAaHOBUTCS OUeHb IIaTKHM.

C ofHOM CTOPOHBI, HY>KHBI [IPOBEPEHHbIe UHCTPYMEHTbI, KOTOPbIe [TIOMOTYT
JIFOASIM  COCPEIOTOYMTh CBOW CTpaTerMuyeckre U TaKTUYeCKue YCWIUS U He
TI03BOJISIT YIYCTUTh U3 BUAY HUUEro BaykHoro. C Jpyroul CTOPOHBI, HEOOXOAUMO
co3ath pabouyto cpely U MeTO/Ibl, KOTOPble He [ia/lyT CIOCOOHBIM COTPYAHUKAM
«CropeTb» Ha paboTe moz faBreHueM cTpecca. Hy)KHbl yCToOuMBbIe CTaHAAPThI
cTunisi paboThl, KoTophle yOeperyT oOT cCTpecca JydYllldX W CIOCOOHBIX
COTPY/JHUKOB.

OTO KacaeTCsi He TOJbKO OpraHv3aljii, B 3TOM HYXKAAOTCS IIKOJbI, TZe
JeTsIM TIO-TIpeXKHeMy He OOBSICHSIOT, KaK aHa/JM3MpOBaTh TOyYeHHYIO
MH(}OpMaLMIo, KaK COCPeIOTOUUTLCS Ha pe3y/ibTaTe U Kakue Ilaru npeJIipUuHsITh,
YyTOObI €ro JOCTUUb. ITU 3HAHUST HY)XKHbI KaXK/IOMY W3 Hac: Belb OHU T03BOJIST
UCTIONb30BaTh BCe OTKPBIBAKOIMECs T[epei HaMU BO3MOXKHOCTH, UTOOBI
CaMOCOBepILIeHCTBOBATHCS U MOCTOSIHHO Y/IyYIlIaTh OKPY>KArOLUK HaC MUP.

Cuiy, npocToTy Y 3(p(QeKTUBHOCTb MPUHLIMIIOB, O KOTOPBIX $I PaCCKaXy B
KHUre «Kak mpuBecTHd [efla B TIOPSIZIOK: WCKYCCTBO TIPOJYKTUBHOCTU 0e3
CTpecca», Jyullle BCEr0 MOXXHO UCTBITaTb Ha COOCTBEHHOM OITbITe: B PeaibHOM
BpeMeHH, B peaslbHbIX YCIOBUSIX, B peajbHOM Mupe. ECcTeCTBeHHO, Lie/ib KHUTU
— U3/I0XKUTh CYII[HOCTh BEJIMKOTO MCKYCCTBa YIIpaB/ieHUs pabounM TpoLieccom
Y JJOCTM)KEHUSI BbICOKOM MPOAYKTMBHOCTU. {1 TMOMBITAIICS M3JIOKUTh MaTepuasl
TakuM 00pa3oM, UTOObI PACKPBITH Mepesi BaMy 00IIyI0 KapTUHY U B TO K€ BpeMs
[laTb BaM MOYYBCTBOBaTb BKYC MOMEHTA/IbHOTO pe3yJsbTara [0 Mepe MpOoYTeHUst
KHUTU.

Kuura pasgeneHa Ha Tpu uvacTtd. [lepBasg uacTb packphiBaeT 0OIIyIO
KapTUHY, COJIeP)KUT KpaTKuii 0030p CHUCTeMbI, TIOSICHSIET ee YHUKaJIbHOCTb U
aKTyaJbHOCTb, a 3aTeM HeroCpeJCTBEHHO 3HAKOMUT C OCHOBHBIMM MeTOJaMU B
C©KaTou U focTynHou (popme. Bo BTopol yacTu paccKa3bIBaeTcsi, Kak MPUMEHSIThb
TIPUHLIMITBI CUCTEMbI Ha TpakTUKe. 3[eCb Bbl CMOXKeTe MOTPEHUPOBAThCA U Llar
3a L1aroM Hay4YuTeCh MPUMeHSITh OINMCaHHble MOJe/IU B ITOBCEHeBHOM KU3HU. B
TpeTbell YacTU OmucaHbl elje Oosiee BbiCOKMe U 3(PeKTUBHbIE DPe3y/bTaThl,
KOTOPBIX MOXHO [JOCTMYb, €C/JId CJeaTb MeTOLOJIOTUI0 U MOZe/u
HEOTHeMJIEMOU UaCThiO Balliell paboThI U IMUHOU YKU3HHU.

[Mpucoenuusivitecs! $1 xouy, 4yroObl Bbl He TIPOCTO TIOBEPUIM, HO W
TIPOBEPUIIH, UTO 3TU METO/bl MO’KHO U HY>KHO MCIT0/Ib30BaTh JIMUHO BaM. f xouy,



yToObI BBl MOHSIIM: TO, UTO s O0elljar0, He TOJILKO BO3MOYKHO, HO W BIIOJIHE
JOCTYITHO KaXk/IoMy U3 Bac. M s xouy uToObI BbI 3Ha/U: BCe, UTO 5 TIpejiarato,
OYeHb MPOCTO Peasii30BaTh. [/t 3TOTO He HY>KHbI HUKaKue 0COOble HaBbIKU. BEI
y’Ke yMeeTe KOHLEHTPUPOBaTb BHUMaHUe, 3alyChiBaThb Ba)KHYI0 WUH(OpMaLUIO,
TIPUHMMATh pellleHuss O >KeJlaeMbIX pe3ylbTaTaX W OyAaynmx AelCTBUSX,
B3BelllMBaTh aJbTePHATHBHbIE BapUaHTHI U fiesiaTh BbIOOD. Bbl ybeautech, uto
MHOTH€e TOCTYIKH, KOTOpble Bbl TOCTOSHHO COBepIlajyd WHCTUHKTUBHO W
VHTYUTUBHO, JIeMICTBUTEBHO BepHBI. $1 pacCcKaKy BaM O TOM, KaK BBIBECTH 3TU
OCHOBHbI€ HaBbIKM Ha HOBBIM YpoBeHb 3((eKTUBHOCTU. S XOuy MOMOYb BaM
BOIJIOTUTh BCE 3T HaBLIKA B HOBOW MaHepe IMOBeieHus, KOTopasi U CTaHeT [Jisi
BaC MasikoM.

Ha cTpaHMLIaX KHUTH 51 TOCTOSIHHO CChLIAK0Ch Ha MTPOrpPaMMbl MO/ITOTOBKY 1
CceMHHaphl 10 TeMe TMpPOAYKTUBHOCTU. [locienHue nBaAiate JieT si pabotan
KOHCY/IbTaHTOM TIO yTIpaB/eHUI0, KakK B OIMHOUKY, TaK U B COCTaBe HeOObIINX
rpyrnn. Mosi paboTa cocTossia, TIPEUMYIIIECTBEHHO, B HWHAUBHUAYaJTbHOM
oOyueHUM TIOBBIIIEHWIO TIPDOAYKTUBHOCTU U  TIPOBEJEHUM CeMUHApOB,
MOCBSILLEHHBIX METO/aM, U3/I0)KEHHBbIM B KHHUre. fI ¥ MO KOJI/Ieru MoArOTOBUIN
Oosiee THICSAUM Ue/IOBEK, TIPOBEIM TPEHUHTHU [IjIsi COTeH ThICSY CTelUaJucToB U
OpraHu30Baj/iMi COTHU TPYIIOBLIX CEMUHApOB. M3 3TOro ombiTa s uepnasn
BIleYaT/IeHUs1 U PUMephI J/151 JaHHOM KHUTH.

CyTb 5TOM KHWTM TIPEKpPacHO TMepefas MOM KJIMEeHT, KOTOpbIM Hamnucas:
«Korza 51 TonbKO Hayan MPUMEHSITh TPUHLUIIBI 3TOW MPOrpaMMbl, OHU CI1ac/v
MO0 KW3Hb... Korga ke si cfiesian ux CBOel NMPUBBIUKOM, OHU U3MEHWU/IU MO0
)KU3Hb. JTO BaKL[MHA OT €)XeJHEeBHOW CXBAaTKU «HE Ha >KU3Hb, @ Ha CMEpPTb»,
KOTJla «TPOEKT Hajo ObLJI0 3aKOHUMUTL ellle Buepa», W TMPOTHUBOSAWE OT
JVCTrapMOHUM, KOTOPYIO MHOTHE JIFO[U CaMU BHOCSIT B CBOKO YKU3Hb».



YcneBanuTe JXKUTh!

Yxe pocratoyHo AaBHO cokpaujeHve GTD crano cTosb e IpUBBIUHBIM
st mHorux mofed B Poccun, kak USB umu GPRS. Ha unTepHeT-hopymax,
MOCBAILLIEHHBIX TalM-MeHe[PKMEHTY U JMYHOM 3(PEeKTUBHOCTH, CHUCTeMa
«Getting things done» o0cy/aeTcsi Tak ke aKTUBHO, KakK BbIOOD ekeIHeBHUKA
VT TIOCTaHOBKA KU3HEHHBIX L{e/lei.

K cuyacteto, 3a ceMb JieT CyL[eCTBOBaHUS POCCUMMCKOro Tanm-
MeHe/)KepCcKoro coobiectBa Bompoc «[ljaHUpoBaTh WM He TIJIAHUPOBATh
BpeMsi?» Tiepectas ObITh akTyasbHbIM. He rjaHMpOBaTh BpeMsi, Oma3/biBaTh Ha
BCTpeuM, 3a0biBaTh O TPUHATBIX Ha cebs o0si3aTe/ibCTBaX — TakK ke
HEeIpPU/IMYHO, KaK He II0/Ib30BaTbCs BWIKOM KW HOXOM B pecropaHe. TanMm-
MeHe/PKMEHT 3a TIpPOLLe/IIre HeCKOIBbKO JIeT 3aHs/I TaKoe >XKe MeCTO B Hallel
YKU3HU, KakK criopt3an wiu bacceliH. boiTh B xopotieil ¢u3nueckoit hopme —
ectectBeHHO. Cnocobbl  MoryT ObITb pa3HbBIMM — TIJlaBaHUe, Hora,
BOJIeN00/... — CyTh OfiHA. AHAJOTMYHO, MOJHO U eCTeCTBEHHO — YCIeBaTh
BCe, HUUero He 3a0bIBaTh, BCerjla HAXOAUTb BpeMsi Ha paboTy, OTAbIX, 0O1leHue C
CceMbeu U [Ipy3bsMHU.

['aBHBIM BOMPOC — Kakue BbIOpaTh CrIOCOOBI CaMOOpPraHW3alliy, YCIOBHO
TOBOpSI, «UTO MHe Oosibliie TIOAXOJUT: TyIaBaHKe WM TpeHakepHbIA 3am1?» Kak
npoije, KomdopTHee U C YAOBOJLCTBUEM HACTPOUThH JIMUYHYK) CHUCTEMY
yIipaBjieHUs1 BpeMeHeM? B 3aBUCMMOCTH OT IICUXOJIOTUYECKOTO TUIIA KOMY-TO
7ierye eCTb HO)KOM U BWJIKOW, KOMY-TO — SITIOHCKMMM TMajioukamu. B nmro6om
C/ly4ae, Hy>KHa oripe/ie/ieHHas CUCTeMa, [10C/1e0BaTe/IbHOCTb, METOL0/IOIHs.

B Kak[ou pa3BUTOM CTpaHe eCTb SKCIIePThl, CreLuaJu3upyrolIiecss Ha
TakM-MeHe)KMeHTe. POCCUICKOMY UMTaTesI0 XOPOLIO M3BeCTHbI KHUTH JloTapa
3aliBepTa, pyKoBojuTesss Teljenb0eprckoro MHCTUTyTa CTpaTerud W
riaHvpoBaHusi BpeMmeHM; CrtuBeHa KoBu, Tipe3uzieHTa aMepUKaHCKOU
kopriopaiiuu Franklin Covey; bpaitana Tpeiicu, crieijuanucTa 1o JUJepCTBY U
s¢pdektuBHOCTH, Keppu InncoHa, Credana Pextmadena, [xynuu
MopreHctepH U /ip. HekoTopblie paboThl ellle He TiepeBe/ieHbl Ha PyCCKUI SI3bIK U
KIYT CBOero yaca — KHUTM Mapka @opcrepa (Benmmkobpurtanus), Xaponb/ia
Tennopa (Kanaza) v ap. K uuciy TakuMx crienaavMcTOB OTHOCUTCS U I3BuU[
AnneH, cucteMa KoToporo xopoiio u3BectHa B CIIA u npuobpesa y»ke MHOTO
TIOKJIOHHVKOB B Hallleld CTpaHe.

Pabouuii rpaduk camoro [[3Bujia BrieyatiseT: Ha Toj BIiepel; W3BECTHO
pacrvcaHve ero ceMrHapoB B KpynHenmumx ropogax CIIA u Esponbl. Ero



KHWUra sICHa, [IpaKTHU4HA, peLenTypHa, TexHoioruuHa. C  HEKOTOpbIMU
MPUHLMIIAMM U PEKOMEeHJAlUsIMU CTOUT TOCHOPUTh, U HECOMHEHHO, BbIXO/]
PYCCKOTO TiepeBOoJjla KHWUTM CTaHeT KaTaju3aTOpOM aKTMBHBIX AuCKyccud. Ho
beccriopHo ofHO: KHHTa OymeT BocTpeOoBaHa U Tiojie3Ha. Ee momysisspHOCTh B
Poccuu elnje B aHITIOSA3bIYHOM OPUTHHAJIE — TOMY TTOATBEPXKEHHeE.

JKenaro BaM, uuTaresib, C TIOMOIIbIO MTPOBEPEHHBIX OMBITOM U MPAKTUUYHBIX
pekomeHlalmk [3Buzia AJljieHa HayuYUThCSl YCIeBaTh XUThb. JKUTb HaCBIIEHHOW,
3¢ deKTUBHOM, KPaCUBOM »KM3HbIO, B KOTOPOW KaXkasi MUHyTa BpemeHu nmeet
CBOU BeC U BbICOUYAUIIIYIO [[€HHOCTb.

YcriexoB BaM!

['ne6 ApxaHrenbCKui, reHepajbHBIM AUPEeKTOp KomraHuu OpraHu3arus
Bpemenu, co3gatenb  poccuiickoro — TaliM-MeHepKepCKOro  CooOirecTBa
www.improvement.ru



http://www.improvement.ru/

2KeM Balliux 0T3LIBOB!

Bbl, uhTarenb 3TOM KHUTH, U €CTh IVIaBHbIA ee KDUTUK U KOMMeHTaTtop. Mbl
1[eHUM Ballle MHeHWe U XOTUM 3HaTb, UTO OBbLIO C/ie/laH0 HaMU TIPaBUILHO, UTO
MOKHO OBIIO CZlefiaTh Jiyullle W 4YTO ellle Bbl XOTenu Obl YBUETh W3[AaHHBIM
Hamu. HaM uHTepecHO yc/ibliiaTh U OObIe [pyrve 3aMeuaHusi, KOTOpbie BaM
XOTeJI0Ch ObI BbICKA3aTh B Halll afipec.

Mpbl XZem BalllMX KOMMEHTapyMeB W HajJeemMcsi Ha HUX. Bbl MoxeTe
TIPUC/IaTh HaM OyMaKHOe WJTU 37IeKTPOHHOE MTUChMO /MO0 MPOCTO TTOCETUTD Halll
Web-cepBep ¥ ocTaBUTh CBOM 3ameuaHusi TaM. OAHUM C/IOBOM, JHOOBIM
yIOoOHBIM /17151 Bac criocoboMm JjaiiTe HaM 3HaTh, HDABUTCS UM HET BaM 3Ta KHUTa,
a TaKXe BBICK&XWTe CBOe MHEHMe O TOM, KaK CZieJlaTh Hallli KHUTU OoJiee
VHTEepeCHbIMHU [I/1s1 Bac.

[Tocklinast TMCbMO WM COODIleHre, He 3a0y/ibTe yKa3aTh Ha3BaHUe KHUTU U
ee aBTOPOB, a Tak)Ke Balll 00paTHBINA ajgpec. Mbl BHUMaTeIbHO 03HAKOMUMCS C
BalllUM MHEHHWeM U o00si3aTeJlbHO yuTeM ero Mpu OTOOpe U TOJATOTOBKE K
W3[JaHUIO0 MOC/eIYIOLMX KHUT. Halm KoopquHaThl:

E-mail: info@williamspublishing.com

WWW: http://www.williamspublishing.com
Wudbopmariys 1151 mUceMm:

u3 Poccun: 115419, Mocksa, a/sa 783
u3 Ykpaunsl: 03150, Kues, a/s 152


mailto:%20info@williamspublishing.com
http://www.williamspublishing.com/

YACTD 1. UckyccTBO mo/iyyarsb pe3y/ibrar




I'naBa 1. HoBasi MeTOoAUKa /I/Isi HOBOU pea/IbHOCTH

YenoBek, TmepeJ KOTOPbIM CTOMT Macca 3ajad, MOXKeT TIPOJyKTHBHO
paboTath, COXpaHsis ICHBIN pacCy[OK M CIIOKOMHO KOHTPOJIUPYSI CUTYal[{i0. ITO
— TIpeKpacHbIi criocob AocTrub Oosee BbICOKOU 3¢h(hEeKTUBHOCTH B paboTe U B
KU3HU. B moc/eqHee BpeMss WMEHHO TakKOM CTWUIb paboOThl TpebyeTcss OT
YCIeIIHbIX CIeLUaJMCTOB BbICOKOTO Kjacca. Bbl yxe 3HaeTe, KaK HY>KHO
JefcTBOBaTh, UTOObI 0OUTHCA Goslee BLICOKOM MPOAYKTUBHOCTH. Ho, ec/v BbI
OTHOCHTECh K OOMBIIWHCTBY, BaM C/IeyeT TPUMEHSITb 3TH HaBbIKU B 0Oosee
aJIeKBaTHOM, TIO/THOWM U YIIOpsiioueHHON (opme, uTOOBI Oflep>KaTh BEpX Haf
paboToii ¥ He UyBCTBOBaTb Cebsi TIOXOPOHEHHBLIM MOA TPyAou 3ab0T. U xoTs
MeTO/Ibl U TeXHUUeCKUe TpueMbl, KOTOpble OMMCaHbl B JJaHHOW KHUTe, HOCSIT
cyrybo mMpakTUuecKuii XapakTep M 0a3vpyrOTCsS Ha 37]paBOM CMBICIIE,
OOMBIIMHCTBY JIIOZEM TPUJETCS MEHATh HEKOTOpble W3 CBOUX TPYAOBBIX
HaBBIKOB, TIpeXJe 4YeM OHM CMOTYT TPHMEHUThb IIPe/JIO)KEHHYIO CHCTeMY.
Heobxo/iiMble He3HauWTe/IbHbIe M3MEHEHWsSI — H3MeHeHHMs B Balllel MaHepe
ySICHEHUS 1 YTIOPsIZIOUeHHUs Belliel, 3aHUMaroIINX Ballle BHUMaHie — MOITIN Obl
CTaThb CYIIeCTBEHHBbIM C/IBUTOM, KOTOPBIM II03BOJIMT BaM I€PeCMOTPETh
HEKOTOpbIe K/TIoUeBbIe aCTreKThl CBOel MOBCeJHeBHOMN pab0Thl. MHOTHe U3 MOUX
K/IM€HTOB OT3bIBAJIMCh O TOA00HBIX U3MEHEHUSIX KaK O 3HAUWTeTbHOM C/BHUTe B
MUPOBO33PEHUH.

[MpyurHa GecriokolicTBA —  HEJOCTAaTOK KOHTPOJS  Haj
CUTYyalluel, OpraHM30BaHHOCTH, MIOATOTOBKU U aKTUBHOCTU.

138u0 Kekuu

Bce MeTo[pl, Mpe/ICTaB/IeHHbIe B MOel KHUre, OCHOBAHbI Ha J0CTIKEHUU
JIBYX OCHOBHBIX 1eJieii: (1) 00beIMHUTD BCe 3a/lauM, KOTOPbIE HY>KHO BBITIOJTHUTE
— celiuac, MO37jHEe WM KOIJa-HUOY[Ib, Cepbe3Hble, MeJKHE WA CpeaHei
Ba)XHOCTH — B JIOTUYECKU YIIOPSIZIOUEHHYIO U HAZIE)KHYHO CUCTEMY, BBIXOZSIIYIO
3a TIpe/iesibl Balller0 CO3HAHWUS M Balllero pasyma, W (2) IIPUYUYHUTb cebs
NIPUHUMATh (PPOHTA/IbHBIE PEIIeHHs, KACAIoIIUecss BCeX BXOAHBIX CBeIEHUM, C
KOTOPbIMU BbI CTaJIKMUBAaeTeCh B JKU3HM, uTOObI y Bac Bceraa ObLI IJIaH
JaNbHEUINX JeHdCTBUH, KOTOPbIM MOXXHO OCYILeCTBUTb W/ T€PECMOTPETh B
JIF000M MOMEHT.

OTa KHUTa MpejjlaraeT y>Ke YIIOMSIHYTBIM [POBEPEeHHbIM MeTO/], YIIPaB/IeHHUs



pabouum rmpoiieccoMm, TpeOyIMM BBICOKOW MPOU3BOAUTENBHOCTU. OHa
onuckiBaeT 3¢ (deKTHBHbIE UHCTPYMEHTHI, TO/ICKa3Ku, TeXHUUeCKWe MpUeMbl U
bOoKychbl, K KOTOPbIM MOXKHO Tpuberatb. Kak BbI CMoO)keTe yOequThCH,
OMMCaHHbIe TIPUHIUIIBI U METO/Jbl MOYKHO Cpa3y MCI0/b30BaTh U MPUMEHSITh BO
Bcex cepax Barleif IMUHOM )KU3HU U TIpodeccroHanbHoOl AestensHOCTH. BhI
MO)KeTe BHe/I[pUTh OIMUChIBaeMYH) MHOM CHCTeMY B KaueCTBe OCHOBHOTO CTH/ISI
paboThl B TipodheCCHOHABHON AIeSITeTbHOCTU U B XKU3HU, KaK 3TO Cefand [0
Bac MHorue moau. Vv, momo6HO Apyroii rpyrie e, Bbl MOXKeTe MPOCTO
WCIIOMb30BaTh KaK WHCTPYKLMIO TI0 KOHTPO/IIO HaJ, CUTyalued, Korja
TIOUyBCTBYyeTe, UYTO BaM ero He XBaTaer.

ITpo6aema: HoBble mpebosaHUsi U HEOOCMAIMOK pecypcos

BO/BINIMHCTBO J/HO[Iel CUMTAlOT, YTO Yy HUX C/IUIIKOM MHOTO paboThl U
CJIMIIIKOM MaJio BPeMeHHU Ha ee BbiroyiHeHue. He Tak /aBHO KO MHe oOpaTtuiics
rnapTHep W3 KPYMHOW MeXAYyHapOAHOW WHBECTULIMOHHOW (UPMBbI, KOTOPBIU
0eCrioKou/ICs, YTO HOBbIe yrpaBjeHuUeCKue 00s3aHHOCTH, MpeJIoKeHHbIe emMy
KOMIaHuel, HaHeCcyT yilepOd ero cemelHOW >Xu3HU. JKeHIIMHY, KOTOpas
yhnpas/siia TpPYJOBbIMU peCcypcaMM KOMIIaHMM U €XeJHEeBHO IIbITaiach
COBJIZIaTh C COTHEH-/IPyroil 3/eKTPOHHBIX THceM, Oecriokomsia TepcreKTUBa
pacCIIMpeHrsi peruoHaNbHOTO ITata OpUCHbIX paboTHuKoB c 1200 mo aByx
TBICSIU UeJIOBEeK, TOCKO/JIbKY OHa XOTejla COXPAaHUTh BO3MOXXHOCTb BeCTHU
CBETCKYIO )KU3Hb 10 BBIXOJHBIM.

B HOBOM ThICsUesieTUN Hab/TI0IaeTCsl MapafloKC: JIFOAU TIOBBICHINA KaueCTBO
CBOEM JKW3HU, HO TIPU 3TOM BBIPOC U YypPOBEHb CTpecca, TOCKOJbKY OHHU
B3BaJ/IMBAlOT Ha cebst Oosibille paboThl, YeM CIIOCOOHBI BBIMIOHUTE. BUIUT OKO,
na 3y6 HelimeT. VI GOJBIIMHCTBO JIFOAEW OMYyCKAlOT PYKU U 3aXOfAST B TYITHK,
TIBITasiCh U3MEHHUTD TaKOe MOJI0XKEHUEe Belllew.

Y pabombl 6o/1blie Hem YemKux 2paHuy

BpeMsi — 3T0O CBOWCTBO TMpHUPOAbI, KOTOpOE He [aeT BCeM
COOBITHSIM TIPOMCXOUTH OAHOBpPEMeHHO. B TmocsiefiHee Bpemsi 3TO
yTBEpPKJeHHUe, MOX0XKe, OTePsi/I0 CMBICII.

HeuszgecmHblli asmop



OcHOBHasi TIpUUMHA HapacTaHUs YPOBHSI CTpecca COCTOUT B TOM, UTO
TIpUpOJia HAlllUX 3aHATHUN W3MeHHWsach ropasfio Oosiee CyleCTBEHHO U pe3Ko,
yeM KaueCTBO Hallledl TIOATOTOBKMA U Hallleii CIOCOOHOCTH CIIPaB/SATHCS C
paboroii. Tonbko B TeueHWe BTOPOM TOJIOBUHBI JBA/LIATOTO BeKa CYIIHOCTh
TOHATUS «paboTa» B TMPOMBIILIEHHO Ppa3BUTHIX CTPaHax I[IpeBpaTUiach W3
TIPOM3BO/ICTBEHHOTO KOHBelepa U JiesiTeJIbHOCTU M0 cOOpKe U TPaHCIIOPTUPOBKE
TOBapa B TO, uTo [Iutep [Ipykep Tak y/jlauHO Ha3Ba/l UHTe/IJIEKTYyaIbHbIM TPYZIOM.

B rnipe>kHrie BpeMeHa pe3y/bTaThl paboThl ObUIH OueBUAHBIMU. [10/151 HY)KHO
ObLIO BCTIaXMBaTh, MalllMHAMU CJIeZlOBAjI0 YIIPaBJ/IsTh, KODOOKH — yTaKOBLIBATH,
KOpPOB — JIOUTb, a fiejia — fiesiaTh. Bbl 3Ha/M, Kakyt0 paboTy HY>KHO BBITIOJTHUTh
— BbI MOIVIA ee BUZIeTb. bbuio sICHO, BhITIO/IHEHAa paboTa WK He BbITIO/THEHa.

Ha cerogHs Oosblllas uyaCTh TPOEKTOB He UMeeT UeTKUX paMOK.
BO/BIIMHCTBO MOMX 3HAKOMBIX pabOTarOT OJHOBPEMEHHO Haj/l HeCKOJTbKUMU
3a/lauamMu, HO Jlaxke Oy[b Y HUX BCS )KM3Hb Ha UX BBITIOJIHEHHE, UM He YIanoCh
Obl ZOoBeCcTHM 3ailyMaHHOe [0 coBepllieHCTBa. I[lepes BaMu, BepOSITHO, CTOUT
aHasiornyHas Tipobsema. Hacko/ibKo T/10/J0TBOPHON MOKeT ObITh KOH(epeHIus?
Hackonbko 3¢ddexkTriBHON MOXeT ObITh TIpOrpaMMa TMOATOTOBKM WM CXema
OT/IaThl TpyZAa TepcoHana? HackonbKo XOpOIll paccKas, KOTOPbIA BbI MUIlETe?
Hackonbko TIDOAYKTMBHO coOpaHue mepcoHana? Hackonbko —JelicTBeHHa
peopranu3aiusi? Y nociefHuii BOMpoc: Kakoii 06bem J0CTyrHOM nHpopMaiuu
MMeeT CMbIC/T 3a/leliCTBOBATh [/l «yIyUllleHHs» 3TUX TPoeKToB? OTBeT TaKOB:
o0beM MH(OPMaIMY He OrpaHUYeH, U BCce HeoOXoAuMble CBe/leHUsI MOXKHO Oe3
TPy/a J00bITh B 37IEKTPOHHOM CETH.

[Npakmuuecku KadxcOblli NpPOEKmM MOMNCHO  yCOBepUIeHCMB08AMb,
beckoHeuHblll 00BeM uHgopmayuu, K Komopol ecmb 0OO0CMyn HA OdHHbI
MOMeHM, No360/5iem 3mo coeaamp.

C pApyroii CTOpOHBI, OTCYTCTBUE DAMOK MOKET TIPUBECTH K TOSIBJI€HHUIO
HOBbIX 3ajjau y Kaxzaoro paborHuka. CerofHs AOCTWKeHUWe Liesiell MHOTUX
opraHu3aiuii TpebyeT B3aUMOEWCTBUSI, COTPYAHUYECTBA W TPUBJIEUEHUS
pa3MUUHbIX (DYHKI[MOHATBHBIX TMO/pa3fesneHuil. VHCTUTYT OT[e/IbHO B3SITOTO
KabuHeTa pyIIUTCA, U BMeCTe C HUM YXOAWUT B TIPOIUIOe TIPUBUJIETHS,
TO3BOJISIFOIIAs  UTHOPUPOBaTh  37IeKTPOHHBIE  COOOIL[eHusi, TepecaaHHbIe
MapKeTHHTOBBIM OT/IeJIOM, KaJpOBOM C/y>KOOW WM crieldaabHOW KOMUCCHEH,
3aHUMarOIIIeiCs oTpefie/ieHHBIM BOTIPOCOM.

u
t

Hawu npOd)eCCUOHa/leble 00s13aHHOCMU npobomicalom MEHsIMbCA

I/Icqe3a}om1/1e I'paHHULIbBl HAIIMX 3dMbICJIOB M 3d[d4 Yy>Xe€ CaMHK II0 cebe



TIPeZICTAB/ISIIOT [JOCTaTOUHO Cephe3Hyl mpobsemy s Kakaoro u3 Hac. Ho
CEerofiHss HaM TIPUXOAWTCS N00aBUTh B ypaBHEHHE TIOCTOSIHHbIE W3MEHEHWS B
oTipeJieJIeHUH HaMX TPOoQeCcCHUOHA/BHBIX 00si3aHHOCTe. Ha cemuHapax s
yacTo crpammBai: «KTo W3 Bac 3aHMMaeTcs TONMBKO TOM paboToM, [jis
BBITTOJTHEHHWSI KOTOPOU €ro HaHWMaiu?». Majio KTO TIOfIHUMaeT PYKy B OTBET.
Kakoii 6b1 amopdHOM U pacruibiBUuaToli HU Oblia pabora, Oyab y Bac
BO3MO)KHOCTb ZIOCTATOUHO ZIO/ITO BBITIOJTHATD YETKO OMMMCAHHBIN KPYT 3a7iay, Bam,
BEPOSITHO, BCKOpPE Y/a/IoCh OBl BBISICHUTh, UYTO UMEHHO BBI /IOJDKHBI ZlejlaTh —
Kakoii 00beM paboT BBITIONHATL, 1 Ha KAKOM YPOBHe — UTOOBI HE COUTH C yMa.
Ho ceroziHsi y>ke TIOUTH HUKTO He MOXXET ITO3BOJIUTH Cebe TaKoW POCKOIIU TIO
JIBYM TIPUUHHAM:

1. OpraHu3aiiy, B KOTOPBIX MbI paboTaeM, MOCTOSTHHO IIPeTepIIeBaoT
MeTaMOp(}O3bl: MEHSIFOTCS 11/, TIPOAYKILIVS, KITHeHTypa, PHIHKH, TEXHOTIOTUN U
B/Iaebl[bl. Bee 3TO HeM30eXXHO OTpa)kaeTCsl Ha CTPYKTypax, hopMax, Poyisix U
00s13aHHOCTSIX.

2. CpefHeCTaTUCTUUECKU CITeI[Ua/IMCT CeTOJHS KaK HHUKOIZAa TomobeH
CBOOO/IHOMY XY/IO’KHHKY: OH MeHsIeT BUJI [IeSITeJIbHOCTH TaK K€ YacTo, KaK ero
POJIUTENTN KOT/]a-TO MeHsUTH paboty. [lake Te, KOMy 3a COPOK WJIH 3a MSTh/ECHT,
TIPU/IEP>KUBAIOTCST TIPUHIIATIOB TIOCTOSIHHOTO TpodeccruoHanbHOro pocrta. Ho
CerofiHsl 1eJid CTaau Oojiee TPAZMIIMOHHBIMU: OHHU OIPEAEJISTIOTCS OOIMMU
TIPUHIUTTIaMHU «TIpOodhe CCUOHAILHOTO yTIpaB/IeHHUSI U TIOBBIIIIEHUS
KBaMM(PUKALMK», a 3TO 3HAUUT, UTO HaHATble pabOTHUKUA TMPOCTO He OyxayT
3aHUMAaThCsl TEKYIIUM BHUIOM [eSTeTlbHOCTH B TeueHWe CKOJIbKO-HUOYIb
TIPO/I0/DKUATETLHOTO TIepHOZia BpEMEeHH.

Mbl HUKOTJ[a He CMOKeM TI0-HacCTOsIleMy TIOTOTOBUTLCS K
abCOMIOTHO HOBBIM BelljaM. Mbl JIO/DKHBI TPUCIIOCA0/IMBATLCSA, M
nmro00M pasiKabHBIN IIaT K CaMOCOBEPIIeHCTBOBAHHIO — 3TO KPU3HUC
CaMOyBa)KeHMsI: Mbl TIPOXOJMM HCIIbITAaHWE U HYXKJaeMcsl B
caMOoyTBep)KleHUH. [Iyi1 Toro, 4ToObl TPUHUMAThb pe3KHe TepeMeHbl
6e3 BHYTpeHHEro TpereTa, Hy)KHa TBep/as YBEpPeHHOCTb B CBOUX
cuiax.

Opuk Xopgep

CeropiHsi, Korjla peub 3aXO/IUT O TOM, B YeM COCTOWT Hallla paboTa, Wiu 0
TOM, KakKuve BXOJHbIe JIaHHble M B KaKOM KO/JIWUeCTBe HeoOXOJUMbI /ISl ee
YCIEIIHOTO  BBITIOJIHEHWs, IIeJId  CTAHOBATCS  PACIUIbIBUATBIMH. MBI
BOCIIPUHUMAeM KoJIoCCa/ibHble 00beMbl HWHGOPMAllMd M COOOIeHWM U3



BHEIIIHETO MHMpa M TeHepUpyeM CTOJ/ib >Ke OrPOMHOEe KOJIMYeCTBO HJel u
KOMITDOMHUCCOB C CO0OOM M OKDPY’XKalol[UMU B MUpe BHyTpeHHeM. U Mol
OKa3bIBaeMCsl He TIO/ITOTOBJIEHHBIMU K TOMY, uT0ObI 0OpabaThiBaTh 3Ty Maccy
BHYTPEHHUX Y BHELIHUX CUTHAJIOB.

Yem OoJibliie s criemy, TeM CU/IbHee OTCTdlO.

HeuszgecmHblli asmop

Cmapbix mMooeseli U npuebldyeK HeOOCMAamo4yHo

Hu craHjaptHasi cuctema o00pa3oBaHUs, HU TpPa/UI[MOHHBIE MO/eIH
pacrpefiesieHdss BpeMeHM, HM Macca JOCTYIHbIX  OpraHM3alMOHHBIX
WHCTPYMEHTOB, TaKUX KaK 3/eKTPOHHble OJIOKHOTBI, YCTaHOBJ/IeHHbIe Ha
MOPTaTUBHBIX KOMITbIOTEpAX, WM MepCOoHasbHble 1[M(POBbIe CeKpeTapu TUIMA
Outlook Express wnu Palm, He sBAAIOTCS HaJeXHbIMU CpPeJCTBaMU [I/isi
BBITIOJTHEHUsI HOBBIX TpeOOBaHWM, KOTOpble BO3/aratoTcsi Ha Hac. Eciu Bbl
1poO0OBaM UCIOJIb30BaTh KaKue-1u00 13 Tepeurc/ieHHbIX UHCTPYMEHTOB WU
MpPOLIECCOB, TO, BEPOSITHO, TMOHSIM, UYTO OHU He COOTBETCTBYIOT TEMIIaM,
CJIO)KHOCTU M CMeHe TIPUOPUTEeTHBIX HarpaBleHuid B paboTe, KOTOPOU BbI
3aHuMaeTeCh. YToOBI JOCTUUB ycriexa, n30eXkaTh CTpecca U TOAYyUYUTh KOHTPOJIb
HaZl cCUTyalyeil B 3TU TIPOJyKTUBHbIE, HO HeCTaOW/IbHbIE BPeMeHa, HeoOXoaum
HOBBIY Cr1I0co0 MbIiieHUs U paboTtel. OtlyiaeTcs KpaiiHe ocTpasi TOTpeOHOCTh
B HOBBIX MeTO/laX, TeXHOJIOTUSIX M CTU/IAX paboThl, HEOOXOJUMBIX [Jisi TOTO,
yTOObI COB/MA/IaTh C OKPY>KAKOIIMM MUDPOM.

BEprI N BOJIHBI BC€rgd Hd CTOPOHE CdMbIX HCKYCHBIX
MOpEXOa0B.

D0eapo I'ubboH

TpafuIMOHHbIE TIOAXO[AbI K pacrpe/leJIeHUI0 BpPeMEHU W TepCOHa/IbHOMU
OopraHu3alliy B CBoe BpeMs ObL/TM BeCcbMa mojie3Hbl. OHU CIYKWUIW HaZleXKHBIMU
OpUEHTHpaMM [IJi1 TlepCOHasa, KOTOPbIM KaK pa3 Iepexojul OT peXuMma
TTPOM3BO/ICTBEHHOTO KOHBekepa K paboTe HOBOTO THIIa, MpeAro/araBiieil BbIOOp
JAJIbHEUIIMX [eHMCTBUM U TIPUHSTHE PEeLIeHUM O TOM, KOr[a MX OCYILeCTBUTD.
Korza «Bpemsi» camo 1o cebe rmpeBpaTUIoch B (hakTop TPy/a, UHWBUIya/lbHbIe
pabourie rpadvKu CTamu KIOueBbIM HHCTpyMeHTOM. ([ake B 1980-e rofpl



HEKOTOPbIe CIEeLMa/MCThI CUMTA/M, UTO Ha/IMUKe KapMaHHOM 3alMCHOM KHYDKKH
COCTaB/IsIeT OCHOBY ITI€PCOHA/TLHOM OpPraHWU30BAaHHOCTH, /la U CETrO[HS MHOTHE
CUMTAIOT CBOH OJOKHOT OCHOBHBIM WHCTPYMEHTOM KOHTPOJISI HaZ CUTyaluei).
[TomrMo pacripesiesieHdsi BpeMeHHM, BO3HHK/IA HeoO0XOAUMOCTh TIPHUHSTHS
pellleHui 0 ToM, Kak JeicTBoBaThb. CITMCKM TTPUOPUTETOB W T€pPeuHU 3ajiau Ha
Ka)K/IbIi IeHb CTa/Id OCHOBHBIMH WHCTPYMEHTaMU, KOTOPbIe JIIOAU pa3paboTaiiy,
yTOOBI XOTb KAaK-TO VIIOPS/IOUMTH CBOM BBIOOP BO3MOXKHBIX /Ia/IbHEHUIITNX
nevictuii. Ecii 661 BBI MOT/IM pelllaTh, KaK TMOCTYIAaTh, TO HAa BaC TakXke Jierya
Obl OTBETCTBEHHOCTD 3a MPaBWIbHBIN BLIOOD C yUeTOM IMPHUOPUTETOB.

Kak BbI, BepOSITHO, y)Ke yOeaunuch (1o KpaiiHel Mepe, Ha Orpezie/IeHHOM
yPOBHe), KajieHJlapb, MpU BCell CBOel Ba)KHOCTU, TomoraeT 3¢ deKTUBHO
YIOPSIZIOUNTh JIMIIThL MaJIyl0 4acTh 3afiay, KOTOpbie TpeOyroT perieHus. [Tepeunu
3a/laHUll Ha Ka)KIbIM [IeHb U YIIPOIeHHbIe CIMCKHA TPHOPUTETOB OKa3ajMCh
HEeZIOCTAaTOUHLIMM JIJI1 TOro, 4ToObI 0OpabaThiBaTh OTpOMHBIE 00BEMBI paboT
Pa3/IMUYHOTO XapakKTepa, C KOTOPbIMU CTa/JIKMBAETCSl CpeJHeCTaTHCTHUeCKUN
npodeccronan. Bce Oosbilie  Jirofied  3aHUMAlOTCA  pabOTOM, KoTopas
TIpe/irio/iaraeT MpoUTeHHe JeCATKOB WM JlaXke COTeH 3/IEKTPOHHBIX COOOIIeHU
B JleHb, U He M03BOJIsIeT UTHOPHUPOBATh HU O/IHOTO 3aIipoca, »Kaa00bl UK 3aKa3a.
OueHp HEMHOTHE MOTYT (WU Zla>Ke [O/DKHBI) Ha/le/siTh 3a/jau MepBoid, BTOPOU
UMM TPeTbel CTeleHbI0 Ba)XKHOCTH, WM TIPUEP)KUBAThCSI HEKOero 3apaHee
COCTaB/IEHHOTO T/IaHa pabo0T, KOTOPbIi MOXeT ObITb hepeuepKHym TIePBBIM JKe
Tesie()OHHBIM 3BOHKOM WJIM BMeIlaTe/IbCTBOM HauabCTBa.

«Obwas kapmuHa»

C ppyro CTOpPOHBI, O0OJIBIIIOE UMC/IO KHUI, MOfe/jell, CeMHMHApOB W
yuuTesnield B [ieioBoi cdepe TpUep)KUBAIOTCSl «0bosee IIMPOKOTO B3IVISIAA»,
cuuTasi ero pelieHreM Tpob6semM Harero ciokHoro mupa. CyljecTByeT MHeHUe,
YTO UeTKOe Olpefie/ieHde OCHOBHBIX Liejied UM LIeHHOCTeM TMpuzaeT
yTOPSIIOUeHHOCThb, 3HAYMMOCTh 1 HarpaB/IeHHOCTh Hallleil paboTe. Bripouem, Ha
TIPAaKTUKe OpHeHTalusi Ha o0Iiue 1IeHHOCTH, Ziake C 0OpbIMHU HamMepeHUsIMU,
4yacTo He T03BOJIsseT JOCTUYb ’KelaeMbIX pe3y/bTaTOB W 3aTpayeHHble yCUIIUS
OKAa3bIBalOTCsl HAarlpaCHbIMU. BO3MOXXHBIX IPUUWH TPU.

1. C/MILKOM CUJIbHOE OTBJ/IEeKarolllee BAMSTHUE OKa3bIBalOT €)XeJHEBHbIE U
eXedyacHble  3a00Thl, KOTOpble He  TIO3BOJISIIOT  JIO/DKHBIM  oOpa3oM
COCPeJOTOUMTBCS Ha 1e/IsIX BbICIIEro MopsiiKa.

2. Hu3kasi 3)deKTUBHOCTb CUCTEM IepCOHA/JIbHOM OpraHu3alid BjieueT 3a
coboif pe3koe TIOACO3HATe/IbHOE He)KeJaHWe 3aHUMaThCsi Bce  Ooree



MaciiTabHbIMK TIPOEKTaMK M TIpecse/loBaTb HOBBbIE Lie/lM, KOTOpble, CKopee
BCero, He OyAyT BBLITIOJHATHCS HajIeXKaluM o0pa3oM, U, B CBOH Ouepe[b,
BBI3OBYT O0/bWee Pa30yapoBaHUe U CTpecc.

3. Korjia ueTko oripe/ie/isitOTCs 11e/1 U 1eHHOCTU 00Jiee BBICOKOTO TOPs/IKa,
TIOJJHUMAeTCs Y TIOPSIZIOK HalMxX TpeOOBaHWM, W Mbl 3aMeuaeM, UTO HY>KHBI
ropa3fo Oonee waciTabHble UW3MeHeHUs. Y Hac 3apaHee (opMupyeTcs
oTpuliaTeslbHasi peaklds Ha OrPOMHBbIM 00beM 3a/lad, KOTOPBIM cCiiefyeT
BBIMIOTHUTE. VI ueM >ke 00yc/ioBlieH 3TOT oObeM paboT, KOTOpble CTOST Ha
TepBbIX MeCTax B CIMCKe NMPUOPUTeTOB? HallimmMu HOBLIMU U/jeanamu!

CocpedomoueHue 6HUMaHusi Ha yeHHocmsix HE ynpoujaem eauly H#Cu3Hb.
OHO npudaem eill 3HAUeHUe U HANPABAEHHOCMb, 4 MAK}#ce 3HA4YUMenbHO
YCN0JiCHsiem ee.

KoHI|eHTpallMss BHUMaHWsS Ha OCHOBHBIX pe3y/lbTaTaXx U I1[eHHOCTSX,
KOHEUHO ’Ke, 518/151emcsl KpUThuueCcKum 1maroM. Ho 3To coBceM He 03Hadaet, uTo
YMEHBIIIUTCS 00beM paboThl WM YKUC/IO TIPobIeM, C KOTOPLIMHM COTIPSDKEHO ee
BbIMo/IHeHWe. Kak pa3 HaobOpOT: TOBBIMIAKOTCS CTaBKU B UWrpe, KOoTopas
MpOZI0/DKAeTCsl M30 JAHS B JeHb. HampuMep, OCHOBHasi 3ajiada COTPYJHHMKA
OTZiesla KaZIpOB, PEIIMBIIIEr0 3aHATHCS BOMPOCAMHK KauecTBa YKU3HU U PabOTHI
CTeLMaTuCTOB, UuTOOBbl TIPWBAEUb U Y/ep)KaTh TajJaHTIUBBIX PabOTHUKOB B
OpraHu3allvu, He CTaHeT Jieryve.

B Haiiieil HOBOU Ky/bType WHTe/IJIeKTYa/lbHOTO Tpy/Jia HaMeTUsICs TIpo0et: B
Hell OTCYTCTBYeT CHUCTeMa COIJIaCOBAaHHBIX eWCTBUM U MHCTPYMEHTOB, KOTOpast
3 PeKTUBHO (PYHKIIMOHUPYET Ha YPOBHEe (PU3NUECKOTO BhIMOMHeHUs: paboT. OHa
Jo/DKHA 00BeIuHATL 00Ilee MUPOBO33peHUe UM Mefbyaiiiiiie pabouvie [eTau.
OHa [o/KHA peryiuMpoBaTb MHOTHME YpPOBHU mpuopuTeToB. OHa [A0/KHA
e>XXeJJHeBHO OCYL[eCTBJISITb KOHTPOJ/Ib HaZl MacCOM MOCTYMNalIIUX cBefleHni. OHa
JIOJDKHA TI03BOJISITh 9KOHOMUTH Oosiblile BpeMeHW U CUJ, yeM TpeOyeTcsi Ha ee
noJiiepKaHre, U Mpollle Moaydyarb pe3y/ibTar.

HepcneKmuea: «COCMOosiHUe 2omosHoCmu» macmepa 00ee6bIX UCKyccme

[TpencraBbTe Ha MrHOBEHHE, UTO ObI ObLJIO, €C/TM ObI Bbl MOIJIA TIOCTOSTHHO
Y TIOJTHOCTBEO KOHTPOJIMPOBATh CUTYalMI0 B c(epe mepCcoHabHOTO yrpaB/ieHust
Ha Bcex ypoBHsX. UTo, ecsii ObI BBl MOIVIM, HAU Ha UTO He OTBJ/IEKAsICh, I10
coOCTBEHHOMY yCMOTpeHMIo, yaenutb Bce 100 % cBoero BHUMaHHS HOOOMY
Jle1y, C KOTOPbIM CTaJIKMBaeTeCh?

JKu3HB YUIOXKHAET HEAOCTATOK BHHUMdHHA HE3dBUCHMMO OT TOrIO,



yeMy ero CjiefiyeT yIe/lMTh. MOWKe OKOH WM TIOTBITKAaM HarlMCaHMS
1esieBpa.

Haos Bynaauacep

3T0 803MO0#CHO. ECTh C1rioco0b MOMyYnTh TIOJTHBIM KOHTPOJIb HaJl CUTYyalueH,
COXpaHsIsi CIIOKOWMCTBUE, U C MUHUMAJ/IbHBIMH YCHU/IMSIMH BBITIOJIHUTD TJIaBHbIE
3a/jaud, KOTOpble BO3HUKAIOT Tlepe/l BaMH B paboTe U B >KU3HHU. Bbl MoXeTe
UCTIBITaTh  COCTOSIHME, KOTOpoe MacTepa 0OOeBbIX HCKYCCTB  Ha3bIBalOT
«TeKyueCTb CO3HaHUs» (@ CIIOPTCMEHbI — «30Ha») B CJIO)KHOM MHPE, B KOTOPOM
»kuBeTe. Ha caMoMm jiejie BbI, BEPOSITHO, y>Ke HEOJHOKPAaTHO TpeObiBa/ii B 3TOM
COCTOSTHUM.

Bawa cnocobHocmb HAKanaueams Cu/bl NPSIMO NPONOPYUOHA/AbHA eduietl
cnocobHocmu paccaabasambcsl.

910 — cocTosiHie paboThl, AeWCTBUS U OBITHSA, B KOTOPOM CO3HaHUeE
COXpaHsieT SICHOCTb U TIOPOKZAeT KOHCTPYKTHBHBIE HJeH. OJTO COCTOSIHUE,
JIOCTYITHOe Ka)KJOMYy U Bce Oosee HeobOXogumoe st TOro, UTo0bl 3(h(PeKTHBHO
CTIPABJ/IATLCS C >KU3HEHHBIMU TATOTAaMHM B [BaZllaTh TIepBOM Beke. Pactyiyro
MOTPe6HOCTh B 3TOM COCTOSIHUHU OyAyT OIIyIlaTh CIeLMa/JMCThI B 06/1acTsX, rie
HY>KHa BBICOKasl MPOJYKTUBHOCTb, CTPEMSIIUECS K TTOCTOSIHHOMY [10CTHKEHHUIO
TOJIOKUTETbHBIX ~ pe3y/lbTaToB B CBoell  pabore. Macrep  criopra
MeXXZIYHapOoJHOTro Kiacca 1o rpebse, Kpeur JlambepT omucas 3T0 olfyllleHue B
kaure Mind Over Water (Houghton Miflin, 1998) Taxk:

Y TpeOlIOB ecTh CIlel[ia/ibHOe CJIOBO /it 0003HaueHHs 3TOrO
CBOOOJHOIO COCTOSIHMSI: CBHUHI... BCIIOMHHMTE UHCTYHO Pa/ioCTh
KaTaHWs Ha KauejsX BO JIBOpe: IIPOCTOM I[UK/J /[BVWKEHHS, KOIja
MOMEHT HAaKall/IMBalOT caMM Kauenu. OHM caMM HeCyT Hac, Mbl He
JNO/DKHbI WX TIOATaJKWBaTh. MbI TlOMOraeM cebe HOTaMH, UTOOBI
YBEJIMUMTb aMIUIUTYAy, HO OCHOBHYIO pabOTy BBIMO/IHSET CHJIa
npuTsDkeHus. He Mbl packauMBaeMCs: CKOpee, HaC paCKauuBalorT.
Batizapka cama HeceT Bac. OHa co3/j@aHa [jisi CKOPOCTU: CKOJIb>KEHHe
3aJ/I0’KeHO B CaMoi ee ¢opme, B camMoM cymHOcTHA. Harmma 3azaua —
paboTaTth BMecTe C Hel, He 3aMe[/issl ee XOJ pbIBKAMH B CBOEM
CTpeM/IEHMH JBUTAThCs ObicTpee. CITUIIKOM pe3KHE PHIBKH CHIXKAIOT
CKOpOCTh JI0fIKH. TTombITKY TIpeBpalriaioTcsi B 6opu0y, a 6oprba cama
cebss yHuUUTOXKaeT. KapbepucTbl OOpIOTCST 3a IPaBO HA3bIBATHCS
9JIMTON, HO MX CTapaHUsl He TPUHOCAT pe3y/ibTara. Hacrosiiye
apUCTOKpaThl HU K YeMy He CTPeMSITCS: OHU Y)Ke BCEro JOCTHIJIH.



CBHHI — 3TO COCTOSIHUE AOCTHXXeHHUA 11eJIN.

AHanoz2us ¢ «co3HaHuem, NOO0OHbIM 600e»

B MCKycCcTBe KapaTe COCTOSIHHE aOCOJIIOTHOM TOTOBHOCTU OIPEIe/isIeTCs C
TIOMOII[bIO CIelMaJbHOTO 0o0pas3a: «COo3HaHHWe Mo#00HO Boze». IlpeacraBbTe
cebe, uTo OpocaeTe KamellleK B TPy C COBEPIIEHHO T/1aIKOM TTOBEPXHOCThIO
Bozbl. UTO mpowmsoieT ¢ BoAHOW riafpi0? Ee OTKIWK OygeT COOTBETCTBOBATH
cune 6pocka ¥ Macce KaMHsI; 3aTéM OHa CHOBA YCIIOKOMTCS. Peakiusi BO/bl He
OyzeT HeOCTAaTOUHOMN WU CTUIIKOM OypHOMA.

E.cnu Baie co3HaHue CBO60,ZLHO, TO OHO BCerjd roToBO KO BCeEMY,
OHO OTKPLITO [JId BCEro.

Ilynpro Cyd3yku

Cusa ynapa B Kapare OrpefiesisieTCsl CKOPOCTbIO, @ He MYCKY/IbHOW CHJION;
OH TI0ZI00eH CKOHLIEHTPUPOBAHHOMY IIeJIUKYy T0C/ie B3Maxa KHyTa. [losTomy
HeB3pauHble Ha BU/J JIFOAU MOTYT HayUUTbCs MPOJaMbIBaTh JOCKU U pa3bUBaTh
KUPMUYX TOMBIMUA PYKaMU: ZIJii 3TOTO He HY)KHbl MO30/IM WM rpybasi cuia —
TOMBKO CMOCOOHOCTb OBICTPO HAHOCUTH CKOHI|EHTPUPOBaHHBIM yrap. Ho
HampsDKeHHbIH MYCKy/ MeayuTesieH. [103ToMy BhICIIIME YPOBHU MacTepCTBa B
00eBbIX MCKYCCTBaxX, TIOMUMO BCEro TMpOuero, y4ar pacciabnsitbCs U TpebyroT
BHYTDEHHEro paBHOBeCHs] U CIOKOMCTBUSA. Camoe r7laBHOe [Jii BHYTPEHHero
CTIOKOMCTBUSI — 0CBOOOJK/eHMe pa3yMa U TOTOBHOCTb KO BCEMY.

Bce, umo 3acmas/isiem eac peacupoeamb CAUWKOM OYPHO UAU CAUWKOM
85110, MOJiCem ynpaeisimb 8amu, U udcmo mak u npoucxooum.

HeasekBaTHasi peakids Ha 3/IeKTPDOHHbIe  COOOILeHUs, JeUCTBUS
repcoHasa, BHeJpeHre MPOeKTOB, HEMPOUUTAHHbIE XKYPHa/Ibl, MBICIU O TOM, UTO
cyiefiyeT cjienarth, MPOChObI eTell UM yKa3aHUs HauajbHUKA MPUBOJST K TOMY,
yTo 3¢ dEeKTUBHOCTh Ppe3y/JbTaTOB He OfpaBAblBaeT BallluX OKUAAHUM.
BOo/BIIMHCTBO HO/el yAe/sitoT pPa3HbIM BelljaM 0oJibllie WX MeHbllle BHUMaHUs,
yeM OHM 3aC/Ty’>KHBAIOT, IPOCTO TIOTOMY, UTO UX Pa3yM He 1o/j00eH Bo/e.

Bbi modiceme @ c/iyuae He0o6Xo0umocmu nepetimu 8 «nNpooyKmueHoe
cocmosiHue»?




Ectb opHa Belllb, KOTOPYHO Mbl MOXeM cCJenarb, U
CUaCT/IMBEUIIe U3 HaC MPU 3TOM CIIOCOOHBI BBIIOKUTHLCS 10 TIpejesnia
CBOUX BO3MOXHOCTel. MbI MO)KeM TMOMHOCTbI0 OTJaThCs paboTe.
Mo)keM HaXOAWUTBLCA 37IeCh U HUTZAE OosibIlle. Mbl MOXKEM... V/eIUTh
BCe CBOe BHHMaHWe BO3MOXKHOCTH, OTKPbIBLLIEHCS riepe]] HaMU.

Mapk Ban /lopeH

[TogymaiiTe, Koraa Bbl B TIOC/eAHWN pa3 IMPOAYKTUBHO pabotanu? Bel,
BEPOSITHO, UYBCTBOBA/IM, UTO KOHTPOJIUPYeTe CHUTyal|Mi0; BAaC HHUUYTO He
0ecCrioKounI0; Bbl COCpPeIOTOUMIMCE Ha pabore; Bpems OyaTo mepecTasno
CyIIIeCTBOBaTh (HUKAKUX «JIOJTO eile 7o 00ema?»); ¥ Bbl UyBCTBOBA/M, UTO
YBEPEHHO MPUO/IMKAeTECh K CYII[eCTBEHHOMY pe3y/ibTaTy. Bbl XoTeu Obl, UTOOBI
TaKUX MOMEHTOB ObL10 OoJIbIIIe?

A ecnu Bbl CUIBHO OTHAJMINChL OT 3TOI0 COCTOSHHSI — HauMHAeTe
YyBCTBOBATb 0€CIIOMOIIIHOCTh, CTPECC, He MOXKETe COCPEeI0TOUUTLCS, OLYIIAaeTe
YCTa/lIOCTh U 0€3bICXOAHOCTh — MOXKETEe JIM Bbl BEPHYThCS B MPOYKTHBHBIN
pexxum? VIMeHHO B 3Toi obacTu KHura «Kak pa3o0paThCs C [jelaMu» IOB/IUSIET
Ha Ballly >KW3Hb CUJIbHEe BCET0: OHA TMOKA)KeT BaM, KaK BEPHYTbCS B COCTOSIHUE,
Korjja «pa3yM Iojo0eH BOfie», a BCe Ballld BO3MO)KHOCTH M CIIOCOOHOCTH
3a/IeMCTBOBAHbI 10 MAKCHMYMY.

ITpunyun: 3¢p¢pekmueHoe ynpaeneHue eHympeHHUMU 00s13ame/1bCMeamu

['MaBHasi UCTHMHA, YCBOEHHAsi MHOM 3a /IBaJil[aTh JieT MPaKTH4YeCKoi paboThl
U TPEHWHIOB, COCTOUT B TOM, UTO OOJIBIIIMHCTBO CTPECCOBBIX CUTYallUii, B
KOTOPBIX OKa3bIBAalOTCs JHOM, OOYC/IOBIeHbI Hea/leKBaTHOW peakijuell Ha
00si3aTe/bCTBa, KOTOpPbIe OHU JAI0T WKW MPUHUMAIOT. Jlayke Te, KTO CO3HATe/IbHO
He TIO/ZIaeTCsl CTPecCy, HeCOMHEHHO, TIOUYBCTBYIOT celsi CTIOKOMHee, HayuaTcs
Jydille COCpeJ0TauMBaThCsl U MPOAYKTUBHee paboTaTh, ecyid OyayT ¢ Oonbiiieit
3 PeKTUBHOCTbIO KOHTPOJIMPOBaTh HE3aMKHYThIE IIUKJIbI B CBOEM >KU3HMU.

Bbl1, BepPOSITHO, 3aK/IFOUW/IA TOpa3o Oosblile KOMIIPOMUCCOB caMu C cobOoi,
yeM To/io3peBaeTe, U KaXK/bll U3 HUX — CePbe3HbI UK HEeT — OTK/Ia/IbIBaeTCst
y Bac B To/ico3HaHud. OHU U TIPe/ICTaB/IsAIOT COO0l «He3aBepIIeHHOCTU» WU
«HEe3aMKHYThle LIWMK/bI»: s OMpeesisii0 UX KaK HeuTo, OTB/eKarolllee Ballle
BHUMaHUe, HeUTO, YTO BaC He yCTpPauBaeT WM, TI0 BallleMy MHEHUIO, HaXO[UTCS
He Ha cBoeM MecTe. K He3aMKHYTHIM I[MK/IaM MOKET OTHOCUTbCS BCe 4TO
YTOAHO: OT CaMbIX Cepbe3HbIX 1pobsieM Bpojie «I[1o6eauTh ro0f; BO BCEM MUpe»



10 Oosiee CKPOMHBIX 3a/iau TuTa «HaHSTh HOBOTO TOMOII[HHMKAa» WIA CaMbIX
He3HauuTe/bHbIX He3aBepIIeHHOCTeN: HarlpuMep, «3aMeHUTb 3JIeKTPUYeCKYIO
TOUWIKY [/1s KapaHJjaliei».

Ckopee Bcero, B KOHKPeTHbIYi MOMEHT Yy Bac 0oJibIlle BHYTPEHHUX NpobieMm,
yeM Bbl MOXKeTe TMpeAnoaokKuThb. [lombITaliTech MNOACUMTATh AaCMHeKThl, 3a
KOTOpHbIe BbI OIllyIllaeTe XOTsi ObI MUHUMATbHYI0 OTBETCTBEHHOCTh: XOTUTe UTO-
TO W3MEHHWTb, 3aBepLIWTb, OCYIIECTBUTb WM XOTb UTO-TO MPEIIIPUHSTL B
JJaHHOM HarpaB/iieHUU. Hampumep, y Bac ecTb 3ajjaua: Kak-TO pearupoBaTh Ha
KaXkJloe HOBOe Coo00lljeHue, TpUXofsiiiee T0 3/IeKTPOHHOM, TOJI0COBOM WM
00bIuHOM TI0uTe. M ecTeCcTBeHHO, €CTb MHOTOUMC/IeHHbIe TIPOEKThI, KOTOphIe
TpeOyIOT OCyllleCTB/IeHUs U BXOAST B KPYT BallluX 00si3aHHOCTEH, a Takxke 1ie/n
Y UHCTPYKLIMH, KOTOpbIe C/ie[lyeT YTOUHWUTb, Kapbepa, KOTOPYIO HY>KHO CTPOMT,
Y JKW3Hb B 1]eI0M, KOTOPYI0 HeoOX0[MuMO Jiep)KaTh B PaBHOBeCUU. BbI B3siiu Ha
cebsi ompeie/ieHHYI0 BHYTPEHHIOK OTBETCTBEHHOCTb 3a BCe aCIeKThl CBOeM
YKU3HU U PabO0ThbI, KOTOPbIe TIPeJCTaB/SIOT He3aMKHYThie I[UK/bl KaKoro-mmbo
TUIIA.

Bce, umo eac He ycmpaueaem u, no eauwleMy MHEHU, HaXOOUMCS He Ha
c80eM Mecme — 3Mo «He3aMKHYmble YUK/bl», OmeaeKaoujue gaule BHUMAaHue.

YTto0bl 3PeKTUBHO CMpaBASITHCS CO BCEMU 3THMH 3a/lauaMi, BaM HY>KHO
orpefieUTh W COOpaTh BOEJWHO BCe, UTO BaC «IJIOXKeT» M0 KaKou-11bo
TIpUUMHE, a 3aTeM — TMpPU/yMaTh, KaK PelIuTh 3TU MpobreMbl. JTO 3aZjaHUe
MOJKeT MOKa3aThCsl HEeC/IOKHBIM, HO B /IeHCTBUTEILHOCTU OOJBIITMHCTBO JHO/ei
He 3HAIOT, KaK pelliaTb 3T Mpo0ieMbl.

OcHogHble mpeGo8aHuUsi K peuieHUI0 npo0b/iem

['pamoTHOe peiieHWe mpobneMm TpebyeT TipUMeHeHHs1 psiia 0a30BbIX
TIPUEMOB U OTIpe/ie/IeHHOTo 0bpa3sa JeiiCTBUM:

* Bo-niepBbIX, €C/M UYTO-TO 3aHUMAaeT Ballld MbBIC/M, TO Ballle CO3HaHUe He
cBoOogHO. Bce, uTo BBl cuMTaeTe He3aBepIlieHHbIM T0 KaKOW-TM0O0 TpUUMHe,
ciefryeT oObeJUHUTH B UETKYH) CHUCTeMYy BHe Balllero CO3HaHUs (s Ha3biBalo ee
HaKOMUTEe/IbHOM KOP3UHOM), K KOTOPOU BaM MPUZETCST Pery/isipHO BO3BpalllaThCs,
YTOOBI YTIOPSJOUUTD €e COZIePKUMOE.

* Bo-BTODBIX, BbI JOJDKHBI UETKO YSICHUTh, B UeM COCTOUT 3a/laua U PelluTh,
YTO HY)KHO MPEANPUHSTH (eC/id UMeeT CMBIC/ UTO-TO TIPeANPUHUMATh), UTOObI
ee BBbITTO/THUTb.

* B-TpeTbux, Kak TOJbKO Bbl OMNpeJeNWId, KakKuhe [AelCTBUS HY>KHO
TIPeATPUHATE, BaM CJiefiyeT OObeAUHUTb HAllOMUHAHUSI O HUX B CHUCTEMY, K



KOTOpOIi BbI OyzieTe perysisipHO oOpalijaThCs.

BaoicHoe ynpascHeHue 01sa mecmupoeaHus Modenu

S mpepnararo BaMm Ha Oymare omucaTb MPOEKT WM CUTyal[uio, KOTopasi B
JaHHbIE MOMEHT Oosibllle BCEr0 3aHWMaeT Baille co3HaHue. UTO T/IOKeT Bac
CuibHee BCero, OTBJeKaeT BaC, BbI3bIBAaeT WHTepeC WM KaKUM-TO 00pa3om
3aHMMaeT OOJbIIIYI0 YacTh Balller0 0CO3HAHHOTO BHUMAaHUSA? JTO MOXeT ObITb
371000/JHEBHBIN MPOEKT WM TMpobsieMa, TO eCTh /1e/io, KOTOPbIM Bbl BBIHYK/[€HbI
3aHMMaTbCsl, WM CUTyaluus, C KOTOpPOW, MO BallleMy MHEHHWI0, CJ/iefyeT
pa300paThCsi Kak MOYKHO CKOpee.

B03MO0XKHO, BbI pelivau Kyzaa-HuOyab roexatb BO BpeMs OTIyCKa, U BaM
HY)KHO TIDUHSITb KaKle-TO CPOUHbIe pellieHUs] B 3TOU CBSI3U. A MOXKET ObITb, BbI
TOJIbKO 4YTO yHac/el0Ba/ly IIeCTb MWUIMOHOB [0J/IJIADOB M He 3HaeTe, Kak
pacnopsiiuThCs AeHbramMu. YTo yrogHo.

[Monsmu? Xopoio. Ternepb ONUIIUTE OJHWAM TIPEJI0OKEHUEM YCIIelIHbIN
pe3y/ibTaT, KOTOPbIli MPUHECeT BaM pellleHWe 3TOW Tpo0jemMbl WK BBIXO[, U3
CJIOXKUBIIIENCS CUTyalud. VIHBIMU CJIOBaMH, UTO [O/DKHO CAYUYUTHCS, UYTOOBI BBI
MOIJIM CYUTaThb MPOEKT OCYIIEeCTBJIEHHbBIM W MOIJIM TOCTaBUTh «Tal0uKy»?
OTBeT MOXeT ObITb TPOCT: HapuUMep «OTAOXHYTh Ha [aBaiisix», «HalaJuTh
OTHOLLIEHUSI C K/IWeHTOM X», «pa3o0patbcsi ¢ yueboii Cblo3eH», «yTOUHUTH
HOBYIO CTPYKTypy yIpaBleHUsl (DYHKLMOHAAbHBIMU MO/ pa3fe/ieHUsIMU
KOMITAaHUW» WM «peajii30BaTh HOBYHO CTpaTervi0 KaruTasoB/O)KeHus». Bce
SICHO? 3ameyarTesibHO.

Terepp 3anuilMTe MepBOOUEpe/Hble  [EeUCTBUSl, KOTOpble CjeAyeT
TIPeJTIPUHATE, UTOOBI CUTYalUsi CABUHY/MACh C MecTa. Eciu Obl KpoMe peliieHUs
JaHHOU Tpo0sieMbl y Bac He ObIIO JIPYTUX 3ajad, Kyza Obl Bbl OTIPAaBUIUCH U
Kakue peasibHbIe 1aru npeAnpuHsiu 0b1? [Togomum 661 K TenedoHy v Habpanu
HoMep? Cenu ObI 3a KOMIBIOTEP U Hanucanu coobireHre? B3siiu Obl KapaHalil
1 Oymary u yCTpOW/IM MO3TOBOM 1ITYpM npobiembl? [ToroBopusu 65l € 11a3y Ha
I71a3 CO CBO€W BTOPOM IOJIOBMHOM, CeKpeTapeM, areHTOM WM Hauya/JbHUKOM?
Kynuiu 661 TBO3M B MarasvHe UHCTpyMeHTOB? UTo Okl BbI c/ienanu?

IIpyugymanu otBeT? XOpOIUO.

[TpuHec M BaM Kakyro-1100 Mo/b3y 3TH JiBé MUHYThI pa3MbliiiieHnn? Ecim
BbI TIPUHA/IIEXKUTE K TOMY JKe TUIIY, UTO U ToZaB/isitoliee OOJBIIIMHCTBO JH/eH,
KOTOpbIe BBITIOJIHSIOT 3TO YMNpakKHEHWE Ha MOMX CeMHHapaxX, TO BbI OL[YTUTE
XOTsI ObI He3HAUUTE IbHBIN TIPU/IUB YBEPEHHOCTH B CBOWX CHUJIaX, CTIOKOUCTBUS U
KOHLleHTpalmu. Takxe Bbl OOHapy)KWTe HOBbIe MOTUBBI, TMOOYXKarol[ue Bac



p€asibHO 4YTO-TO TMPEAIIPpUHATL [Jid Yy/AydlleHud CUTyallkur, O KOTOpOﬁ A0
HaCTOMAIEro MOMEHTd BCepbe3 He 3dYMbIBA/IUCh. HPE,Z[CTaBbTe, UTO MOTHUBALUA
YCW/IN/IACh B TBICAYY pa3 U IIpeBPpATU/IdCh B CTHUJ/Ib JKU3HHU U pa6OTbI.

HywmaiiTe, Kak uesioBeK JelCTBUS, [JeMCTBYITe, KaK MbIC/IATE/Ib.
AHpu Bepecon

Ecnu B X0ofie 3TOro MajieHbKOIO ynpaXKHeHUs1 BHYTPU BaC MPOU30IIUIA XOTh
KaK/e-TO U3MEeHEeHUs B JIYUIlyl0 CTOPOHY, MoJiyManTe 0 HUX. YTO U3MEeHUI0Ch?
Kakue n3MeHeHUs B BallleM COOCTBEHHOM BOCTIPUSITUM BBI3BAJIM 3TO Y/IyuUIlleHHe
Balllero COCTOsiHMA? Benb cama cuTyalysi HUCKOJBKO HE W3MEHW/Iach, IO
KpaiiHeii Mepe (usnuecku. EcTecTBeHHO, [iesio ellle He /JOBeJeHO A0 KOHIla. A
CIYUW/0Ch, BepoOsiTHee BCero, BOT UYTO: BbI C(OPMY/JHUPOBAIU UETKOE
ompezie/ieHMe  JKelaeMOro  pe3yjlbTata W [epBOOYEPEeAHBbIX  JIeMCTBUM,
He0OXOIUMBIX [IJISl eT0 10CTHKEeHUS.

Ho uTO 103BOWJIO TI0/TyUUTh 3TO oripefesieHre? OTBeT — pa3MbILLIeHUS,
He OueHb CJIO)KHbIE, HO /I0CTAaTOUHbIE I TOTO, UYTOOBI MIPUIAaTh YeTKYI0 (hopmy
rpo6sieMe U CpeficTBaM, HeOOXOAUMBIM IJIsI ee PellleHus.

HumennekmyasbHbili mpyo 6 delicmeuu

WTak, Bbl MOJYYWIHM ONBIT UHTE/JIEKTYaJbHOTO TpPyJa M Ha IIpaKTHKe
yCBOW/IM [TyOOKM pabounii MPUHIIUI: BaM CJie/lyeT yMaTh O CBOMX IpoOsieMax
Oosibliie, yeM BbI MOKeTe TIPeATIONIOKUTb, HO MeHbllle, YeM BbI Oracaetech. Kak
niucan [lutep [Ipykep: «[Ipu uHTe/nneKTyanbHOM paboTe... 3aZlaua He sICHa, ee
cenyeT omnpefaenuTb. «KakoBbl oxujjaembie pe3ynabTaThl pabOThI?» — BOT
K/TFOUEeBOM BOIIPOC, KOTOPbIN M03BO/IsieT pPAa0OTHWKAaM YMCTBEHHOTO TpyZa
JOCTUTaTh TIPOIYKTUBHOCTU. ITOT K€ BOTPOC TpeOyeT PUCKOBAHHBIX peIleHHUH.
OObIYHO eMHCTBEHHO BEPHOTO OTBeTa He CyI[eCTBYeT, BMECTO Hero ecTb
TOJIbKO BO3MO)KHbI€ BapUaHThbI. V1 eC/ii Bbl XOTUTE [JOCTHUYb BBICOKOTO YDPOBHSI
TIPOIYKTUBHOCTHU, TO Pe3y/IbTaThl JO/KHBI ObITh UeTKO C(HOPMYTUPOBAHbI».

[MTpeniiecTBeHHULIEH KaXKOTO [JE€HCTBUS SBJISIETCS MbIC/Tb.
Panbgp Yonoo Smepcon

BOo/IBIIMHCTBO J'IIO,Z[Gﬁ COIIPDOTUBJIAETCA BCIUVIECKY SHEPIruvu, KOTOprI‘/JI



He06X0IUM [I/1s1 TOTO, UTOOBI BBIICHUTh UCTUHHBIN CMBIC/T TTPO6/IeMbl, C KOTOPOM
OHM CTOJNIKHY/IMCh B >KU3HHW, W Yy3HaTh, UTO CJ/ie[lyeT Cjie/aTh [Jis ee pelleHusl.
Hac Hurge He yuaT, uTo, TpeXk[e uYeM BbBIMOHATL 3a/auy, CleAyeT O Heu
3aZilyMaThCs; O0/blieli YacTbiO Hallly TIOBCeJHEBHYIO JIesiTe/IbHOCTh OTpe/IesitoT
3a HaC HepellleHHbIe U CTOosIIHe Ha MecTe MpobeMbl, KOTOPbIe BUCAT HaJ, HAMHU,
KOT7la Mbl TIPUXOZMM Ha paboTy, cembsi, KOTOPYIO HY>KHO KOPMHUTb, HECTHPAHOe
Oembe WIM [1eTU, KOTOPBIX HY)KHO OfleTb. Majio KTO CUMTaeT, UTO JI0JDKEH
KOHI|eHTPHMPOBaTh BHHMMaHMe Ha »KeJaeMbIX pe3ynbrarax. Ha camom gene
MBbIIIJIEeHWe, OPUEeHTUPOBAaHHOE Ha pe3y/bTaThl, SIBASeTCS OJHHM M3 CaMbIX
3¢ (deKTUBHBIX  [OCTYIHBIX  CPEACTB, TIO3BOJISIOIIUMX  C/le/laTb ~ MeUThl
peanbHOCTHIO.

Houemy de/1a 3aHUMAOM eawiu MbiCAuU

Yarie Bcero mpyuyMHa, 10 KOTOPOM Mpo0/ieMa «3aHUMaeT Ballld MBICTI», —
3TO Ballle kKeJlaHWe U3MEHUTh UTO-TO B TEKYIIEM ITOJIOKeHUH Bellel, HO:

* BbI He YTOUHW/TA, KAKOT'O UMEHHO pe3y/ibTaTa Bbl XOTHUTE I0CTHUD;

* BbI He PelIWId, Kakre TiepBOOUepeHble IIark CaeyeT TMpenpUHAITh U
(nnn)

* BBl He YTIOPSIIOYM/TH HATIOMUHAHMS O pe3y/bTaTe U TpeOyeMbIX JAelCTBUSIX
B HA/IEXKHYIO CUCTEMY.

Bot mouemy mipobieMa He /laeT BaM IMOKOsi. [IoKa Tiepeurc/ieHHbIe MBICTUA
He VSICHeHbI, peIIeHUs He TIPUHATHI, a pe3y/bTUPYIOI[He CBeJeHUs He
yTOpsifioueHbl B CUCTEMY, K KOTOPOU BbI C ab6CO/MOMHOU YBePEHHOCThIO OyneTe
oOpalatbCsi POBHO CTOJIBKO Pa3, CKOMBKO HY)KHO, Ballle CO3HaHWe He MOXKeT
paccrnabutbcsa. Bel MokeTe 0OMaHBIBaTb KOTO YTOJHO, HO BbI HE CMOXKETe
oOMaHbIBaTh COOCTBEeHHBIN pa3yM. OH 3HaeT, MPUIIIA Bbl K HY)KHBIM BbIBOZIaM
WM HeT, ¥ yJaJoCh JId BaM OOBEeJUHWUTH Pe3y/bTaThl CBOMX Pa3MBIILIEHUN B
CHCTEMY, Ha KOTOPYH0 MO)XHO paCCUUThIBaTh, 4TOOBI OOpaimiaTh K Hell cBoe
CO3HaHUe, 10 Mepe HafoOHOCTU. Ecnu BBl 3TOrO He C/enanu, TO MO3T OyzneT
NPOJIO/DKATh TPYAWTHCS Haj, Tpobnemoit. [lake ecid BbI 3HaeTe, KaKOU
CJIeIYIOIIUY IIar TIPeJTNPUHATh [/ PellieHusl MMpo0JieMbl, Ballle CO3HaHWE He
repectaHeT paboTaTh [0 Te€X TOP, MOKa BbI He 3alWINNTe HAllOMUHAHWe O Hell B
TaKOM MeCTe, Kyjla BIIOC/IeACTBUM HaBepHska mocMorpure. OHO Oyzet
HalTOMWHATh BaM O HEBBITIOJHEHHBIX TMEPBOOYEPEHBIX IeHCTBUSX, 0OBIYHO B
TaKde MOMEHTBI, KOI7la Bbl He MOKeTe HUYero TpPeANpHUHSTb, U TOJBKO
TIO/IBePrHeT BaC HOBOMY CTPecCCYy.



OTa mocTosHHas Oecriosie3Hass 03a00UYeHHOCTbL BCEMH AeJ/1dMHU,
KOTOpblE MbI  AO/DKHBI  [A€/1daTb, ABJ/JIAE€TCA CdAdMbIM  IJIdBHBIM
IMOIJI0TUTEJIEM Halllero BpeMeHH U CHJI.

Keppu I'nucoH

Y eawez0 cozHaHus Hem co0OCMEEHHO20 CO3HAHUS

XoTst ObI YacTh Balllero pa3yma I10-HaCTOSsIIeMY I/yTa, M 3Ta IVIyTIOCTh
BeChbMa 3aHSTHOTO CBOWMCTBA. Ecy Obl pa3ym Obl1 ObI UyThb-UyThb «yMHEe», OH
HaroMuHasl ObI BaM 0 BelljaX, KOTOpPble HY>KHO Jle/laTb TOJIBKO TOT/ja, KOT/a BbI B
COCTOSTHUY KaK-TO TOBJIUSATh Ha CUTYALHIO.

Y Bac ecth rje-HUOyAL (hoHApUK C ceBlIMMU Oarapeiikamu? Korzma Baiiie
CO3HaHWEe HallOMWHAeT BaM O TOM, UTO HY)KHbI HOBble OaTapeiku? Korza Bbl
BU/IUTE CTapble. DTO He OueHb MyZpo. Byab y Balllero Co3HaHHS XOTb Karuis
CcOoOCTBEHHOT'O 3/IpaBOr0 CMbIC/a, OHO ObI HarIOMUHAJIO BaM O ()OHApHKe TOJIBKO
TOT/la, KOTJla Bbl BH/WTE HOBble OaTapeliku B MarasuHe. I[IpyueM HOBBIe
GaTapeiKu JJ0/DKHBI TIO[XOIUTD T10 pa3Mepy.

C MoMeHTa cBoero MpoOyXK[eHHsSI YTPOM U JI0 TEeKYII[ero MOMEHTa BbI
BCIIOMHHA/M O UeM-HUOY/Ib, UTO HY>KHO C/le/laTh, U UTO /10 CHX TIOp He C/ie/laHO?
Bac HeomHOKpaTHO moceijasia 3Ta MbIcib? [louemy? [lymate o rmipobGiieme,
pellieHre KOTOPOW Hesb3s MPHUOMU3UTh — MycCTas Tpata BpeMeHH. [lomoOHbBIe
Pa3MBIIILJIEHUST TOIBKO YCUIAT Baille 6eCITOKOMCTBO O TOM, UTO BbI JIO/DKHBI UTO-
TO ZieJiaTh, HO He fiesiaeTe.

[Toxoxxe, OOJBIIIMHCTBO JIFOIE C/MIIKOM MHOTO TI03BO/ISIFOT CBOUM
MBICJISIM, 0COOEHHO €C/IM peub HET O CHHAPOME «CJIMIIIKOM MHOTO paboThbi».
Bbl, BeposiTHO, Tepefa/ii MacCy CBOMX Mpo0jeM M He3aMKHYTBIX IUK/IOB
coBelljaTeJTbHOMY OpraHy BHYTPU Bac, KOTOPbI He CIOCOOeH CylileCTBEHHO
TOB/USTh HA CUTYallMI0 TPH HBIHEIITHEM TIOJIOOKEHUU BeIllel — CBOeMYy
CO3HAHUIO.

YripaB/isiiTe CBOMM pPa3yMoM, MHaue OH Oy/ieT YIIpaB/sSTh BaMHU.

T'opayuli

ITpeoGpa3oeaHue «pymuHbL»




«PyTuHOM» s Ha3piBal0 BCe Jlela, KOTOpble  3aHMMAlOT  Balll
TICUXOJIOTUUEeCKUN WM (PU3NUECKMM MHUpP, U TpPeOyIOT BBIMIOHEHHs, HO IS
KOTOPBLIX BBI ellle He OIpe/e/uIn >Ke/laeMbIi pe3y/lbTaT U TepBooUYepeHbIe
nerictBus. [IpuurHa, MO KOTOPOM OOJIBITMHCTBO OPraHM3ajMOHHBIX CHUCTEM He
paboTaroT, COCTOMT B TOM, UTO J/IFOAW He TipeoOpa3oBa/d BCIO «PYTUHY» B
3a/laud, TIO/IAIOIIMeCs PellleHHI0 U KOHTPOJII0, He «pacCopTHpoBa/in» ee. [Toka
OHa OCTaeTCs «PYTHHOM», ee HEBO3MOKHO KOHTPOJIMPOBATh.

Ham cnedyem npeobpazoeamb 8CH0 «pymuHy», KOMOPYI Mbl NbIMAaemcs
ynopsioouums, 8 COBOKYNHOCMb 3a0ay, N0OOAarWUXCsl KOHMPOIO.

BO/BIIMHCTBO CITUCKOB e/ Ha KaXK/IbIi ZIeHb, KOTOpble MHE 3a MHOTO JIeT
TIOKa3bIBa/M JIIOAW (ec/id y HUX BOOOIIe ObUIM Takue CIMCKH), MpeCTaBIsiIid
TIPOCTO TIEPEeUHU «PYTHHHBIX IP00JeM», a He UHCTPYMEHTOB Pe3y/IbTaTUBHOIO
BLITIOJIHEHUSI ~ TpeOyemMbIX  3azad. OHU  ObUIM  TOMBKO  YaCTUUYHBIMU
HallOMWHAHUSIMM O Macce Jiejl, KOTopble TpeboBau 3aBepIlieHHs,, HO He ObUIn
BLID&)KEHbI B KaTeropusx pe3y/bTaToB W JAeicTBuil. CIIMCKU He CoepKaid
peanbHBIX HWHCTPYKMM U TI0ApoOHOCTeH, KacarImxcs 3a/ad, KOTOphbIe
He06X01MMO ObITI0 BLITIOJTHUTL aBTOpaM.

«PyTuHa», Mo cytu, He Takas YK Iuioxasi IITyka. [IpoGieMbl, KOTOpbIe
TIOIVIOIIAIOT Hallle BHUMaHHWe, 00bIUHO BO3HUKAIOT B BHZE «PyTHHbI». HO Kak
TOJIbKO «PyTHHA» TIOSIB/IIETCS B Hallled »KHU3HU M paboTe, Mbl MOZCO3HATETHLHO
CTPEMHUMCSI OIpe/le/TUTh U YSACHUTb €e UeTKoe 3HaueHWe. OJTO — Hallla
00513aHHOCTb KaK pabOTHUKOB WHTEJIJIEKTYalbHOTO TPYy/Ja; eCc/d Obl «pyTHHa»
Oblla yke TipeoOpa3oBaHa W $ICHa, TO, KpoMe (u3nueckor paboThl, OT Hac
HUyero Obl He TpeOOBAOCK.

B KoHIIe 0JJHOTO W3 MOMX CEMWHAPOB CTapIINUN MeHeIKep OJHON KPYITHOM
ObroTexHOMOTMUeCKON (UPMBI B3IVIAHY/Ia Ha II€peuHU 3afiad, C KOTOPBIMH
TpUIIJIa Ha 3aHATHe, W CKa3zama: «/la 3T1o mpocto GecdopmeHHBIM KITyOOK
HEBBITIOJTHUMBIX 3a/laHuii!» JTO jyulliee OMMCaHWe U3 TeX, UTO s CJIbIIIA/A: OHO
TIPEKPacHO XapaKTepu3yeT TO, UTO Ha3bIBAIOT OPraHU3al[MOHHBIMU CITMCKAaMH B
OOMBIIMHCTBE TI€PCOHATBHBIX CHUCTeM. [lozapistoiiee OOMBIIMHCTBO JIHOAEH
TILITA/IUCh BCE OPTraHU30BaTh, ILITAsICh 3aHOBO YIIOPSIIOUUTh HETIO/HbIE CTITMCKU
HesICHBIX 3a/lau; OHU Jla)ke He 0CO3HABa/IM, UYTO HY)KHO YIIOPSIIOUMBATh, U KAaKUM
obpa3om, 4ToObI MOMYUNUTh peasbHYI0 OTAauy. A HY)KHO cobpaTh BOeAMHO BCe
npo0sieMbl, KOTOpble HeoOXoAuMo 06aymMaTh, a 3aTeM HMMEHHO o0AyMaTh WX,
eCnM Bbl XOTWUTe, uTOOBbI BalllM yCwivs B cdepe camMoopraHu3alMM TPUHEC/IN
TIJIO/BI.

anaeneuue desime/IbHOCMbIO KAK npoyecc




B cdepe uHTe/NeKTyalbHOTO TPy/Aa Bbl MOXKETe TPEHUPOBATbCs TOA00HO
CTIOPTCMEHY, TbITasiCh CTaTh 0Oojee MPOJYKTUBHOW, T'MOKOM, TBOpPUECKOU W
COCPeJOTOUEHHOM JIMUHOCTBI0. BbI MO)KeTe TMOBBICUTh CBOK YMCTBEHHYIO
MPOAYKTUBHOCTb U YMPaB/SATh pe3y/lbTaTaMu [IeITe/IbHOCTU C YYBCTBOM
JIETKOCTU M KOHTPOJIsi. Bbl MOXKeTe COKpaTUTh UMC/I0 He3aBepIleHHbIX [e/ BO
BCEM CIeKTpe Ballleld MpogeCcCHOHaIbHOU [1eATe/TbHOCTU U YaCTHOM >XU3HU U
JOCTUYL OOMBIIMX pe3y/JbTaTOB C MEHBIIMMU 3aTpaTamMu. Bbl  MoxeTe
TIPUHKUMATh 371000/IHEBHbIE DellleHUs] KacaTe/JlbHO HAKOTMUBIIUXCS «PYTUHHBIX
3a/lau» W pa3pabaThiBaTh CTaHJAPTHBIE TIPOrPaMMbI /1eHCTBUH /IJisi TOTO, UTOOBI
YKUTb U paboTaTh B HOBOM ThICSTUE/IETUM.

OpHako TiepeJ; TeM Kak OCYIIeCTBUTh KaKOW-TMOO W3 3THUX I1aroB, BaM
c/iefiyeT HayuuThCsl TOJIHOCThI0 O0CBOOOXKAaTh CO3HaHWe. A Ijisi 3TOr0, KaK MbI
yXe yOeounucb, He HY)XHO VIIpaB/iATb BpemeHeM, UWHbOpMaluel, WIu
rpyuopuTeTaMu. B KOHILIe KOHL|OB:

* Bbl He MOJKeTe YTMpaBJ/IsiTb CBOEH esiITe/IbHOCTBIO B TeUEHHe TIATH MUHYT, a
Ha I11eCTOM — Pe3KO NPeKPaTUThb 3TO 3aHATUE;

* Bbl He MO)KeTe oOpabaTbiBaThb TMepen3ObITOK HMHGOpMAIUU — WHade
JIOTIHEeTe, KakK TOJbKO 3aiiieTe B OMOMMOTEKY, MOAKIIOUUTECh K 3eKTPOHHOMN
CeTH WU MPOCTO OTKpoeTe Tesie(pOHHbIN CIIPABOYHUK; U

* Bbl He yrpabJisieTe MIPUOPUTETAMU — OHU Y BaC MPOCTO eCThb.

BMecTo 3TOro, KU K YMHOPSJOYEHUIO BCel Balllell «PYTUHbD» —
yrpaB/ieHre JeCTBUSIMHU.

anaeﬂeHue desime/1IbHOCMbI0 — OCHOBHAA 3a0aud

Kak Bbl pacropspkaetecb CBOMM BpeMeHeM, KaK Bbl paclopsbKaeTech
rH(dOopMalLeil, KakK Bbl pacriopsi’kaeTeCb CBOMM Te/IOM Y KaKUM MPUOPUTETaM Bbl
yZesisieTe OCHOBHOE BHMMaHUWEe — BOT KJ/IHOUeBbleé BOMPOCHI, Ha pa3pelleHUU
KOTOPBbIX BaM C/e/lyeT COCpPeJOTOYMTh CBOW OTrpaHWYeHHble pecypchl. I7iaBHas
npobsieMa B TOM, UTOObI y3HaTh, UeM CJieflyeT 3aHUMaTbCs B Jit0O0OI MOMEHT
BpeMeHU. OCHOBHOW BOTNIPOC — KaK yMpaB/isiTb CBOMMU JeUCTBUSIMU?

B03MO0yKHO, 3TOT BOMPOC HarmpaliivBaeTcs cam coboii. BeposTHo, Bbl OyzeTe
yAUBJIEHBI, KOTZIA y3HaeTe, UTO OOJIBIIIMHCTBO JItofiell He MOTYT OTpee/uTh [I/si
cebsi mepBoOuUepe/iHbIe IlIar¥, HeoOXOAWMBbIe [Jisi OCYIeCTBIEHUsS MacChl
TIDOEKTOB U pellleHHss MHOTUX mpobnem. KpaiiHe C/10)KHO KOODAWHUDPOBATh
JIeMICTBUSI, €CJ/IM Bbl UX UETKO He OMpe/ie/uIv U K TOMy e COMHeBaeTeCh B UX
1jes1ecoo0pa3HOCTU. Y OOMBIIMHCTBA HO/lel eCTb AeCSITKU e/, KOTOPbie HY>KHO
BBITIO/THUTB, UTOOBI MpeYCrieTh B pa3/MyHbIX chepax [esiTe/lbLHOCTU, HO OHU He



3HalT, Kakue KMEHHO LIaru CcjaeAyeT MpeAnpuHATb. VM pacnpocTpaHeHHast
anoba o TOM, uTO «Y MeHs HeT BpeMeHM Ha ____ » (3alloJIHHTe TIPOIyCK)
BIIOJIHE TIOHSITHA, TTOTOMY UTO MHOTH€ MPOEKThl KaKyTCsl HEOCYI|eCTBUMBIMU, U
OHU /IeICTBUTE/IbHO HEOCYI1l[eCTBUMBI, IOTOMY YTO TIPOEKT HeJb3s1 MPOCTO B3ATh
1 ocy1ecTBUTh! MOXKHO JIUIIb BBITIOJIHATD JAE€UCTBUS, OTHOCSILAECS K MPOEKTY.
HekoTopbie [elcTBUSI, HeOOXO[UMbIe MAJii TOTO, UTOObI C/IBUHYTH TIPOEKT C
MepTBOW TOUKH, 3aHUMAIOT BCETO OAHY W/IM JIBé MUHYTHI.

Xopomee Ha4da/I0 — I10JIOBHWHA JeJld.
FpequKaﬂ nocsiaosuya

Bo Bpemsi TPEHMHIOB M CEMHHApOB, B KOTODPBIX Y4YaCTBOBAa/JM THICSUM
CTIeI[Ma/IMCTOB, s y3Ha/, UTO HexXBaTKa BpeMeHH He SIB/ISeTCss WX OCHOBHOM
npobsieMoli (XOTS OHM CaMU TPHUJEP)KUBAIOTC HWMEHHO TaKOrO MHEeHUs);
peasibHy10 TIpo6sieMy Mpe/CcTaB/sieT HellOCTaTOK SICHOCTU U OTpefie/ieHHOCTU B
TaKMX BOMPOCAX, KaK MCTHUHHAsI CyTb TPOeKTa W Tpebyemble TepBOOUepeHbIe
IIIard Ha TYTU €ro BHeZApeHUs. VIMeHHO pellleHHe MepBOCTeIeHHbIX 3a/au B
MOMEHT WX TIOSIBJIeHHWSI Ha TOpPHU30HTe, a He TIOMBITKM Ppa3obpaTtbcsi BO
BTOPOCTETIEHHBIX Mpo0/ieMax I0C/e TOTro, KaK HEeNpUATHOCTH YK€ Hauya/uCh,
TI03BOJISIET HaM TTO>KUHATh TI/I0ZIbl YTIPaB/IeHuUs JesiTeTbHOCTBIO.

ena peoko 3acmpeearom Ha OOHOM Mecme U3-3a HEOOCMAmKd 8peMeHU:
OHU He MOo2ym COB8UHYyMbCSI C MepmeolU MOuUKU, NOMOMYy YMO UYemkKo He
onpedesneH nymb 00OCMUMiCeHUs pe3y/ibmama.

IJenHocmb N00X00a «CHU3Y 88epx»

3a ro/ipl paboThl 51 yOeucs B MPaKTUYHOCTH MIPUMEeHEeHUsI TIOAX0/ia «CHU3Y
BBepX» [I7Isl TIOBBIIIIEHUs] UHAUBU/Tya/IbHOW TIPOIYKTUBHOCTU: HAUYMHATh CJieflyeT
C C€aMoro TMpU3eM/IEHHOTO YPOBHSI TeKyllled [esiTelbHOCTHU U C CaMbIX
00bifleHHBIX TpobneM. C UHTe/UIeKTyaJbHOW TOYKW 3peHUs, Haubosee
TOAXOASAIUMA  MeTos, paboTel Tipefriosiaraq  Obl  JIBMDKEHHWE CBepXy BHMU3:
(bOpMYMUPOBKY JIMUHBIX W KOPIOPAaTHMBHBLIX lieJiel, 3aTeM — oOrpejiesieHue
KPUTUUECKUX 3aZlad UM, HaKOHel], COCpeJoTOYeHHe BHUMaHUsI Ha [eTansiX U
BHeZipeHUM Tpoekta. Ho mpobnema B Tom, 4TO GOBIIMHCTBO JHO/iell OMyTaHO
1[e/IbiIM KIyOKOM TIOBCe/[HEBHBIX 3a00T, TaK UTO y HUX HET TOYTH HUKAKON
BO3MO)KHOCTHU Kak CJie/lyeT COCPe/IOTOUUTLCSI Ha Oosiee MIMPOKUX MepCrieKTHBax.
CoOTBeTCTBEHHO, TIOAXOJ, «CHU3Y BBepX» 00bIUHO Oosiee 3 dekTrBeH.



OcylecTByieHe TMOCTOSTHHOTO KOHTPOJIE HaJ, TeKYLIUM COAepP>XUMBbIM
Balllell KOp3uHbl «Bxopsilye», U BHeJpeHHWEe MeTO/|0B, KOTOpble MOMOTYT BaM
yAep)KaTb 3TOT KOHTPOJIb, SIB/SIETCSI HAWIyUYlMM CpPeJCTBOM pacCIlIUpeHust
Ballero Kpyrosopa. HapyKy BbIDBETCSI CTpPeMHUTEeIbHBbIM TOTOK KpeaTWBHOU
SHEepPruu, KOTOPbIM MO3BOJIMT BaM IMOCTOSHHO KOHLIEHTPUPOBaThb BHMMaHWEe Ha
Oosiee IMUPOKUX TMEPCIEKTUBAX, a TPUIKMB YBEPEHHOCTH B CBOUX CUJIaX MIOMOXET
BaM HarpaBUTb B HY)KHOE DYC/0 pe3y/bTaTbl TBOPUYECKOW [AesTe/IbHOCTU. Y
nofelt 0ObIYHO BO3HUKAeT BHe3arHoe OlllyllleHre CBOOO/bl, JIETKOCTU W
BJIOXHOBEHMSI, KOT/la OHH, 3aKaTaB pyKaBa, BOILJIOIIAOT CBOU 3aMbIC/IbI.

Bbl focTUrHeTe OOJBIIMX YCIEeXOB Ha MyTH BBITIOJIHEHUS 3a7lad BBICIIINX
YPOBHEM, ec/iu c/iejlaeTe UHCTPyMeHTapuii, He0OX0AUMBIN [I/IsT OCYIIleCTBIeHUST
TiepBoOUepeHbIX JeMCTBUM, YaCThbI0 CBOET0 CTW/S TOBCeAHEBHOU pabOoThlI.
KoneuHo, ecTb 0Oosee cCyilleCTBeHHbIe TIpeIMeThbl [jiss pa3MbIIIeHUs, YeM
COAEep)XMMOe Balllero TIOYTOBOTrO SIIIMKa, HO eC/d yIpapjieHue Ballen
JesiTe/IbHOCTBIO Jla’ke Ha 9TOM YPOBHEe He Z0CTaToYHO 3¢ ¢deKTUBHO, TO paboTa
HalOMUHAeT I/laBaHue B MEIIIKOBaTOW OfleXK/e.

OpHoro BW/IeHHs HEJOCTAaTOYHO; €ro ciaefyeT OO0beJUuHATb C
JelictBueM. HemoctaTouHo TIPOCTO TIOCMOTPeTh Ha CTYIeHbKUY;
HY>KHO ellle TIOAHSThCS T10 JIeCTHHLIE.

Baunas I'asen

MHoOrux CrieljiajucToB, KOTOPBIM 51 B Te€UeHHe JHS TTOMOrajl 0CBOOOAUTHCS
OT 0OBbIZIEHHOUM «PYTHHbBI», BeUepOM Tiocelllajia Macca ujelt 06 Ux KOMIMaHUU U
OyaymieM. 3TO TPOMCXOAWIO WMEHHO TIOTOMY, UTO WX [lefla CABUHY/IUCH C
MepTBOU TOUKH.

Fopu30Hma/1bHoe u eepmuka/ibHoe ynpae/ieHue desime/1bHOCMbIO

Bbl [O/DKHBI OCYILEeCTB/IATb KOHTPOJIb HaJ, 3aZadyaMu, [pPOeKTaMu U
JENCTBUSMU B [IBYX IUIOCKOCTSX — TOPU30HTalbHOWM U BEpPTHUKAJ/IbHOM.
«[opu3oHTaIBbHBIN» KOHTPO/Ib 00ecreurBaeT CIa’KeHHOCTb BCEX MepONpHUSATHH,
B KOTOpBIX Bbl yuacTByeTe. [lpencTaBbTe, uUTO Balle CO3HaHHWE TOCTOSTHHO
CKaHMDYeT BHELIHIO Cpe/ly, KakK TMOIULENCKANA pajap; OHO MOXKEeT
COCpe/IOTOUMTLCSI Ha JF0O0M U3 THICSUM MpPeAMeTOB, KOTOPBIM TOI/ION[aeT WU
TpeOyeT Baillero BHUMaHUs B Jit0OOM MOMEHT [[BaZillaTh ueThIpe Yaca B CYTKHU.
OTo MoXeT ObITb amnTeKa, /JOMOB/ajiefiell, Ballla TeTss MapTa, CTpaTeruuecKuit



niaH, obel, BsHylllee pacTeHWe B BallleM oduce, HeJOBOJbHbIN K/IWEHT WU
rpsi3Hble Tyduid. BaM Hy)KHO, K TpUMepy, KYIWUTb MapKu, OOHa/MUUTh UekK,
3a0pOHUpOBaTL HOMEDP B TOCTHMHMIE, OTMEHUTh cOOpaHue IepcoHana Wu
CXOAUTh BeuepoM B KWHO. Bbl, HaBepHO, yAMBUTECH, €C/U y3HaeTe, CKOIbKO
pa3HbIX BOTMPOCOB 3aHMMAIOT Ballle CO3HAHWEe U TPeOyIOT pa3pellleHus TOMbKO B
TeueHHWe ofHOro nAHs. Bam HyxHa »3ddekTuBHas cuctema, KoTopasi Obl
MO3BOJ/IW/IA C/IEIUTh 3@ MaKCMMaabHO BO3MOXXHBIM KOJIMUECTBOM BO3HUKAFOIIUX
BOTIPOCOB, BbiZlaBajia HeoOXoAuMyr0 UH(OPMAIMI0 O HUX TI0 TEepBOMY
TpeboBaHMIO U TIOMOrasa OBICTPO U JIeTKO TepPeHOCUTb akKLeHT C OJHOMU
npobieMy Ha IpyTyIo.

«BepTukanbHbI»  KOHTPO/b, HA00O0pOT, obOecrieunBaeT yrpaBjeHUe
pa3HbIMU YPOBHSIMM B PaMKaXx OT[ie/IbHbIX aCIeKTOB M MPoeKToB. Hampumep, BO
BpeMsi Gece/bl C CYTIPyTroOM WM CYTIPYToM 3a 00eZleHHbIM CTOJIOM, B 110J1e 3peHust
Balller0 «TOJIMLIEMCKOTO pajiapa» Tomaa TMpeACTOsIMA  OTIMYyCK — cpasy
BO3HUKAIOT BOMPOCHI: KyJa U KOTZAA BbI roefieTe, yeM OyneTe 3aHUMAaThCsl Ha
OTAbIXe, KaK MOATOTOBUTHCS K TOe3[Ke U TakK Aanee. Vinu Bbl ¢ HauabHUKOM
JO/DKHBl TPUHATb PpsAfl  peLIeHui KacaTelbHO HOBOW  (PYHKLIMOHAIbHOM
OopraHu3aliyy, KOTOPYH0 XOTUTe BHe[IpUThb. Vi BaM NIPOCTO HY>KHO YTIOPSII0UNTh
B T0JIOBe BCHO U3BECTHYIO MH(OPMALUIO O K/IMeHTe, KOTOPOMY Bbl cobupaeTech
3BOHUTh. JTO — «IIJIAHWPOBaHKe NIPOEKTOB» B LIMPOKOM CMbIcie. Peus uzet o
COCPeJOTOUeHMY BHUMaHUsI Ha OT[e/bHOM TMpeANpUATAN, CUTyalluu WId
ye/ioBeKe, KOHKpeTH3alluud Jro0bIX wujel, moApoOHOCTel, TPUOPUTETOB WU
TOC/IeZloBaTe/IbHbIX COOBITHM, HeoOXoAUMBbIX /s paboThl B yKa3aHHOM
HarpaBJ/IeHWH, T10 KpaliHel Mepe, Ha [JaHHbI MOMEHT.

Llesib y BepTUKa/JILHOTO ¥ TOPU30HTAILHOTO yTIpaB/eHUs OfiHa: 0CBOOOAUTD
CO3HaHWe U CIIPaBUTBCS C JejlaMu. [paMOTHOe yIipaB/ieHue JesTe/bHOCTHIO
MO3BOJISIET BaM OLIyLaTh CIOKOMCTBHE W YBEPEHHOCTb IPU DeLlIeHHWH BCero
criekTpa mpob/eM, BO3HUKAIOLIMX Ha paboTe M B >KU3HU, a COCpe/OTOYEHHe
YCUJTUI Ha CaMbIX BaXKHBIX MPOEKTaX M03BOJISIeT BaM YSICHUTh UX CYTh U U30paTh
TIPaBUJ/IbHBIN My Th UX OCYI1|eCTBJ/IEHUSI.

I'naenblll waz: 6bl6pOCbme 6ce u3 20/106bl

OO6bluHO MedxcOy mem, CKO/MbKO 8bl Oymaeme 0 npobneme, U mem, HACKOAbKO
npeycneeaeme 8 ee peuwleHuu, cyujecmgyem O0OpPAMHO NPONOPYUOHAAbHAS
3a8UCUMOCMb.

Y Bac He Oyzmer [felicTBeHHOro crocoba [JAOCTHXKEHUSI COCTOSIHUS
CTIOKOMHOTO KOHTPOJISi HaJ| CUTyalliel, 0 KOTOPOM 51 TOBODIO, €C/IU Bhbl OyzeTe



Jiepkatb Bce npobremMbl B rosioBe. Kak Bbl yOenuTech, MHAWBUya/lbHbIe 00pa3bl
JIeNCTBUM, OMvcaHHbIe B JAHHOW KHUTe, COCTOSIT U3 MOCTYIIKOB, KOTOPbIE BbI JKe
coBepiiiaete. bosibliiasi pa3HUIla MeXy TeM, UTO [ielalo s, U TeM, UTO Je/aroT
JpyTye, COCTOUT B TOM, UTO sI MOTY OXBaTUTb U yrnopsiiounTs Bce 100 % cBoux
DYTUHHBIX TIpOO/ieM B OOBEKTUBHYH) CHUCTEMY C TOMOIIbI0 IPPeKTUBHBIX
WHCTPYMEHTOB, HaXOJSMIIUXCS y MeHs Moji PyKo#, a He B Moeii ronose. U 310
yTBepXK/eHre KacaeTcsi Bcex mpobreM: OOMBIIMX UM MajblX, YaCTHBIX U
nipoheCCHOHA/IBHBIX, HEOT/IOXKHBIX U JJOJITOCPOUHBIX. Beex.

51 yBepeH, uTO B Balllel KU3HU, WIA B OJHOM M3 BallluX MPOEKTOB KOr/ia-
HUOyZb HaCTyrajl MOMEHT, KOTZla HY)KHO ObUIO TPOCTO CecTb W COCTaBUTh
cnucok. Ecnmu 3TO Tak, TO BbI TIpe/iCTaB/iseTe, O ueM si TOBOpIO. Brpouewm,
OOJIBIIIMHCTBO JItOZIel TpuberaroT K COCTaBIEHUIO CIIHMCKOB TOJBKO TOT/ia, KOT/a
Hepa3bepuxa [OCTUraeT arores W HYXXHO UTO-TO Jenatb. OOBIUHO OHU
COCTaBJISIFOT CMMCOK TOJBKO B KOHKDeTHOW 006sacTtu, Kotopasi ux 3aborut. Ho
ecnu ObI BBI C/lesiaid COCTaB/eHWe MOoA00HbBIX TepeuHeli HeOTheM/IeMON YaCThiO
Balllero OOBIYHOTO >KU3HEHHOTO W pabouero pacropsiika, ¥ TPUMEHSIIU 3Ty
TpoLieiypy BO Bcex cdepax CBoell [eATeMbHOCTH (a He TOJBKO B CaMbIX
«TOPSILLKX»), TO S MOT ObI TIPUCBOUTh BaM «UE€PHBIM T0SIC» TI0 YIIPaBJIeHUI0, O
KOTOPOM PacCKa3biBalo B KHUTE.

Hem cmbicna dymamb 0 4eM-mo 08adicObl, eciu 5mMo He NPUHOCUM 8aM
y0080/1bCMBUS.

Sl mBITalOCh UHTYUTUBHO CZle/iaTh BLIOOD Ha OCHOBe BapUAHTOB, KOTOPBIMU
pacriosiarato, BMeCTO TOTO, UYTOObI CTPEMUTHCS BBISICHUTD, UTO 3TO 3a BapHUAHTBHI.
MHe Hy>XHO BCce 06[i)yMaTh U YTIOPSJOYUTh Pe3y/IbTaThl Ha/leXXHbIM criocobom. S
He XOUy TPaTUTh BPeMsl Ha TO, UTOObI AymaTh O mpobieMax Mo HeCKOJbKY pas.
910 — He3p(deKTUBHOe UCMO/Ab30BaHWe TBOPUECKOM 3HEPruu, KOTOopoe
TIOPOXKZaeT pa3oyapoBaHUe U CTpecc.

M BamM He y#acTCsd YUTU OT 3TUX pa3MbliuieHui. Bamn pasym Oyzer
npofio/bKath paboTy Haz JtoObIM HepellleHHbIM BorpocoM. Ho ecTh mpezen
YKC/Ty HepelleHHBbIX «PYTHHHBIX Mpo0sieM», KOTOPbIMU OH MOXKET 3aHUMArThCs,
TIpeJKZie ueM JIOTTHeT OT TiepPeHarpsbKeHusl.

Ob6nacTb Balllero Mo3ra, OTBeyarolllasi 3a KpaTKOBPEMEHHYIO TaMsiTh, T7e
00OBIUHO COJIEP)KUTCST BCSI He3aBepIlleHHasl, Hepa3pellleHHasl U HeyropsiioueHHast
«pyTHHa», (QYHKUHUOHUPYeT TMOA0OHO OrepaTUBHONW MaMSITU TepCOHA/IbHOTO
KOMITbIOTepa. Baiile co3HaHWe, KaK 3KpaH KOMITbIOTepa, SIBJSIETCSI CPEe/ICTBOM
oTtoOpakeHusi, a He XpaHeHUsI UHpopmalvy. Bel Mo)keTe 0OfIHOBpEMEHHO JyMaTh
TOMBKO O [IByX WIM Tpex Belax. Ho He3aBepilieHHble TIPOOeMbl BCe pPaBHO
XPaHATCS KpaTKOBPEMEeHHOM MaMsiThio. U, Kak U B C/Tyuae OrepaTUBHOM MaMsITH,
ee BO3MO)KHOCTH OTpaHUYeHbI; eCThb Tpe/ie/TbHbI 00beM «PyTUHBI», KOTOPbIN BbI



MOyKeTe XpaHUTh B TIaMsITH, YTOObI 3Ta UaCTh MO3ra TMo-TpexkHeMy 3(h(HeKTHBHO
dbyHKIMOHUpPOBaia. Y OOMbIIMHCTBA OKPY’KAaIOIL[UX HaC /el orepaTvBKa
TpeluT 1o 1mBaM. OHU TIOCTOSIHHO OTBJ/IEKAIOTCSl, UX BHUMAaHUE DPACCesTHO
BCJIE/ICTBUE BHYTPEHHHUX UH(OPMAL[OHHBIX TIEPerpy30K.

HanpuiMmep, He OTB/IeKa/sOCh /I Ballle CO3HaHWE 3a MOC/AeHUE HeCKOJIbKO
MUHYT Ha Kakoh-HUOy/b MpeiMeT, He UMEIOLUI HU MajeMillero OTHOILeHUSI K
Teme KHUTH? BeposiTHo. U, ckopee Bcero, Bailie CO3HaHHe 00paTHUI0Ch K KaKOMY-
HUOyIb HE3aMKHYTOMY LMKy, WIA Hepa3pelleHHOW Tipobseme, KoTopasi
KacaeTcsi BaC HEKOTOpbIM 0Opa3oM. JTa rpobsieMa MPOCTO BCIUIbIA M3 Bailiei
orepaTUBHOM MaMsTHU U «Hauasa Ha Bac oparb» (M3HYTpH, eCcTeCTBeHHO). U uto
BbI TIPE/ITIPUHSIIM TI0 3TOMY NOBOAY? Ec/v Bbl He 3amucaay HallOMUHAHUE O Hell
U He TONOKWIA €ro B Ha/Ie)KHYH0 «KOP3WHY», KOTOPOW HaBepHSIKa BCKOpe
yZie/iiTe NO/DKHOe BHUMaHUe, TO, BepOsiTHee BCero, Bbl HaYa/id MepexvuBarb. He
caMblil y/auHbIM TMOCTYMOK: MpOrpecca HUKAaKOro, a BHyTPeHHee HarpsbKeHue
BO3pOCIIO.

TpygHO cpaaThbCsi C BparoM, y KOTOPOTO eCTb aBaHIIOCTHI B
Ballley rojiose.

Cannu Kemnmou

['naBHasi TpobsiemMa B TOM, UTO Baille CO3HaHHWe MOCTOSIHHO HAallOMUHAeT BaM
O pa3HbIX Belllax UMEHHO TOI7a, KOTZa Bbl HUKAaK He MO)KeTe TOB/IUATh Ha HUX.
Peub He WJleT O TIPOILIOM WM OyfyiieM. DTO O3HauyaeT, UTO, KaK TOMbKO BbI
ckaxxete cebe, UTO Ha/I0 UTO-TO TPEATIPUHSITh, U COXpaHUTe HaroOMUHaHUe 00
3TOM B CBOEH OrepaTUBHOM TMaMsITH, YaCThb Balllero Co3HaHus OyzeT JyMaTh, UTo
BaM HY>KHO MOCTOSIHHO «YTO-TO TpeAnpUHUMaTh». 10 MHeHHIO Balllero Mosra,
Bbl [IO/DKHBI TIPSIMO Celyac MPUCTYIaTh K [JeWCTBUSIM, KOTOpPble CUYUTaeTe
HeoOXoauMbIMU. UecTHO TOBOps, COXpaHsii B OMEepaTUBHOW TMaMsITH
HallOMMHAaHWS O [BYX 3ajjauaxX, Bbl Cpa3y TepnuTe BHYTpPeHHe IOpakeHue,
IIOTOMY 4YTO Bbl He MOXKeTe BBINOJHWUTb WX OJHOBPEMEHHO. JTO MOPOKJaeT
BCEMPOHUKAIOLMK  (PaKTOp  CTpecca, HWCTOYHUK  KOTOPOTO  Heb3s
HEWTpaJr30BaTh.

BO/BIIMHCTBO /iOfielt TIpeObIBAalOT B COCTOSIHUM TaKOTO MEHTAa/IbHOTO
cTpecca, B TOM WM MHOW (hopMe, Tak [O/r0, YTO y)Ke He 0CO3HaroT 3Toro. OH
TIPUCYTCTBYeT IOCTOSIHHO, KaK CWa 3e€MHOIO TPUTSDKEHUS — OH HAaCTOJIBbKO
TIPUBBIYEH, YTO Te, KTO €ro WCIMbIThIBAIOT, OOBIUHO [lake He UYyBCTBYIOT
nuckomdopTa. BonbIIMHCTBO M3 HUX TMOWMYT, Kakoe OpeMsi HOCHW/IH, TOJBKO
TOr/ia, KOT/la M30aBsTCS OT HEro U 3aMeTsIT, Kak U3MeHW/I0Ch UX COCTOSIHUE.



MoxkeTe 1 Bbl M30aBUTLCS OT TAKOT'O BHYTPEHHEI'O HaHpH}KEHI/IH? Eme ObI.
HPO‘-II/ITEIB OCTaBLIYHOCA 4YdCTb KHHWI'Y, BbI Y3HAE€TE, KdK 3TO CAeJ/IdTh.



I'naBa 2. Kak cTrarb X03IMHOM CBOEM JKU3HU: IIATH
9TAIOB 3aBOeBaHUA KOHTPOJ/IA Ha/i padounm
Mmponeccom

OcCHOBHOU TIpOLIeCC, KOTOPbIM OCBauBalOT YYaCTHUKKA MOUX TPEHUHIOB,
yTOObI OB/A/IeTh UCKYCCTBOM OpTaHU3allUd WHTE/IeKTyalbHOTO TpyZa, — 3TO
MeTOZ, ympaBieHUs pabouuM MpOIleCccoM, COCTOSIIMM W3 TISATU ITarloB.
He3aBUCHMO OT KOHKDETHBIX OOCTOSITE/IbCTB, BbITIOJHEHWE DPabOThI MOXKHO
pa3fenuTh Ha MATb OTAENbHBIX cTaguii. Mbl (1) cobupaeM BOeAUHO BCe
npo6siemMbl, 3aHUMarOIe Hallle BHUMaHue; (2) ysiCHsieM WX CyTb W pelllaeM,
Kakue IIaru TpeArnpuHATh; (3) opraHu3yeM pe3y/bTaThbl, KOTOpble Mbl (4)
paccMaTpyMBaeM B KaueCcTBe ajbTePHAaTUBHBIX BapuUaHTOB mMporpamMmbl (5)
JeNCTBUM. [TepeunciieHHble 3Tanbl COCTaBJISIFOT ympaBJieHre
«TOPU30HTa/IbHBIMU» aCleKTaMU Hallleld >KU3HW; OHM TI03BOJISIIOT COI/IaCOBaTh
BCe, UTO 3aHMMaeT Hallle BHUMaHue B KaXK/blii KOHKPETHbI MOMEHT.

3H¢':1HI/I€, KOTOpO€ Mbl CUMTdeM 3HdHHEM, IIpOABJ/IAETCA B

pevctBuM. To, UTO Mbl CerofHd Ha3blBaeM 3HaHHUEM — 3TO
uHbopMaLMsi B JeWCTBUM, UWHQOpMAaLMsi, HarpaBJeHHass Ha
pe3yJibTaThl.

Ilumep /Ipykep

[TpyUHIUTTHAIBHO METOJ, AOCTaTOUHO TIPOCT U B 1IeJIOM OTpakaeT oOiiiee
OoTHollleHWe K pabore /oOOr0 TUMA, HO, KaK T[IOKa3biBaeT MOUM OTIbIT,
OO/IBIIMHCTBO JIO/leli  CMOCOOHO 3HAUUTETBHO YCOBEPIIIEHCTBOBaTb CBOIO
JesiTeNIbHOCTh Ha KaXKAOM W3 MSTH JTarnoB. KauecTBo ympasseHHsT pabounm
TIPOL[eCCOM OTIpe/iesisieTCsl CaMbIM C/1abbIM 3B€HOM BO BCeM Moc/ie/joBaTeTlbHOCTH
3TaroB, TaK UTO HY)KHO YyZe/isiTh BHUMaHUe BCEM ISITHM COCTAaBJISIOIIMM TIpoliecca
U TIpeIbsIB/IATh K HUM OJMHAKOBO BBICOKHE TpeOoBaHMs. BOMBIIMHCTBO Jitofie
UCTIBITBIBAaeT OCHOBHBIE TPYJHOCTU Ha CcTajuu cOopa rnpobsieM B eJuHOe 1iesioe.
MHorue yropsijounid CBOU NpobemMbl, HO He 00paboTanu cBefileHUs1 0 HUX WU
He ompe/le/I/M, KaKue IlIard NpPeANpUHATh B HalpaBleHUM UX pellleHusl.
HekoTopble TpPUHMMAIOT BepHble  pellieHUs, Kacarol[uecsi «PYTHUHbI»,
HaKOMUBILIEMCS K [JAaHHOMy MOMEHTY, HO He MOIYT BOCIIO/Ib30BaThCs
JOCTUTHYTBIMM yCITeXxaMH, OyZyud He B COCTOSSHUH 3(h(dEeKTUBHO OpPraHU30BaTh
pe3y/nbTaTbl CBOMX paccyxjeHui. Eie ofgHa rpynmna jwofed Npujep’KrBaeTcs



Ha/IeXKHOW CHUCTeMbl OpraHW3al[i¥ CBOMIX TpoOeM, HO He oOpaliaeTcs K Hel
JOCTaTOUHO YacTO /Il TOTo, uTOOBI OHa XOpOIo paboTasna. HakoHer, eciu
Kakoe-JIn00 W3 OIMMCaHHBIX 3BEHbEB CJMIIKOM cjaboe, TO JeMCTBUSI, KOTOpbIe
WHAVBHUIYYM PELIUT MPeAIPUHATh B KOHKPETHBI MOMEHT, MOTYT OKa3aThCsl He
JIy4IlIiM BbIOOPOM.

YToOBI BCE TISTH 3TAlOB OCYIIECTB/ISUTUCH ONITUMAa/IbHBIM 00pa3oM, CieayeT
TIOHSATb WX JUHAMHUKY U 3a/1eHiCTBOBATh CIelUaJbHbIe METOAbI 1 UHCTPYMEHTHI.
SI moHsyI, UTO BechbMa II0JIe3HO, a, MOXKET, U HeoOXOJUMO, pa3iesisiTh CTa[UH
MeXKy co0oii B rpoijecce MOBCeIHEBHOU PaboThI. BhIBaeT Tak, UTo MHE XOUeTCs
TOJIbKO HaKaIl/IMBAaTh MCXOAHbIE CBe/IEHUS U He yMaTbh, KaK C HUMH ITOCTYIUTb.
MHorzma y MeHsI BO3HUKAeT >KejlaHue 1opaboTarh C 3aMeTKaMM, C/le/laHHbIMU Ha
cobpanmn. Cpa3y 1O BO3BpallleHMA W3 JOJTOM TIOE3JKA MHE HY)KHO
yIOPSiZIOUMTh M OPraHW30BaTh CBe/leHHs, KOTopble si cobpan v obpaboran B
nopore. Takke ObIBalOT MOMEHTHI, KOTJlJa MHE XOUeTCsI TIPOAHATM3UPOBATh BECh
(bpoHT paboT WK TOBKO HEKOTOPhIe 3aiaun. VI ecTeCTBEHHO, MacCy BPEMEHHU S
TIPOBO)XKY, ITPOCTO ZieJiasi TO, UTO JJO/DKHO OBITh CJIe/IaHo.

S1 oOHapy>u/, uTO OJHAa W3 OCHOBHBIX TPHUYMH, TI0 KOTOPHIM MHOTHUM
MIOASIM He y[aBajoCh KakK C/iefyeT «OpraHu30BaTh Ce0si», COCTOMT B TOM, UTO
OHU TIBITA/IMCh BBITIOJTHUTL BCE MMATH ITANlOB OJHOBpEMeHHO. Yalle BCEro 3To
TIPOMCXOMT, KOIJlJa UeJIOBeK CaJUTC «COCTAB/IATb CITMCOK», MBITAETCS
TIePEUNC/TUTh «CaMble Ba)KHbIE fiejla» B OIpe/eJIeHHOM TIOPSIZIKE, OTPakaroIiem
WX TIPUOPUTETHOCTh U TIOC/IE/IOBATEIbHOCTD BBLITIONIHEHUS, W TIPU 3TOM He
yKa3bIBaeT MOUTH HUKAKUX (MK BOOOIIe HUKAKUX) KOHCTPYKTHUBHBIX /1€HCTBUH,
KOTOpble coOupaeTcss TpeAnpuHSTb. HO ecu BBl He pelivTe, YTO CJieAyeT
C/lefiaTh B CBSI3U C JTHEM POJKZIEHUS Ballleld CeKpeTapIi, TI0OTOMY UTO OH «He TaK
YK Ba)KeH» Ha JAaHHbIM MOMEHT, TO BO3HUKIIIMN He3aBepIleHHbIM LUK Oyzer
OTHUMaTh Yy BaCc »JHEPrMI0 W MelllaTb BaM HajJeXXaluM obpa3om
COCPeJJOTOUUTHLCS Ha ZIeMCTBUTE/TbHO BaXKHBIX JlefIax.

B JaHHOM T1aBe ToApo6HO pacCcMaTpUBaIOTCS BCe TISITh ITAroB. '71aBhI ¢ 4-
i mo 8-10 copjep)kaT TOMIArOByIO TIPOTPAMMY BHEJPEHUSI UETKOW CHCTEMBI
JMeUCTBUH [7Is1 KaXK/IOTO 3Taria, MacCy TIPUMEPOB U TI0/Ie3HBIX YTIPaXKHEHHH.

C60p npob6s1em 60e0UHO

Ba)kHO 3HaTh, Kakue CBe/leHUsI coOMpaTh M Kak coOpaTb uxX Haubosee
3¢ heKTUBHO, YTOOBI MOXKHO OBIZIO BMOC/IEACTBHH 00paboTaTh MX HaZJieKall[uM
obpa3zom. UToObI M30aBUTH Ballle CO3HAaHWE OT OEeCCMBIC/IEHHBIX IOIBITOK
OZTHOBPEMEHHO OXBAaTUThb BCE MPOOJIEMBI, BbI I0/DKHBI 3HATh, UTO J€HCTBUTE/ILHO



3a(MKCUPOBA/IM BCE, UTO KacaeTcs 3ajjau, TPeOYIOU[UX BBIMIOJHEHUS, U UTO B
O6mokaiiiieM OyzyiieM Bbl 00paboTaeTe W pacCMOTpUTE BCe COOpaHHBIE
CBeJIeHYSI.

C60p 60e0uHoO 8cell «He3agepuIeHKU

YrtoObl n36eKaTh «yTeuky WH(OpMaI[MK», BaM CJieiyeT coOpaTh BOEIWHO U
3anmucatb CChUIKM U yIOMUHaHUsi 000 BCeX He3aBepIleHHBbIX Jeax
(«HE3aMKHYTBIX LIMK/IaX», KaK sl Ha3Bal WX B MOpeAblyllleld I7laBe) Ha JAaHHOM
jTarie Baillell JXU3HU, TO eCThb O JiIOObIX acreKkrax — YaCTHOTO WU
Npo()eCcCMOHA/NILHOTO XapaKTepa, Cepbe3HbIX WM HeCyllleCTBEHHbIX, Ba’KHbIX
WA MaJIOBa)KHBIX, KOTOPbIE, Ha Balll B3IVIsi/l, TPeOYIOT M3MeHeHUs U BbI3bIBAIOT Y
Bac XoTsi Obl Masieiiiliee BHYTpEHHee jKejlaHWe UCIPaBUTh CUTyalyi0. MHorue
Jiesia, KOTOpble BaM TIPe/ICTOUT CZie/laTh, HAKallJIMBAKOTCS caMUu COOOM, MoKa Bbl
yuTaeTe 3Ty KHUTY. BaM MpUX0AuT mouTta, Cay>xeOHble MHMChMa OIMyCKarTCs Ha
Balll CTOJ, Ball KOMIbIOTED arakyeT I[IOTOK 3JIEKTPOHHBIX [OC/AaHUM,
HaKarulMBaloTCs T0JI0COBble coolireHus. Ho, B To ke Bpemsi, BbI cobupaeTte
BOKDYT cebsi U B CBOeM CO3HaHUM Tpo0JieMbl, KOTOpble TPeOyrOT pa3pelieHus
yXe faBHoO. [layke ec/i oHU He OpOCaroTCs B I71a3a, Kak 3/1eKTPOHHast TIouTa, 3TH
«PyTHHHBIE TPOO/IEMbI» TaKKe TPeOyHT KaKOro-TO pellleHUs — LUK/ JJOJDKeH
ObITh 3aBepllieH, HY)KHO UYTO-TO [efiaTh. BIOKHOT € HabpockamMu HOBBIX
CTpaTeruii, Jiexkaiuii B Kyue Oymar y BaCc Ha CTOJie, CJIOMaHHble TIPUOOPHI,
KOTOpbIe TBUISATCS B SIUKaX TOTO >Ke CTOJa W KAYT, MOKa WX TOUMHAT WIA
BbIOpPOCHT, CTapble )KypHa/bl Ha TyMOOUKe — BCe 3TO TIOTaZiaeT B KaTerOpUio
«PYTHUHBI».

Kak TO/IbKO BbI HaJIeruTe SIPJIbIK «HY>XXHO», «TpeOyeTcsi» WiIn «0/KeH» Ha
Kakoi-mbo mpeAMeT, OH CTAaHOBUTCSI He3aBepilleHHbIM JiesioM. Haripumep, He
TIDUHSIThIE peLleHHs O TOM, CTOMT UTO-TO TMpeANpPUHMMATb WA HET, YXKe
SIB/ISIIOTCSI  He3aBepIleHHbIMU JlejlaMd. K HUM ke OTHOCSTCSI U BCe BallH
3aMBIC/IbI TUTA «51 COOUPAIOCh...», B OTHOIIIEHUH KOTODPBLIX Bbl TBEPZAO PeIn/IH
YTO-TO TIPEATPUHSATh, HO ellle HAYero He cpenaau. M KOHeYHO ke, K JaHHOU
KaTeropuu cjefyeT MPUUMCIUTL BCe 3ajlaud, KOTOpble «BUCST B BO3AYyXe» WU
Haxo[sATCS B MPOLIeCCe BBIMOJTHEHUs, U BOIPOCHI, J/Is1 PelleHUs] KOTOPBIX BbI
c/lesianiy BCe, UTO MOIJIM, HO He MpH3HaeTech cebe, UTO C HUMU TTOKOHUEHO.

YroObl TPaMOTHO YMpaB/sThb 3TUM CK/Ia/IOM He3aBepIleHHBIX IUKJIOB,
TIOTMbITANTeCh 3aK/IIOUUTh UX B CleldajbHble «KOHTeWHepbl», rfe OHU OyayT
)KIaTh CBOETO uaca /0 TeX Mop, [OKa y BaC He MOSIBUTCS Mapa MUHYT, KOT/Ja Bbl
CMOXKeTe PellnTh, UTO OHU CO00I MpeCTaB/ISIOT U UTO HY)KHO TIPeITIPUHSTD [IJIs]



3aBepIlieHus [[UK/IOB (ec/id BOOOIIe eCcTh Takass He0OX0AUMOCTb). I1Ipu 3TOM BbI
JO/DKHBI Pery/issipHO OCBOOOXK/]aTb 3TH KOHTeWHepbl, uTOObl OHU OCTaBa/UCh
HaZle)KHbIMU UHCTPYMeHTaMu cOopa Hepa3spellleHHbIX pobieM.

B Gonee mMpOKOM CMBbIC/IE, BCe TIPOO/ieMbl U TaK COOUpAIOTCS B eJUHOe
1ienioe. Eciii Bbl He 00be/iuHsIeTe UX B Ha/le)KHYHO BHEIIHIOK CHUCTEMY, TO OHa
CyllleCTBYeT TIJle-TO B BallleM CO3HaHWHU. TOT (pakKT, UTO Bbl He «IIOJIOXKUIN»
1po6sieMy B CBOIO KOP3WHY [I/Isl BXOASILKUX COO00IleHHH, He 03HayaeT, UTo ee He
cyiiecTtByeT. Peub uzieT o ToM, uTOOBI 00bEUHUTL BCe HEOOXOAUMbIE CBeZIeHUS
B CHCTeMY, HaXOASIIyI0CS He B Ballleld TOJIOBe.

Hucmpymeumbt c6opa uHgopmvayuu

EcTb HECKOMBKO BUJIOB MHCTPYMEHTOB C HU3KWM WM BBICOKUM YDOBHEM
aBTOMaTHW3allid, TIpeiHa3HAUeHHBIX  [iII  TOro, YTOObI  HaKaruIMBaTh
He3aBepllleHHble MpoekThl. Crenyromue WHCTPYMEHTbI MOTYT — CJIY>KUThb
rpuMepaMu HeKoli 000011eHHON KOp3WHbBI [T BXOASIUX CBeIEeHHM, KOTOpbIe
MOCTYMAKOT KaK U3 BHEIIHUX, TaK U U3 BHYTPEHHUX UCTOUHUKOB.

» OOBIKHOBeHHAsI KOp3WHa /1J1s TIOUTHI.

* BymakHble HOCUTe/M UH(OPMALIUU.

* DNIeKTPOHHbIe Cpe/iCTBA 3alMCH MH(MOPMaI[UH.

* 3ByKO3aruchIBaroI1e YCTPOKCTBA.

* DJIeKTPOHHAas 1oura.

Kop3uHa /11 10UThI

CraHJapTHBIM T71aCTMAaCCOBBIW, [ePEBSIHHbIN, KOXKAHbIM UM MPOBOJIOYHBIN
JIOTOK SIBIsIeTCS1 Haubosiee pacrpoOCTpaHeHHBIM CpeACTBOM cOopa IedaTHBIX
CBeZleHMM U JiioObIX (DU3HMUECKUX MaTepuasoB, TPeOyIoIUX KaKoh-11bo
00pabOTKU: MOUTHI, )KYPHA/OB, MMKUCEM, 3allMCOK, Tese)OHOrpaMM, KBHUTAHLIUM
— Jaxe ()oHApHKOB, B KOTOPBIX CeMH OaTaperKu.

Iucuasi Gymara v 0/IOKHOTBI

OTpbIBHBIE, TIPY)KMHHBIE U KADMaHHbIe OJIOKHOTBI, @ TAKXKe U e)KeJHEBHUKU
u7ieanibHO TIOAXOST /ISl 3aITMCH CTyYalHBIX WJel, COOOIeHuH, e/l Ha KaXK bl
JeHb U Tipoueit nHbopMatuu. I[TogoligeT mo00i 6/I0KHOT, KOTOPLI OoJiee BCero
COOTBETCTBYET BallliM BKyCaM U TTOTPeOHOCTSIM.

OJIeKTPOHHBbIe HOCUTe/TH HH(OpPMaIUU

151 3aMeTOK, K KOTOPbIM MOKHO BEPHYThCS MO3/JHEE, MOXKHO MCIT0/Tb30BaTh
KOMIIbIOTepbl. [lo Mepe pa3BUTHUSI TEXHOJIOTHW pacrio3HaBaHUSI CUMBOJIOB
TIOSIB/ISIETCS  1e/Iblii  apceHa/n 1[M(pPOBLIX CpeJACTB, MpeJHa3HaueHHbIX /s



¢ukcupoBaHus JaHHbIX. [lopTaTuBHBIE YCTpOMCTBA (MepCOHa/bHbIE 1[U(POBbLIE
CeKpeTapu) W 3JIeKTPOHHble OOKHOTbI MOYKHO MCITIOMB30BaTh MAJsi cbopa
BXO/sAIeN nHdopmariyu 060ro xapakrepa.

3anuch ro/10coBoi MHGpopMaLMu

K [oCTynHbIM Ha CErofHSLLIHKMK [leHb 3BYKO3alMChIBAOLMM YCTPOKWCTBAM
OTHOCSITCSI aBTOOTBETYMKH, TO/0COBas IOYTa U YCTPOMCTBA [Jisl JUKTOBKU
VMH(MOpMaLMY, B YaCTHOCTU LIU(PPOBLIE U KaCCETHbIe JUKTOPOHBI. Bce OHM MOTyT
TIPUTOJIUTLCSL /IS BDEMEHHOTO XpaHeHWs: UH(pOpMaliy, KOTOPYH) Bbl XOTUTE
3arOMHUTb WM TIPOAHA/M3UPOBaTh MO3XKe.

JJ/IeKTPOHHAsI mMouTa

Eciv Bbl coelMHEHbI C OCTa/JbHBIM MUPOM TIOCPE[CTBOM 3JIEKTPOHHOU
TIOUThI, TO CpPeJy MPOrpamMM, YCTAaHOBJIEHHBIX Ha BallleM KOMIbIOTEPE, 10/KHBI
OBbITH TIPUIOXKEHUS [I7Isl XpaHeHUsT BXOZSIIUX COo0IeHni U (paiiyioB: MecTo, Tre
OHM MOMIM Obl HaXOAUThCS [0 MOMEHTa pacCMOTPEeHUs], TIPOUTEeHUs WU
obpabotku. Kpome Toro, Tmofi0OHYIHO BXOASIyH0 WH(MOPMAIMIO MOTYT
(bYKCcHUpOBAaTh MelKepbl U Tesle(OHBI.

BbICOKOTEXHO/IOTUUHbIE YCTPOMCTBA

CerogHsi Bbl MOXKeTe HaJMKTOBAaTh WM OT PYKU 3anucaTrb MH(GOPMALUIO
Herocpe/ICTBEHHO Ha KomribioTep. I[lo Mepe Toro kak Bce Oosibllie Cpe/CTB
oOmMeHa WH(popMalueli repeBoAsTcs B 1[ubpoBoit U GecrpoBoAHOM (opMarThl,
CTAaHOBUTCSI Jierde (UKCUPOBaTh WUJleM (COOTBETCTBEHHO, pacTeT U 00BeM
BXOJSILLINX JAHHbBIX, KOTOPbIMUA MbI IO/KHBI YTIPaB/SITh!).

— Kowmrierorep!

— Cnymato, 13Bun?

— Hy»kHo KynuTh xs1e0a.
— Ha, 1sBup.

Heo6xoMbIi TIPOAYKT 3amucaH B MaMsTh. M Korja opraHu3arjioHHast
YyacTh Mpollecca YIpaB/ieHusi [esiTe/IbHOCThIO OyzeT TepeBefieHa B 1U(pOBOi
dopmar, «xneb» OymeT aBTOMaTHUeCKHd A00aBIATHCS B 3/IEKTPOHHBIA CITHCOK
TIOKYTIOK, a, BOSMOXKHO, /la’Ke 3aKa3bIBaThbCs B Mara3uHe U JOCTaBISThCS.

He3aBucHMMO OT ypOBHSI aBTOMAaTH3al|MM, BCe WHCTPYMEHTHI, OIMHCAHHBIE
BbIIIle, BBITIOJIHSIIOT POJIM CXOJAHBIX KOP3WH /i1 BXOAsiledd wHbOpMalid, Tae
(bUKCUPYIOTCST CBefieHMs], TpobemMbl ¥ TIPOrpaMMbl JeHCTBHI, KOTOpbIE MOTYT
OKa3aThCsl TI0/Ie3HBIMU. B KakoW-TO Mepe BbI, BEPOSTHO, y)Ke HCIIO/Ib3yeTe
OOMBIIMHCTBO 3TUX UHCTPYMEHTOB W/ UX MOAMMDHUKALIUM.



dakmopbl ycnewHoz0 coopa uHgpopmayuu

K coxanenuto, camoro (akra Hanuuusi Kop3uHbl «Bxopsiue»
He/IOCTaTOUHO [ijisi TOro, YToObl OHa Oblia QYHKIMOHA/NBLHOW. Y OO/BIIMHCTBA
MIOfiel eCcTh KaKue-TO CpejicTBa st coopa mHbopMaiuu, HO OOBIYHO OHHU B
Oosibliielt UM MeHblllel cTereHru HeKOHTPOoaupyeMbl. [laBaiiTe pacCMOTPUM TPU
HeoOXoANMBIX yCI0BUSs 3 peKTUBHOTO cOopa nHMOopMaIuu:

1. Kaxk b1l He3aMKHYTBIM LIUK/T HY>KHO BBIOPOCUTH U3 TOJIOBBI U TIOMECTUTh
B cucTeMy cbopa uHdopmaruu.

2. CrapaiiTech 006X0OIUTHCS MUHHUMA/bHBIM KOJTMUECTBOM «E€MKOCTEeN» ISt
c6opa uHbOopMalUH.

3. Bbl J0/DKHBI peryasipHO 0OCBOOOXKAATh KOP3WHBI [JIsi  BXOJSIIel
VMH(MOpMaLUHU.

Bbl6pOCbme 6ce us3 20/108bl

Eciv Bbl MO-TIpe)KHEMY TIbITaeTeCh YC/IeAUTh 3a C/AUIIKOM MHOTUMU
npobsieMamMy, 3aHMMAIOIIUMK Ballly OIepaTHBHYIO MaMsiTh, TO Y Bac, CKopee
BCero, He OyZeT MOTWBA Jijii TOTO, UTOOBI CHUCTEMAaTUUYeCKd WCIO/Ib30BaTh U
OMOPOXKHSITh CBOU KOP3WHBI /ISl BXOJHOW HMH(OpMaiuu. BoabIIMHCTBO rofei
He oOpalrjatoT 0co60ro BHUMaHUSI Ha 3TU CPE/ICTBA, TIOTOMY UTO OHU YBepeHbI,
YTO KOp3UWHBbI B JIOOOM Cjiyuae He TIPeJCTaB/SIOT JUCKPETHBIX, I11eJI0CTHBIX
CUCTeM: B KOp3WHe HaxXoAuTCs1 OecriopsijouHasi COBOKYTTHOCTb He3aBepIleHHbIX
Jle/, U Takasi ke COBOKYITHOCTb HaXOAUTCS B UX CO3HAHUU, IIPU UeM HU OfiHA, HU
Jpyrasi, 10 UX MHEHHIO, He TIPUHOCUT HMKAKOM Mosib3bl. [Ipoliecc HamoMuHaeT
Urpy B MuUHOO/M Ha aBTOMaTe CO C/IAIIKOM OOMBIIMMHU JIyHKaMHU: MU JIETKO
ricue3aeT B HUX, U Urpa ObICTPO Hajioe/aer.

WUHcTpymeHTsl cbopa wuH(OpMalMu [O/DKHBI CTaTh YacCTblO Balllero
)KU3HEHHOTO CTuis. [lepkuTe uX TMOfA PYKOM, UYTOObBI MOXKHO OBIIO
3ayKcMpoBaTh JHOOYI0 MBIC/Ib, KOTOpasi MOXKET OKa3aThCs  T10JIe3HOM,
HE3aBUCMMO OT TOrO, TZe Bbl HaXOAUTeCh: CUUTAWTe, UYTO OHU TaK >Ke
HeoOXOAIMMBI, KaK 3yOHast 11]eTKa, BOAUTeTbCKUe paBa Wi OUKH.

Coxpamume 00 MUHUMYMA YUC/10 KOPp3UH 015 GXOOHWUX mamepuasios

Yucno KOP3UH OJ1d BXO,[LHIJ.[EIZ I/IH(l)OpMaI_II/II/I AOJIDKHO OBITH He MeHBbIIIe, yeM



BaM HY)KHO, HO He J[IO/DKHO TIPeBBIIIaTh KOJHMYECTBA, KOTOPBIM BBl MOXKETE
obonituch. [laHHasg (YHKUMS [JO/DKHA OBITH JOCTYIHA [Jiss Bac B JobOoM
CUTYaIMH, TTOCKOJIbKY CBE/IeHHsI, KOTOpPbIe BbI 3aXOTHUTE 3a(PMKCHPOBATH, MOTYT
TIOSIBJIITHCS TIPAKTHUUECKH T7ie yroaHo. OfHAKO eC/IM y Bac C/IMIIIKOM MHOTO 30H,
OTBeYarIux 3a cbop HWH(OpPMAaLMM, BBl He CMOXKETe JIETKO W PEry/spHO
obpatrarscs K HUM.

M30BITOK KOpP3WH pEJKO COCTaB/sieT Ipo0jeMy, ecjid pedb uaeT o0
AaBTOMATH3UPOBAHHBLIX CPEeZICTBAX; peasbHass BO3MOXXHOCTb YCOBEPIIEHCTBOBATh
npoiiecc cObopa uH(opMaruKM s OOMBIIMHCTBA JIHOJe — YIIOPSZAOUYUTD
PYKOITMCHbIE MaTepHalbl U COZEP)KUMOE HACTO/NbHBIX JIOTKOB. IIMCbMEHHBIE
3aMeTKH HY>KHO CHCTeMaTU3UPOBaTh U 00pabaThiBaTh, @ HE OCTAB/IATh MBIIUTHCS
B CTOMNKax Oymar, 6/I0OKHOTax U SIIIUKax CToja. IIMCbMeHHbIe MaTepHaslbl HYy)KHO
aKKypaTHO CKJIa/IbIBaTh B JIOTKH, @ HE paCITUXUBATh 10 pa3HOOOPAa3HBEIM CTOIKAM
OyMmar u JF00bIM IOCTYITHBIM YTOJIKaM Balllero MUpa.

['eHUanbHBIE JIFOAU, BBITIO/HSS CaMYH TIpU3eMJIeHHYH0 paborTy,
TIPOSIB/ISIFOT HauOOJbILYH0 aKTUBHOCTb.

JleoHapoo da BuHuu

Yem Oosbliiie Oy/leT YC/IOKHSATBCS Ballla paboTa W >KU3Hb, TeM 0ojiee BB
OyzeTe HY>KJaTbCsl B CTAHJAPTHBIX MHCTPYMEHTaX 3alMcU Ued U BXOJsIlei
uHbopmaruu. HampumMep, mpoABuUrasich Mo KapbepHOUW JIeCTHHULIe, Bbl HauHeTe
3amMeuarh, YTO camble JIyullive ujied, Kacarwliyecs paboThel, OyyT moceljaTb Bac
B Hepabouee Bpems. CriocoOHOCTH KOHTPOJMPOBaTb 3TU HUAEU C TOMOIIbIO
3 PeKTUBHBIX UHCTPYMEHTOB cOopa H(opMaly, KOTOpble BCersaa Toj, pyKOu,
SIBJISIETCSI TVIABHBIM KJTFOUOM K TIOBBIIIIEHUIO MPOJYKTUBHOCTH PabOTHI.

Pe2ynsipHo onycmouwatime KOp3uHbl

[Mocneguuii dakTop ycriemHoro c6opa MHGOpPMAaI[MK HarpaliuBaeTCs cam
coboii: ecnu Bbl He OuMIllaeTe KOp3WHy «Bxogsinuve» W He oOpabaTbiBaeTe
HaKOIJIEHHYH0 «pPyTHHY», TO KOP3WHbI CAYy)KaT TO/NbKO JJisi HAKOIJIeHUs
6ecdhopMeHHOM Tpyabl MaTepuasia. UUCTUTH SIII[UK HE O3HAYaeT CHI0 MUHYTY
MOKOHYHUTb CO BCEMHU /[lejlaMM, HaKOIMBIIMMMCS Ha aBTOOTBETUHKE, B
9JIEKTPOHHOM SIIMKe WJIH JIOTKe Jjist Oymar. OTo 3HauWT, UTO Mpobiemy cienyer
13B/IeUb W3 «KOHTEeMHepa», OMNpeenTb, UTO OHa COOOM Tpe/CTaB/sieT U KaK C
Hel MOCTYIUTh, @ €CJIM OHa [0 CUX MOp He pellleHa, HauTHU el MeCTO B Balllen



cucTemMe TIpUoOpuUTeTOB. HU B KoeM cjiyuae He KiaauTe rpobisemy oOpaTHO B
nanky «Bxofsiias uHpopmaiiusi»! He ocBobox/1aTh KOp3UHY — BCe PaBHO, UTO
HaKaruliBaTh MYCODHble 0aku, KOTOpble HUKOT[a He OIOPOXKHSIOTCI —
TIPUJIETCS TIOCTOSTHHO /IOKYTIaTh HOBbIe eMKOCTH, UTOOBI OHM BMEeCTU/IM BeCh Balll
MycCop.

YToObI YCIeIIHO OUMCTUTH KOP3UWHY [Jis BXOJsIlleid WH(pOpMalvd, BaM
HY)KHa ueTKas oOlljasi cuctema ympaBieHUs [esATeNbHOCTbI0. V30bITouHast
«DyTHMHa» HaKaluluBaeTCs B KOp3WHAaxX C BXxofsiled wuHdbopMmaiveld u3-3a
OTCYTCTBUS 3(h(EKTUBHBIX «HMCXOMAIIUX» MOTOKOB. YacTO HaM KaXkeTCs, UTO
TIpPOIIle OCTaBUTh TIPOOJIEMbI B KOP3UHe, C HUMU BCe PaBHO HY>KHO OyJieT Kak-To
pa3o0parbCsi, HO Mbl He MOKEM B JIaHHBIM MOMEHT YZe/UTh UM Haj|jiekalliee
BHUMaHHe. (O000IeHHas «KOp3WHa», OCOOEHHO JIOTOK [jIsl  IeUaTHBIX
MaTepHasioB U TarkKa Jijisi 3/IeKTPOHHBIX COODIIeHUM — 3TO Jyulllee, YTO MHOTHe
JIIOU CTIOCOOHBI CO37IaTh [I7Isi COBEPIIIEHCTBOBAHUS JIMUHOW OpraHu3allvu; 10
KpaiiHell Mepe, OHU 3HAIOT, UTO IJ[e-TO TaM JIEKUT HAllOMUHAHKE O YeM-TO, UTO
HY>KHO cZiesiaThb. K coxkaneHuto, 3Ta ceTka 6€30macHOCTH Mcue3aeT, Korja CTOMKU
OyMar BbIpaCTalOT [0 TIOTOJIKA, @ CIMCOK COOOIeHUM CTaHOBUTCS TaKUM
JUTMHHBIM, UTO He TTOMelIl[aeTCsl Ha SKpaHe.

Korga BbI OCBOWTe CJ/IeAYIOL[UI 3Tall M HayuyuTeCch OBICTPO U JIETKO
oOpabaThiBaTh He3aBepllleHHble 3ajlauM, Ballla KOpP3WMHA CMOXeT CHOBa
BBITIO/IHSTh CBOM H3HauajbHble (yHKIMM. [laBaiiTe mepeiiieM ClefyrolleMy
BOTIPOCY: KaK OUMINATh KOP3WHbI U 3JIeKTPOHHbIE SIIWKW, He mpuberasi K
HeMe/IJIeHHOMY pellieHH0 Tpobsiem.

O6pabomka 3adau

[ToiiaroBoe MeIlijIeHWe, HeoOXoAuMOe [jiss TOro, uToObI OCBOOOXKIATh
KOP3UHBI, BEPOSITHO, SIBISIETCSI CAMBbIM Ba)KHBIM YPOKOM, KOTOPBIM §I TIpPernojas
MIPAaKTUUECKA BCEM, C KeM 3aHMMasicsi. Korga Mbl C I7IaBOM KPYIHOIO OTZAesa
MEXKYHapOJHOW KOPITOpal[i¥ 3aKOHUYM/IM 00paboTKy BCex ee He3aBepIIeHHBIX
JleJl, OHa 3aMeTH/a, UTO paHbllle Oyarofapsi CBOeMy BEPHOMY KajieHjapio ei
yaBa/IOCh CITOKOMHO pelllaTh, KaKWe BCTPeUM I0CeIlaTh, U BCE K& OHa HUKOI/a
He OIlylllajla Takoro oOjeryeHWss MpU MBICIM O BCEBO3MOXKHBIX aCITeKTax
paboThbI, KOTOPBIE Mbl BMECTe MPOSICHUMH. [IeHCTBUS U CBEIEHHsI, O KOTOPBIX
paHblile eli Hy>KHO OBbIJI0 HAalIOMUHATh, TeIephb ObIIM YIIOPSIOUeHbI B HA/IEXKHYHO
Y KOHKPETHYIO CUCTEMY.

O ueM BbI [JOJDKHBI Ce0sI CTIPOCUTH (M UTO /O/DKHBI OTBETHTH), €C/IU PeUb
UIeT O KOHKPETHOM TOJIOCOBOM WJ/IM 3/IEKTPOHHOM COOOIeHNH, CTy>kKeOHOM



MMCbMe WM COOCTBEHHOM Hjee, KOTOpasl MPUXOAWUT BaM B rojioBy? B sToMm
BOIIPOCEe OTPaKeH 3JIeMeHT YIIpaB/IeHUsl [esiTe/IbHOCTbI0, KOTOPbIM COCTaB/IsieT
OCHOBY  JIMYHOM  OpraHM30BaHHOCTHM.  MHorue /04U TIBITAKOTCS
«CaMOOpPTaHK30BaThCsI», HO COBEPIIAOT OIIMOKY, OcCTaBjsii 3a coboi rpyay
He3aBepLIeHHOM «pPYTUHbI». BBl He MoOXeTe OpraHuM30BaTh BXOZSALIYHO
uHbOopMaIi0 — Bbl MOXKETe TOJIbKO cobpaTb ee BoequHO U 00paboTarh. BbI
opraHusyete He WH(OPMaLUIO, a JAelCTBUS], KOTOPbIe Bbl PELLUW/IN TPeANPUHSITS,
UCXOZIsi W3 TIOCTaB/IeHHBIX Ilefieid. Bech mpoiiecc — 3Tamnbl 00paboTku U
opraHu3salid — TMpeAcTaBisieT co00ll OCHOBHOW «CTBOJI» JiepeBa pellleHuH,
TOKa3aHHOro Ha puc 2.1.

B mnocneayoomux raaBax S MOApOOHEHIIIMM 00pa3oM OIUIINY KaXKAyIo
CTaJu0 Mpolecca, HO Ha JJaHHbIM MOMEHT § TIpejjarald BaM B3fITb KaKOM-
HUOYZb CIHCOK 3aZlay WM CTOMKY Oymar W3 KOP3WHBI U TIPOBECTH BMECTe CO
MHOM KpaTKuii 0630p HEKOTOPBIX aCIEeKTOB.
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Puc. 2.1. Cxema pabouezo npoyecca — obpabomka uHgopmayuu

Ymo smo?




OTO He MIyMbli BOOpoC. Mbl TOBOPUIM O «PYTHHe». VI Mbl TOBOPU/IU O
Kop3uHax s cbopa uHdopmaiyu. Ho Mbl He TOBOPW/IM O TOM, YTO TakKoe
«pyTHMHa» M KaK C Hell mocTymnaTh. Hampumep, MHorue mpo6sieMbl, KOTOpbIe
BBIXOZST 3a Tpefiesibl CUCTeM JIMYHOW OpraHu3aiud, — 3T0 OecdopmeHHbIe
3ajjaud, MojiydeHHble OT TPABUTEIbCTBA WU KOMIIAHWH, HO J€MCTBUTEBHO /I
HaM cJjeflyeT TpeANpyUHMMAaTh 4TO-TO AJi1 WX paspelleHusi? f packoman B
cTomkax OyMmar W siMKax CTOJIOB MacCy COOOIeHU, KOTOpble TIoNaau Ty/a,
MOTOMY UTO K/IMEHT He YA0CY>KWJICSI IOTPaTUTh HECKOIbKO CEKYH/ Y BbISICHUTb,
B UeM, COOCTBEHHO TOBOPSI, CYyTh IOKyMeHTa U 00bsIBIeHUSI.

Cmoum /u umo-au6o npedNpuHUMamsp?

Bosmoxubix orBetoB fBa: JIA u HET. He Hy)XHO HUYero mnpearnpuHUMarh.
Ecmm otBer HET, TO CyijecTByeT Tpy BO3MOXKHBIX BapyaHTa:

1. 9T0 — Mycop, KOTOpbIi bosibliie He TIOHA[OOUTCSI.

2. CeliyaCc He HY)XHO HMYero IpeArpUHUMATh, HO IO3[Hee, BO3MOXXHO,
TIPUZETCS BBITIOJIHUTD KaKue-TO JelCTBUs (IpUzeprKaTh).

3. Ilpegmer mnpeacTaBisieT TNOTEHUMATbLHO TI0J/I€3HYI0 UWH(POpPMALIKIO,
KOTOpasi MOXKeT TIPUTOAUTLCS B OyyIiieM (IOMeTHUTh).

OTU TPU KaTeropuu rpobsieM MOXKHO pelinTh (Mbl 00CyIUM UX B OZIHOM U3
TIOC/IeAVIONMX I71aB). A TIOKa 3aMeuy, UYTo BaM MOHaI00UTCs MyCcOpHasi KOp3uHa
Y KHONKA «YHUUYTOXKWUTb», TlaMATHAasA KHWXKKA WIM KajJleHJapb s
«TIpUJep’KaHHOIO0» Marepuasa, a Takke HaJleXHasg CuUcTeMa [Jid XpaHeHUs
TOMeueHHOU UH(OopMaLUH.

[Tpobnema mpeznonaraeT Kakve-To JelcTBus. Peus uzet o ripobnemax, Jjis
KOTOPBIX OTBeT Ha BONPOC «CTOUT /I UTO-TO npeAnpuHuMars?» — 1A, To ecTb
0 pyTHHe, KoTopasi TpeOyeT KaKUX-TO aKTHBHBIX I11aroB. Kjlaccuueckue npumepsl
BeCbMa pa3HO00pa3Hbl: OT /IEKTPOHHOTO CO00IIeHust ¢ Mpockboit 06 yyacTuu B
KOPIIOpaTWBHOM IIpOEKTe B Takue-TO JHU [0 3aMeTOK, CZe/laHHBIX BO Bpems
nuuHOUM Oecefibl C BUlle-TIPE3U/IEHTOM TPYIIbI O KPYITHOM HOBOM TIPOEKTE,
KOTOpBIN TpeOyeT nprBieueHNs1 He3aBUCUMOTO KOHCY/IbTaHTa.

[ist Kakaol U3 Takux rpo0sieM cieayeT /aTh OTBETHI Ha /iBa BOTIPOCa.

1. Kakoi1 pesynbraT TpebOyeTcsi MOMYYUTh WM KaKOW TPOEKT TpelyeTcs
BbITIOJTHUTD ?

2. Kakue nepBoouepe/iHble /1eliCTBUSI He0OXOAUMO MPeATNPUHSITh?

Eciu peub uger o mpoekre... Bam crenyer 3anuvcatb (hOpPMY/IMPOBKY
pe3ysibTarta B criicke «IIpoekTbi». DT0 OyleT «KOJbIllieK», HalIOMUHAIOIIUN BaM
0 He3aMKHyTOM IHK/e. ExxeHelenbHBIM TepecMOTp criucKa (00 3ToM Jasbliie)



TIOKaXkeT, YTO 3Ta rpobsema Mo-mpe>kHeMy He peliieHa. OHa OyjeT COXpaHSATb
aKTya/lbHOCTb U Ba)KHOCTb B Ballleil CUCTeMe yTpaB/ieHUsl [esTe/IbHOCThIO, MOKa
He OyzieT pellieHa WM yCTPaHeHa.

Nns Toro, utobbl [lenath fAena, 0CoObIX ycunuii He TpebyeTcs:
TPYy/IHee BCEro pPelivThb, UTO ZIe/aTh.

Onbepm Xabb6apo

KakoBbl fanbHeiIMe JeWCTBUSA? OTO — KPUTHUYECKUH BOMpPOC,
Kacaroruiics 1000l coOpaHHol BaMu MHGOPMALMW; eC/TU Bbl OTBETHUTE Ha HEro
TIPaBUILHO, TO y BacC TOSIBUTCS K/OueBasi CyllleCTBeHHas 3a/iaua, TpeOytoiijasi
opranuzaiuu. «Crenytolllee AeMCTBHe» — 3TO CAeAYIOIMMM (PU3nUeCcKui,
OLLyTUMBIH I11aT, KOTOPBIM HY)KHO CJle/laTh, YTOOBI TPOJABUHYTHCS B HallpaB/IeHUN
3aBepLLIeHUs TeKyIlei 3a/jauu.

HekoToprble npumMepbl C/eAYIOIIUX 1elCTBUN:

* Tlo3BoHuTh Ppeny, uToOBLI y3HATH Te/e()OHHBIM HOMEp XO03s€B rapaxa,
KOTOPbIM OH I0COBETOBA/I KYIUTh.

» Habpocatb ujeu, KOTOpble MOXKHO ObIIO OBl BK/IFOUMTH B TIOBECTKY
cobpaHus OFOKETHOTO KOMUTETA.

* O6cymuth C AHXe/NIOH CHCTeMY pervcTpaijiu [JOKyMEHTOB, KOTOPYO
HY>KHO YCTaHOBUTb.

* VlccneoBath cUCTeMy yIipaB/ieHHs1 0a30ii JaHHBIX B 37IEKTPOHHOMN CETH.

Bce 3T0 — peanbHble (pu3nuecKre AeMCTBUsI, KOTOPble HY>KHO BBITIOJTHUTb.
HaromuHaHus 0 HMX CTaHYT 3€pHOM Ha MeJIbHUIle, KOTOPYIO TMpe/ICTaB/sIeT
Ballla CUCTeMa yIpaBJ/ieHusl MPOAYKTUBHOCTHIO.

CoBepmte TpeOyeMble AEMCTBUSI CaMM, IepefaiiTe KOMY-HUOyAb WM
oT/IoKUTe Ha Oyayiree. Kak TONMBKO BbI OMpeie/TUINCh CO CJIEAYIOLIUM II1aroM, y
BaC eCTh TPU BapuaHTa:

1. BoimosiHUTh Tpebyemblie AelicTBUs. Eciu geficTBre 3aiiMeT MeHbIIe ABYX
MUHYT, €ro cjeAyeT BBLINIOJIHUTh Cpa3y, Kak TOJbKO BBISICHUTCS, UYTO OHO
HeoOX0oUMO.

2. [lepenopyunTh JelcTBHE KOMY-HUOYAb (AeserupoBaTh). Eciu meiicTBue
3aliMeT Oosbllle JBYX MHHYT, CIIPOCUTe Cebs, s M JO/DKEH €ero BbITIO/IHATD?
Ec/v OTBeT oTpUIiaTe/TbHBIM, TIOPYUYUTE ero COOTBETCTBYIOIUM CyObeKTaM.

3. Otnoxuthb felicTBue Ha Oyayiiee. Ecnu gelicTBue 3aHuMaeT Oorbiiie
JIByX MUHYT U UMEHHO BbI JIO/DKHBI €T0 COBEpPILNTb, TO BaM MPU/IeTCS OT/IOKUTD
ero Ha Oosnee To31Hee BpeMsi U 3a()MKCHPOBaTh €r0 B OJJHOM WJIM HeCKOJIbKUX
«Criickax repBooUepeHbIX 111aroB».



OpzaHuzayus

Bo BHellHeM KOHType JuarpaMMbl pabouero mporjecca (puc. 2.2)
HaxXOZSTCA BOCEMb pa3HbIX KaTeropuil HallOMMHAHUM W MaTepuasioB, KOTODble
TIOSIBATCSI B pe3y/ibTare 00pabOTKK BCel Balllel «pyTHHBI». B COBOKYITHOCTH OHU
COCTaBJISIIOT 1[e/IOCTHYH0 CHUCTeMY OpraHu3aliuM TpaKTUYeCKHW BCeX BalllkX
1po0JieM: TEKYII[UX U TeX, UTO OYyT MOSIBISATHCS €XXeJHeBHO U e>KeHe/eTbHO.

Inst mpobnem, KOTOpble He TIPe/IoJiaraloT HUKAKMX JEeMCTBUN C Balleil
CTOPOHBI, CYILeCTBYeT TPU BO3MOXKHBIX KaTeropum — MYCOp, OTJIOKeHHasi
vH(OopMalLYs ¥ XpaHU/IUIIe ToMedeHHOM nH(opMalyu. Eciu ¢ Bailieli CTOpOHbI
He TpeOyeTcsi HUKAKMX II1aroB, Bbl MPOCTO OTOpachkiBaeTe Ipo6/ieMy, 3aHOCHUTE
vHbopMalLvio B B6/I0KHOT, uTOOBI TIeEPeCMOTPEeTh ee Mo3ke (Koraa-HuOy/b), UiH
coxpaHsieTe ee, UTOObI MOYKHO OBI/IO, IO Mepe He0OXOAUMOCTH, B F000e BpeMsi
obpatutbcs K Marepuainy. [l yripaBieHUs] TIpoOsieMaMu, TpeArioaramiMuy
Kakue-7ii0o Iaru C Bailleld CTOPOHBI, BaM TIOHAJOOMTCS CIMCOK IIPOEKTOB,
(aiisibl WK TanKu /sl TJIaHOB TPOEKTOB M MaTepuasioB Jijisi HUX, KajeH/aphb,
CIMMCOK HArlOMWHAHWW O TepBOOUepeHbIX AeMCTBUSIX W CIMCOK HallOMUHaHUMN
00 0’KMTaeMbIX COOBITHSIX.

Bce opraHu3aliMOHHbBIE KaTeTOPHH [IO/DKHBI KaKUM-TO 00pa3oM ¢u3nueCcKu
XpaHUThCsA. Korma s1 TOBOPHO O «CIMCKax», 1 MMeK B BUAY JOCTYIHYHO [JIs1
oOpairieHsi COBOKYITHOCTh HAallOMWHAHUM, KOTOPasi MOXKeT TIPe/ICTaB/IATh coboM
HEeCKOJIbKO JTMCTOB U3 OJIOKHOTA, CreljiabHyI0 KOMITbIOTEPHYIO ITPOrpaMMy WU
Tipo3pauHble Marku, cojiepyKallfie OT/e/bHble TOKYMEeHTHI 110 Ka)K/IoMy BOIIPOCY.
HaripuMep, CIMCOK TeKYI[UX TIPOEKTOB MOKHO JiepKaTb Ha CTpaHMUIIe
eXXe/IHeBHUKA; OH MOKeT XPaHWUTbCSI B 37IEKTPOHHOM Tarke C TPU(POM «HY>KHO
cZielaTb» Ha TlepCOHaTbHOM LIM(PPOBOM CeKpeTape WIA B TMPOCTON TMarlke,
TO/IMUCAHHOM «CITUCOK TIPOEeKTOB». OTI0KeHHbIe HalloMHUHaHUs (Tura «mocie 1
MapTa CBSI3aThCSl CO CYETOBO/AOM, uTOObI OpPraHW30BaTh BCTPEUY») MOXKHO
XPaHUTDb B B/IOKHOTE, IOMETUTh B 0OLIYHOM WM 37IEKTPOHHOM KajleHape.
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Puc. 2.2. Cxema paboue2o npoyecca — opaaHuzayus

IIpoexmbl

S1 Has3bIBar0 TIPOEKTOM J1OOOM >KejlaeMblii pe3y/bTaT, [/ AOCTYKEHUS
KOTOpOTr0 HeoOXOAWMO TMpeArnpUHATh 0ojiee YeM OAWH aKTUBHBIA IIar. 3TO
03HAuaeT, YTO HEKOTOPhble OTHOCHUTE/ILHO HeCyIlleCTBeHHbIe 3aflau, OOBIUHO He
Ha3bIBaeMble TIPOEKTaMH, TOMaAyT B CIHUCOK Baliux «IIpoeKToB» C OOJIBbIION
OykBbl. IlpyunHa, MO KOTOPOW $1 TIPUEP)KHUBAIOCh [JAaHHOTO OIIpe/ie/ieHus,
TaKOBa: eC/IM OJHO JeUCTBHe He MO3BOJIUT 3aBEePLIUTH OIpe/eieHHY0 3a/auy, TO
HeoOXOZIMMO OCTaBUThH T7ie-TO «KOJIbIIIEK», KOTOPKIM Obl HATIOMUHAJ BaM O TOM,
YTO OCTaJIOCh ellje uTo-TO cZenarb. Eciv BaM Herje rnoMecTUTh HallOMUHaHUe,
To mpobnema momazier oOpaTHO B OMepaTUBHYI MamsiTh. [lpyroii criocob —
BOCIIPUHHMaATh MepeyeHb HallOMUHAHUM KaK CITUCOK He3aMKHYThIX I[UKJIOB.

OTpbIBOK U3 cnucka «I[IpoeKTbi»

Hansmb Ho8020 compyOHUKa

B aszycme — omnyck



Omo3eamb compyOHUKO8 ¢ ¢pabpuku

Haneuamamb KHu2y

3asepuwiumb 00HOB/1EHUE KoMNblomepa

[lepenucamsb 3asewjarue

3akoHuumsb 8HedpeHUe HOBOll MUHeliKU NPOOyKmMos

Oceoumb HOBYIO NPO2PAMMY ynpasaeHusi KOHMakmamu

Coenamb Konuu cmambu u3 xcypHaia Fortune

Halimu cneyuaaucma no neuamu u pexkaame

3akoHuumb nocadKy HO8020 caoa

CoemecmHbili sudeonpoekm 6 chepe uccaedosaHull u paspabomok

IToo2omoeumb HOBblll yuebHbIli KOMNaKmM-oucK

Cocmasumb 2paguk ceMuHapos Ha cnedyiowjuil 200

[Ipopenemupogamb uacos8yto Npo2PamMMHy0 npezeHmayuio

B cosepuieHcmge osnademb 00CMynom K 8UOEOKOH(pepeHYUsIM

3akaouumb mpyoosble 002080pa

YcmaHnogumb Hogble ¢poHapu 6o 08ope

Hanadumb 0enoeble OMHOWEHUS C IOHCHOAMEPUKAHCKUM hpedcmasumesnem

Ymeepoumb Kaopoeyto noAumuKy u npoyeoypy Habopa compyoHUKO8

ITocmasumb HOBbIU CMYy 8 20CMUHOU

[TpoeKThl He HY)KHO Tepeurc/IsiTh B KaKOM-/M0O OIpe/ie/IeHHOM TIOpsifiKe,
3aBUCAIIEM OT Maciutaba WM TIpUOPUTETHOCTU. OHM TIPOCTO  JIO/DKHBI
TIPUCYTCTBOBaTh B OCHOBHOM CIMCKe, KOTOPbIM M0O3BOJIsT Obl 00paiiatbCsi K HUM
JOCTaTOYHO YacTO i TOro, uTOObl 0OecreuuTh TJIaHUpOBaHUe TpelOyeMbix
JIAJIbHEUIIVX JeMCTBUH M0 KaXKA0MY U3 HUX.

HeBo3MOXXHO (U3UUECKH BBITIOIHUTH TIPOEKT, BbI MOXKETE TOJIBKO
TIPEeJITIPUHATL aKTUBHBIE IIIaTM, OTHOCSIMecss K Hemy. Korma mnpeampuHSITO
JI0OCTaTOYHOEe KOJIMYeCTBO HeOOXOAUMBIX Mep, BO3HUKAeT CUTYal[usi, I0CTaTOUYHO
Onu3Kasi K U3HauaJbHOM KapTWHE OXKWZAeMOro pe3y/bTaTa — TMPOEKT MOXKHO
Ha3BaTh «OCyllleCTBeHHbIM». CITMCOK TIPOEKTOB — 3TO COBOKYITHOCTB
«(UHUITHBIX JIEHTOUeK», KOTOpble Mbl HameuaeMm /[ cebsi, uTOObI Hallu
roc/iefiyroliue JOelcTBUsT BO Bcex cdepax TIPOABUTAIUCh B HY)XXHOM
HarpaB/eHUH.

Mamepuasibt no npoekmy

st ocyIriecTBAeHUs MHOTHX BalllMX IPOEKTOB BaM MOHA[00UTCs cobparhb
HeobxoMyt0 MHGOpPMaI[H0, KOTOPYI0 HY)KHO pacCOpPTHMPOBATh MO TeMaTHKe,
npeaMeTy WM Ha3BaHUIO TPOeKTOB. Bail crimcok «I[IpoekTbi» GyneT mpocTo



ykaszatesiem. Bce geranu, mjaHbl M COMYTCTByHOLasi UHQOpMaLs, KOTopas
MOJKeT TIOHaZI0OUThCST B Xofie pabOThI HaZ pa3/MUHbIMU TIPOEKTaMU, [JO/DKHA
XPaHUTBCSI B OT/E/IbHBIX TlankaX, KOMITbIOTEPHbIX (aiiiax, O/JI0KHOTax WU
MO/[IIINBKAX.

BcriomorarenbHble MaTepuasibl U ¢aiabl. Kak TOMbKO Bbl paccopTHpyeTe
BCe MaTepuasbl TpOeKTa MO TpeJMeTaM WM TeMaTuKe, Bbl, CKOpee BCero,
oOHapy’>KWTe, UTO OHU WMMEIT Ty >Ke€ BaXKHOCTb, UTO U Jpyras IoMeueHHas
vH(bOpMaLYs, U UX MO)KHO XPaHUTh B TOM K€ CUCTeMe OMeUeHHbIX MaTepuaioB
(Haripumep, manka «CBajbba» MOXeT XpaHUThbCS B OOIeill cucteme BCeX
TOMeUeHHbIX BaMU MarepuasoB). EMHCTBEHHOe OT/IMUKe COCTOUT B TOM, UTO
MaTepuaJibl TI0 TIPOeKTaMm, MpeAToiaratoliuM aKTUBHbIe JeNCTBUS, HY>XXKHO OyaeT
npocMaTpvBaTh uallle, 4YTOObI oObOecrieunTh uYeTKOe Oripefie/ieHre BCeX
HeoOXOZMMBIX II1aroB.

OObIYHO 51 PEKOMEH[YI0 JIFOASIM XPAaHWUTb BCIIOMOTaTesbHble MaTepUalibl
TaMm, TJie OHU He OpocatoTcs B 1a3a. Eciu y Bac 1oj, pykout ecTb 3¢ deKTuBHas
cuctema obpaiileHusi K WH(GOpPMAaIUK, Bbl YBUWUTE, UTO 3TO — CaMbIii MPOCTOM
crocob opraHu3alMy MaTtepuasioB. Bripouem, uHorza ynooHee OyzeT ObICTpo U
7ierko o0pallaTbCs K MaTepuasam U MOAJep>KUBaTh TTOCTOSTHHBIN [JOCTYIT K HUM,
0cobeHHO eci Bbl paboTaeTe Hajl «TOPSUYMM» TPOEKTOM U [IOJDKHBI CBEPSIThCS
CO BCIIOMOraTebHbIMU JaHHBIMU 110 HECKOJIBKY pa3 B ZieHb. [Ipo3pauHsble (aiiibl
B TIPY>KMHHBIX MarkKaxX, KOTOpPbIe Jie)kaT Ha Pacro/IoXKeHHBIX APYT MOJ, JApyroM
JIOTKaxX B TipefiesiaX A0CATaeMOCTH, MOTYT OKa3aThCsl Haubojiee MpakKTUUHLIMU
IJ1sI «TeKyliei» OymakHoU paboThl mogo6HOro posa.

Kamezopuﬂ nepeoouepeaﬂblx waeoe

LleHTpanbHOE MeCTO Ha AvarpaMMe pabouero rpoiiecca 3aHUMaeT pellieHe
O TOM, KakuM OyzneT c/jeAyrolydid Iar. OTOT Iar JO/DKeH IIpe/iCTaB/IsATh
dusnueckoe, 3pUMoe [eliCTBUe, HallpaBJeHHOe Ha 3aBepilieHHe Jiroboro
HEe3aMKHYTOTO I[UK/a, 6e3 UCKIHUeHMUs.

JIroOble AeMCTBUS, KOTOPbIe 3aHUMAIOT MeHbIlle JIByX MUHYT, U BCe Jiea,
KOTOpbIE YK€ 3aBepllieHbl, eCTeCTBEHHO, He TpeOyloT Balllero BHUMAaHUS: OHU
y>ke B rpoiioM. OTC/Ie)KUBaTh HY)KHO BCe JIeMCTBHS, KOTOpPbIE [JOJDKHBI OBITh
COBepIlIeHbl B KOHKDETHOE BpeMsi B OIpe/le/IeHHbIN [eHb (ToMeuanTe UX B CBOEM
KajieHJiape), BCe 3a/laud, KOTOpble HY>KHO BBITIO/THUTb Kak MOXHO CKopee (KX
cienyeT n00aB/sATL B CIUMCKU «[lepBoouepefHbIX 111aroB»), W, HAKOHeI], BCe
JeNCTBYSA, KOTOPble MOTYT OBbITh CZie/laHbl APYTMMH (MX C/leAyeT BK/IOuaTh B
CcricokK «OyKuIaHus» ).



Kanenoapnb

HamoMuHaHus O [1eCTBUSIX, KOTOPbIe Bbl [JOJ/DKHBI TIPEJIIPUHSITE, Ae/STCS
Ha /IBe KaTeropuu: HallOMUHAHUS O COOBITUSX, KOTOPbIe ZIO/DKHBI TIPOU30UTH B
orpe/ieJieHHbIM JleHb WM B KOHKDETHOe BpeMsi, M HallOMHHAaHUs O [esiax,
KOTOpbIe HY)>KHO 3aBepLLIWTh KaK MOXXHO CKopee. Baill kajsieHJaphb rpefHa3HaueH
JJ1s1 XpaHeHUs1 HarlOMWHAHWM TIepBOro THIIA.

B kaneHzape ciesfyeT oTMe4aTh TPY BeLLU:

* 1eMCTBYSI, KOTODPbIE C/ie[lyeT COBEPIIUTD B OTpe/ie/IeHHOE BpeMs;

* IeMiCTBYSI, KOTOPbIE C/ie[lyeT COBEPIIUTD B OTpe/le/IeHHbIN [JeHb;

* UH(OpMaLUIO, TPUYPOUYEHHYIO K KOHKDETHBIM ZlaTaM.

JlelicTBHsI, KOTOPbIE C/IeflyeT COBepPIIUTh B OMpeje/ieHHoe BpeMs. Peub
U7IeT 0 Ha3HAuUeHHBIX [Ie/IOBLIX BCTpedax. YacTo mepBoouepesiHble eHCTBUS B
paMKax KOHKPETHOrO TpOeKTa IIpPe/Io/iaraloT BCTPEUH, Ha KOTOPBIX OyaeT
00CY>KIaTbCsl TIPOEKT. JloCTaTOuHO IIPOCTO C/iesiaTh TIOMETKY O BCTpeue B
KajieHjape.

JlelicTBHsI, KOTOpbIe CJ/ie[[yeT COBEpPIIMTh B ONpeJe/IeHHbIN [IeHb.
meroTcssi B BUAY [IeHCTBUS, KOTOpPble HY)XHO COBEpPLINTh B TEUEHHE
KOHKDETHOIO [IHSI, HO He 00s13aTe/IbHO B OIpe/ie/IeHHOe BpeMs. BO3MOXKHO, BbI
CKa3a/m MHOKO, UTO TTI0O3BOHHUTE el B MATHMILY, UTOOBI Y3HATh, BCE I B TIOPSIZIKE
C OTYeTOM, KOTOpPBIH Bbl el ormpaBwid. OTdeT OyfeT TOAyuYeH He paHbIIIe
yeTBepra, a B Cy0600Ty OHa ye3KaeT 3a IpPaHMI]y, TaK UTO MATHHUI]A — 3TO
BPEMEHHOH TPOMEKYTOK, Ha TIPOTSDKEHHH KOTOPOTO MOXKHO COBEPIIUTH
Tpebyemoe [efCTBUe, HO 3TO MOXHO cjiesiaTh B r000e Bpemsi aHS. HykHO
3amucaTh 3Ty MHGOPMAI[HIO B KaJIeH/Iaphb, HO HEe TIPUBSA3bIBATh €€ K KOHKPETHOMY
BPEMEHH — [IeJI0 HY)KHO CZieJlaTh B MSTHUILY B TeueHHWe AHs. IToje3HO UMeTh
TI0/] PYKOH eXXeJHEBHUK, IJie MOYKHO ITOMeuaTh JIeHCTBUS 00eMX pacCMOTPEHHBIX
KaTeropum.

NudopMmanusa 0 KOHKPETHBIX JaTax. B KajeHgape Takxe Cjegyer
TIOMeYaTh CBeJIeHUs], KOTOPLIMHM Bbl XOTHTE pacriojiaraTb B KOHKPETHbIE JTHU —
He 00s13aTe/IbHO HAlIOMMHAHUS O JEeHCTBUAX, a CKopee HMHGMOpMAIUs, KOTopas
MOYKET OKa3aThCs TOJIe3HOU B OMpe/ie/IeHHbI MOMEHT. K 3Tol KaTeropuy MO>KHO
OTHECTH YKa3aHus I [eJIOBbIX BCTPEUY, MEPONPHUATHS, B KOTOPLIX B 3TOT JIeHb
OyayT ydacTBOBaTb /Jpyrue JioAu (CeMbsl, COTPYAHUKW), WIM COOBITHS,
TpeZiCTaB/siIOIe  WHTepec. [lofe3HO Takke 3alMChiBaTh B KaJleH/apb
KpPaTKOCPOUHY0 HWH(OPMALMI0, O KOTOPOH CJ/iefiyeT TIOMHMTb: HarpuMep,
HarlOMHUHAHHWE O TOM, YTOOBI TT03BOHUTH KOMY-TO Uepe3 JieHb I0C/Ie TOro, Kak OH



BEepHEeTCS U3 OTMYCKa.

Honoli criucky fiel Ha KaKAbid ZieHb. B KaneH[jape [JO/DKHBI ObITh TOBKO
TPU yKa3aHHBIX KaTeropyMy HarlOMWHAHWUM, U HUuUero Jpyroro! f1 moHumato, 4To
[JisT  CTODOHHUKOB TPA/IMI[MOHHBIX KOHILEMIMM pacrpezeneHuss pabouero
BpeMeHHU, YOeXXIeHHbIX, UTO «CIMCOK /le/T Ha KaXK/IbIi JieHb» — IJlaBHasi Bell[b B
YKU3HU [1eJI0BOTO ueioBeKa, Moe yueHue — Cyiijasi epecb. Ho mofo6HbIe CIIUCKU
He BBITIO/THSIIOT CBOMX (DYHKILIMM M0 JIByM MIPUUUHAM.

Bo-miepBbIX, HeUCCSIKaeMbld TIOTOK BXOZsiled wuHdoOpMalud U CMeHa
TIDUOPUTETHBIX HalpaB/eHUWH BHOCAT TakKue CyllleCTBeHHble HW3MeHeHUs B
eXeJHeBHYI0 paboTy, UTO TpaKTUYeCKd HEBO3MOXXHO 3apaHee OTpe/euTh
nipo6sieMbl, KOTOpbIe HY>KHO OyZieT pelvTh. Bcerjja mosie3Ho UMeTh Moj PyKOit
3¢ deKTUBHbIA IJIaH [eMCTBUM, HO OH JOJ/DKeH [OIyCKaTb BO3MOXKHOCTh
M3MeHeHU B /ii060i MoMeHT. [TOTBITKH COCTaBUTh B KajeH/ape MUCbMeHHbBIN
repeueHb, KOTOPbIM HY)KHO TE€PEHOCUTh Ha CJIeAYIOLIWW /leHb, eCu fiejia He
cienaHbl, — 93T0 HebmarogapHoe u OeccmbicieHHoe 3aHsaTHe. CIUCKA
«TlepBOOYepeHbIX 111aroB», TMPUBEP)KEHILIEM KOTOPbIX s SIB/SIFOCh, JO/DKHBI
COJieprKaTh BCE 3TH HAlIOMUHAHUS, [jaXke Te, KOTOpble CU/IbHee BCero 3aBUCAT OT
BpeMeHHU. M ux He MpU/IeTCs MepenuchiBaTh €>KeJHEBHO.

Bo-BTOpBIX, €CM B CITUCKe fieJl eCTh 3a/laHre, KOTOpoe He 00si3aTeslbHO
BBITIOJTHSITH B TeUeHHe /IHs, TO OHO OyJeT TOJIbKO OTBJIeKaTh Ballle BHUMaHHe OT
nipo6siem, TpeOyIOIMX CPOYHOTO pelieHusi. Ec/u 51 o/DKeH 1M03BOHUTh MUOKO B
MATHUL]Y, TIOTOMy UYTO 3TO — €JUWHCTBEHHBIM JleHb, KOrJa s CMOI'y C HeW
CBS13aTbCsl, @ B MOEM CITHCKe eCThb ellje TSATb MeHee BaXKHbIX WM MeHee CPOYHBIX
3BOHKOB, TO B CyeTe s MOTy TaK W He MO3BOHUTb MuOKO. Mol MO3r MOXeT
YIOyCTUTh W3 BWJYy HAllOMWHaHWE O TOM, UTO y MeHs He OyaeT [apyrou
BO3MO)XHOCTH CJlefiaTb 3TOT 3BOHOK. [losiydyaetcsi, UTo i HEBEPHO MCIIOJIb3YIO
cuctemy. Ha Moit B3r/isizi, KaseHjapb [JO/DKeH ObITh CBSIThIHEN. EC/u Bbl UTO-TO
3anvcaay B KajeHAapb, TO Bbl JO/DKHBI BBINOJHUTH MOCTAaBJAEHHYIO 3ajauy B
9TOT ke ZieHb WK BOOOIIe OTKa3aThCsl OT ee BbITIOHeHUs. VI3MeHeHUsT MOXKHO
BHOCHUTB TOJILKO B CJ/lydae MepeHoca /1eJIOBbIX BCTpeU.

bnarocnoBeHHbI Te, KTO 0b6/aiaeT TMOKOCTBIO, MO0 [T HUX He
COCTaBUT TPY/ja MPUCITIOCOOUTHCS K U3MEHEHUSIM.

Matiikn MakI pugpgpu, 0okmop meduyuHbl

Cnucku nepgoouepeoHbix deticmeutl




Tak Kyza >ke omnpeJe/IuTh HaTIOMUHAHUS O IepBOOYEPEIHbIX AeUCTBUsIX? B
CIIMCKU TIepBOOYepeIHbIX [IeMCTBUM, KOTOpPbIe, Hapsilly C pabounM KaseHAapeM,
COCTAaBJISIFOT OCHOBY OpPraHM3al[uy YIpaB/ieHUsl AesiTe/IbHOCThIO.

JIroboe peiicTBUe, 3aHUMatoIIee Hosiee BYX MUHYT, KOTOPOE Bbl HE MOJKeTe
HUKOMY TiepefiaTh, HY>KHO r7ie-To (pUMKcupoBath. «I103BoHUTH [xumy CMUTY 1O
roBoly cobpaHusi GrOPKeTHOTO KomuTeTa», «CBsi3aThCsi ¢ MaTepsiMu Paiiuen u
JIopbl 110 TIOBOAY 3aropofHoro jarepsi» u «HabpocaTk upen A1 eXerofHom
KOH(pepeHLIUU 0 TPofakaM» — BCe 3TO HallOMHWHAHHUS O JEeUCTBUSIX, KOTOPbIe
c/lefyeT XpaHWTb B CHelUa/lbHbIX CIHCKAX, WIA KOpP3WHAX, I7le UX MOXKHO
paccMaTpuBaTh KakK BO3MOJKHBIE HaripaB/IeHUs [|eITeTbHOCTU B KOHKPETHbIW
MOMEHT.

Ecmu y Bac TO/MBKO ZIBA WX TPU JleCATKa TOAOOHBIX [esl, TO MOYKHO
XpDaHUTb HAaOMMHAaHWA O HUX B OJHOM CIIMCKe T1Of  Ha3BaHUEM
«[TepBoouepe/iHbIe ENCTBUS», K KOTOPOMY Bbl OyzieTe 0OpaIiathcsi, Kak TOJIBKO
MoSIBUTCS  CBOOOJHAasi MUHYTKa. BripoueM, /s OOMBIIMHCTBA W3 HAC UX
KonuuecTBO Kkosebsetcst mexay 50 u 150. B Takom ciyyae uMeeT CMBIC/
pa3buth Baill cnucok «IlepBoouepeHbIX /1eWCTBUI» Ha Takve KaTeropuu, Kak
«3BOHKW», KOTOpble HE0OXOAMMO COBepIIUTb, WM «KitoueBbie BOMPOCHI TI0
TIPOEKTY», KOTOPbIe HY>KHO 33/1aTh Ha e)KeHe/le/IbHOM TIJIaHepKe.

Bce Hy>KHO ynipoljaTth flo ipefienia, Ho He 6oJiee TOro.

Anbbepm DliHwmetiH

IIpo6aembl, He mpebylowjue akKmueHbIX Oelicimaeutl

Kak u B 1ydae 3a/iad, KOTOpble TpeOyIOT aKTMBHOTO pellleHus, BaM
TOHAIO0STCST XOPOILIO OpPraHW30BaHHbIE, OT/e/IbHble CUCTEMBI /Il XpaHeHUs
BOIPOCOB, He TMpeArNo/aramlliX akTUBHbIX JAEMCTBUM C Ballleill CTOpPOHBI. Takue
CUCTEMBI Je/IITCSl Ha TPU KaTeropyuu: Mycop, OT/IOKeHHbIe fiejla U [IoMeUYeHHbIe
MaTepua’bl.

Mycop

CnoBo Mycop roBopuT camo 3a cebsi. BbibpockTe Bce, B CBSI3U C UeM BbI
HUUero He OyjeTe TIpeAINPUHUMATh U K ueMy He OyzeTre oOpaiijatbcsi. Eci Bbl
Oymetre OCTaBisATHL 3TU TPoOIEeMbl Cpeau JAPYrUX KaTeropuii, OHU Cepbe3HO
TIOBpeJAT Balllell CUCTeMe.

OT10XKeHHBIE Jje1a



EcTb /iBe Tpyrinel mpobieM, KpoMe Mycopa, KOTOpbie He TpeOyrT CPOUHBIX
JeNCTBUM, HO JO/DKHBI XpaHWUTLCA B Bamled cucrteme. Eme pa3 obpatum
BHUMMaHHe Ha TO, UTO KpailiHe Ba)XKHO OT/Ae/NUTh MpobeMbl, KOTOpble TpeOyroT
aKTUBHBIX [J€HCTBUM, OT rpoOsieM, He TMPEeATNO/araroIiuX HUKAKUX CPOUYHBIX
11aroB C Balled CTopoHbl. Ecnu Bbl 3TOro He cJienaete, TO OCTaHOBUTECH B
HepeIIuTe/IbHOCTU Tiepeli BOPOXOM OyMar, CTOTKAMU TaroK U CIIUMCKOB, He 3Has,
YTO Zle/laTh U C Yero HauaThb.

HoryctrM, Bbl 00HAPY>XU/TU UTO-TO MHTEpeCHOe B Cy>kKeOHOM MUCbMe WU
9JIEKTPOHHOM COOOIlleHWH, TI7le U3/IoKeHa ufiess TIPOeKTa, KOTOPBIM BBI,
BO3MOYKHO, 3aXOTUTe OCYIIIeCTBUTh, He CETro/[Hs, a Koraa-Hubynab. MoxeT ObITh,
BbI 3aX0THUTE BEPHYTHCS K ITOM Hjiee 1o3xe, YTOObI TlepecMOTPeTh BO3MOKHOCTh
TIDUHSTUS OMpeJie/IeHHbIX Mep T0 ee peanv3aluu. Harpumep, y Bac B KOp3vHe
«Bxopsiiue» oka3biBaeTcst Opoiiitopa, paccKasbIBarolliasi 0 Cie/[ytolleM Ce30He B
MeCTHOM 3ajie CUM(OHMUECKOM My3blKU. bBersio mpocMoTpeB OpOIIOpY, BB
3aMeyaeTe, UYTO KOHLIEPT, KOTOPBIM BaM [IeCTBUTEbHO WHTEpPEeCeH, COCTOUTCS
TOJILKO Yepe3 ueThIpe Mecsilja — CJIUIIKOM JIONTHUN CPOK, UYTOObI 3arafibiBaTh (Bbl
He 3HaeTe, KakuM OyzieT Baill rpayK KOMaH/IMPOBOK Ha 3TO BpeMsi), HO ceifuac
BbI /IOMa U XOTe/1 ObI TIONTU Ha TIPeJCTOsIIMN KoHLepT. Kak ciiefiyeT nmocTynuTh
C 9TOM OpoIropoii?

EcTb fABa TUINA CUCTEM «OTJIOXKEHHBIX [eJ1», KOTOpble T[103BOJISIFOT
OpraHv3oBaTh UH(OPMALIMIO 3TOr0 pofia: crucku «Korma-HUOyIb/MOXKeT ObITh»
Y yNopsiZloueHHble HAalTOMUHAHUSI.

«Korpa-uubyap/Mmoxker ObITb». BefleHue TIOCTOSSHHOTO CHOMCKa [,
KOTOpble BbI XOTUTe C/ieJiaTh KOrja-HuOynb, HO He ceilluac, MOXKeT ObITh
M0JIe3HbIM UM TIPUSTHBIM 3aHSTHEM. TakoW CITUCOK SIBISIETCSI «CTOSIHKOM» ISt
TIPOEKTOB, KOTOPble CerofiHsi HUKaK Hejb3s CABUHYTb C MeCTa, HO W Harlpoub
3a0bbiBaTh O HUX BBl TOXKe He XOTUTe. Bbl XOTUTe, UTOObI BaM pery/sipHO
HarloMuHaMu 00 3TUX BO3MOXHOCTSIX.

Tunuuebli cnucok «Korga-HuOyb/M0OXKeT ObITh»:

Kynumb 100Ky 015 n1081u OKyHell

Bblyuumsb ucnaHckul

[Tolimu Ha 3aHsimust No ak8ape/bHOU Hcusonucu

Kynumb cepgaHm Ha KyxHto

ITocmpoumb maneHbKuli bacceliH

Kynumb Ksmpun camokam

ITokamambcsi Ha 8030yWHOM wape

Ilonymewecmeosamb no wmamy MoHmaHa

N3yuumb 8o3modcHocmu npoepammbl Photoshop

Yupedumb HekoMMepuecKylo op2aHu3ayuro



3anucamb compyOHUKO8 Ha 8U0e0 0/151 peKAaMHO20 POAUKa
Hatimu Cmaceopoa JlatioHca

Kynumb yugposyto suoeokamepy

Ilocemumb cesepHyto Umanuto

[Tolimu 8 noOmMacmepbsi K c80emMy NJAOMHUKY

Cdenamb nodceemky 0151 cmamyli 80 080pe

ITocmpoumb sinoHcKutl npyo

Ilepesecmu cmapble pomoepachuu 8 yugposoli hpopmam
YcmaHosumb doma yodaneHHblli docmyn K cemu

Bo3MoyKHO, BbI pa3zenute CBOM crimcok «Korpma-Hubyab/MoxkeT ObITb» Ha
TMOArPYIIbI, TaKKe Kak:

» KoMIakT-IMCKH, KOTOPbIe S XOUYy KYIUTb.

* BujeokacceTbl, KOTOpbIe g XOUY B34Th Ha MPOKAT.

* KHury, KoTopble s X0uy IpoYecTb.

* BuHa, KoTOpBI€ 51 X0uy MonpoboBaTh.

* MecTta, KOTOpbI€e S XOUy MOCETUTh B BBIXOZHbIE.

* Pa3psieueHuisi, KOTOpBbIE S1 XOUY YCTPOUTD JI€TSM.

* CeMHHapbI, KOTOPbIE S XOUy [OCETUTb.

Bbl [O/DKHBI  TI€pUOJWYECKM TPOCMATpyBaTh 3TOT  CIIMCOK, €C/IU
cobupaeTech W3B/e€Ub W3 HEr0 MaKCUMa/bHYIO TMO/ib3y. $ TMpejsarar0 Bam
BKJIFOUUTD TIPOCMOTP CITMCKA B e>keHe/leNTbHbIN TiepecMOoTp Ziesi (00 3ToM HIke).

YnopsifoueHHble HamoMuHaHusA. CaMmbiii ayummid crnocob XpaHUTb
HarlOMUHaHUSI — 3aHOCUTb UX B CTelMa/bHbIN OJI0KHOT, KOTOPBIM MHOTAA elle
Ha3bIBAOT CIKUCKOM «BUCSIUX» WIH «IIOCAeAYIOIUX» 3a7ad. JTO — CUCTeMa,
TO3BOJISIFOIIAsT BaM TMCAaTh camMoMy cebe TOC/aHUsi, KOTOpPble BbI MOJKeTe
TIOJTYUUTh B OTIPe/Ie/IeHHbIN JleHb B OyayIieM.

Baiu kaneHaapb TakKe MOXET BbITIOJIHATH 3Ty (yHKIM0. Hampumep, BbI
MO)XeTe TIOMEeCTUTb B KaJleHJape HarlOMUHaHue O TOM, YTO 15 MapTa HY»KHO
TJIaTUTh 32 KOMMYHa/lbHble YC/IyTU 3a Mecsi], a 12 ceHTsiops B 3ane Civic
Auditorium OyzeT mocTaHoBKa «JlebeauHOro o3epa» B WCIOJIHEHWU BoJibiiioro
Tearpa.

Bosee moapoOHO MbI OCTAHOBUMCS Ha 3TOM B TJ1aBe 7.

ITomeueHHble mamepuasibl

MHorue marepuasbl, KOTOpble TOMAaZAlOTCS BaM Ha IJia3a, He TpebOyroT
aKTUBHBIX J€MCTBUM, HO COZiep)KaT LjeHHYI HH@opMalyi. Y Bac BO3HMKaeT



)KeJlaHWe COXPaHUTb 3TH CBeJieHWs1, uToObl 00paTUThCS K HHUM II0 Mepe
HeoOXoAMMOCTH. VIX MOXXKHO XpaHUTh B OyMa>kHOM WJTH LU poBOoM opMare.

[TeyaTHbIE MaTe€pPHaJIbl — BCE, UTO YTOJHO: OT MEHIO MECTHOTO MH/UICKOTO
pecTtopaHa C /IOCTaBKOW O/ro[ Ha oM, /I0 TUIAHOB, CXeM U uHGOpMaruu 00
WHBECTOpe JaH/IIa(THOrO MpOoeKTa — JIyullle BCEro XPaHWUTb B 3P QPEKTUBHBIX
CUCTeMax, MpeAIoaralmx GU3NUeCKUd JOCTYN K JaHHbIM. VIX Auarna3oH
BeCbMa IITUPOK: OT CTPAHMUI] B OTPBIBHBIX OJIOKHOTAX WJIM 3alMCHBIX KHIDKKAX,
eCi peub WJET O CIIHMCKe JFOOMMBIX PeCTOPaHOB WM Teae()OHHBIX HOMEpOB
POIUTENIbCKOTO KOMMTETa, /[0 IIeJIbIX BBbIIBI)KHBIX INKAQOB C IArKamMu
aKKypaTHO COOpaHHBIX MaTepHasoB O CJUTHUM KOPITOpaLUH.

O/IeKTPOHHbIE XPaHU/MIIA TAK)Ke€ MOT'YT MMEeTh pPa3/MYHBIM BUJ: OT 0a3bl
JAHHBIX, JOCTYIl K KOTOPOW OOecrieuyrBaeT BCS JIOKAJbHAst CeTh, 0 LIeJIEBBIX
CTIPaBOUHBIX MaTe€pPUa/JioB W AapXMBHBIX TMAllOK, XpaHAIMIMXCS Ha Ballem
KOMITBIOTEDE.

CaMbIii BaXKHBIH acCITeKT, O KOTOPOM CJIeIyeT MOMHHUTB: CChIJKA JO/DKHA
ObITh KOHKPETHOM, obOpaijeHHe K HHGOpPMAIMH [JO/DKHO, B  C/yyae
He0oOX0MMOCTH, OCYIIeCTBAATbCS 0e3 mpobseM. CucTeMbl TIOMeUeHHOMU
uHbOpMaIMi OOBIUHO CO3/Al0TCA B OfHOM M3 ABYX (opm: (1) XpaHumwiie
MaTepHa/ioB M0 TeMaM M TpegMeTaMm U (2) oOlee XpaHWIMILE MOMEUeHHBIX
MaTtepuasioB. IlepBblii TWUIT OOBIYHO OIpeJE/seTCsa CI0COO0M XpaHeHUs
MaTepua/ioB: HampuMmep, IKad C MaTepuajgaMH, pPaCCOPTUPOBAHHBIMU II0
pa3HbIM KOHTPAKTaM WM JaraM; SIIUK, COZEp)Kallui HMCK/IIOUUTETbHO
KOH(M/IeHI[Ma/IbHbIE TaHHBIe 00 OIJIaTe TPy/Aa COTPYAHUKOB; UM PsiJ| IKA(hOB C
3aKpBITLIMU CY/IeOHBIMH fleJlaMH, K KOTOPBIM HY)XKHO 00paliarbcsi BO BpeMs
TIOC/IeIYFOI[UX TIPOIIECCOB.

OO1ee  XpaHWIHIIE IIOMEUEHHBIX MaTephasioB. BTOpol THMN CHUCTEMBI
XpaHeHus1 nHdopMaluu st oOpalleHusl O/DKeH OBbITh I0J, PYKOM Y KaXK/Ooro,
KOMY HY’KHO T7Ie-TO JIep>KaTh CrelaJTu3UpOBaHHbIe CBeIeHHs, He OTHOCSIIUeCs
HU K OIHOM M3 KOHKPETHBIX KaTeropui. Hy)KHO Iie-TO XpaHUThb MHCTPYKLIHIO
JUIs TIOJTb30BaHMSI BaIllMM MOOU/IBHBIM TeedOHOM, 3aMeTKU C 3aceJaHus I10
npoekty CMHUTa M Te HECKOJILKO HEeH, KOTOpble Bbl HE YCIe/Nd MOMEHSTh BO
BpeMs TocieqHer 1oe3nkd B ToKHMO (M XOTHUTE TIOTPAaTHTh BO BpeMs
CJIe/IyIOIIEro BU3UTA).

OtcyTcTBUe 3G GhEKTUBHOrO 00Iero XpaHuiauila UHGOpMAI[UU, K KOTOPOU
KOI/]a-TO TIPU/IETCSA OOpaTHUTBCS, MOXKET CTaTb OJHONM M3 CAaMbIX CEPbe3HBIX
1po0JieM Ha MyTH 0CBoeHust 3((eKTHBHOM NepCOHA/LHOM CUCTEeMbI YITPaB/IeHUS
JeaTe/IbHOCThIO. Ec/ii BBl He MOXKeTe JIerko W ObicTpo (M #ake C
YI0BOJILCTBHEM) PaCCOPTUPOBAThb «HETNPUKAsSHHbIE» MaTepuasbl, TO Bbl UX HE
yIopsilouBaeTe, a Harpomoxaaere. Ec/iM 3T MaTepHa/ibl HE UMEIOT UETKOIO



Haua/ia ¥ KOHI|a, TO BU3ya/ibHasl U MICUXOJIOTHUeCKast uepTa Mexxy rpobiemMamu,
KOTOpble TpeOyIOT aKTHBHOTO pellleHds, W TpobseMaMH, KOTOpble He
TMpe/AroaratoT HUKaKuX JeMCTBUM, CTUPAETCS: Ballle CO3HaHWe MPUZET B MOJHOe
3aMeliatesibctBo.  Co3zmaHue A(PQPeKTUBHOM, [1eICTBEHHOM CUCTeMBbI /sl
XpaHeHUs] JaHHOW KaTeropuyd mpo0/ieM HMMeeT KpPUTHUEeCKoe 3HaueHHWe ist
obecrieueHUs1 BLICOKOM MPOAYKTHBHOCTU TPyZAa 0e3 BHYTPEHHETO HarpspKeHUs
(mozpobHO 3Ta cucTeMa pacCMOTpeHa B IviaBe 7).

ITepecmomp npo6iem

OpHo Jeno — 3amucaTh Ha OyMa)kke, UTO HY»KHO KYIMTh MOJIOKA, U Ipyroe
— BCIOMHUTB 00 3TOM, HaXoAsChb B MarasuHe. TOUHO Tak >Ke, 3alMcCaTh
HarlOMWHAHKWE O TOM, UTO HY>KHO TT03BOHHUTH APYTY, UTOOBI Y3HATh UMl areHTa 1o
Tpofia’ke HEeABM>KMMOCTH, W BCIIOMHHMTBH 00 3TOM, Haxofsch y TenedoHa B
cB0OO/IHOE OT pabOThI BpeMst — 3TO pa3Hble BeIly.

Bbl [1O/DKHBI OBITb B COCTOSIHUM TIepecMaTpHBaTh BCIO KapTUHY CBOeM
JKU3HU U paboTbl ¢ Tpebyemoi IMEepHOJUUYHOCTBIO M Ha BCeX ypOBHsAX. [ljis
OOJIBIIMHCTBA JIOJiel CyTh yIpaBjeHus: pabouyuvM TIPOL[eCCOM 3aK/IH04YaeTcsl B
TIOCTOSTHHOM TiepecMOoTpe Tipo6sieM. IMeHHO Ha 3TOM 3Tarie Bbl KaXKyH0 HeJeTto
paccMmaTprBaeTe He3aBepIlleHHbIe TIPOEKThl M He3aMKHYThIe I[UK/IbI Ha YPOBHE B
10 000 ¢yToB, Kak 51 3TO Ha3biBal (CM. HIKe). ITO — Ballla BO3MOXKHOCTb
TepecMOTpeTh BCe JabHeuIe eMCTBUS U pa3/iduHble BaDUAHTHI C TEM UTOObI
TIPUHATEL TIpaBUJIbHOE peIllleHrhe O TOM, KaK TIOCTyIaTh B OMpeerneHHOU
CUTYal[1H.

Kakue npo6iembl u Ko20a nepecvampueamsb

Eciv Bbl c/iefyeTe CUCTeMe MEePCOHAAbHOW OpraHusalyd, B CTPYKTYpPYy
KOTOPOM, KaK s TIOCOBETOBaJ, Bbl BK/IIOUW/IM CIHCOK IIPOEKTOB, MepedyeHb
C/IeAYIOLIUX II1arOB M CIHMCOK OXKUJAeMbIX COOBITUM, TO [/s TOJep KaHUs
paboThI TaKoM CUCTeMbI BaM He TMPUETCS MpUIaratb 0COObIX YCUUM.

WHCTpyMeHTOM, K KOTOpOMY BbI OyzeTe oOpaliarbcsi uaille BCero,
BEpPOSATHO, CTaHeT e)KeJHEBHUK, HAallOMUHAKIIUK BaM O «IHUKaxX» TPsiyllero
[IHSl, TO eCTb O JieflaX, KOTOpble He [IOKUBYT [0 CJIeAYIOIIero AHs, eCIu UX He
cAenaTb. JTO He 3HAUWT, YTO [ie/la, 3alMcaHHble B KajeHJape, — CaMble
«BaKHBIE» B Ballleil XKU3HU, TIPOCTO WX HYXKHO cZiesiaTh. Ecyiv Bbl OyzeTe 3HaTh,
YTO W KOIZla HY)XHO CJefaTb, TO y BacC TMOSIBUTCS TPOCTOP [JiI MaHeBpa.



ITonesHass mpuBbIUKA: II0C/Ie TOrO, KaK IIOMeTUTe B KajleHJape 3ajady Kak
«BBITIOJIHEHHYI0» (BCTpeya, TenedOHHbIM 3BOHOK, OKOHYaTejbHasi BepCUsi
JIOKJ1a/1a), IPOBEPUTh, Kakue ellle Mpo0ieMbl HY)KHO PelLIUTh.

PezynsipHo npocmampueaiime cgou cnucku 3aday: 3mo  no3eoaum
8blOpoCUMb UX U3 20/108bl.

[Tocne nmpocMoTpa KasieH/aps Bbl yaille Bcero OyzieTe obpaijaTbCsi K CIIUMCKY
repBoouepeaHbix fAelicTBUi. [lofoOHbIe CMUCKU TIPeACTaB/SIOT —T€PeYHU
HaMeUeHHBIX 11aroB, KOTOpbIe Bbl MOXeTe IPeAIIpUHATh, eC/Id B TeueHue JHA Y
Bac MosIBUTCsI CBOOOIHOE BpeMsi. Ec/ii BbI pacCOPTUPOBAIU WX B COOTBETCTBUU C
obcTaHoBKOM («/loma», «3a KomrmbloTepom», «IIpu BcTpeue c Kopapkem»), TO
OHU OyZyT UMeTh 3HaueHUe TOJTbKO B COOTBETCTBYIOIINX 00CTOSITEIbCTBAX.

CrucKyd TPOEKTOB, OXKUJJaHUM U CIIMCKOB «KOTAA-HUOYb/MOXeT ObITb»
c/lefiyeT TpOCMaTpvBaTh Cyrybo 1o Mepe HeoOXOJUMOCTH: Pery/sipHOCTb
TIPOCMOTPA 3TUX CIUCKOB /I0JKHA MO3BOIUTh BaM BbIOPOCUTB UX 13 TOJIOBBI.

Kpumuueckuii ¢pakmop ycnexa: edxceHede/ibHblll 0630p npob1em

Bce mpobsieMbl, KOTOpble MOTYT TpeOOBaTb aKTHUBHBLIX JE€MCTBUM, MOXHO
repecMaTpuBaTh MJOCTAaTOYHO YacTO /[y TOro, uToObl Baille CO3HaHWEe He
TILITA/IOCh TIOCTOSIHHO O HUX IOMHHUTh Y HAallOMUHATh BaM O HUX. UTOOBI MOXKHO
ObIIO JIOBEpPSATHb OBICTPHIM HWHTYUTUBHBIM peIeHUsIM, KOTOpble Bbl BpPeMsI OT
BpeMeHM TMpUHUMaeTe B OTHOIIEHWU JalbHeWIUX [AeUCTBUM, BbI [1O/DKHBI
TIOCTOSTHHO BBIXO/IUTh Ha 0oJiee CIIOKHBIN ypoBeHb. Ha 0cHOBe oribITa paboThI C
ThICSTYUaMH KJIMEHTOB $1 MOTY yTBepXZaThb, UTO CO BpeMeHeM 3Ta MpPUBBIUKa
TepepoXK/jaeTcsi B MOZe/b MOBe[eHUs, UMEIOIYI0 KPUTUUeCKOe 3HaueHue st
NOCTYKEHUS ycriexa: exkeHe/le/bHbI 0030p.

Bce Bailli He3aMKHYTble I[UK/bI (T. €. TPOEKThI), TUIaHbI Ha Oyayliee,
CTIMCKU CJIeAYIOIIUX I11aroB, €)KeJHeBHUKU, CITUCKU OXKUJIAaHUM U [la’ke CIIMCKU
«Korpma-aubyib/MoxKeT ObITh» HY)KHO TlepecMaTpUBaTh pa3 B Hejle/t0. DTO TaKxe
TO3BOJIUT BaM OCBOOOAUTHL CO3HAaHWE OT TMpoOsieM U yOeAWUTHCS, UTO BCe
«XBOCTBI» 3a MOC/IeJHUEe HEeCKOJIBKO /THel MOATIHYThl — cobpaHbl, 06paboTaHbI
Y yopsi/IoueHbl.

JKv3HeHHbIe l'[pO6J'IEMI)I OXBATBIBAIOT I_HI/IPOKI/II‘/JI KPpyr' UHTepecCOB,
H TOT, KTO O6,£[YMBIB8€T O4HY U3 HHUX, HE 06pamaﬂc5 K OCTdJ/IbHBIM, —
IMPpOCTO MeUTAarTeJlb, HE,Z[OCTOfIHbIﬁ BepHINTb Cy,l[b6bl MMpad.

[cetimc @eHumop Kynep



Ec/u Bbl OOBIYHBIN 4Ye/IOBEK, BaM IMPEKPACHO H3BECTHO, UTO Jiejla MOTYT
BBIMTU W3-TI0J] KOHTPOJISI BCETO 3a HECKOJILKO JHEHM HarpsbKeHHOM paboThl. Bam
HE 3aX0UeTCsl OTB/IEKAThCSI OT TEKYIeH paboThl, KOTOPOM M 6e3 TOro MHOro, Ha
TO, UTOOBI TOCTOSTHHO TO/JeP)KHUBaTh Oe3ymNpeuHbIi TOPSZOK B CBOMX JeJlax.
OpiHako UTOOBI IMO3BO/IUTL Cebe POCKOIIL CITOKOHMHO OTJOXHYTh, BaM, BEPOSITHO,
TIPUZIETCS Pa3 B HEJIEI0 POBOJJUTH B ZIOMe reHepa/ibHY 0 yOOPKY.

E>keHenenbHBINA 0630p — 3TO BpeMsi:

* cOopa 1 06pabOTKH BCell «pyTHUHbBI»;

* [IepecMoTpa Balllell CUCTEMBI;

* 0OHOBJ/IEHUS CITHCKOB;

* YIIOPSZIOUEHNs], IPOSICHEHHSI, TIPO/IBYKEHHSI U 3aBepIIIeHMSI.

BOJIBIIMHCTBO JIFO[IeM He pacriojiaraloT 3aBepIeHHOM CUCTeMOW W He
TIOTyYal0T peasibHOW OTJauM OT TIepecMOoTpa CBOMX TpoO/eM IO ciieyrorei
TIPUUHHE: UX 0030p He MOJIOH. Y HHUX IO-TIPE)KHEMY OCTAeTCsI UYBCTBO, UTO OHM
YTO-TO YIYCTW/IM U3 BHUIY. BOT rmouemMy oT/jaua OT BHEeJPEHMs BCEH ITpOLeayphl
pacTeT, 10 KpaliHel Mepe, B TeOMETPUYECKON MPOrpecCcHu: 4eM Oojiee TOTHOMN
ABJISIETC CHUCTeMa, TeM Oosbllle Bbl el jgoBepsieTe. A ueM Oosbliie Bbl el
JloBepsieTe, TeM CUJIbHee OyJieT Ballle >KeJlaHWe COXpaHUTh ee. EjkeHenenbHBIN
0030p — BepHBIH criocob To/iep>KUBaTh 3TOT CTaHAApPT.

BonbwiuHcmeo atodell uyecmayem 60/1ee nomHoe yooenemeopeHue om ceoell
pabombl nocie mo2o, KAK npueeau 6 noOpsiOOK, 3deepuuunu, NpPOSICHUAU U
nepecmompe/u 8ce cozaawieHusi ¢ coboll u ¢ okpysxcarowumu. /leaatime s3mo pas
8 Hede/o, a He pas 8 200.

BOJIBIIMHCTBO  JTIOZIe MakKCHUMa/bHO OTJArOTCs paboTe Torja, Korza
OCTaeTcs HejeNls /10 OTITyCKa, HO /IeJio He B caMOM OTITycke. UTo BBI fle/aeTe 3a
He/leJIF0 /10 TOro, KakK yexaTb B JI0Jiroe MyTeliecTBue? Bbl ymopsizounBaerte,
3aBepiliaeTe, IMPOSICHSIETe W IepecMaTpuBaeTe BCe JOTOBOPEHHOCTU C CAMUM
coboti 1 ¢ oKpyKaromuMu. To/BKO s1 peKOMEH/IYI0 BaM JleflaTh 3TO Pa3 B HeJIeJo,
a He pa3 B o[,

Heticmeus
OcHOBHasi 1ie/lb BCEro yrpap/ieHus pabouyvM IIpOLieCcCOM — ITIPUHSTHE
TIPABU/IBHBIX PeIeHUH, KACAIOIUXCsl Ballled TeKyIlel [esTeTlbHOCTH B JIF000M
MoMeHT. B 10:33 B moOHeJe/IbHUK pellleHWe O TOM, UTO [iejiaTb — 3BOHUTH

CoHAM, 3aKaHUWBaTh IIOJTOTOBKY KOMMEPUECKOTO  IpeAJIOKEHUs WM
TIPOCMAaTpHBaTh 3/IEKTPOHHBIE COOOITIeHUs BCerjja OyZieT 0OCHOBHOM TpobieMotd,
HO I'PaMOTHOE TIpeJjBapuTe/bHOEe TIAaHMPOBAaHHE TPUJACT BaM YBEPEHHOCTH B



cBoeM BbIOOpe. B cBOMX [eHCTBUSAX BBl MOXKeTe TIEpPeHTH OT HaJexna K
YBEPEHHOCTU B TOM, UTO TIOCTylaeTe TMpaBUbHO, TOTAA TeMIbl U
3¢ peKTUBHOCTH Ballieii paboThl Cpa3y MOBBICSTCS.

Kasicooe 6HympeHHee nobyxcOeHue K Oelicmeuld — UHMYUMUBHO.
IIpobaema e mom, umobbl nepelimu om HadexcObl HA MO, 4UMO COenaH
npasuibHblll 8bIOOP, K YBEpeHHOCMU 8 mMOM, 4Umo 8blbop OelicmeumenbHO
NpasuibHbilil.

Tpu modenu ebibopa npozpammbl delicmeuti

aBaliTe Ha MIHOBEHHe TMPEe/TIOI0KHUM, UTO Bbl HEe OOpPeTech C «PyTHHOM»
Y3-3a YyBCTBA HeOIpe/e/leHHOCTU W TIPUBBIUKU BCe OTK/ajbiBaTh. Haz Bamu
TIOCTOSTHHO TSITOTeeT CIMCOK 3ajlayu, KOTOpble Bbl He BLITIONHSIeTe — B 1000
MOMEHT BpeMeHHM. TakK Kak ’Ke pellWTb, UTO Je/aTb U Yero He Jesarb, U IpU
3TOM He WCIbITBIBAaTh BHYTPEHHEero JruckomdopTa?

OTBeT: [oBepsiiTe CBoel UWHTyuUlMU. Ecau Bl cobpand  BOeAWHO,
obpaboTasnu, yropsjounid U repecMOoTpe/id BCe CBOU TeKyllre MpobsieMbl, TO
Bbl MOXeTe TIOAKDeluTb CBOU WHTYUTUBHbIE CYXXAEHUS 3/[paBbIMU U
TparMaTUYHBIMU ZIOBOZIAMM, KaCAFOIITUMUCS Balllel paboThl ¥ PHOPUTETOB.

Y 8ac ecez20a 6onbwie npobaem, uem 8bl 8 COCMOSIHUU pewiumb. [Ipocmo 8bl
00/124CHbI ObIMb y8epeHbl 8 MOM, KaK paccmase/sieme npuopumemni.

S paspaboran Tpu Mopenu, KOTOpble MOXKHO HCIOb30BaTh B TMpoliecce
TIDUHATHS PELLeHW O TOM, KakK [lelWCTBOBaTb. Mozeny He JaAyT BaM OTBeTa Ha
BOTIPOC, UTO [leflaTh: 3BOHUTH PpefieprKy, HamucaTb 371eKTPOHHOe COooObIijeHue
CbIHY B ILIKOJTy WM MPOCTO MOOOATaTh C CeKpeTapiliel «0 TOM O CeM», HO OHU
TIOMOTYT BaM 0ojiee 0CO3HAHHO OL|eHMBAaTh BO3MOKHbIe BapUaHThI AeNCTBUMA. A
Ha 3TO He CroCOOHBI TakK Ha3biBaeMble MPOCThIe TaHaller yIipaB/ieHHs pabounm
BpeMeHeM U MPUOPUTETAMMU.

1. YUeTbIpe KpuTepUsa BbIOOpA TEKYI[UX AeHCTBUA

Kak BbI orpepesnsiete, yeM 3aHATbCA B cpeny B 15:22? Ectb ueTbipe
KpUTepHsi, KOTOPbIe Bbl MOKeTe 3a/leCTBOBaTh B C/IeAYIOLeM MOpsIKe:

1. KoHTeKCT.

2. 3ariac BpeMeHH.

3. 3arac sHepruu.

4. ITpropuUTeTHOCTb.

KoHTeKcT. HeKOTOpre AEIZCTBI/IH MOXHO COBepmaTte rae yrogHo
(HaanMep, 3dIMMCBIBATH Hd 6yMare naen O HOBOM HPOGKTE), HO OOJIBILIMHCTBO M3



HUX TpeOyeT orpeziesieHHON 00CTaHOBKM (JJ0M, 0(hKC) WX HaJIWUMs TI0J, PyKOU
Kakoro-HubOynb pabouero WHCTpyMmeHTa (TenedOH WM KOMIbIOTEp). JTO —
riepBasi rpynma (akTopoB, OTPAHUUMBAIOIIMX BHIOOD J€MCTBUIA, KOTOpbIE BbI
MOJKeTe TIPeJIIPUHSTL B KOHKDETHbIN MOMEHT.

3anac Bpemenu. Korja BaM HY)XHO cziesiatb 4To-TO fpyroe? Eciu y Bac
BCTpeya uepe3 MSATb MHUHYT, TO OHa TOMeIllaeT BaM BBIMIOJIHUTH MacCy 3a/ady, Ha
KoTophble TpeOyeTcsi 6osibliie BpeMeHHU.

3anac 3Heprum. CKOMbKO y Bac 3Heprum? BbilosHeHWe OJHMX 3ajad
TpeOyeT HanmMuusi OOJIBIIIOrO 3araca TBOPUeCKOW SHepPTUu, [i/isi PelleHus: JPyTrux
HY)KHO 3aTpaTutb Oosibille GU3NUECKUX CWI, a eCTb Takue 3ajauu, s
BBITIO/THEHHMSI KOTOPBIX He MOTpebyeTcsi HA TOro, HU APYTOro.

IIpuopureTrHocThb. EC/M 3a/jaH KOHTEKCT, 3arac BpeMeHHU U 3HepPIruM, Kakoe
[lelCTBUE CY/JIUT BaM MAaKCHMMAaJIbHYI0 OTAauy? Y Bac eCTb yaC BpeMeHH, Bbl B
oduce c Tene)OHOM M KOMITbIOTEPOM, a Balll 3arac SHepruM cocrae/sieT 7,3 1Mo
necsitubannbHOM 1Kane. UTO HY)KHO C/lefiaTb: TIepe3BOHUTh  KJ/IMEHTY,
rmopaboTaTb HaJi TEKCTOM KOMMEpPUYeCKOro TMpe/JioyKeHUs, pa300parbcsi C
TOJIOCOBBIMU W 37IEKTPOHHBIMU COOOIIEHHSIMA WM  CBSI3aThCSl CO  CBOeM
CyTIpyToM, uTOObI y3HaTh, KaK y Hee fieJia?

lMeHHO Ha 93TOM »3Tame cjefyeT O0paTUTbCS K CBOeW UHTYULUU WU
TIPUCIYLLIATHCA K TOMY, UTO MO/ CKa3blBaeT BHYTPEHHUU I0JIOC B JaHHbI MOMEHT.
YrtoObI MoipoOHee pacCMOTPETh 3Ty KOHIIEMLIUI0, /laBaiiTe UCCAelyeM ellje /iBe
MO/ie/iv OTIpe/iesieHus «Haubosiee BaXKHbIX» HarpaBeHU! JesTeTbHOCTH.

2. Mopeib aHa/In3a MOBCeJHEBHOM PadoThI

Korzia BbI BBITIO/HSIeTe MOCTaB/eHHbIe 3a/jaul WM paboTaeTe B IIMPOKOM
CMBICJIe C/I0Ba, BbI yUaCTByeTe B OJJHOM U3 TPeX BO3MOKHBIX TIPOLIECCOB:

* BoinosiHeHe 3arylaHUPOBaHHOM PabOTHI.

* BoinosiHeHWe paboThl TIO Mepe ee TIosIB/IeHHUS.

» [InanupoBaHue AanbHeliIeit paboThl.

BbIno/iHeHHe 3alyIaHMPOBAaHHOW padoTrbl. Korma Bbl  BBINONHSETE
3arylaHMpOBaHHYI paboTy, Bbl OTpabaTbiBaeTe CIKUCKU TepPBOOYEPEeHbIX
JIeNCTBUMA — pa3pellaeTe 3a/auu, TPUOPUTETHOCTb KOTOPBIX YK€ OIpe/euu
paHee, VyIipaB/isia CBOMM pabourM mpoiieccoM. Bbl 3BOHUTE KJ/MeHTaMm,
3arnuvchIBaeTe W/eu, MolyyeHHble B MPOLiecce MO3TOBOr0 IITypMa, WX TOTOBUTE
CTIMCOK BOTIPOCOB, KOTOPbIE XOTUTe 00CYIUTh CO CBOMM TIOBEPEHHbIM.

BoinosiHeHHe paboThbl M0 Mepe ee mosiBjieHUsl. YacTo /iesla BO3HUKAIOT
CTIOHTAHHO: TIOSIB/ISIIOTCA HeOXKH/IaHHble W HeTpeiBHeHHble TpobreMbl, Ha
KOTOpbIe Bbl CUMTaeTe HY>KHbIM WIW JOJDKHBI pearupoBaTh. Hampumep, K BaM B
oduc 3aXogUT Ballla Ze/ioBasi MapTHepIIa C TeM 4YToObl 0OCYyAuTh 3amyck Ha



PBIHOK HOBOTO TIPOZIyKTa — BbI OecefiyeTe C Heil BMeCTO TOTO, UTOOBI pelllaTh
BCe OCTajbHble TIpoOnembl. Kakaplii /eHb TIOJIOH HEOXUJaHHOCTed —
He3arIaHUPOBAHHBIX TIPO0OJieM, KOTOPLIM Bbl IO/DKHBI yZE/sATh XOTsi Obl uacTh
cBoero BpeMeHHu. Korjila Bbl pelliaeTe 3TU TPOO/eMbl, Bbl TI0 YMOJYaHUIO
CuuTaeTe, YTO OHU Ba)kKHee BCeX OCTasIbHbIX Jiell.

IlnanupoBaHue JajabHeimed padorel. [lnaHypoBaHue [anbHeMIIe
paboThl TIOZipa3ymMeBaeT TMpUBe/ieHHe B TOPSIOK KOP3WHBI [Jis BXOZSIIUX
MaTepHuasioB, 3/IeKTPOHHBIX U TOJI0COBBIX COOOIIeHUM, 3aMeTOK, C/leJlaHHBIX BO
BpeMsi /leJIOBbIX BCTPeY, a TakKe pa30ueHre HOBBIX MPOEKTOB Ha BBITIOTHUMBIE
maru. B xome obpaboTku Bxopsiieldi uHbopmaluu Bbl, 6e3 coMHeHusi, OyeTe
CoBepIllaTh OMpeZie/ieHHble [eHCTBUS, 3aHMMarolue He Oojiee AByX MHUHYT, a
TakK)Ke OTCeuBaTb U YIIOPSA/I0OYMBAaTb Maccy Tipobsiem (elje OAWH BapUaHT
BBITIO/IHEHUsT paboThl MO Mepe ee TiosiBjieHUs). B 3HauMTenbHONW Mepe 3Ta
JesiTe/IbHOCTh OyZIeT 3aK/iodaThbCsi B TIPUHSATUM pellleHuid O TOM, Kakue [ena
HY)KHO CJle/iaTh, HO He CpOuHO. Bam mpuzieTcs TMOMOMHSTh BCe Ballld CIMCKU
3a/iau.

Kak TONMBKO BBl OMpeeNuId JajbHelIe JelcTBUs, Mo)KeTe ObITb
yBepeHbl, UTO CIMCKWA [ieJl, KOTOpble CledyeT Cjenarb, COfeprKaT
MCUepMbIBAIOIIYI0 WHGOpMaIuio. A KOHTEKCT, BpeMeHHble paMKU U 3arac
SHEepPrUy MO-TIPeXKHeMY T103BOJISIFOT BaM BBITIOIHUTL HOBYIO 3aZlauy, U He OJIHY.
[TocnenHee, o yeM ciefyeT MoAyMarb, — 3TO CyTh Ballleii paboTkl, ee 1jeu U
TpeOOBaHUS K Hell.

3. IllecTuypoBHEBas Mojie/Ib aHA/IU3a COOCTBEHHO# PabdoThI

BariiM BbIOOPOM  [JIOJDKHBI  YTIPaB/ISITh TPHUOPUTETHI, HO OOJIBIITMHCTBO
MeTO/IOB UX OTpejie/ieHHs He SIB/SIFOTCS Hale)KHbIMM UHCTPYMeHTaMu, KOTOpbie
MOXXHO HCIIONb30BaTb BO MHOTMX Cdepax Haileld TmpodeCcCruoHaIbHON
nesitembHOCTH. YToOBI y3HATh, KAaKOBBI Ballld HCTHHHBIE IIPUOPHTETHI, BaM
HY>KHO 3HaTh, B YeM COCTOMT Bailla pabora. U cyiecTByeT Kak MUHUMYM I11€CTh
pa3/IMUHbIX paKypCOB, KOTOpbie MOMOTYT 3TO CjesiaTh. EC/M BOCIO/Ib30BaThCS
aHaJoruell C a’pOKOCMMUYECKOM OTpac/ibio, TO peub MOWJeT B OCHOBHOM O
BBICOTaX.

* 50 000 dyTOB U BbIllI€: BCSI XKU3Hb.

* 40 000 dyTOB: BpeMeHHOI TIPOMEXXYTOK OT TPeX /0 ISITH JIeT.

* 30 000 ¢yToB: L/, A/ AOCTHKEHUSI KOTOPBIX TpeOyeTCst OT OHOTrO /10
JIBYX JIeT.

« 20 000 dyToB: cdhepa OTBETCTBEHHOCTH.

* 10 000 dyTOB: TeKyilue MPOeKThI.

* B3nieTHasi mosioca: TeKylilye JelCTBUSI.



[aBaliTe IBUraTbCsl CHU3Y BBEPX:

B3/ieTHas mo/ioca: TeKyiue AeMCTBHs. JTO — CIMCOK BCEX CPOYHBIX
JIeMICTBUM, KOTOPbIe Bbl [JOJDKHBI TIPEJIIPUHSTE: BCEX 3BOHKOB, KOTOPbIe HYXKHO
COBEpIIIUTh, BCEX 3/IEKTPOHHBIX CO0DIIIeHNH, Ha KOTOPbIe HY>)KHO OTBETUTh, BCEX
3a/laHul, KOTOPbIE Bbl [JOJDKHBI BBITIOJTHUTh, U TJIAHOB, KOTOPbIE HY>KHO JJOBECTH
J10 BeJJoOMa Balllero Haya/jibHUKa, XKeHbl Wik My>ka. Ecyii 61 Bech MUp 3amep, U B
Ballle CO3HaHUe He MOCTYyTaa0 Obl HUKAKKWX HOBBIX TIPO0JIeM U3HYTPU WK U3BHE,
TO Ha BbINOJHEHWE 33/lay, HAKOMMBIIMXCS K [JaHHOMY MOMEHTY, BaM
norpeboBasoch Obl OT TPEXCOT [0 TIATHUCOT YaCoB.

10 000 d¢yToB: Tekyue NPOeKThbI. 3HAUMTENbHYI0 YacTh BalllMX
JanbHENIINX JeUCTBUM OMpefesisiioT OT TPUALATA A0 CTa IIPOEKTOB, Haj
OCYLIECTB/IEHUEM KOTOPbIX Bbl CelyaCc TpyAWUTeCb. OTO CPaBHUTEJIBHO
KpPaTKOCPOUHbIe pe3y/bTaTbl, KOTOPLIX Bbl XOTUTE 1O0CTHUYb, TaKMe KaK YCTaHOBKA
KOMITbIOTEpPA B JiIOMe, OpraHu3alusi KOH(epeHLMM MO0 MpojakaM, Iepee3] B
HOBBIU 0(MC WM BU3UT K CTOMAToJIOTy.

20 000 ¢dyroB: chepa OTBeTCTBEHHOCTH. BbI co3jaeTe OOJBIITMHCTBO
CBOUX MPOEKTOB UM OepeTech 3a UX BBITIOJIHEHUE M0/ BAUSTHUEM 00s13aHHOCTeH.
O06s13aHHOCTH OCHOBHOM MacChl JIHo/iel 0ObeUHSIIOTCSI B KaTeropuu: UX MOXKET
ObITh OT JeCATH [0 MATHAAlaTh. ITO — OCHOBHbIE C(epbl, B KOTOPBIX BbI
XOTUTe [IOCTUYb DPe3y/lbTaTOB U YAOBIETBOPUTH IIOCTaB/IeHHbIe TpeOOBaHUSI.
Baria pabora MoxeT TpeOoBaTh XOTsI ObI CKPBITOM OTBETCTBEHHOCTU 3a TaKue
aCreKThl, KaK CTpaTernyeckoe IjaHUPOBaHWe, aJIMUHUCTPaTUBHAsI TOAJepPIKKa,
Habop Ka/IpoOB, UCC/IeZIOBaHUs PbIHKA, 00C/Ty)KUBaHUe KJIMEeHTOB U/IU yIIpaB/ieHue
akTMBaMU. TOUHO Takoe ke UMCJIO MPUOPUTETHBIX HarpaB/eHUI TIPUCYTCTBYeT U
B Balllell yaCTHOMW >XU3HU: 37I0POBbe, CeMbsl, (hMHAHCHI, OBIT, AyXOBHas MHUIIIQ,
OoTAbIX U T. [. [lepeunciienve U 0630p 3TUX chep OTBETCTBEHHOCTU TMO3BOJISIET
TIOJTyuuTh O0Jiee TO/THY0 KapTUHY OLeHKW COCTOSTHUSI BAllIUX TTPOEKTOB.

30 000 ¢yToB: Henu, ANA AOCTHIKEHUS] KOTOPBIX TPedyeTcs OT OJHOTO
A0 ABYX JieT. To, uero Bbl XOTUTe OCTHYb B Pa3MUHbIX cdepax Balllel KU3HU U
paboThbl uepe3 /iBa rojla, COCTAB/sIeT ellle OJJUH PaKypC, MOJ KOTOPBIM MOXKHO
paccMaTpuBath Bairy paborty. YacTo JocTukeHue 1jefieid U BLITIOJTHEHUE 3a7iay
Ballleii paboThl TpeOyeT rmepeHOCa akl[eHTOB B Ballleid [|esiTe/IbHOCTH Ha HOBbIe
cthepbl OTBETCTBEHHOCTU. B yacTHOM TijlaHe Ha 3TOM YPOBHE, BEPOSITHO, TaKKe
TIPUCYTCTBYIOT TIPO0/IeMBI, KOTOPbIE Bbl XOTUTE PEITUTh (M/IA «YTPSICTH») — OHU
yBeJIMUM/IM Obl BaXXKHOCTb OJHUX aCIeKTOB Ballleld >XU3HU U YMEHBIIWIN
TIPUOPUTETHOCTh JIPYTUX €e CTOPOH.

40 000 d¢yroB: BpemMeHHON NPOMEXKYTOK OT Tpex /[0 MATH JieT.
CocraB/ieHre TIJIAHOB Ha TPU-TISITh JIeT BIlepe]] 3aCTaB/sieT BaC MbIC/IIUTL Oosee
IIMPOKUMU KaTeropusiMy, TaKUMU KaK OpraHu3alliOHHbIe CTpaTeruy, MU3MeHeHusl



B OKDYKEHUHU, Kapbepe U >KU3HEHHbIX 00cTosiTesibcTBax. Ko BHYTpeHHHM
dakTopam oTHOCUTCS OoJiee 1O/ITOCPOYHOE TIaHWPOBaHKe Kapbephbl, ceMeiHoM
KM3HM, a Takke (DMHAHCOBBIX Ilejiel U CTpaTeruil. BHeITHWe acTieKThl MOTYT
BKJTFOUaTh M3MEHEeHWs, Kacarolyecs Balield paboThl ¥ OpraHU3al[iM, TakKrie Kak
HOBbIe TEXHOJIOTWH, T00anu3amyusi, PbIHOUHBbIE TEHJEHIIMM W KOHKYDEHI[HS.
PellleHHsI Ha 3TOM «BBICOTE» MOTYT JIETKO W3MEHHWTb OOJIMK Bailleid paboThl Ha
MHOTHX YPOBHSIX.

50 000 ¢yToB U BbIlIe: BCA XKU3Hb. JTO — «00I1last KapTuHa». [ yero
CyIIIeCTBYeT Ballla KomraHusi? [ yero BbI CyijecTByere? VI3HauasbHast 1[e/b
moboro TmipegMeTa COCTaB/sseT OCHOBY OIpeJie/ieHHsI €ero WCTUHHOTO
TipeJjHa3HaueHusi. JTO YHUBepcajbHOe ompefesneHue pabotel. Bce 1enuy,
BUZIEHUSI, 3a/lau¥, TIPOEKThI U [eHCTBHUS HCXOAAT W3 3TOTO OIIPeJeJIeHUs] U
TIOAKPETISTIOT €ro.

[TomoOHbIe aHAIOTHY C aBHAlMeN HECKOJBKO CYOBeKTHBHBI, U B peabHOU
KM3HHM TIpeMET CoJep)KaTeJbHbIX 0Oecell O BalllMX IJIAaBHBIX 3afladyax W
TIPUOpUTeTax He Bcer/a Oy/ieT yK/IabIBaThCs B paMKX TOW WM UHOW «BBICOTBD».
Ho, Tem He MeHee, mof00HbIe CpaBHEHUs TI03BOJISIIOT HAllOMHUTH BaM O
MHOTOYPOBHEBOU TIpHpojie Balledl paboThl, a Takke O TMpobjemMax W 3ajauax,
KOTOpbIe OHA BjieueT 3a COOOM.

EcrecTBeHHO, UTOOBI OBITH OKOHUAaTe/TbHO YBEPEHHBIM B TIPAaBUIbLHOCTU
CBOEro BBIOOpPA BpPeMeHW M XapaKTepa [Ja/lbHEHWINX AeMCTBUH, BaM CjielyeT
B3BECUTb  MHOXecTBO  (akTtopoB.  «OmpeziesieHre  TPUOPUTETOB» B
OOIIeTIPUHSTOM CMBIC/Ie, TO €CTh COCPeIOTOUeHe BHUMAHUS Ha [IOJITOCPOYHBIX
1eJIIX ¥ Wjeaax, XOTh U SIBJISIeTCS BaXKHOU 3a/iauel, He ITO3BOJISIET BOTIJIOTUTD B
)KW3Hb T0/|aB/isitolee OOJBINIMHCTBO TIOBCEAHEBHBIX PpeIIeHHH W 3aMbICJIOB.
3aBoeBaHUe KOHTPOJISI Ha/l BCEMU YPOBHSIMU pabouero rpoiiecca Mo3BOJUT BaM
ropaszio 6omee 06CTOSITE/TEHO TTOAXOAUTL K BBITIOJTHEHHUIO 33/]au M UCITBITHIBATh
TIPU 3TOM MOpaJibHOe Y/IOB/IeTBOPEHHe.

Bropass uacTb 3TOW KHUTU COJEPXXUT KOHKDETHble pEeKOMeH/IaIlHy,
KacaroIyecst MPUMeHEeHHs TPeX OMMCAHHBIX MO/e/iel TIpy Bbibope Ja/ibHerIInX
JeMCTBUHN, W paccKasbiBaeT O TIpUMeHeHHU Haunbosiee 3(pPeKTUBHBIX METO/OB
cbopa, 06paboOTKM, TIJIAHUPOBAHUWS, OpPraHU3allUM U YIIOPSIOUEeHUs 3ajad s
JOCTIDKEHUS yCTexa.



I'1aBa 3. TBopuecKuM MoAX0A K peain3anuu
MPOEKTOB: NATH 3TAINO0B IV/IAHUPOBAHUA

Korma penaeiiib Menkue fena, CjefyeT AyMaTb O KpYIMHBIX,
yTOOBI BCE MeJIKHe TPO/BUTa/IMCh B HY)KHOM HarlpaB/IeHUH.

2neuH Tocppnep

OCHOBHBIMU COCTaBJISIIOIIMMH BHYTPEHHEN YBEPeHHOCTH W KOHTPOJIS Haf
cutyauuen sBiastoTcsi: (1) ueTko chopMy/MpoBaHHbIe pe3y/bTarhl (IPOEKThI) 1
riepBoouepe/iHbie AerCTBUs], He0OX0[UMbIe [I7Isi TOTO, UTOOBI MPO/IBUHYTHCS K UX
OCYIIleCTB/IEHUIO, a Takxke (2) HamoMUHaHUs, OObeAUHEHHble B HA/leXKHYIO
cucTteMy, K KOTOpPOM Bbl peryasspHo obOpaijaetecb. $1 HasbiBal0o 3TO
KOHL|eHTpaleli BHUMaHWS B TOPU30HTA/JbHOM IIJIOCKOCTU. XOTS, Ha TepBbIA
B3IVIsZ, IIPOLIeCC MOXKeT I10Kas3aTbCsl BeCbMa IIPOCTBIM, €ro peasibHoe
TIpUMeHeHue TI03BOJIsieT JOCTUYb TyOOKUX pe3y/bTaToB.

Y/yuwieHue «8epmuKa/ibHOU» KOHYeHmpayuu 6HUMAHUs

[lpakThueckd BCerja TIJlaBHOe, B ueM BbI OyJeTe HYXJaTbCs, —
rOpU30HTa/lbHAsi KOHLIEHTpalus BHMMaHuWs. Bripouem, WHOrZa BaM MOXeT
MOHa/IO0UTECST  Oonbille pBEHUSI W COCPEJOTOUEHHOCTH, UTOObI TO/yUWTh
KOHTPOJIb HaJ, TPOEKTOM, TMPUHATh BepHOE pelleHrWe WK 3arjlaHupOBaTh
JanbHeuiye maru. VIMeHHO B TaKMX CUTyalUsiX B TPy BCTyMaeT BepTHUKaJ/bHas
KOHLIEHTpaLMs BHUMaHUsl. YMeHUe TMPOJYKTUBHO MBICJIUTh B «BEPTHUKA/IbHON»
MJIOCKOCTA W BHEAPSTH pe3yabTaTbl 3TOr0 MpoLecca B HWHWBU[Ya/IbHYIO
CUCTEMY — 3TO BTOPOI MOILIHbIN UHCTPYMEHT UHTE/I/IEKTYabHOTO TPYZA.

3adaua & mom, umobbl 8blbpocumb npoekmbl U 0bCcmosimenbcmeda U3
20/108bl, HO NPU 3MOM He ocmagumb 6e3 8HUMAHUsL HU OOHOU MbICAU, KOmopas
MOJHCcem OKa3ambCsl NoAe3HOU.

[laHHBIN TUTT MBIIIEHUs He [JO/DKeH ObITh (hopmasiv30BaHHBIM. Bosibiias
yacTb PpACCYyXX[eHWW HOCUT He(opMasbHbI XapakTep: $1 Ha3blBal0 €ro
«TIJTAHUPOBAHKWEM Ha 0OpaTHOU CTOPOHEe KOHBepTa» — Bbl 3allMChIBaeTe W/ien Ha
obopoTe KOHBepTa, 00CyX/as C KoJijerod B Kade TaaH W rpaguK TOProOBOM
nipe3eHTaluu. Ha ocHOBe cOOCTBEHHOTO OMbITa MOT'Y CKa3aTh, UTO 3TO — CaMbIii
MPOAYKTUBHBIA THUIT TJIAaHUPOBAHUS, KOTOPbIM Bbl MOXXeTe 3aHUMAaTbCs, eC/v



TOBOPUTH O COOTHOLLIEHWM Pe3y/bTaTOB U 3aTpaT SHepPruu C Ballleil CTOpoHsbI. [la,
BpeMsi OT BPeMeHHU TPUXOUTCs pa3pabarbiBath Oosiee popMasbHYH CTPYKTYpPY
WU TI/IaH, YTOObI yTOUHUTE 3Tarbl paboThl, TIOC/Ie0BaTe/IbHOCTh AeUCTBUNM UTH
npuoputeThl. bonee aeTasnbHbIe MylaHbl TTOHAA00STCS BaM U /i TOTO, UTOOBI
COBJIA/IaTh CO CJIOKHBIMU CHUTyallUsIMU: HaripyuMep, KOTZla HY)KHO CO37aBaTh
KOMaH/Ibl, OTBeualoll[ie 3a BHeJPeHWe OTAe/NbHbIX 93TariOB TMPOeKTa, WU
TOTOBUTh BapUaHThl OW3HeC-TJIaHOB, uTOOBI yOeauTb WHBECTOpPA B CBOeM
KoMIieTeHTHOCTU. Ho 0OBIYHO BbI B COCTOSIHUM BeCbMa MPOJYKTUBHO pPabOTaTh,
vMes TI0fl, PyKOU TOJTbKO KOHBEPT U KapaH/ialll.

[TorpebHOCTE B (hOpManM30BaHHBIX MOJEISIX He SBJ/SETCS CaMOM
cepbe3Hol npobieMo B JiefioBoii cdepe; 0OBIUHO Y TeX, KOMY HY>KHbI MOJIe/H,
OHU Yy)XXe eCTb WIW, B KpaillHeM cjiydyae, OHU MOTYT UX OCBOUTh B TpoIiecce
nosyueHus: 06pa3oBaHUs Wiu NpodeCcCUoHaTBLHONM MOATOTOBKU. BMecTo 3TOrO o
oOHapy>KW/I, UYTO CaMblidi Cepbe3Hbld TPobel — 3TO OTCYTCTBUE MOJenH,
OPMEHTUPOBAHHOM Ha TPOEeKT, KOTopasi Obl ToX0ju/Ia «BCeM OCTalbHbIM». Ham
HY>KHbI METO/IbI, TI03BOJISIIOIIe 000CHOBATh U TOJKPENUTh HAIM PacCyK/eHUs
HE3aBUCHMO OT TOrO, HACKOJbKO HedopmasieH wux xapakrep. CeaHCbI
dbopManbHOTO TJIAHUPOBAHUSI M MOII[HbIe UHCTPYMEHThI TIJIAaHUPOBaHUs (Takue
KaK KOMIbIOTepHbIe MPOrpaMMbl peanu3aliid MPOeKTOB), HECOMHEHHO, MOTYT
OKa3aTbCsl TOJIe3HbIMMA, HO C/IMIIKOM YaCTO y4YaCTHUKaM [IeJIOBOM BCTpeuu
HY)KHO BCTpPEYaThCsl ellle pa3 — IMPOBOAUTH TaK Ha3bIBaeMYIO «IJIaHEPKy Ha
obopoTe KOHBepTa», — UTOOBbI [1eHCTBUTE/NILHO BBIMOJHUTL W B3SITh TIOf
KOHTPO/Ib BeCh 00beM paboThl. K ToMy ke yuyacTHUKM Oosiee ¢dopmasibHBIX U
CTPYKTYPUPOBAHHBIX BCTPEU CKJIOHHBI YMYCKaTh U3 BUAY KaK MUHUMYM OJ[UH
KPUTUUECKUM BOTIPOC: /ISl UeT0 OCYIeCTB/sIeTCsl TIPOeKT. [lesioBbie BCTpeuu He
OCTaBJISIFOT BPEMEHHU /IJIsi MO3TOBOTO IIITYpPMa, T. €. [jis pa3pab0TKX MaccChl Ujel,
O KOTOPBIX HMKTO Jla)ke He 3aZlyMbIBaJICsi, TIO3BOJISIIOLIUX CjleflaTh TPOEKT
UHTepecHee WM TpubbulbHee. W HakoHel, Maj0 TMOAOOHBIX BCTpeY
TIPOAIYLIUPYIOT TaKOW ypOBeHb DEIIUTe/NbHOCTU, KOTOPbIM HY)KeH /il UeTKOTO
oripefiesieHUsl JlaMbHEUIINX [IeHMCTBUM U pacrpefie/ieHusi OTBeTCTBEHHOCTU 3a
pa3/MyHbIe acTieKThl BHEIDEHUS MPOEKTa.

[TponykTuBHBINA criocob aHamM3a TPOEKTOB, CUTyal[uii UM TeM, KOTOpPbIA
TO3BOJISIET TIO/yUHUTh MAaKCHMasbHYIO OTAauy TMpW MUHUMAJbHBIX 3aTparax
BpEMEHU U CWUJI, BCe-TaKU CyllecTByeT. [IpuueM 3TO ecTeCTBeHHbI 00pa3
MBILIJIEHUs] U TJIAHUPOBAHUS, XOTSI Mbl U He BCerjja TIpU/Iep>KMBaeMcsi JaHHOTO
cnocoba, Koryia co3HaTebHO TbITaeMCsl 3aBOeBaTh KOHTPO/Ib Hajl TpoekToM. Kak
MOKa3bIBaeT MOW OMbIT, KOTZA JIFOAU CTPOSAT TUIaHBI TIPEUMYIIIeCTBEHHO B
ecTeCcTBeHHOM U HedopMaibHOM 00CTaHOBKe, OHU M30aB/SIFOTCSI OT BHYTPEHHET0
HaMpsDKeHUs! U I0OCTUTAI0T JIYUIIINX pe3y/bTaToB.



Moodenb ecmecmeeHHO20 Nn/1dHUpoeaHus

Camblll onbIMHbIL NAAHUPOBWUK 8 MUpe — MO 8all MO32.

BbI y>Ke 3HAKOMBI C CaMbIM JIYYLIWM U NPOAYKTUBHBIM IJIAHUPOBLIUKOM B
MHpe: 53TO — Ball MO3l. Bbl camMu B [IeUCTBUTE/ILHOCTU SIB/ISIETECH
TJIAHUPYHOLe MalluMHOM. Bbl myiaHupyeTe CBOM [€MCTBUS, KOT[a OfeBaeTech,
obeslaeTe, WjeTe B Mara3uH Wiu MPOCTO pa3roBapuBaeTe. XOTs MPOLIECC MOXKET
1I0Ka3aTbCsl HEeCKOJbKO CIIOHTAHHBIM, MpeXXJe uYeM Ball MO3r JacT CHrHajld K
(¢r3UUeCKOMYy COBEpLIEHUIO0 [eWCTBUS, OH [OJ/DKEH BBIMIOJIHUTL [10CTaTOYHO
CJIOXKHYIO TI0C/IeZI0BaTe/IbHOCTh 11aroB. Baille co3HaHMe MPOXOAUT MSATh CTaud
TIPU BITIOJTHEHUU TIPAKTUUECKU JTF000T0 3a/IaHus:

1. OnpeneneHue Leau U MPUHLIUTIOB.

2. ®opMHUpOBaHUE KapTUHbI KOHEYHOI'0 pe3ysbTara.

3. Mo3roBou TypM.

4. Opranusarus.

5. OnpeienieHue caefyOLINUX AeHCTBUN.

IIpocTou mpuMep: MJIaHUPOBAHME Y)KHHA B pecTOpaHe

UTO moCy’>KW/I0 MOBOAOM Balllero IMoc/eJHero y>xuHa B pecTopaHe? JTO
Mor ObITh 0601 HAbOp CTUMYNIOB — >KejlaHWe yTOJIUTh TOJI0j], TI000I[aThCs C
JIPY3bsIMH, OTMpPa3IHOBaTh TOP)KECTBEHHOe COOBITHe, TIOAIHCATh [IeJI0OBOe
cor/iallieHWe WM 3aBsi3aTh pOMaH. Kak Tonbko /000 W3 3TUX TOBO/OB
TIPeBPATUJ/ICS B peasibHOe MOOyXAeHWe, KOTOPOe Bbl XOTEeW Pa3BUTh, Bbl HaUa/IM
CTPOMTH T/aHbl. Ballle HamepeHue TMpeBpaTW/IOCh B 1ieJib U aBTOMaTHUUeCKU
3ayCTW/I0 MPOLIeCC BHYTPEHHEro TJIaHMPOBaHWS. Bamwm  NpUHIUIIBL
omnpezie/IMIN TPAHUI[bl Balllero ryiaHa. Bbl, BepOSTHO, He 3aJlyMbIBA/INCh Ha[|
TPUHLIMIIAMM Y)KMHA B peCcTOpaHe, HO Bbl TJIAHUPOBA/IM BBIXOJ B PaMKax 3THUX
TIPUHIIUIIOB: y BaC eCTh TpeboBaHUs K MHIlle U 00CTy)KUBaHUIO, IieHe, YI00CTRBY,
1 KoM(OPTy — ¥ BCe OHU MOIJIM ChITpaTh CBOIO poJib. B /ir0boM ciiyuae, 11e/1b U
TIPUHLIUIIBI CTA/IA IBWXKYILIEN CAJION Y OTpe/ie/TU/IN I'PaHMLIbI BalllUX [JIAHOB.

Kak TOMBKO BBl pELIWIM BBIMOJHUThL TMOCTABJEHHYI 3a/iauy, KakKue
KOHCTPYKTUBHbIE HJIeW MOCETWIW Bac, Mpexze Bcero? BeposiTHO, He «IIyHKT
ninada II.A.3b». Baiieii mepBoil MbIC/IBIO, BEPOSITHO, OBLIO UTO-TO BpOjie
«TI0€CTh Yero-HuOy/b U3 UTA/bIHCKON KyXHU y [KOBaHHW» WIH «ITOCHUJIeTh Ha
Teppace B TIPUAOPOKHOM Kade». Bbl, BeposiTHO, Tak)ke IIpeCTaBWIA cebe
Kakylo-HUOy/Ib  paZly’KHyl0  KapTHMHY  COOCTBEHHBIX  OIIYIIIeHWMH WU
TIpe/ICTOSLL[er0 Beuepa B LIeJIOM — BO3MOXKHO, JIFO[eHd, KOTOpble TMpUAYT Ha
V)KUH, ero arMmochepy w/wid ucxo[. OTo ObLI0 (GopmMHpOBaHHMEe KapTHHBI



KOHEUHOro pe3ysbrara. B To Bpems Kak Ballla Liejib OTBeyasia Ha BOIIPOC TToUeMy
Bbl WJleTe Y)XUHaThb, C()OPMHPOBAHHAasi BaMU KapTUHA $B/siIaCb OTBETOM Ha
BOIPOC UTO: OTpakasia (pu3nueckyro 00CTaHOBKY, 3BYKU U OLIYIIeHHs, KOTOpbIe
HaWIyulli¥M 06pa3oM COOTBETCTBOBAJIM [JOCTHKEHHIO 1ie/IH.

Kak TO/IbKO BBI OIpezie/Iuii CBOe BHJeHUe pe3y/brara, Kakue IpOoLiecChbl
Havya/IiCh B BallleM CO3HaHMU? O yeM Bbl Haua/iy Jymarh? «Korza Hy>KHO UATHU B
pectopaH?», «OH cerogHsi paboraeTr?», «MHOro i OyzZeT TOCeTUTeneun?»,
«Kakas cerogns noroga?», «limeer i CMBICI IepeofeBarbcsa?», «ECTb U B
Oake OeH3uH?», «UTO 3aka3aTb Ha YXUH?» OTO — MO3TOBOM IITYpM.
IlepeuniciieHHble BOIPOCHI SBJSKOTCA YaCTbHO eCTeCTBEHHOI'0 TBOPYECKOIo
TpoLiecca, KOTOPbI HAYMHAETCs], KaK TO/IbKO BbI 3a/laeTeCh OIpe/ie/IeHHON, ellle
He [OCTUTHYTOM, Lejbl0. Bam Mo3r 3ameTw1 paspelB MeXAy BalluMU
OKWJaHUSIMU W TeKYyLIUM TI0JIO)KeHUeM Bellled, W HaudajJl yCTpaHATb STOT
«KOTHUTHBHBIA JIMCCOHAHC», MbITAsICh 3anojgHUTh Tpobenbl. Hauanack @asa
rporiecca eCTeCTBeHHOIO IUVIAHUPOBAHUA, KOTOPYIO XapakTepusyeT BOIIPOC
«Kak». Ho Bame co3HaHMe Hayajq0 pasMbIIUIATh HECKOJIbKO XaOoTUYHO U
CMIOHTAHHO, ()OPMUPYsI MHOXKECTBO Pa3HbIX acCleKTOB Bbix0O/la Ha Y)XUH. Baw,
BeposiTHee BCero, He TOHA[00MM0Ch (hM3UUeCKU 3arvchiBaTh UX BCE Ha JIUCTE
6ymar, Ho BbI BOCIIPOM3Be/IM 3TOT mporiecc B yme. 2!

Kak To/MbKO BbI CreHepupOBai CIIMCOK Ufel u 06ymanu Bce /eTaau, Bam
HUYEro He OCTaeTCsl, KpOMe KaK MNPUCTYIIUTh K WX OpraHu3auuu. [lepBeim genom
Bbl MOITIM MOAYyMaTb WA CKa3aTb: «(CHauana HY)KHO Y3HaTb, OTKDBIT JIU
pecTtopaH» WA «/laBall TO3BOHUM AHJepCOHaM U y3HaeM, He XOTAT JId OHU
noti ¢ Hamu». [locne Toro ObUTM CreHepuUpOBaHbI WleH, OTHOCSIIUECS K
JOCTI>KeHUI0 TpeObyeMoro pe3ysibTaTa, Ballle CO3HaHHe aBTOMaTUYeCKU HaulHaeT
COPTHMPOBaTh UX B 3aBUCMMOCTU OT KOMIIOHEHTOB (TOALe/el), TPUOPUTETHOCTH
W/WM TI0C/Ie10BaTeIbHOCTU AeUCTBUM. KOMIOHEHTbI MOTYT (hOpMY/TMPOBAThCS
Tak: «HaM Hy)XHO ompezieuTh TpeOyeMble pecypcChbl, COCTaB YYaCTHUKOB U
MeCTO TIpOBe/ieHHs». [IpUOpUTeTh MOTYT BBIMVISIZETh CAeAYHOIIMM 00pa3oMm:
«BakHO omnpefenuTh, COINIACUTCA JIA Hall KJIWEHT Ha [1eJIOBOU Y)KUH».
[TocnemoBare/bHOCTh [eWCTBUM TakoBa: «(CHadasa HY)XKHO TNPOBEPUTb, OTKPbIT
JI1 pecTopaH, 3aTeM — II03BOHUTbL AHJepcoHaM, a Mocje 3TOr0 — Hayarb
coOupaThCs».

Hakownerj (ec/iv BbI [IeICTBUTENIBHO PeLIU/IN OCYLLeCTBUTh 3alyMaHHOe — B
[AHHOM CJly4yae ITOMTH Ha Y)KUH), Bbl COCpe/loTaurBaeTeCh Ha C/Ie/lyIolleM Liare,
KOTODBbI ~ HeoOXO[UMO  TpeANpUHSTh, UTOObI  peasM30oBaTb  IEPBYIO
COCTaBJIAIOLIYIO IpoeKkTa. «[I03BOHUTL B pecropaH, y3HaTb, OTKPBIT JIA OH, U
3aKa3aTrb CTOJIUK».

Bbl ecTecTBeHHbIM 00pa3oM TMPOXOAWUTE OINWCAHHbIe TIATh CTaAUN



TIJIAaHMPOBAHMsI TIPOEKTa, pelliasi BCé CBOU TOBCeAHEBHbIe MpobieMbl. VIMEHHO
TaK Bbl U BBITIOJIHSIETE 3a/laull — Y)KUH B pecTopaHe, CBOOOHBIN Beuep, 3amyck
HOBOTO MPOJYKTa WX CO3/laH1e HOBOM KOMITAaHUU. Y Bac BO3HUKAET CTPeMJIEHUe
JIOCTUUb KaKOTO-TO pe3y/ibTara; Bbl Mpe/CTaB/isieTe KapTUHY 3TOT0 pe3y/bTara;
reHeprpyeTe WJeU, HaripaB/eHHble Ha €ro [A0CTWKEHUE; COPTUpyeTe WUled B
CTPYKTYPY; Y, HaKOHel], onpeesieTe (r3nuecKoe eliCTBUe, C KOTOPOTO HY>XHO
HauWHaTh BbITIOJIHEHWE TI0CTaB/€HHOM 3a/jaud. VI Bce 3TO Bbl OCyILleCTBIsIeTe
aBTOMAaTHUUeCcKu, 0C000 He 3a/lyMbIBasiCh Ha/l CBOUMHU JIeHCTBUSIMHU.

EcmecmeeHHoe njiaHupoeaHue He 06si3ame/abHO npedcmaesasiem coooti
HOpMA/1bHYy10 M0oOe/lb

Ho Takoul M mporecc MpOMCXOAUT, KOrJa MEeCTHbIM KOMMUTET IJIaHUPYeT
CO3/laHKe [IePKOBHOTO rputoTa? Takoro M rnogxoja rnpuiepXMBaeTcs rpyrira mno
pa3paboTke MHGOPMAI[MOHHBIX TEXHOJIOTUM TIPM YCTAaHOBKE HOBOM CHCTEMBI?
TakuM 1 oOpa3oM BbI opraHu3yeTe CBafibOy WM 00[yMbIBaeTe BO3MOXKHOE
C/IMSTHUe KOMITaHUM?

BbI yTOUHW/IM OCHOBHYIO 11e/Tb MPOeKTa? Bbl 03HaKOMU/IM C Hel BCeX, KOro
cnegyer? Bbl  0obcygunu  TpeGOBaHMSI W TMPUHLIUIBI, KOTOPBIX ClefyeT
TIPU/IePXKUBATHCS, UTOOBI YCITEIITHO BBITTOTHUTD ITOCTaB/IEHHYIO 3a/jauy?

Bbl c¢opmuposanu KapmuHy 20/1080KPYHCUMENbHO20 ychexa 8 C80eM
CO3HaHuu?

Bbl ysacHUIM Ay cebsi KapTUHY YCITEITHOTO JOCTHKEHUS 1[e/TM M HOBBIX
pe3y/bTaToOB, KOTOPhIe Oy/IyT MOMYUeHbI B C/Tydae BHITIOJTHEHHS 3a/1auM’?

BbI 3amvKcrpoBany Bce BO3MOKHBIE Wled — BCe, Ha UTO Cyie[lyeT 00paTUTh
BHUMaHUe, BCe aCIleKThl, CIOCOOHBIE ITOBIUATL Ha pPe3y/IbTaT?

Bbl onpefie/iiyii KpUTUUECKUE COCTAB/SIIOIME CBOEW MHCCHUM, OCHOBHBIE
BexXH U miaru?

Bbl onpesie/iiyii BCe acCIeKThl BBIMOJHEHUST MPOEKTa, K KOTOPbIM MOXXHO
y>Ke TIpUCTYIIUTh, MEepBOOUYepe/IHbIe JEeMCTBUSI B pPaMKaxX KaK/IOro acrekra u
chepy OTBETCTBEHHOCTU KaXKI0TO UCIIOTHUTEIS?

OTBeT Ha OCHOBHYIO MacCy TIOCTaB/IeHHBIX BOMPOCOB OO/BIIIMHCTBA JIFOZEH,
C KOTOpbIMHU s OOIIa/ICd KaK TpeHep WM KOHCY/JIbTaHT, Oy[eT C/ieqyroIuM:
«borock, uro Her». CKOpee BCero, eCTb XOTS Obl HECKOTBKO KOMITOHEHTOB
MO/Ie/T eCTeCTBeHHOTO IJIaHUPOBAaHMS, KOTOPbIe He ObL/TH 3a/1eliCTBOBAHBI.

Ha HekOoTOphIX ceMHHapax s 3acCTaB/sl0 YUYaCTHUKOB (hU3UUeCKU
TJIaHUPOBaTh TEKYILIWU CTpaTerMyeCKWid MPOEKT Ha OCHOBE [IaHHOM MOZE/H.
Bcero 3a HECKONMBKO MHHYT OHHU TIPOXO/SAT BCe TISAITb 3TAlioB U OOBIYHO C



yAUB/IEHWEM 3aMeuarOT, UTO 3HAYMTe/IbHO MPOJBUHY/IMCh M0 CPaBHEHUIO CO
BCEMU TMpeAbIAyLIMMU TonbITKamMu. OJWH K/IWeHT MoJollesl KO MHe Tocie
ceMHHapa U cKasat: «$1 He 3Haro, 6y1arolapuTh BaC WK 3MUThCS. S TOMBKO UTO
3aBepIlr/a OU3HeC-T/IaH, Ha KOTOPbIM COOMPAsICs TIOTPaTUTh MeCSLIbI, U Tereph y
MeHs1 HeT TIPUUMH OTKJ/Ia/IbIBaTh €ro peaan3aluio!».

Ecmu xoTuTe, MOXKeTe caMu OMpoOOBaTh OMMCAHHYIO MEeTOAWKY. BribepuTe
OTJe/bHbIM TPOEKT, KOTOPbIM TOMBKO HeJaBHO BO3HUK, 3allesl B TYINHK WIA
npocTto TpebyeT KaKWX-TO ycCOBepileHCTBoBaHWM. [lomymaliTe, Kak AO/DKeH
BBIIVISIZIETh YCIeIIHbIA MCXO[ TMPOeKTa, KakoBbl TpeOyemble (u3NuecKue U
¢urHaHCOBbIe pe3ynbTaThl. OnpefenuTe BO3MOXHbIE JalbHeUIlIe JeiCTBUs
MyTeM MO3roBoro irypMa. CucTeMaTU3UMpyWTe CreHepUpOBaHHbIE W/EU.
Onpepnenute panvHelve feiictBusi. Hy, kak? Temepb Bam 0osiee TIOHSATHBI
BalllM LIeJIA U TTyTU UX AOCTKEHUs?

Mooeb HeecmecmeeHH020 Nn/1dHUpoeaHus

Yrobbl TOJUEPKHYTb Ba)XHOCTb TNPUMEHEHUsS] MOJEeNMN eCTeCTBEHHOTO
TIJITAHUPOBAHUS /IS PeIlleHUs] CaMbIX CJIOKHBIX 3ajjau, BO3HMKAIOI[UX Tiepe[
HaMH, JjaBaiiTe CPaBHUM ee C OoJjiee «HOpMaIbHON» MO/IE/bIO, UCII0/Ib3yeMOH B
OOMBIIMHCTBE CUTYal[Uii — MO/Ie/Ibl0, KOTOPYIO sI Ha3bIBal0 HeeCcTeCTBeHHBIM
TIJITAHUPOBaHUEM.

Koz0a xopowas udess Ha camom Oesie njaoxas

Bbl Korja-HUOyAb C/IbIIIAIH, KAaK PYKOBOAWTEIb W3 CaMbIX JIYUIIIUX
noOy>KJeHnli HauMHaeT COBelllaHue C Borpoca: «MTak, y KOro ectb XOpOIIHe
WJieu 110 3TOMY TTIOBOAY ?»

B uem cocTouT mochkika? /[0 TOro, Kak OyAyT yCTaHOB/IEHbI KPUTEPHH,
TI03BOJISAION[ME UETKO OTpe/Ie/INTh, HACKOIBKO XOpOIa Hjes, C/iefyeT YsSCHHUTb
11eJb, COCTABUTh KapTHHY OKH/Ia€MOTO pe3y/sibTaTa, a Takke coOpaTh (IyTem
MO3TOBOr0 INTypMa) WM ITPOaHa/JM3UpPOBaTh (OpPraHM30BaTh) BCe HEOOXOAUMBIE
JaHHbIe. «Xopollas ufies?» — 3TOT BOMPOC YMECTeH TOJBKO TOT/a, KOTZA BBI
y>Ke TpolleHToB Ha 80 MpOABMHY/MCH B CBOMX pacCyxaeHusx. Eciy Hauath C
3TOr0 BOIIPOCA, TO B TIPOLIECCE TBOPYECKOTO TIOMCKA Yy BCEX IMPOCTO «ITOJIETST
TIPeJOXPaHUTE/TN».

Ecau 8bl 2cdeme, umo eac nocemum xopowiasi uoest 00 moz2o, Kak 6am 4mo-
Aubo npuwo 8 20108y, mo 'y 8ac eoobuje 6yoem He 0cObeHHO MHO20 udetl.



C/I0)KHO TIBITaTbCs MPOAHAIM3UPOBAaTh CUTYaLMIO0 C TMO3WULIUNA, KOTOpbIe He
COOTBETCTBYIOT €CTeCTBEHHOMY XOZY MbICJUTENbHBIX TMporeccoB. Jlroau
TIOCTOSTHHO TaK Y TIOCTYTAl0T, HO TaKWe TOMbITKA MPaKTUUeCKU BCerJa BHOCST
cymMOyp B UX MBICIM M YCWIMBAIOT BHYTDeHHee HampsbkeHWe. B mpoiiecce
TPYMIIOBOTO 0OCY)KZeHUsI TaKoW TIOAXOZ, BBITO/IeH Xapu3MaTHUeCKuM Jiufiepam,
MOJMUTUKaM U Jiob6uctaM (MHBIMU C/I0BaMH, WHHUI[MATUBY B JUCKYCCUU
3aXBaTbIBAIOT Te, KTO TOBOPUT OoJibllle Bcex). VI eciu Bbl OfWH TIbITaeTecCh
TIPOTOJIKHYTh CBOIO «XOpOIIYIO W/EH0» [0 TOro, Kak OIpe/esieHbl Ie/y,
chopMupoBaHa KapTMHa pe3y/ibTaTa M coOpaHa Macca TUIOXUX, Ha TepBbIN
B3IVISJ], UJIeH, TO Bbl PUCKYeTe TO/[XBAaTUTh «TBOPUECKUH 3arop».

,Zlaeaﬁme 8UHUMb 60 8cem muccuc Buabsamc

Ecmu Bl 10oJ00HBI OOMBIIMHCTBY TIpeJCTaBUTe/el Haillell KyJIbTypHOU
cpefibl, €AVUHCTBEHHBIM OMbIT (hOpManbHOTO OO0yueHHs TUIAHUPOBaHUIO U
TBOPYECKOW OpraHv3alui Bbl MOAYUWIM B UETBEPTOM WM MsiITOM Kiacce. U
Jake ecnd Balle obOpa3oBaHWe B JIaHHOM cdepe He OrpaHUUMBAETCS 3TUM
OTILITOM, BEpOSITHO, OH ObLI MHTEHCHBEH WCK/FOUWTENBHO C 3MOLIMOHATbHOMN
TOYKH 3peHust (ITOCKO/IbKY 3alTOMHUJICS JTyUllle BCET0).

Muccuc BunbsiMc, MOsi yuuTebHUIIA B UeTBEPTOM Kjacce, [O/DKHA Oblia
Hay4WUTh HAC yTOPSiIOUMBaTh CBOM MbIC/IU (3TO ObLIO B yuebHOM risaHe). MbI
YUWUIUCh MUCaTh JoKnaael. Ho uToObI cAesnaTh TOC/eA0BaTe/bHBIM, XOPOIIUA
JIOKJIaJl, UTO HY>KHO ObI/I0 Hamucarh cHavasa? [IpaBuibHO, T1aH!

IMucamb naambl 6bL10 NPOCMO, ecau 00KAAO ObL yoHce 20mos.

[171s Hayasia MO3BOJIbTE CIIPOCUTD: Bbl KOTA-HUOY/b COCTABJISIN TI/IaH? BEI
KorJja-HUOy/Ib CMOTpPEe/IM MYUUTeTbHO 0/IT0 Ha PUMCKYHO 1iudpy I B BepxHeMm
yIJIy CTpaHUllbl, JyMasi, YTo 3abiaroBpeMeHHasi OpraHv3alys U TylaHupOBaHUe
JesiTe/lbHOCTU — 3aHsITUEe COBCEM He [I/Isl TaKUX JIFOJieH, Kak Bbl? BeposTHO, fa.

B KOHLle KOHL|OB, I HAyuW/Csl MUCATh MJaHbl. fI MPOCTO CHauaja mnucas
JOK/a/l, a 3aTeM, MOCT(aKTyM, Ha ero OCHOBe COCTaBJIsII I1J1aH.

Bot uto maeT GONBIIMHCTBY JHO[iel Hallla cucTeMa oOpa3oBaHusi B cdepe
naHUupoBaHusl. W s To-TpeXXHeMy CTaJKWMBaKOCh C TJlaHAMM, HalMCaHHBIMU
TocJie JOK/Ia[ioB, TOJILKO [/l TOrO, UTOObI YyJOBIETBODUTH HA4ya/ibCTBO. B
Jle7IoBOM cdepe HX ellje UaCTO Ha3bIBAlOT LeIsIMM WM 3afadyamMu. Ho oHu Bce
paBHO HMEKT BeCbMa OTJAJieHHOe OTHOIIeHWe K TOMY, ueM JIHoAu
JeNCTBUTENIbHO 3aHMMAOTCS, WM K TOMY, 4Yero OT HUX OXHUAAKT. ITU
JOKYMEHTBbI MPOCTO 3aHUMAIOT MECTO Ha MOJKax U B /IEKTPOHHBIX MOUTOBBIX
AlllMKaX, He uMes TIpaKTUUeCKH HHUKAKOrO OTHOIIeHWs K peasibHOU



AedaTe/IbHOCTH.

Moodeb PeaKmueHoO20 n/iaHUpoeaHus

BO/MbLIMHCTBO  /fOfleld  CO3HATeNbHO  CUUTAKOT  «IJIAHWUPOBAHUEM»
HeeCTeCTBEHHYI0 Mojie/ib, U, IMMOCKOJbKY OHa 3ayaCTyl0 He UMeeT OTHOIIeHUS K
peasbHOM paboTe U SB/ISeTCS HaJAyMaHHOM, JIIOAW TIPOCTO OTKA3bIBAFOTCS
CTpoUTh TIiaHbl. [lo KpailHeil Mepe, Ti/laHbI, Kacarolldecsi MepBOOYepeHbIX
33/la4y: TIPUXOAUTCS OTKJa[bIBaTh IlJlaHWPOBaHWEe BCTpeu, Ipe3eHTaluil u
CcTpaTeruuecKyx oreparyii o rocjaejHero MOMeHTa.

Ho uto mpoucxofuT, ec/id He TJIAaHUPOBaTb CBOU [leCTBUSI 3apaHee? Bo
MHOTHUX CJydasX HacTymaeT Kpusuc. «Tbl He B3sy1 GumeTwl? Ilo-mMoeMy, Tbl
cobupascs 3To caenaTth!» W Korma HacTymaeT 3TOT CaMbli MTOC/eIHUM MOMEHT,
HaurHaeT paboTaTh MOZie/Ib peaKTHBHOT'O TIJIAHUPOBAHUSI.

Koria oka>xetech B siMe, MpeKpalijaiiTe KorarTh.
Busan Pooaicepc

M Ha uem Xe MBI COCpeJOTOUMBaeM BHUMaHHe B IIEPBYI0 O4yepejb, KOorza
naxHeT >apeHbIM? Ha petlictBusix! Paborate ycepzanee! IlpoaiuTh pabouwnii
nenb! IMoakmounTh K paborte Oonbine mofeii! IToBeicuTh 3aHATOCTH! W Ha
TIOUCKU BBIXOJla U3 CJOXKUBILEHCS cuTyaluu OpocaeTcs ToJjma Jitofiew,
pas3zaB/ieHHBIX CTPEeCCOM.

3areM, KOrja CTaHOBMUTCS $ICHO, 4YTO TO/MNA Y)KaCHO 3aHATHIX JIKOJeH,
KOTOpbIe HOCSITCS Ty/la-Cko/la ¥ CTAJIKUBAIOTCS JIbaMU, He MOXKeT HalTH pellieHue
npo0sieMbl, y KOTO-TO HACTyIaeT O3apeHWe, WU OH TOBOpUT: «Ham HYXHO
opraHu3oBaThcsi!» (Bbl ciienute 3a Moeil Mbicbi0?) Jltoau OOBOAST B paMKy
OTZe/ibHbIe acrieKThl MpoO/eMbl W Ha3bIBAlOT UX Kak-HUOyab. Wy pucyroT
HOBBIe PaMKU U [TleperuMeHOBbIBAIOT UX.

Mano mpocTo cjefaTh 4YTO-TO, HY)KHO Y/iepKaTh pe3y/bTaTbl
CBO€eH JiesiTe/TbHOCTH.

Pawenb Maliep

B Kakoil-To MOMEHT OHUM MOHUMAIOT, UTO TPOCTOe MepepPUCOBLIBAHE PAMOK
He OueHb-TO TIOMOraeT pelleHH0 TpobreMbl. Termepb KTO-TO (KTO Topaszo



yMHee) BBICKA3bIBAaeT TMPEATIOIOKEHHe, UTO HY)XeH TBOPUECKUM ITOAXO[.
«[laBaiiTe yCcTporM MO3roBoii mTypMm!» CobpaB Bcex B KabuHeTe, Hauya/JbHUK
cnpamvBaer «VTak, y KOro eCTb KOHCTPYKTHBHbIE TPEIJIOKEHUs 10 3TOMY
noBoAy?» (cacubo, muccuc Bunbsmc).

Korga 0coObIX Tpe/ioyKeHrl He TOCTYIaeT, HauaJbHUK HauMHAeT JyMaTh,
YTO ero MoJUMHEHHbIe WCUepIiajyd CBOK 3arac BHyTPeHHel TBOpUeCKOM SHEPruu.
[TpuxoAUT BpeMsl HAHUMAaThb KOHCY/IbTaHTa. E.CTeCTBEHHO, €C/IM KOHCY/IbTAHT He
3psl eCT CBOH XJ1e0, TO B ONpe/ie/IeHHbI MOMEHT OH 3a/IaCT K/TFOUeBOK BOITPOC:
«Tak uTo ke BBl XOTHTe Cjle/laTh, B KOHIIe KOHII0B?» (Ero mHTepecyroT BUjeHHe
pe3y/ibTaTa 1 MOCTaB/IeHHAas L1eJIb).

PeakTUBHBIM CTWIb IJIAHUPOBAHUSI — 3TO «HU3HAHKa» €CTeCTBEHHOU
mogenu. OH Bcerjia OyneT oTpaXkaThb IOXO0/, «CBepXy BHM3». Bompoc He B TOM,
OyzeT /M 3a[eMCTBOBAHO eCTeCTBEHHOEe IJIAHMPOBAaHMWe, BOIIPOC — KOIZA M
KaKOH LIeHOM.

TexHuka ecmecmeeHHO20 N/J1dHUPOBAHUA: NsimMb OCHOBHbIX 3IMAN0e

To, uTo s celiyac CKaxky, U TaK TMOHSTHO: Oosiee a/ileKBaTHbIe METO[IbI
BHYTPEHHero BOCIIPUATUS TPOEKTOB U CUTYyaL|Ui T03BOJISIFOT CIIPAB/IATHCH C
Jenamu ObicTpee, nydllle U ycreliHee. TakuM obpa3oM, ec/iu Hallle CO3HaHUE B
moboM cilyudae TIpU/IeP)KUBAETCS eCTeCTBEHHOW CXeMbI IJIaHUPOBAHUSI, UeMY MbI
MOKEM y Hero HayuuThbCsi? Kak Mbl MOXKeM HCII0/1b30BaTh 3Ty MOje/b, UTOOBI
Hallli UHTeJI/IeKTyasbHble YCUIUS TIPUHOCHIN OOJTbIIINE U JTyUlliie pe3y/bTaThl?

[aBaiiTe pacCMOTPUM KaXAyH0 W3 TIAITU CTaJUd eCTeCTBeHHOrOo
IJIAHUPOBAHUS U BBIICHUM, KaK Mbl MOKeM ITOBJ/IUATH Ha BCe aCleKThl IpoLiecca.

Ienn

Hukorzia He BpefHO CIpOCUTh «3aueM?» [IpakTuuecku 0060# U3 Balmx
TeKYLIUX MIPOEKTOB MOXKHO YCKOPUTb U [la’ke 3HAUMTe/IbHO yCOBepIIeHCTBOBATh,
eC/IM BHUMaTe/lbHee OTHECTHMCh K HeMy Ha 3TOM ypoBHe. C KakoW LiesIb0 Bbl
u/leTe Ha TMpeJCTOsIIyt0 BCTpeuy? B uem Baiia 3asaua? 3aueM Bbl cobpanut y
cebss fpy3el Ha MANUIBIKM? [Iis dYero Bbl HaHWMaeTe [UpeKTOpa TIO
MapKeTHUHTy? 3aueM COCTaBJisieTe OH/KeT?

daHaTu3sM rmpeariojidraeT yaBoeHHe YCHHHﬁ, KOrjid BbI 386bIJ'II/I,
Ha UTO OHH HAITPABJIEHBI.

copooc CanmasHa



Cornacurech: peub WJET O HEKOM BBICIIIEM 3/IpaBOM CMbIC/Ie. 3HaHHE M
yeTKoe TOHUMaHHe I[ek JI000M /1eaTe/IbHOCTH COCTaB/ISIFOT OCHOBY SICHOCTH,
TBOPYECKOTO PAa3BUTHS W YCIIEITHOTO COTpyAHUUecTBa. Ho 37paBbIii CMBIC]T He
TIPUMEHSIETCSI TTOBCEMECTHO MPOCTO TIOTOMY, UTO HaM CBOMCTBEHHO, CO3/aBast
BeIl[M, YBJIEKAaTbCs pe3y/bTaTaMU CBOEro TPyAa M YIyCKaThb W3 BUJy CBOM
VCTHUHHBIE U W3Haua/IbHble HaMepeHUs.

[TpoBefsi THICSUM YacOB B pa3IWuHBIX oducaXx, CO MHOXXEeCTBOM
WCKYIIIeHHBIX pPaOOTHUKOB, S TIOHSUI, UTO BOMPOC «3auemM?» Hejib3sl OCTaBJISATh
6e3 BHMMaHusA. Korma /oy >Ka/yroTCsA, UTO Y HUX 3alyIaHUPOBAHO CJIHIITKOM
MHOTO BCTpeu, MHe MPUXOAUTCS CIpalllMBaTh: «A KaKoBa Iie/ib 3TUX BCTPEU?».
Korma menHsi crpammBaioT: «Koro ciefyeT NpUrIacuTh Ha TUIAHEPKY?», §
oTBeuaro: «A B ueM ee 1jefib?» [IoKa He To/lyyeHbl OTBETHI Ha MOM BOIIPOCHI,
HEBO3MO>KHO BEPHO OTBETHTh Ha BOIIPOCHI, 3a/lJaHHbIe KITMEHTaMH.

BaxHoCTh Bompoca «3aueMm?»

JIoou mobsim nobexcoamb. Ecau 6bl He ySICHUAU uemKo yeab ceoell
desimeAbHOCMU, MO Y 8aC Hem HUKAKUX WAaHco8 Ha nobeoy.

[TpuBesieM JTUIITL HECKOIBKO JJOCTOMHCTB BOIIPOCA «3aUeM?»:

* OH OITIpefiesisieT Balll yCIIex;

* OH Orpe/iesisieT KpUTePUH MPUHSITUS pellieHu;

* OH TI03BOJISIET PaCTIpe/|e/IUTh PeCypChl;

* OH C03/]aeT MOTHBALIUIO;

* OH pacCTaB/IseT aKLeHTHI;

* OH pacIIMpsieT KPyT BapUAHTOB.

aBatiTe 1o ouepeii paCCMOTPUM KayK7ioe U3 3TUX TIPEUMYIIeCTB.

Bompoc «3auem?» ompefensieT ycrex. B Hamm JHA OO Of€P>KUMBbI
nobenamu. Mal /ir0OMM UrpaTh B UTPBI M TFOOMM TT06eXXAaTh UK XOTS Obl UMeThb
maHc Ha mobexy. U ec/id BbI UETKO He YSICHWHM liejiell CBOeM JesiTelTlbHOCTH, TO
HUKaKUX I1aHCOB Ha mobexy y Bac HeT. Llesb orpesesnsieT ycriex. OHa SIBAsIeTCS
OTIIPAaBHOM TOUYKOW TIpU JIIOOBIX 3aTpaTax CWI W BPEMEHH: OT pellleHuUs
6a/17I0THPOBATLCS HAa BLIOOPHYIO IO/DKHOCTD 10 OTpe/iesieHus: (hOpMBbI OZIeXK/TbI.

Pagyiitech M00OBIM JJOCTHXKeHUsIM. He »kauTe, MOKa [JOCTUTHeTe
COBepILEHCTBa.

OHH Mak-I'u Kynep

Bbi1 HHUKOI'Id He IIOYYBCTBYyeTe yOOBJ/IETBOPEHHA OT C06paHI/IH KOJ/IJ/IEKTHBaA,
ec/ii He 6y,que 3HdTb, B UeéM COCTOdA/Ia ero neJb. N ec/sm BBl XOTUTE CIaTh
CHOKOI‘/JIHO, TO Jiyullie BaM HaWTH y,[[OB]'IETBOpI/ITEJ'IbeII‘/JI OTBET HaA BOIIPOC,



TI0UeMy BbI YBOJIW/IM BULe-TIpe3U/IeHTa 110 MapKeTUHTY WA HaHS/IM OTYasiHHOTO
MarucTpa /1eJioBoro a/[MMHACTPUPOBAHUS Ha MOCT (PMHAHCOBOTO AUpeKTopa. Bol
HUKOT/J]a TOUHO He y3HaeTe, XOPOIll JId COCTaB/IeHHbIA BaMu OWU3HeC-TI/IaH, ToKa
He OLIEHUTE ero 0 KPUTEPUIO YCITeLHOCTU, KOTOPbIM OIpe/iesisieTCsl OTBeTOM Ha
BOMPOC: «/I/is1 uero HaM HykKeH OM3HeC-TIaH?»

Boripoc «3auem?» ormnpejensieT KPpUTEPUM TPUHATUS pelueHUd. Kak Bbl
TIpUHMMaeTe pelleHrWe HacyeT TOro, CTOUT JIM TPaTUTh [JeHblM Ha Ievarb
TIOJTHOLIBETHOM OpOIIOphl WM MOXXKHO OOOMTHCH [BYXI[BeTHOW? OTKyJa BbI
3HaeTe, CTOUT /i Tpuberartb K ycayram KpyrHouW ¢upmbl Web-au3satina gjis
pa3paboTKH Balllero HOBOTO caiTa?

Yacmo eOuHCm@eHHbIll €nocob npuHAMuUsi CNOPHO20 pelleHus —
8038paujeHue K nocmasneHHou yenu.

Bce BosBpaijaercs K nenu. OnpaBjaHbl M Takye 3aTpaTrbl pecypcoB (U
ec/iM J1a, TO KAaKMX WMEHHO) B YCJIOBUSIX 3aZlaud, KOTOPYI0 BbI XOTUTE
BBITIOJIHUTE? BBl HUKOT/]a 3TOrO He y3HaeTe, eC/IM YeTKO He YSICHUTE CBOIO LieJib.

Bormpoc «3aueM?» 103BOJIsIeT pacripefie/iuTb pecypchl. Kak pacropsantbes
¢doHaaMu, BblJleIeHHBIMU Ha KaJpoBoe obecrieueHue, cornacHO Oromkety? Kak
HawIydiiuM 00pa3oM MCMO/b30BaTh HBbIHEIIHWE [ieHe)KHble TTOTOKH, UTOObI B
clefyolleM TOAy MaKCUMHU3UPOBaTh YCTOMUYMBOCTH PO3HWYHOM TOPrOBOM
komraHuu? Ha uTo crjieiyeT TOTpaTuTh OoJibIlle JieHer TIPU TIOATOTOBKE
e)KeMeCsTUHOro cobpaHusi accolaliiu: Ha obe/; UM Ha TOHOPaphI [J0K/1a/[UMKOB?

B nmtoboM ciiyuae OTBET 3aBUCHT OT TOTO, KaKyl 3aZlauyy Mbl IbITaeMCs
PeILlUTh, T. €. HaM CJie[lyeT OTBeTUThb Ha BOMPOC «3aueM?»

Bormpoc «3auem?» co3zaer motrBalyio. Comiacurech: HET CMbIC/IA YTO-TO
Jlenath, eC/iM y BaC HeT Ha TO BeCKOW MPUUMHBI. MeHsl 4acTo mopaskaeT, Kak
MHOT0 Jitofleli 3a0bIBatoT, [/ Yero OH 3aHMMalOTCsl CBOeH ZleTeNlbHOCTbIO, U KaK
ObICTPO TaKOW MPOCTOM BOIPOC, KaK «3aueM BaM 3TO HY>KHO?», MOXKET BEepHYTb
VX Ha TIPaBUJIbHBIM Iy Th.

Boripoc «3aueM?» 103BO/IsIeT pacCTaBUTh akleHThbl. Korja BaM u3BecCTHa
WUCTUHHAs 1ie/ib JH000M [esiTe/IbHOCTH, MHOTO€ CTAaHOBUTCS siICHO. Eciu BbI
TOTpaTUTe /iBé MUHYTHI Ha TO, UYTOOBI OMKCaTh IVIaBHYIO MPUUUHY BBITIO/IHEHUS
oripefie/IeHHOM 3ajjauu, TO Balll B3IJIsi/, HA TIPO0eMy HerpeMeHHO TIPOSICHUTCS,
nofobHo Teneckomny, C(HOKycHpoBaHHOMY Ha oObekTe. YacTo TIpOeKTbl U
CUTyaLuM, KOTOpble MPUBOJAT JIFO[EH B 3amMellaTe/IbCTBO M BbI3bIBAKOT Y HUX
HeJJOyMeHHe, pe3KO MPOSICHAKTCSA, KOrja KTO-TO BZAPYT CIIpallWBaeT: «A uero
MbI, COOCTBEHHO TOBOPS, TIHITA@MCSI O0CTUUb ?»

Borpoc «3aueM?» pacmmpsieT Kpyr BO3MOXKHBIX BapuaHTOB. Kak 3T0 HU
rapa/loKCaJbHO, XOTS Lie/lb Pe3K0o (POKyCHpyeT BHUMaHWe Ha HY>KHBIX acIeKTax,
OHAa OTKpbIBaeT TIyTU TBOPYECKOTO pacCMOTpeHUs Oosjiee  HIMPOKUX



BO3MOKHOCTel. TouHO cgopMmyavpoBaHHasi Iiesib  MeporpusTus (0yab TO
KOH(epeHI[Us, KOpIIOpaTWBHAs BeuepWHKA, YIIpa3JHEHWe  PYKOBOZSIIeH
JO/DKHOCTA WM C/WsIHAE KOMITAaHWM) paciivpsieT Balll KpPYro3op, OTKpbIBas
HOBbIe BO3MOXXHOCTH [JOCTVDKEHHSI >KelaeMoro pesynbrata. Korma Ha MOMX
CeMHMHapax JIFO[SM VyAAeTCs UeTKO OMWCaTh I[eJib TIPOEKTa, OHW YacTo
CPaBHUBAIOT CBOW OINyL[eHWsS C [JAYHOBEHHEM CBEXKEr0 BeTpa, KOTOPbIH
TIPOHOCHUTCS uepe3 WX CO3HAHUE U MPOSICHSIET WX B3IVIS/ Ha JIeSITe/TbHOCTb.

Ecnu 8bl He 3Haeme HasepHsIKa, Ue20 paou 3aHUMAaemechb HeKUM Oe/noM, 8bl
HUKO20d He CModiceme 8bINO/HUMb €20 8 NOTHOM ObbeMe.

IlocTaTouHO /M sICHAa ¥ KOHKDEeTHA Bala 1eb? Ecyii Bbl 1eHCTBUTETBHO
WCTIBIThIBAeTe TIPEUMYIIIeCTBAa KOHIIEHTPALUY BHUMAaHUS Ha TieJTd — OIIyIljaeTe
MOTHBALUIO, SICHOCTb, TPUJINB TBOPUECKOW SHEPTHH, IPe/CTaB/IsieTe KPUTePUn
TIPUHATHS PellleHnid W KapTWHY paclipeie/ieHusi peCypCoB — TO Bailla I1[eflb,
BEPOSITHO, JI0CTaTOYHO KOHKpeTHa. OfHAKo MHOTHe «(hOpMY/IUPOBKHU Iiesieii»
CJIMIIKOM TYMaHHBI [jIS TOTO, UTOOBI [aBaTh Takue pe3y/bTartbl. Hampumep,
«ynyurieHrue paboTel OTAea» — 3TO CAMIIKOM 00I1iast 1je/lb. B KOHIle KOHIIOB,
UTO TaKOe «XOpOIWH oTAen»? VgeT nu peub O rpymie jrofei, obsiazaroimx
BBICOKOM MOTHBALlMENd U WUHUIAATUBOM, MEXAY KOTOPBIMH Ha/la’kKeHO 37]0POBOE
COTPYAHUYECTBO? A MOXKeT ObITb, UMEeTCs B BHJY OTZAes, paboTa KOTOPOTro
YKJ/IaZIbIBaeTCsl B paMKH OropkeTta? VIHBIMH C/IOBaMH, €C/IM BbI TOJTIKOM He 3HaeTe,
KOT/Ia MO>)KHO CUUTATh 1]e/Tb BBITIOJTHEHHOW WM KOT/Ia Bl COMJTUCH C TIYTH, Y BacC
He OyZieT 4yeTKOM MHCTPYKLIUH K IeHCTBHIO. Y BaC ZIO/DKeH ObITh UeTKUM OTBET Ha
Boripoc «Kak s y3Hat0, UTO OTKJIOHW/ICS OT HaMeUeHHOW TPOrpaMMbI
JIeICTBUI ?»

IIpyHOUNBLI

He MeHee Ba)kKHbI TaKHe OCHOBHbIE KDUTEPUH KOODPZMHAIIMN U PYKOBOZICTBA
BHE/IDEHWEM  TIPO€KTa, KaK CTaHZApThl W  I[I€HHOCTH, KOTOPBIX  BBI
TIpUZiep>KUBaeTeCh. XOTs JIFOAU PEKO CO3HATEbHO 3a/lyMBIBAIOTCS O HUX, OHU
BCETlla TPUCYTCTBYIOT B pabore. W ecnM TPUHIMILI HAPYIIAIOTCSA, TO
pe3y/ibTaTOM HeTllpeMeHHO OyayT Takue Oecriosie3Hble siBjieHUs], Kak 0ciabseHue
BHUMAHHUS U CTPecC.

[TpekpacHbIii criocob YSICHWUTh, B UeM 3aK/TFOUalOTCs Ballld MPUHLIUATIBL, —
3aKOHUUThL CJIeAyIolliee TIpeJjIockeHue: «$ TIpeJjoCTaBIi0 JIPYTHM JIFO[SIM
TIOJTHYI0 CBOOOAY AeiCTBUI B 3TOM acrekTe, e/ OHU?.. (OCTaHYTCS B paMKax
OrofpkeTa; KIWeHT OyneT AoBosieH; OyayT 3@dekTMBHO paboTaTh B KOMaH/E;
CO3/aAlyT TONOKUTEeMbHBI 00pa3 opraHu3aluu; U T. A.)» Kakue 3akoHBI,
TMCaHble WA HeTIMCaHbIe, OTIPe/e/ISIOT IPAHUIbI AeATeTbHOCTH Ballleld TPYTITIbI?

HpOCTbIe, sSICHbIE LIeJIM WU IIDUHLOUIILI OdIOT HA4YdJ/I0O C/I0OXKHBIM H



Pd3yMHBIM ,[[EﬁCTBI/IHM. Co)xHbIe HOPDMBI K IIpaBW/Id IIOPOXOAIOT
IMPUMHUTHBHLBIE U IVIyIIbI€ ITOCTYIIKH.

Jlu Xok

Korma okpyKaromue [JeMOHCTPUPYHOT WM [JIOMYCKalT II0BefeHue,
TIPOTUBOpeualliee BallluM yOeXX/[eHUsIM, Bbl UCIIbIThIBaeTe HeObIBasbIlii CTpecc.
Ecmyu BaM HUKOTZAa He TIPUXOAUTCS CTa/JKUBAThCSl C 3TOW TMpPoO6IemMoi, TO BEI
TIOUCTHHE CUaCT/IUBBIN uesioBeK. A eC/v Takue Mpo0sieMbl BCe JKe BO3HUKAIOT, TO
KOHCTPYKTHBHasi Oeceia, HaripaB/ieHHasi Ha pa3bsiCHEHWe TIPUHIIUIOB, TIOMOXKET
BaM COXPaHUTh CU/Ibl U W30€XaThb HEHY)KHbIX KOH(IMKTOB. [I/i1 Hadasma Baw,
BO3MOYKHO, 3aX0UeTCs CTIPOCUTD cebst, «Kakue MOCTYIIKM MOTYT MIOMeIllaTh MOeu
JleITe/TIbHOCTU U KaK S MOTY MX TIPeJOTBPaTUTh?» IJTO MOXET CTaTh HaJle)KHOU
OTITPABHOM TOUKOM B IpoLiecce ompeziesieHus Balllix TpeboBaHuii K pabore.

Eme onHa cepbe3Has INpUYMHA, 0 KOTOPOW CTOUT COCPEJOTOUYUTHLCS Ha
TIPUHLIAIIAX, COCTOMT B TOM, YTO OHU 00/aJalOT YEeTKOCTbI0 U SIBJSIFOTCS
Ha/J|le)KHbIM OPUEHTUPOM B MpoLiecce yIpaBieHUsl [esATe/bHOCThIO. Kak Bbl
XOTUTEe WIW [JOJ/DKHBI COTPYAHHUYATh C OCTa/JTbHOM KOMaHZOU B paMKax JaHHOIO
TpoekTa, uToObl OH OKa3ascs ycrelmHbiM? Kakoi o6pa3 ZielcTBUil 1T03BOJISIET
BaM JIMYHO /I0CTUYb HAUBBICIIEH MPOAYKTUBHOCTH?

B To BpeMs Kak lenb HajenseT paboTy J»KU3HEHHOW CWIOH U
HarpaB/eHHOCTbIO, TIPUHLMIIBI OMpeJesisiOT TapaMeTpbl JesTe/lbHOCTA U
KPUTEPUU [/151 OL[€HKH MOCTYTKOB.

Bujenue/pesynbrar

Yrobbl  mo/yuuTh  3(PPEKTUBHBIA  AOCTYNl K  CO3HATe/NbHBIM U
Oecco3HaTe/lbHBIM pecypcaM, HaxOASIIUMCS Y BaC B pacClOpsDKeHUH, BaM
ciegyet c(popMUPOBaTh B T0JIOBe YETKYHO KapTUHY ycIiexa: MpeCTaBUTh, KaK OH
OyzieT BBIT/ISI/IeTh, «3ByuyaTb», KakKue OIyIleHHs Bbi30BeT. Llesb ¥ MPUHIUTIBI
ornpeze/sil0T MOTUBALIMIO U YIIpaB/ieHHe esiTe/IbHOCThIO, a BU/ieHHe COCTaB/IsieT
peasibHbIM TIPOEKT KOHEeYHOro pe3ysbrara. OHO MO3BOJ/ISIET OTBETUTh Ha BOMPOC
umo? a He nouemy?. Kak [0O/DKeH BBIVIAEeTh 3TOT MNPOEKT WIA MepONpUsiTue,
yTOOBI MOXKHO ObIIO Ha3BaTh UX YCIEIIHBIMU?

K npumepy, BBINYCKHUKMA Ballero CeMHWHAapa MOCTOSSHHO TIPUMEHSIIOT
MoJiyueHHble 3HAaHUS Ha MpakTUKe. B pesynbrare 3a mocjieAHU (pMHAHCOBBIM
rOf, O/l PbIHKA Ballleil KOMIIaHWK B CeBEPO-BOCTOUHOM pervoHe yBeuuyuiach
Ha 2 %. Vu Ballla /I0ub YsICHW/IA, KAKOBbI OyAyT Bailli TpeOOBaHUS U B ueM
OyzeT 3ak/rouaThCsl Ballla TOAJeP)KKa B TeueHUWe ee TepBOr0 CeMecTpa B
KOJLJIeJIKe.



Hpewwyu;ecmea KOHUeHmpauuu 6HUMAHUs

C 1960-x romoB Oblna HareyaTaHa MaccCa KHUT, MOCBSIEHHBIX HaBbIKaM
dbopMUpOBaHUST TIOJIOKUTE/IbHOM KAapTUHBI pe3y/braTa U  KOHLIEHTpaluyu
BHUMaHUsl. POKYyCMPOBKa BHHMMaHUsSI Ha [JOJIFOCPOYHBIX MePCrHeKTHBaxX BCerza
Obula K/IIOUEBBIM 3/IEMEHTOM TIOATOTOBKW  OJIMMITUUIIEB:  CIIOPTCMEHbI
dbopMUpoBanu B CBOEM MpeACTaBlieHUU (U3UUeCcKre YCUJIUS, MOJI0KUTEIbHYIO
SHEPTUI0 U YCTeILIHbIA pe3y/bTar, uToObl 00ecreunTh HAWBBICIINN YDPOBEHb
TI0/ICO3HATe/IbHOW TMOAIeP>KKU BBICOKOW pe3y/IbTaTUBHOCTH.

Boobpa)keHre BaykHee 3HAHMUS.
Anbbepm DliHwumeliH

[TepcriekTrBa, KOTOPYIO MbI TIpe/CTaB/sieM, BAUSeT Ha Hallle BOCIIPUATHE U
MIPOU3BOAUTENBHOCTb. V1 3TO yTBepsKJeHre cripaBe/i/IMBO B 110001 cuTyaljuu: Ha
KopTax AJsi ronbda, Ha coOpaHHMU TMepcoHasa WIM BO BpeMsl CEpbe3HOro
pasroBopa C CyNnpyroM WA cyrnpyrod. Mos 3ajaua — CO374aTh MOZesb
(bOKyCcHpOBKM BHUMaHHUsl, KOoTopas Obl oOecrieurBasia JUHAMUUHOCTh B
TIOBCE/THEBHOU J1esITe/IbHOCTH, 0COOEHHO B TIPOEKTHOM MBIILIJIEHUH.

Korza Bbl cocpefioTauriBaeTeCb Ha 4eM-TO — Ha IMPeACTOsLeN Moe3Ke B
OTITyCK, Ha BCTpeue, KOTOPYyI0 coOupaeTech MOCETUTh, WX Ha TPSAYIIEM
3arycKe Ha PbIHOK HOBOTO TOBapa, — (POKYCUPOBKA BHUMaHUS MO3BOJISIET BaM
CreHepupoBaTh Ujeu U obpa3 Mbliciiel, koTopele Obl He chopMHUpOBaIUCH Oe3
HeoOxo[MMOoM KOHLleHTpaLyu. [Jake Baill opraHusM OyzieT pearvpoBath Ha 06pa3
B Balllell I0JI0Be, KaK Ha peasibHyI0 CUTYaLUIO.

CeteBas cuctema aktuBaliuu. B xypHase Scientific American 3a maii 1957
roga Obla omyO/SMKOBaHA CTaThsi, TZe TOBOPWUIOCH 00 OTKDPBITUU CeTeBOM
CTPYKTYpbl, JieXallleli B OCHOBe TO/JIOBHOro Mmo3sra. CereBasi CTpyKTypa
TIPAaKTUUECKU SIB/ISIETCS BOPOTAMHU Halllero CO3HaHWs. JTO Tymbiep, KOTOPBIiA
BKJ/IFOYAeT BOCIIPUATHUE UJEeN U JaHHbBIX, 3TO TO, UTO IT03BOJIsIeT BaM CIaTh, KOrja
WrpaeT My3blka, HO 3acCTaB/seT MPOCHINATbCA, eCId B COCe[HeNM KOMHare
HauMHaeT T/IaKaThb Balll pebeHOK.

[Togo6HO KOMMBIOTEPY, MO3r 0bOsazaeT (yHKLMel Morcka, HO ero pabota
eijle Oonee (QeHomeHanbHa. Mo3r TmporpaMMHpyeT TO, Ha UeM Mkl
cocpefjoTauMBaeMcs, a uallle BCero To, uto HaM 0/m3ko. Peub uzieT 06 ocHoBax:
MHOTI'Me JIFO[Y Ha3bIBalOT UX IapajurMaMu, KOTOPbIX MbI MpU/iepKuBaeMcsi. Mbl
3aMeuaeM TOJIBKO TO, UYTO COOTBETCTBYeT CHUCTeMaM HalluX BHYTPEHHUX



yOeXXIeHHii W 3HAKOMBbIX KOHTeKCToB. Haripumep, eciw Bbl — ONTHK, TO,
HaXo/sICh B KOMHare, TJile MHOTO JItOflei, ckopee Bcero, OyzeTe obpaiiiaTh CBoe
BHUMaHWe Ha TeX, KTO HOCHUT OUKH; €C/Id Bbl — CTPOUTEb-TIOAPSIUUK, TO
obpatvTe BHMMaHWe Ha JleTa/u IJIaHWPOBKM KOMHaThl. Ec/ii B IaHHBI MOMEHT
Bbl COCpEeOTOUMTeCh Ha KPAaCHOM IiBeTe, a 3aTeM MPOCTO OCMOTPUTECH TIO
CTOpPOHaM, TO Balll B3misif, 3adUKCUDyeT [axke caMble MeJKue JeTaqu 3TOro
OTTEeHKa.

ABTOMaTHUe CKUM CO3U/IaTe/TbHBIM MeXaHU3M HOCHUT
1[e/leHarnpaB/ieHHbIM XapakTep. OJTO O3HayaeT, YTO OH OIepUpyeT
KaTeropusiMi 1jeJlell ¥ KOHEeUHBbIX pe3y/lbTaToB. KakK TOMBKO BBI
CTaBUTe TIepe]; HUM KOHKPETHYIO 3a/lauy, Bbl MOYKETe TOJIOXKUTHCS Ha
CHUCTEMY €ro aBTOMaTHUYeCKUX KOMaHj, KOTopasi TpHBeJeT BaC K
TIOCTaB/IEHHOM 11e/Ii ropa3/io ObICTpee, UeM CO3HaTe/IbHast MbIC/Tb. BbI
coob1iaeTe eMy Iie/ib, TIPOCTO AyMasi O HeM B KOHTEKCTe KOHEUHBIX
pe3ynbTaToB.  bjarozaps  3TOMy — aBTOMAaTUUeCKWM  MeXaHW3M
TIpe/IoCTaB/IsieT BaM HeoOX0[uMble CpeZiCTBa I0CTYKEHUS LIeJIH.

Makceenn Monmy

[ToppobHOCTH 3TOTO TIpoLiecca (UAbTpaLuu — JeTaau Mo/COo3HATebHOTO
ycBoeHUs1 WHGOpPMAIMM HAIIMM CO3HaHWeM — MOIMIM Obl CTaThb TeMOM
HeJ/leIbHOTO ceMuHapa. [1oCcTaTouHO 3aMeTUTh, YTO B Ue/I0BeUeCKOM CO3HaHUU
aBTOMAaTHUUeCKHU TPOUCXOJUT HEeUTO HeoObIYHOe, KOT/ia JIFO/U TbITAal0TCSI CTPOUTh
YeTKyH0 KapTUHY O’KHZ,aeMOro pe3y/ibTaTa U COCpe/loTaurBaloTCs Ha Hell.

Kom(pemu3al4un pe3y/sibmamoe

Ecmu Bbl TokiMeTe crioco6 paboThbl CBOMX (UIBTPOB BOCIPUSTHS, TO
YSCHUTE OJJUH TIPOCTOM, HO TIyOOKWI TPUHIIUIT: Bbl He y3HaeTe, KaK BbITIOJHUTh
3ajjauy, OKa caMy He 3aliMeTeCh ee BbITOJTHEHUEM.

OueHb MPOCTO TIPE/ICTaBUTh KAaKOe-TO COOBITHE, eC/U OHO TMPOUCXOUTIO
paHee WIM eC/d Bbl YXKe CTaJKUBaJIUCh C HeOOXOAUMOCTBIO JOCTHKeHUS
nofioOHbIX 1enel. OpHako (opMHpOBaHHE UETKOW KapTHHBI YCIIeITHOTO
pe3y/ibTaTa MOXKeT TPeZICTaB/IsAThL Cephe3HyI0 MpobieMy, eC/I OH SIB/SIETCS UeM-
TO HOBBIM M HeU3Be/laHHBIM, T. €. eC/IU Bbl (J1abo Tipe/icTaB/isieTe cebe KapTUHY
0XKU/IaeMOT0 COOBITUS U PeJTKO CTaTKWUBAIUCh C TIOZI0OHBIMU TIpeLieZieHTaMU.

Yacmo eam npuxooumcsi cpopmupogsamb KApmMuHy pe3yabmama 8 C80em



8000padiceHuU, npexcoe uem bl CModiceme 00CMuUUb €20 8 peanbHOU HCU3HU.

MHorue U3 Hac BO3/IeP>KUBAKOTCS OT TOTO, YTOOBI TIPE/ICTAB/IATE YKeJlaeMblii
pe3y/ibTart, MoKa KTo-HUOYy/Ib He TOKaXkeT, KakK ero Aoctuub. K coxaneHuro, 3To
— OTCTasbld MOAXOA C TOUKM 3DEHUSI MEeXaHU3MOB, KOTOpbIe Hallle CO3HaHUe
VICTI0/Ib3YET /1J15 TeHepHUPOBAHUS U BOCIIPUSTHS PeLlleHU U MeTO/[0B.

OpvH U3 caMbIX MOIIHBIX HaBBIKOB B MUpe WHTe//IeKTyalbHON paboThl,
KOTOpBIA KpaiiHe HeoOX0JUMO OTTauMBaTb U pa3BUBAaTh, — 3TO CIIOCOOHOCTh
(dbopMHpOBaTh YeTKYI0 KapTMHY KOHEUHbIX pe3y/bTaToB. M 3TO He Tak MpOCTO,
Kak KakeTcsi. Ham ciieyeT mocTosiHHO onpeJienisiTh (U mepeoripesie/isiTh) 3a/jauy,
KOTOpble Mbl MbITAeMCS BBITIOJHUTH Ha MHOXKECTBE Da3/IMUHbIX ypPOBHEH, U
HemnpepbIBHO  TepepacripefieNisiTh  pecypchbl, 4YTOObI  3aBepIUIUTh UX C
MaKCUMaJIbHOM ObICTPOTOM U 3¢ deKTUBHOCTHIO.

YTobbI CTaTh KEM-TO, HY>KHO CTaBUTh 00J/iee KOHKPETHbIE 1[e/TH.
Jlunu Tomau

Kak OymeT BbIIAZETh peaand30BaHHLIM  mpoekT? UTo  [0/DKeH
IMOYYBCTBOBATh KJ/IMEHT, W UTO, I10-BallieMy, OH AOJ/DKE€H 3HAdTb WU Ae/IdTb II0CJ/Ie
npeseHTalpn? Kakoro cy>keGHOrO IOJIOKEHMsI Bbl XOTUTE JOCTHUL uepe3 TpU
roga? Kak, Ha Bail B3[/Isj, JO/DKeH paboTaTh Mea/bHLIM 3aMeCTUTeNIb I10
CbI/IHaHCOBBIM BOHPOCHM? Kak Obl BBITJIAOET CaliT U Kakue BO3MOKHOCTU OH
pelyCMaTpUBaJl, eC/I1 Obl IOJIHOCTLI) COOTBETCTBOBA/I BAIIUM OXKUAHUIM?

PeByHbTaTbI (I/IX BI/IAEHI/IE) MOT'YT BBIIVIAAETH I10-PA3HOMY: OT IIPOCTBIX
(OPMY/IUPOBOK, TAKUX KaK «3aBepIIUThL BHEJPEHHEe KOMIILIOTEPHOM CUCTEMBD»,
40 ITOJIHOCTBbHO O3BYUEHHBIX (bI/IJ'IbMOB, e IT0Kd3daHd KapTHHA 6y'[[ymero BO BCeX
KpPaCO4YHBIX HOAPO6HOCTHX. Bot TPHU OCHOBHLIX 3TdIld d)OpMI/IpOBaHI/IH KaPTHHBI
pesy/bTara:

1. B3mIIHYTH Ha MIPOEKT TakK, Kak OyTO OH Y)Ke 3aBepIIeH.

2. CopmupoBarh KapTuHy «[0I0BOKPYKUTEILHOIO ycrexa» (6e3 BCAKUX
«J1a, HO...»).

3. 3a(bI/IKCI/IpOBaTb OXugdemMble YepTbl, dCIIEKTblI WM KdieCTBd B BdIIEM
rmpegCcraB/IeHUN.

Kor,qa g Iipeajiarakl0 JirogsadM 3aAyMdTbCd HaJl CleHdpueM YCIIeIHOro
Pa3BUTHA CO6BITHI>1, OHU OOBIYHO HCIIBITHIBAIOT AYU_IEBHBII‘;I nmoaremM M AymaroT O
4UeM-TO HOBOM U PaAOCTHOM, UTO pdHbIIIE€ He ITPUXOAW/I0O UM B I'OJIOBY. «BbI10 OBI
3/I0POBO...» — He TakKOi yX IUIOXOM Croco0 HayaTh OLEHKY CHUTYaLdH, II0
KpaiiHeil Mepe [0 TOro0 MOMEHTa, [T0Ka He Haii/[eH BBIXO/.



Mo3zzoe0ti wmypm

Hawnyuimii  ciocob6 reHepupoBaTh XOpOIIYH —UAEHD —
HaBbIZYMbIBaTh MacCy UIei.

Jlatinyc TToaum

Korzia Bbl 4eTKO YSICHWIU, KaKUX pe3y/bTaTOB XOTUTEe OCTHYb U C KaKOM
1[e/lbl0, TIPUXOAWT Ouepelb BOMpPOCa «Kak». Korga BbI TipefcTaBUiIvd cebe
KapTUHY, OTJMYHYI0 OT TeKYIero TII0JI0)KeHUs1 Belled, Bbl aBTOMAaTHYeCKU
HauMHaeTe 3aroJIHATh MPOOesbl, T. €. MPUCTYIaeTe K MO3rOBOMY LITypMmy. Ven
HauulHAKT TOoCeljaTb BaC TMPaKTUYECKU B T[IPOU3BOJILHOM TIOpsiiKE —
CyllleCTBeHHble, HeCyll[eCTBeHHble, Iioxue U xopoiive. OOBIUHO JAHHBIM
MpOL[eCC  TIPOUCXOJUT B  CO3HAaHUM  OOJNBIIMHCTBA  JIIOJIEM,  KOTOpbie
3ayMbIBAalOTCSl HaJ, pa3/IMUHbIMM BelljlaMM, W 3a4acTyl0 3TOr0 [OCTaTOYHO.
HanpumMep, Bbl AymMaeTe O TOM, UTO CKakeTe HauasjibHHLIE, MOKAa HUJeTe TI0
KOpUJOpY Ha BcTpedy c Heil. Ho B JApyrux cuTyauusix 3amucb WM
¢duKcUpoBaHMe HJell Ha KaKOM-TO BHeLIHEM HOCUTe/le UH(pOpMaliyd MOXKeT
CyLL|eCTBEHHO MOBBICUTb MMPOU3BOIUTETHEHOCTh U MPOJYKTUBHOCTb MBIIIL/IEHUSI.

Bawe co3HaHue cmpemumcsi 3anofHuUmMb npobenbl mexcdy meKywum Uu
JcenaeMbiM  NoMOJdCeHUeM — gewjell, HO 3ano/Hsiem UX Npakmuuecku 8
Nnpou360/1bHOM NOpsiOKe.

3anucp uodeti

B TeueHue TMOCNeAHUX [AEeCATUIETUM C 1[eJIbl0  yCOBEPIIeHCTBOBAHUS
TBOPUECKUX TMO/IX0/IOB K aHa/M3y MPOEKTOB U TeM ObLT TIPe/JIOKeH Psifi MeTO/[0B
MO3TOBOr0O IITypMa Ha rpaduyeckoii ocHOBe. MeTo/bl Ha3biBaIu TO-pa3HOMY:
TOCTPOeHWe KapThl CO3HAHWS, KJacTepu3alius, Mo/enupoBaHie 00pa3o0B,
«TIJIeTeHHWe TAayTHUHBI», U «BBIK/IAJbiIBaHUE PBIOBUX KOCTel». XOTS aBTOPHI
Pa3/IMYHBIX METO/I0OB MOTYT YTBEP)KAATh, UTO OHU PA3HATCS MeXAy coboM, s
OO/BIIMHCTBA M3 HAac (KOHEUHBIX TIO/b30BaTesieil) OCHOBHasi WUjesi OCTaeTCs
Heu3MeHHOM: M03BoJibTe cebe 3aMKCHUPOBaTh HOOYI0 MBIC/Ib, a 3aTeM, TI03/Hee,
pelLnTe, HACKOJBKO OHAa COOTBETCTBYeT 00I1el KapThHe, U KaK C Hell MOCTYTUTb.
[ToMrMo Bcero mpouero (a «MpOYMX» [JOCTOMHCTB MOXKET OBbITb MHJ/IJTHOH),
JlaHHasi MeTO/IMKa T03BOJIsSIeT yYBeJIMUUTh TeMIl paboThl — KOT7la BacC TocelaeT
uzies, Bbl (DUKCHpyeTe ee U BIIOC/IEZICTBUM BaM He TIPUXO/IUTCSI CHOBA UCKATh Ty



Xe Ujiero.

CaMblii  TIOMy/SIPHBIA M3 TMEpPEUHCIeHHbIX  METO/0OB  Ha3bIBAaeTCs
«IIOCTPOEHHEe KapThl CO3HaHWs» (mind-mapping) — 3TUM Ha3BaHUEM
OpUTAHCKHUI MCC/IeI0BaTe b MBIC/IUTE/IbHBIX MporieccoB, ToMm Bbio3eH, OKpeCTuI
TIPOL[eCC TIePeBOZia Hjel, KOTOpble POXKIAFOTCS TIPH MO3TOBOM IITYpMe, B
rpadvueckuii BuiA. IIpy TIOCTPOEHWM KapThl CO3HAHMS KIIIOUEeBas Hes
TIOMEIIaeTCsl B IIEHTP JIMCTA, a COIMYTCTBYIOI[UE UM OTOOpa)karoTcsi B BH7e
OTPOCTKOB, KOTOPBIE OTXO/AT OT Hee B IPOU3BOILHOM MOpszKe. [IoMyCTHM, eC/H
Obl 51 y3Ha/, UTO JIO/DKEH Tepeexarb B APYrod oduc, TO MHE IPUIIIOCH OBbI
3a/[yMaThCsl O KOMITbIOTEpaX, HOBBIX BU3WTKAX, BCEX CBS35IX, KOTOPbIE HY)KHO
TIOMEHsSITb, HOBOM MeOesiu, TmepeBo3ke Tese)OHOB, YOOpKe, YITaKOBKe
MaTepHasioB U Tak jajee. Eciu Obl 51 IpefiCTaBUI BCe 3TH MBIC/IA TpadHUecKH,
TO KapTHUHKA BBIT/IsiZiesia Obl C/1eIyIOIIMM 00pa3oM:
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Brl Moriu ObI COCTaB/IATL TaKue ke KdPTbI Hd CAMOKJ/ICIOIIMUXCA JIMCTKAX,
KOTOpbI€ MOJXHO IIPpWIEIINTL Ha AJOCKY, 3a'OHATL WAEH B TEKCTOBBIU rmponeccop
WJIN CIIELHXA/IBHYIO KOHCIIEKTHPYIOLIYIO ITDOr'PpdAMMY.

1

Pacnpebe/leHHaﬂ KOZHUMUGHAasA cnocoOGHOCMb

Camoe 3ameuaTe/ibHOe CBOMCTBO BHEILIHETO MO3TOBOTO IITypMa COCTOUT B
TOM, 4TO, KpOMe 3aliCyd W3HaYa/IbHbIX COOOpakeHWM, OH IIOMOraeT
CreHepHpOBaTh MHOXKECTBO HOBBIX HIeM, KOTOpbIe Obl BaC He MOCETU/IH, He Oyb
y BaC MexaHu3Ma (hHKCALMM BalllMX MbIC/IeH U TTIOCTOSIHHOTO 0OpalljeHusT K HUM.
Baiit Mmo3r 6yaTo Obl TOBOPUT: «3HAUMT, TaK. S MpeZi0CTaB/II0 BaM POBHO CTOJIBKO



UZieil, CKOJIbKO Bbl CMOKeTe MPUMEeHUTh C Mo/b30i. Eciu Bl He cobupaete nUx
KakUM-HUOyZIb BepHbIM criocobom, st He Oyay Bac otsromiate. Ho eciu B
JeNICTBUTENIbHO UTO-TO C HUMH JlejlaeTe — JaXe eC/IM MPOCTO 3arvChIBaeTe C
L[e/IbI0 TIOC/Ie/IIOL[ero aHaamu3a — TO BOT BaM ellle Heckonbko! U kcrarty, 31O
HaTOJIKHYJIO MEeHs ellle Ha OfIHY MbIC/b, @ MOXKET ObITh, U He OJJHY...»

Her wnuuero O6osnee OIlaCcHOoro, 4eMm wuaed, eCiId 35TO0O —
€IWHCTBEHHAA raed, KOTOPpad y BdC €CThb.

Imunb [lapmbe

[Icuxonoru HauWMHAKOT Ha3bIBaTh OIMCAHHBIA MpollecC U ToJ00HbIe
SIBJIEHUST «pacrpe/ie/ieHHOM KOTHUTHMBHOM CMOCOOHOCThIO». Peub uzeT o ToM,
yTOObI BHIOPOCUTH WJIeM U3 TOJIOBbI U TepeBecTd UX B O0ObeKTHBHBIN (hopmar,
KOTOpBI Obl TO3BOJIS/T OOpaTUTbCS K HUM BIIOCTENCTBUU. A BOT MOeMy
YUUTETI0 aHTIMACKOTO Si3bIKa B CPeJHe IIIKOo/ie He HY)KHO ObL/I0 3HaTh TEOPHIO,
yToOBbl TO3HAKOMUTb MeEHSI C OCHOBHOW HJeel; OH cKasad: «/|9BUA, ThbI
MOCTYyTaelllb B KOLIe[K, rje Tebe MpUeTcs BeCTH Maccy 3amuceil. Pukcupyi
BCe CBOU 3aMeTKU W 3allMCHA Ha OTAe/bHBIX JIMCTKaX pasMepoM TpU Ha IIATh
JIOUMOB. A TOTOM, Korja Oy/elllb TOTOB YIOPSIZIOUUTH CBOU MbICH, TPOCTO
pas/io)Kh UX Ha IOy, Ompeje/d CTPYKTYpPy U TMOJymau, Yero He XBaraer».
Mucrep OAMYH[ACOH T[Ipernojal MHe OCHOBbl MOJeIU eCTeCTBEeHHOI'O
IJIaHUpOBaHus!

To/BKO TOT, KTO C JIETKOCTBIO YIIPAB/ISIET CBOMMH MBIC/ISIMHU,
SIBJIIETCS XO35TMHOM CBOMX MBIC/IEH, a JIUIIb XO35IMH CBOUX MBIC/IEH He
ABJIIETCS UX pabom.

Jlunb FOmaHb

Maso KTo MOXXeT yJiep>KMBaThb CBOe BHUMaHUe Ha OJJHOM MpeaMeTe J0J/Iblie
HECKOJIbKUX MUHYT, He uMesi TI0J], PyKOW KakKoi-HUOY/[b 00 BeKTUBHOM CTPYKTYPHI
Y BCIIOMOTaTe/IbHOT0 MHCTPYMEHTa WU MexaHu3Ma. Bo3bmuTe, Haripumep, OiIuH
13 Cepbe3HbIX MPOEKTOB, Hafl KOTOPbIM paboTaeTte, U TMoOCTapalTeCch He JyMaTh
HU O UeM JIDYTOM XOTsi Obl IIeCTb/IeCAT CeKYH/I. ITO OUeHb CJI0’KHO, eCJTU TObKO
y BaC B pacCropsykKeHUW HeT PYyUYKu U OymMard U Bbl He HCIO/b3yeTe 3TUX
«aTpubyTOB MO3HaHUSI» B KaueCTBe «sKOpsi» JJisl CBOUX Hjel. B 3ToM ciyyae BbI
MO)KeTe yacaMu [JyMarb Hajl MpPOeKTOM. BOT moueMy yMCTBEHHBIM IpoLiecc
OyzieT TIPOAYKTHMBHBIM, eC/id Bbl paboTaeTe Haj, 3/IEKTPOHHBIM JIOKYMEHTOM,



KacaroluMCcsi IIPOeKTa, COCTaB/IsieTe KapTy Ujel B IMPOKOpopMaTHOM O/I0KHOTe
Ui Ha OGyMaKHOW CKaTepTH B pecTopaHe, WKW MPOCTO opraHu3yeTe cobpaHue
10 JJaHHOMY BOIIPOCY, TJie MPUCYTCTBYIOT ApyTHe AU U eCTb BO3MOXKHOCTb
OCTaTbCsl B paMKaxX KOHTeKCTa (Zlocka C XOPOIIMMM MapKepamMH, TOTOBBIMU
TIPUIATH Ha MOMOIIb, TAK)Ke BeCbMa 10jIie3Ha B JaHHOM C/Tydae).

Koueeble npuHyunbl M03206020 wmypma

[ns1 ycoBepIilieHCTBOBaHUS MPOLIeCCOB MO3rOBOIO IITYPMa U CIIOHTAaHHOTO
MBIIIJIEHUS MOKHO TIPUMEHSITb MHOXEeCTBO TMpueMoB. Bripouem, OCHOBHbIe
TIPUHILIUIIBI CBOASTCS K C/IeyIOIIMM MOMEHTaM:

* He cygure, He ocriapvBaiiTe, He OLIEeHUBAUTE U He KDUTUKYUTE.

 [lymaliTe 0 KOJIMYeCTBe, a He O KauecTBe.

* OTO/IBMHBTE aHa/IU3 U OpPraHU3allii0 Ha BTOPOM TI/IaH.

He cyauTe, He ocliapuBaiiTe, He OlleHUBaliTe M He KPUTHKY#Te. Moenu
HEeCTeCTBeHHOIO IJIAHUPOBAHHWS CBOMCTBEHHO COBAaTh CBOM YPOZJIMBBLIM HOC B
MpOIlecC MO3TOBOTO INTYypPMa: OHA 3aCTaB/iseT Jofield Cpa3y TepexoiuTh K
CKOPOCITe/IbIM OlLIEHKaM U TMpeXIeBpeMEeHHON KpPUTHKe uzer. Eciu Bac XOTb
HEMHOTO 3a00TMT MHEHHe KPHUTHUKA, TO Bbl Oy/ieTe peJaKTHpOBaThb MPOIECC
M3bSIB/IEHUS MBIC/IeH U MMOJ0MPATh «HY)KHbIe» (hpasbl [/t BbICKA3bIBAHUS BCIYX.
Pasuurie MeX[y yJep)KaHHeM MO3rOBOTrO IITypMa B PaMKax 3aJjaHHOM TeMbI U
OrpaHUYEHHEM TBOPYECKOTO TIpoIlecca BecbMa 3bI0KO. Takke Ba)kKHO YBSI3aTh
MO3TOBOM IITYpM C OOIMM KOHTEKCTOM Ipoliecca TIaHUPOBAHMSI, TTOCKOJIBLKY,
eCcMi Bbl BUAWTE B HEM CaMOIle/Ib, OH MOMKET II0Ka3aThCsl OaHa/lbHBIM U
Herlesiecoobpa3dbiM. EC/v >ke BbI BOCIIPUMETE €0 KakK HEeKYI0 TeKYIIYIO 3a/auy,
KOTOPOM BbI OyzleTe 3aHMMATbCsl HEKOTOPOe BpeMsl, UTOObI 3aTeM IepelTH K
JNOCTYDKEHUIO TIOCTAB/IEHHOW TIIeJM, TO BaM OyZieT Jjierde YeluTh [JO/DKHOE
BHUMaHHe JJaHHOW COCTABJISAIOLeH MpOoLie1yphl IJIAHUPOBAHMSI.

Xopowuti cnocob y3Hamb, umo npedcmasnsiem coboll 8eujb — BblSICHUMD,
uem OHA HaBepHSKA He S18/15emcHl.

Tompko He TMOoAyMaiiTe, uTO S MpeAjaral0 BaM BOBCE OTKa3aThCs OT
KPHUTHUECKOTO MBIIIJIEHUss — Ha 3TOW CTaJiud Wrpa [JO/DKHA OBITh UeCTHOM.
[TpocTOo Ba)XKHO TIOHATb, KAKOB XapakTep Hjel, KOTOpble BaC IIOCEIAoT, W
YIOPSIIOUNTh WX HAWIydIllMM oOpa3oM /it /ajbHEeMIIero KCII0/Ib30BaHusl.
OCHOBHBIM KpPUTEPHEM [IOJDKHO CTaThb pacIIMpeHHe, a He CY)KeHHe UX
JMaria3oHa.

JdyMaiiTe 0 Ko/lM4ecTBe, a He 0 KauecTBe. CTpemyieHHe BBIZIATh OOJIbIIIe



uziell T03BOJIsIeT pacCIiMPUTh TOPU30HTHI MbIiuieHus. Yacto ObIBaeT TPyAHO
JIOTalaThCsl, KakKasi Ujiest XOpOIliasi, TI0Ka OHa BaC He TIOCEeTUT. A WHOT/A ufies Uiu
ee HAOPOCOK OKAa3bIBAOTCSI BOCTPeOOBAaHHBIMHU TOJIBKO Uepe3 HEKOTOPOEe BPEMsl.
Corylacurech, 4YTO TIOKYIIKAa TOBapoOB B OO/BIIIOM MarasdHe C OTPOMHBIM
aCCOPTUMEHTOM TIO3BOJ/IsIeT BaM TIOUYBCTBOBAaThb Y/OBJIETBOPEHHE C[le/IaHHBIM
BeIOOpOM? To Ke caMoe KacaeTcsi W TIPOEKTHOTO MbliiieHus. Yem 6oiibiie
KOJTMYECTBO HJel, C KOTOPbIMU BaM IPECTOMT paboTaTh, TEM JIYUIIYIO TTOUBY
BBI TTOJITOTOBUTE JI7Isl OTIEHKW BapUaHTOB M 0CO3HAHHOTO BhIOOPA.

OToBUHBTE aHA/IU3 ¥ OPTraHU3aLMI0 HA BTOPOM MUIaH. AHan3y, OIleHKe
Y YTIOPSIZIOUEHHIO BAIlIMX MBIC/IEN CielyeT yAeaUTh TaKoe >Ke BHUMaHUe, KakK U
TBOPUECKOMY CITIOHTAaHHOMY MbIIUTeHH0. Ho Ha CTaguM MO3roBOTrO INTypMa
3THUM Ba)KHBIM BHU/IaM JIeATETbHOCTU He CJie/[yeT OTBOAUTEL PYKOBOZSIIYIO POJIb.

[To-HacTosAIIIEeMy TBOPUECKUM IIIarOM MOXKET OBbITH MPOCTOE COCTaBJ/IeHHE
CIIMCKA: 3TO — HAJEXHBIA CroCco0 TpoaHa/M3UpOBaTh JIFOJIEH, KOTOPBIX BbI
Gepete kK cebe B KoMaHAy, TpeOOBaHUSI K/MEHTA K TTPOrpaMMHOMY 00eCrieueHuo
WM TyHKTBI OW3Hec-iaHa. [TpocTo 1m03aboTbTech 0 TOM, UTOOBI HUYEro He
YIyCTUTh W TPOAO/DKATe TIporlecC 10 TeX TIop, TOKa He Tiepeliziere K
TIPOCEWBAHUIO [IJAHHBIX W PACCTAHOBKE IPHUOPUTETOB, KOTOPBIE COCTABJISIOT
CleAyroLIAN 3Tarl.

YnopsidouueaHue udeti

Ec/i Bbl MIOTHOCTBIO OCBOOOJW/IA CBOE CO3HaHWe OT BCETo, UTO TMPUIILIO
BaM B T0OJIOBY Ha 3Tarie MO3TOBOIO LITYpMa, TO Bbl YBUJWUTE, UTO TIOSIB/ISIETCS
eCTeCTBeHHasi CXeMa OpraHu3anuu ujei. Kak roBopua Mou LIKObHBIA YYUTETh
aHTJIMMCKOT0, KaK TOMBKO Bbl BLIOPOCHUTE BCE WM U3 FOJIOBBI U OHU OKaXKYTCS Y
BaC Iiepes rjia3aMu, Bbl Cpa3y 3aMeTHUTe eCTeCTBEHHbIe CBS3W MEeXAY HUMU U
oripe/ie/iiTe HaMEeTHUBILYIOCA CTPYKTYpY. VIMeHHO 3Ty mpoLeaypy UMeeT B BUIY
OOJIBIIIMHCTBO JIFO/Iel, TOBOPSI O TIJlaHaX MPOEKTOB.

Opranu3anus uaer O0O0bIUHO COCTOMT B TOM, UTO BBI OIpejessieTe
KOMITOHEHTBI M COCTABJISIOIIME, [T0C/Ie0BaTeTbHOCTh COOBITUM W/W/IA OCHOBHBIE
MIPUOPUTETBL. YTO [O/DKHO TMPOM30NTH, uTOOBI ObUT JOCTUTHYT KOHEUHBIN
pe3ynbTar? B Kakom mopsifike AO/DKHBI TIPOM30MTH 3TH coObITHA? Kakoii ieMeHT
Haubosiee BaXkeH /Ijisl yCIIEITHOTO OCYIIleCTB/IeHUS TIPOeKTa?

Ha pgaHHoM »3Tarie Bbl Mo)KeTe 3(¢deKTMBHO HCII0/b30BaTh pa3/IvuHble
VHCTPYMEHTbl ~ CTPYKTYPUPOBaHHUSl: OT  He(oOpMasjbHbIX  TMOJIYHKTOB,
pacrnMcaHHbIX Ha 0OpaTHOM CTOpOHE KOHBEpTa, ZI0 KOMIIbIOTEPHBIX ITPOrPaMM
TIJITAHUPOBAHUS TIPOEKTOB, TaKuX Kak Microsoft Project. Eciu mpoekr Tpebyer



)KECTKOro OOBeKTMBHOTO KOHTPOJs, TO BaM T[OHaZoOUTCS oOfHA U3
PasHOBUHOCTEN HMepapXUueCKOU CTPYKTYPBI, KyZla BOMAYT e/ Y MOALeNH, a
Takke (win) rpaduku l'aHTTa, WUTIOCTPUPYIOLLME pacrnpejesieHue CTafuu
TIpOeKTa 0 BpeMeHU, Ha KOTOPbIX ObLI0 Obl TTOKa3aHO COOTHOILIEHUE MEeXIy
He3aBUCUMBIMM, 3aBUCUMbIMU U (DyHJaMeHTa/JIbHbIMU 3/IeMEHTaMU U MPOEKTOM
B L[€JIOM.

IInan npoekma onucbleaem nNpoMex*CymouHble pe3y/abmdambl, 00CMuUXiceHue
KOMOPbIX MOXCHO pACN/IAHUPO8AMb eCMeCmMeeHHbIM Nymem.

TBOpUeckoe MbIlLJIeHWe He OCTaHaB/IMBAeTCs Ha [JaHHOM 3Tarie: OHO JIMIIb
NpUHUMaeT WHyI (opmy. Kak TO/JIBKO HaMeTUTCS OCHOBHasi CTPYKTypa, Ballle
CO3HaHWe TIOMbITAeTCS «3aro/HUThL Mpobenbl». Hampumep, BbIJeNIMB TpU
KJTFOUeBbIX MpOO/IeMbl, KOTOpbie HeOoOXOAMMO pellldTh B paMKax TMpPOeKTa, U
BBICTPOMB UX B HY)XHOU IIOC/I€/I0BATe/NbHOCTU, Bbl MOXKeTe 3aJymaTbCsl Ha[
YETBEPTOU U IATOM.

OcHoe@bl opeaHusauyuu

KiitoueBble 111aTv Ha IaHHOM 3Tarie TaKOBbl:

 OnpefiesieHre 3HAYMMBIX COCTaBJISTFOLUX.

* CopTHpOBKa M0 OJHOMY (WX HECKOJbKUM) U3 C/IeJYHOIUX MPUHLUIIOB:
KOMIIOHEHThI, 10C/ie/J0BaTe/IbHOCTh, TPUOPUTETHI.

* eTanu3ariius rpo6sieMsl /10 TpebyeMOoro ypoBHS.

51 HuKorma He BCTpeyaa [BYX IIPOEKTOB, KOTOpble Obl TpeboBaiu
OJJMHAKOBOM CTeleHW [eTa/lv3alliM W CTPYKTypHu3alud, uTOOBbI ITI03BO/IUTH
MIOZIIM BBIOPOCHUTH TIPO0OJIEMBI M3 TOJIOBBI U YCTIEITHO CABUHYTh WX pellleHue C
MepTBOM TOUKM. HO mpakTHueCckKu BO BCeX IIpOeKTaX MOKHO C TIO/Ib30u
3a[leliCTBOBaTh B ONpeJile/leHHOW (opMe TBOPYECKOE MBIILJIEHWEe JIeBOTO
MOoJylliapusi TOJIOBHOTO MO3ra, KOTOpPOe TOCTOSIHHO OTBeuaeT Ha BOMPOC:
«KakoBbI /la/ibHeuIIIMe M/1aHbI?»

JanbHeliwiue deticmeust

[Tocnennsii cTagus TMpoljecca TIAHUPOBAHUSI CBOAUTCS K TPUHSTUIO
pellieHM O BblJle/leHUd W Tlepepacrpefie/ieHUd (PU3NUeCKUx pecypcCoB,
HeoOXOAUMBIX ISl TOTO, YTOObI OCYyIIleCTB/IeHHe TIPOeKTa He CTOS/I0 Ha MecTe.
Boripoc, KOTOpbIl HY)KHO 3ajlaBaTh Ha [JAHHOM 3Tarie, 3ByUMT Tak: «KaKOBbI
JlaJIbHeU1Ie JelCTBUS?»



[aHHbIM TUN MPH3eM/IEHHOTO, PeajMCTUYHOIO MBILIIEHUS B COYETaHUU C
YETKUM YySCHEHUEM >KeJlaéMOro pe3ysbrara COCTAaB/ISIOT KPUTUUYECKUN 3/IEMEeHT
WHTe/I/IeKTyanbHOM paboThl. Kak TmoKa3biBaeT MOW OIBIT, CIMCOK peabHbIX
TIPOEKTOB M TIOCTOSIHHOE YIIpaB/ieHWe JajbHeNIIMMUA [eUCTBUSIMU B paMKax
Kaxkaoro u3 Hux cocrapisieT 90 % O0OILenpuHSTOr0 TMOHSTUSI TIPOEKTHOTO
IJIaHUPOBaHUA. [laHHBIM TMOAXOA K TIPOEKTY Ha YPOBHE «B3JIETHOW IIOJIOCHI»
3aCTaBUT Bac ObITh «ueCTHBIM» BO BCEX BOMPOCax: Bbl cepbe3HO HAaCTPOEHbI 3TO
caenarb? Ha KOM JIeXKUT OTBETCTBEHHOCTH? BBl JOCTAaTOYHO YETKO IpOAyMaiu
BCe 1aru?

B omnpeneneHHbIi MOMEHT TIPOEKT IpeArio/iaraeT akTHMBHbIE NEeUCTBUSA, U
TOrJa TPUXOAUTCS TPUHMMATh pellleHHe o craegyiomeM mare.l3l OTser Ha
BOIPOC O TOM, UTO KOHKPETHO Bbl FTOTOBBI (DU3UUECKHU Clle/aTh AJisl JOCTUKEHUs
oripefie/IeHHON 1ie/id, eC/U y Bac He OyneT Apyrux 3aboT, TO3BOUT OLEHUTH
3peJIOCTh BalllUX 3aMbIC/IOB, Kacaroluxcs IpoekTta. Eciu BbI ellle He TOTOBBI
OTBETUTh Ha 3TOT BOIMPOC, 3HAUUT HY)KHO MepecMOTpeTh INpeAblAyIle YPOBHU
TIpOoL{e/ypbl eCTeCTBEHHOI'0 JIaHUPOBaHUS.

OcHOBBI

* PeraliTe, Kakumu OyayT TIOC/IeAyrolMe AeMCTBUS B paMKax KaXKI0u U3
TeKYLIIUX COCTaBJIAIOLLIUX [TPOEKTa.

* B csiyuae HeoOXoMMOCTH pelliaiiTe, KaKUMU OyAyT ciiefyroiiye AeiCTBUs
B paMKax IpoLjecca IJlaHUPOBaHUs.

AKTHBaIMsl  «TeKyHUX COCTaBJAAKINUX». BHeJpeHue  1ipoekra
3aryIaHMPOBaHO [IOJDKHBIM 00pa3oM, ec/iv oripefie/ieHbl BCe TMepBOOoUepe/iHbIe
ard B KaKJou cdepe, rae MOXHO TPOABUHYTHCS, He OXKWJas 3aBeplleHust
Kakux-inbo Apyrux 3azad. Ec/ii MpoeKT COCTOUT M3 MHOKeCTBa KOMITOHEHTOB,
TO Ka&X[bIM U3 HUX HY)KHO KakK C/elyeT MpOaHa/Ju3upoBaTh, T. €. OTBETUTb Ha
BOMpOC: «ECTb /i1 UTO-HUOY/Ib, UTO KaXK/IbIM U3 UCTIOHUTE/IeN MOXKET C/ie/iaTh B
Jl@aHHbIM MOMeHT?» Haripumep, Bbl MOXeTe KOODJAVHHPOBaTb ydacTHUe
JOKIa/IuUMKOB B KOH(EpeHI[MM U TpU 3TOM HCKaThb TMOAXOAsIllee MecTo ee
TIpOBe/leHUs.

B HEKOTOpBIX Cayyasix MOXKHO OyJeT CABUHYTb C MepPTBOW TOUKHU TOJILKO
OZIVH aCIieKT, TOrJia BCe O0CTajibHbie OYyT 3aBUCETb OT Pe3y/IbTaTOB BHITIOTHEHUS
5TOW MPOMEXYTOYHOU 3a/auu. TakK uTO OfMH-eJUHCTBEHHBIW LlIar MOXeT CTaTh
KaMHeM TIPeTKHOBEeHMS Ha Iy TH peaiu3aliii OCTaIbHBIX MOALIe/IeNn.

HyxHo 3amiaHupoBarb 4To-TO eme? [IpeArnonoxuM, HYXHO
pacIyIlaHUpOBaTh ellle HEeCKOJbKO acleKTOB, [0 TOr0 KakK IepexofuTb K
onpeJie/IeHU0 CJIefyroLUX AerncTBUd. OCTaeTcs ellle OAUWH LIar — Ciefyroljee
JleicTBMe B paMKax Tipouecca. KakoB wiefyromuii 1mar B IpoLjecce
naHupoBaHusa? Habpocats mobOonbine wujedi. Hammcath cooOiijeHuss AHHe



Mapuu u IlloHy, 4TOOBI TMOMYYMTh OT HHUX BXOAHbIe JaHHbIe. CKa3aTb
TIOMOIITHUKY, UTOOBI OpraHW30BaJl TJIaHepKY ZJIst TPYIIbI pa3pab0TKKU ToBapa.

[IpyvBbIUKa yTOUHSTH [Ja/ibHEWIIIMe [EeMCTBUSI B paMKax IIPOEKTOB,
HE3aBHCHUMO OT OOCTOSITe/IbCTB, HMMEeT OCHOBOIIOJIaraloIiee 3HaueHWe [Iis
COXpaHeHUsI CIIOKOWCTBUS U KOHTPOJIS HaJl CUTyal[eu.

Ecmu cnegywinyy mar JO/DKeH MpeANpUHATh KTO-TO Apyrou. Ecim
peliaroiee C/I0BO He 3a BaMM, BCe PABHO HY)KHO BbIICHWUTb, KTO OTBEYaeT 3a
JlaJIbHeu1Ive 1eUCcTBUS (B 3TOM 3aK/IFOYaeTCss OCHOBHOE MpeiHa3HaueHue CIUCKa
oxusanur). [lpy TrpynnoBoM TIUIAHUPOBAaHUU KaK[OMy COTPYAHHUKY He
obsi3aTeNlbHO 3HATh BCe TIOC/EYIOIMe [JeWCTBUS Ha IIPOM3BOJILHOM CTaauu
nmpoekTa. Yacto TpebyeTcsi TOJBLKO pacIpefie/iiTh OTBETCTBEHHOCTb 3a
BHe/IpEHUE OT/e/bHbIX YacTel MPOeKTa MeX/y COOTBETCTBYIOIIUMMU JUL[aMU U
TOPYYMUTh UM TJIaHWUPOBaHWe JlaTbHeNIINX JAeCTBUM B CBOMX Cdepax.

OOcyxzeHre [JajbHeUIMX [eWCTBUM TIpUJlaeT TIPO3payHOCTh pabore
opraHu3saiii. B Xxofe o0CYyXZeHHWs BCIUILIBAIOT aCTeKThl W JleTa/id, KOTOphbIe
YIyCKa/JIMCh U3 BHU/[Y, TIOKA KTO-TO He «IPUCTaBU/I BCEM HOX K TOpP/ay» U He
3aCTaBW/ WCIOHUTEeeN TpoaHaJvM3upoBaTh peabHYH CUTyalluio B cdepe
pacrpe/iesieHusi peCypcoB. Peub HWieT 0 IIPOCTOM U MparMaTHYHOM 00CYKIeHHUH,
KOTOpOe cJjieflyeT TIPOBECTH, UTOOBI TIPeo/ioeTh 3aCTON M OMpeJenuTh Cladbie
CTOPOHBI.

Kakoe Heob6x00umbliil 00bem niaaHupoeaHus 8 eauwiem cjayudae

Tak Kakyr ke YacTb OMNMCAHHOW MOjle/id TIJlaHUPOBaHUS CJiefyeT
BOIJIOTUTh Ha MPAKTHKe, U KakoBa CTeleHb ee fAeTanu3auuu? OTBeT IIPOCT:
HY)KHO POBHO CTOJBKO TIIJIAHOB, CKOJIbKO HeoOXOJWMO [JiIi TOro, 4UTOOBI
BBIOPOCHTD TTPOEKT U3 TOJIOBBI.

OcHOBHasi TIpUYKHA, 10 KOTOpPOM IMpobemMbl 3aHUMAIOT Ballld MbIC/IH, B
TOM, UTO UeTKO He OIpejie/ieHbl )KejlaeMble pe3y/bTaTbl U TIporpaMMa JeucTBUM,
a HallOMMHaHUSI O HUX He TOMelleHbl B HaJieXkKHble MecCTa, T7ie Bbl HaBepHSKa
ylenuTe UM J0/DKHOe BHHMMaHue. K ToOMy >ke, BO3MO)KHO, Bbl He/JOCTaTOUHO
YeTKO TIPOAyMasid JeTalu, TepCreKTHBbl W pellleHus, UToObI MojaratbCs Ha
COCTaBJIEHHYIO CXEMY.

Ecnu pykoBOACTBOBAaThCSI MOWM OIfpejie/ieHreM MpoeKTa KakK pe3y/brara,
JUIS1 OCTVDKEHHST KOTOPOro HeoOX0JUMO COBEPIINThL OoJiee OHOTO JIeHCTBYS, TO
JI7IS1 TOTO, YTOOBI BEIOPOCHTE OOJIBLIITMHCTBO MIPOEKTOB U3 TOJIOBbI, HY’KHO TOJIBKO
copmMyIMpoBaTh >KelaeMbll pe3y/bTaT U HaMeTUTh C/AeAyHIuil 1iar. Bam
HY)KeH HOBBIM Opokep? [I0CTaTOUHO TOMBKO TO3BOHUTH [IPYTy, UYTOOBI OH



TIOpPeKOMeH/I0Ba/l  KOro-HuOyzb. BaM Hy)XHO I10CTaBUTh JioMa IIPUHTEP?
HoctatouHo BbIMTH B VIHTEDHET M 03HAKOMUTBLCS C pa3IMYHbIMU MOJEISIMU U
pacuenkamu. [To Moum niogcyetam, 0kosio 80 % MPOEKTOB HOCST UMEHHO TaKOU
xapaktep. Bel B mr000M cilydae BBITIONHSETe BCIO TIPOLIEAYPY TUIAHUPOBAHUS B
paMKax 3TUX TPOEKTOB, HO [iejiaeTe 3TO MBICJIEHHO: Bbl yeJisieTe UM POBHO
CTONBKO BHHMMAaHMS, CKOMBKO HY)KHO, UTOOBI OHH He CTOSTH Ha MecTe [0
MOMEHTa OKOHYaTe/IbHOTO OCYLLeCTB/IEHHS.

Ecnu npoekm gce ewje 3aHUMaem 8awiu MbIC/AU, 3HAYUM HYHCHO euje umo-
Mo CN/JIaHUpO8aMmb.

Emte okoso 15 % mnpoekToB MOryT TpeboBaTh MpHUMeHEeHUsI KaKoro-HHUOYIb
BHEIIIHET0 WHCTPYMEHTAa MO3TOBOr0 IITypMa — BO3MOXHO, KapThl W/EW,
HeCKOJTbKMX 3aMeTOK B TeKCTOBOM pefakTtope wuau (¢aiine PowerPoint. 3toro
OymeT OOCTaTOUHO, €C/Id Bbl COCTaB/iseTe TIOBECTKY COOpaHMs, TJIaHHUpyeTe
OTMYCK WX BBICTYTJIEHHE B MECTHOW TOPrOBOM Tajiarte.

M HakoHell, BHe/IpeHHEe OCTaBIIUXCSI 5 % TPOEKTOB MOXKET IOTpeboBaTh
TIOJIHOMACIIITAOHOTO TIPUMEHEHHsI OJJHOTO WM HEeCKOJbKMX W3 TISITU ITarloB
MO/eJId eCTeCTBEHHOr0 IUIaHWPOBaHus. Mofe/lb COAepXUT TIpakThueckKoe
PYKOBO/ICTBO, TIO3BOJISIFOLIlEE C/IBUHYTb Jiefla C MEpPTBOM TOUYKH, PeIIUThb
rpo0sieMbl U MPOJAYKTHUBHO TIPOJO/DKUTE BBITIOJHEHWE 3a/lad. Bbl 4uyBCTByeTe,
UYTO KAKOMY-HUOY/Ib M3 BallliX ITPOEKTOB He XBaTaeT SICHOCTU W/IM aKTHUBHBIX
JleCcTBUU? B Takom c/iyyae mpuMeHeHHe MOJEIM YaCTO MOXKeT CTaTh K/IFHOYOM K
CyL|eCTBEHHOMY TIpOrpeccy.

He xeamaem sicnHocmu?

Ecnv Bam He XBaraeT sICHOCTH, ITepeMeCTUTe CBOM MbIC/IUTE/IbHBIN TTPOLeCC
BbIIlIE MO IIKa/Jie eCTEeCTBEHHOIrO MylaHUpPOBaHUs. YaCTo O4eHb 3aHSThIE JIHOAU
(metictBue) TIpeObIBAalOT B  HEPEIIMTENIbHOCTA W OIMIYIAIOT HEeA0CTaTOK
1[e/IeyCTPeM/IEHHOCTH. VIM HY)KHO 00paTHUThCS K IUIaHy WM COCTaBUThH TIIaH
(ynopsimounTh uzaen). Eciu SCHOCTHA He XBaTaeT Ha YPOBHE MJIAaHWPOBAHWUS, TO,
BEpPOSITHO, HY’>KeH HOBBIM MO3TOBOM ILITYPM, KOTOPBIM TO3BOJIMT T€HEPUPOBAaTh
JIOCTAaTOUYHOEe KOJIMUECTBO HeM, HeoOXOAMMBIX [Jii COCTaB/IeHHs HaJ|eXKHOTO
ryiaHa. Eciv ceaHC MO3roBOro ITypMa 3aXOJUT B TYMUK U MBIC/IA MyTarOTCs, TO
HY>KHO CMECTUTh aKI[eHT Ha YPOBEHb BbIllle — TePeUTH K KapTUHe pe3y/braTa U
ybeauThcsi, UTo (DUIBTP CETEeBOro BOCTIPUSTHS B BallleM MO3TY 3HaeT, «Kak
OCYII[eCTBUTb 3aJyMaHHOe» Hauayummm obpa3om. Ecim kaptuHa (BHZEHHE)
pe3y/brara He sICHa, TO C/eAyeT BePHYTbCS K UMCTOMY aHa/u3y MepBOMPUYMH,
10 KOTOPBIM Bbl 3aUHTEPECOBAHbBI B JAHHOM MEPOIPUITHH (LieJien).



Hy»icHbl 6o1ee pewiumesibHble Mepbl?

Eciu HeoOxonuMel Oosiee [ieliCTBeHHbIE 11IaTU, TO CJIeAyeT IBUraThbCsl BHU3
1o 11Kaje. Bo3MOXXHO, 1]e/ib MPOeKTa BbI3bIBAeT IHTY3MA3M, HO B TO JKe BpeMs
Hab/r0/1aeTCsl HEKOTOPOe COTPOTUB/IEHWE Ha JTarie ompefiesieHusi KOHKPeTHBIX
111aroB, HeOOXOAWMBIX [/l ero BOIUIOIIeHUs Ha TmpakTuke. CeroiHs 3ajaua
«TIOBBIIIIEHUS] KauecTBa MpodeCcCUOHATBHON /leaTeTlbHOCTH» MOXKeT O0Ka3aTbCs
Ha paboueM CTO/le y PYKOBOAUTE/IsI OpraHu3al[ii, HO YaCTO OH He B COCTOSTHUU
chopMUpOBaTh UETKYH) KapTUHY >KejlaeMoro pe3ysbTara. WHTe/eKTyalbHbIi
TIPOLeCC [IOJDKEeH oripefiensiTbcs BuieHWeM. Elje pa3 cripocute cebsi: «Kak
JIOJDKeH BBIMVISIZIET Pe3y/IbTaT?»

[IaHBl BBOAAT BaC B KypC /iefa, HO BbI JO/DKHBI HAWTH U
00OpaTHbI MyTh.

Busan Pooaicepc

Eciu Bbl copMy/nvMpoBasd OTBET Ha 3TOT BOIPOC, a fiejia TMOo-IpeKHeMy
CTOSIT HAa MecCTe, TO TIPUIILJIO BpeMsi MOAyMarhb Haj, HEKOTOPbIMM M3 acCIeKTOB,
OTBEUAlOI[UX Ha BOMPOC «Kak?», pabOuMMM [eTa/lssMM M TIepCIIeKTUBaMH
(Mo3roBou wITypM). MHe 4acTO MOMNaZarOTCsl KAWEHThI, YHaC/ae[OBaBIIUE OT
Tipe/illieCTBEHHUKOB OTHOCHUTE/IbHO 4eTKO C(hOpPMY/IMPOBaHHbBINA TMPOEKT BPOZe
«BHe/IpeHUs1 HOBOU CUCTEMBbI OL[€HKW MPOWU3BOAUTETLHOCTH» U, TEM He MEeHee,
He CrocoOHbIe CABUHYTHCS C MeCTa, IOTOMY UTO He MOTPATWU/IN W TMapbl MUHYT
Ha TO, UYTOOBI HaOpocaTh HECKOIBKO Hel O TOM, KaKue AeMCTBUSI HeoOXO[UMBbI
JJ/151 er0 OCYILLleCTB/IEHUSI.

Ecny MO3roBoM IITYpM 3aXOJUT B TYNMK (@ 3TO 4aCTO MPOUCXOJUT, KOrAa
TIPUMEHSIIOTCS  CHHEKTUUeCKHe TIOAXO/bI), MOXeT I10TpeboBaThCsi CTpoOras
OLIEHKa W TMPUHATHE pelIeHUM, KacCaroluXCsi KPUTHUYECKUX 3ajlay, KOTOpble
crefyeT BBINIOMHWUTH (OpraHu3anusi). Takasi CcUTyalusi MHOT[A CK/laJbIBaeTcs,
Korza HedopMasibHasi [IBYCTOPOHHSISI BCTpeua, B XOZle KOTOpPOM BO3HUKIIO
MHOKECTBO W/eH, 3aKaHUMBAeTCsl, a KOHKPETHOEe pellleHre O TOM, 4YTO [le/iaTh
Janbllle B paMKaxX MpPOeKTa, TaK M He MPUHATO. MoXeT ObITb TaK, UTO €CThb
YeTKUI IUIaH, HO MeXaHW3M BCe paBHO He paboTaeT Tak, KaK HY)KHO, TOTZA
HY)KHO TpOaHa/JIM3UPOBaTh KaXKAbIM 3Tarl, 3aJaBIIMCh BOMpocoM: «KakoB
CeAyIUMA 11ar, U KTO JO/DKEeH ero mpeAnpuHsATh?» O[Ha yCTPOUTETbHUIIA,
B3siBIlIasl Ha ceOsl OpraHu3al[yio KPYITHOW e)KerofHON KOH(epeHIMU 3a MHOTO
MecsILIeB /10 ee Hauasa, CIIPOCH/Ia MeHsl, KaK 1306eXaTh KPU3HUCHBIX CUTYyallui U



HOYHBIX O/leHWH, KOTOpble paHee BBIMMAJM Ha J0/MI0 ee KoMaH[bl. Korga oHa
Habpocasa TijlaH pa3HbIX yacTel TMpoeKTa, KOTOPhIM el [0CTascs, s CIpOCHUIT:
«KakuMu acrmiekTaMy MOXKHO 3aHATBCS B J@aHHBIM MOMeHT?» OripesiesiiB
TIPUMEPHO C /IeCSITOK acleKTOB, Mbl HAMETW/TH CJIe/IVION[UI 1Iar 110 KaXKOMY U3
HUX. U Jeno cABUHY/I0CH C MEPTBOM TOUKH.

B AByx mocjaeiHUX IJIaBaX s OMHCAA OCHOBHBbIE MOJE/NH TOCTOSTHHOTO
JOCTY>KEHUsS] MaKCHMa/TbHOM TIPOM3BOUTETbHOCTA M COXPAHEHUsT KOHTPOJISI Hafl
cuTyaleli ¢ HaMMeHbBIIIMMM 3aTpaTaM{ Ha /[IByX OCHOBHBLIX YPOBHSIX Halllei
JKU3HU 1 pabOThI: Ha YPOBHE /1eMCTBUM, KOTOPbIe MbI BBITIOJIHSIEM, M Ha YPOBHE
HaMeUeHHBIX MPOEKTOB, KOTOPbIe TPeOYIOT COBEPIIIeHNUS 3TUX JIeHCTBUM.

OcCHOBHBbIEe TPHUHIMITBI TaKOBBI: BaM C/ielyeT B3siThb Ha ce0s
OTBETCTBEHHOCTh 3a cOOp BCeX CBOMX HE3aMKHYTBIX IIUKJ/IOB, TIE€PBUYHYIO
MBIC/IEHHYIO0 00paboTKy KaXk/Ior0 U3 HUX U yIIpaB/ieHHe ee pe3y/bTaTaMU B XO/ie
yIOpsiZIoueHus], IepecMoTpa U peltieHus mpobsiem.

Bam He HyxMCHbl HO8ble HABbIKU, UMOObl NOBbICUMb NPOJYKMUBHOCMb —
8am HeobXoO0uUM Mo/nbKO HOBbIU Habop pedrekcos, onpedensaowjux, ko20a u 20e
npuMeHUmMb UMerWULicsl onbim.

B moboit cuTyalid, B W3MEHEHHWHW KOTOPOM Bbl XOTh HEMHOTO
3aMHTEepecoBaHbl, KMMeeT MeCTO TMpOoLleCcC eCTeCTBeHHOro TJIaHUPOBaHUS,
HalpaB/IeHHbIA Ha TO, YTOOBI WCIIPAaBUTh TeKYIllee TIOJIo)KEeHHe BeIrlei.
[TpyMeHeHWe OIMMCAHHOM TMATUIIIATOBOM MO/ 4YacTO MOXKET YIIPOCTUTh U
YCKOPUTB Ballly /leaTe/TbHOCTh, a TAKXKe C/iesiaTh ee 6osiee TIPOIyKTUBHOM.

OTH MOle/Id HEeTPYAHO TOHSTH U JIETKO TPUMEHMUTh. X Hcrob30BaHue
TI03BOJISIET IOCTUYDL 3HAUWTEIBHBIX Pe3y/bTaToB. Bam He HY)KHBI KapJWHaIbHO
HOBbIe TIOAXOJbI — BBl yMeeTe /[ieflaTb 3aMeTKM, VSICHATb pe3y/bTaThl,
orpezieNiATh JajbHeMIe AeMCTBHUS, pa3/ensaTh MpobaemMbl Ha KaTeropuw,
repecMaTpyUBaTh CIMCKA M JielaTh BbIOOpP, PYKOBOACTBYSICH COOCTBEHHBIM
yyThbeM. B [JaHHbIi MOMEHT Bbl yMeeTe COCpel0TaurBaThCs Ha YCHEIIHbIX
pe3y/nbrarax, IPOBOAWTL MO3TOBOM INTYpPM IpobiemM, yTopsijouMBaTh CBOU
MBICJTU U OTIPe/IeJIATh CeAYIOIlre 1Iaru.

Ho opHOro yMmeHMs HeJOCTAaTOYHO [jI1 TIOMYyUeHUs pe3y/IbTaToB.
CriocoOHOCTb K BBICOKOM TPOJYKTUBHOCTH, COXPAaHEHUIO CIIOKOMCTBUS U
KOHTPOJISI HaJl CUTYyalllel He SIB/ISIeTCS 3a/I0TOM TOTO, UTO BaM YAACTCS BHEAPUTD
9TM HaBBIKM Ha TpakTvke. Ecim Bbl 1000HbBI OOMBIIMHCTBY JIIOZEH, TO MOXeTe
NpuberHyTh K ycjiyraMm TpeHepa — 4esioBeKa, KOTOPBIM OyJeT yuuTh Bac Iiar 3a
IIIaroM BHEZPSATb 3TU HaBBIKW, 3HAKOMHUTL BAaC C K/IFOUEBBIMH IIPUHIUIIAMH U
T10/1e3HBIMU TTPUEMaMH, TIOKa Bbl B COBEpIIIEHCTBE He OBJ/aj/leeTe HOBbIM CTH/IEM
paboThL.

006 3TOM 1MOIPOOHO pacCcKa3bIBAeTCSI BO BTOPOM YaCTH KHUTH.



YACTDH II. Pe3ynbTar 0e3 crpecca: npakTHKaA




I'naBa 4. C yero HauaTh: onpeje/ieHUe BpeMeHH,
MeCTa M HHCTPYMeHTapus

Bo BTOpOM 4YacTWU KHWUTM Mbl TiepeilieM OT TeOpeTUYeCKUX OCHOB U
OrpaHWYEHHBIX  HABBIKOB  yrMpaBieHWs pabounM  TpoIeccoM K X
rojHOMacITabHoMy BHeZipeHUIO U 3((deKTUBHbIM yrpaxHeHusM. OcBoeHue
JAHHOW MEeTO[IMKM 4acCTO T03BOJIsIeT JIHO[sM JOCTUraTh HEBUZAHHOTO YDPOBHS
KOHTPOJIST HaJl CUTyalldel, coxpaHsii BHyTpDeHHee paBHOBecHe, HO UTOOBI
repeiTH B 3TO COCTOsSIHME, HEOOXOAWMO TPOUTH HECKOJbKO TIOIIarOBbIX
TpoLieyp, KOTOpbIe BBICTYMAOT B KauecTBe KaTanusartopa. MTak, si 03HaKOMJIO
Bac C JIOTUUeCKOW TMO0C/Ie/l0BaTeIbHOCTbI0 HEOOXO[MMBIX I11aroB, MO3BOJISIOLEH
CYLLeCTBEHHO YIPOCTUTh BBIMO/HEHWE YKa3aHHBIX MPOLEAYyp U cJenarb
MEeTOJUKY MaKCHUMasbHO MOJIe3HOM.

BHedpeHue MemoOuKu Ha 2100a1bHOM U/U N0BCeOHE8HOM YPOGHE CESI3AHO C
maccoti «¢pokycoe»

Fopa3,u;o Jerue B IIponecce nedTe/J;IbHOCTM HACTPDOMUTLCA Hd
HY)KHbIﬁ Jad, 4eM HACTPOUTLCA Ha HY)KHbIﬁ BUA AedTe/IbHOCTH.

O. X. Moysp

Ecmu Bbl He yBepeHbI, YTO TOTOBbI K IOJIHOMACIITaOHOMY BHe/PEHUIO
OMUCAHHBIX METO/I0B, TO IO3BOJIbTE 3aBEPUTh BacC, UYTO U3 BCEr0 U3I0KEHHOTO
MaTepuasa 3HauuTe/IbHYH0 LIeHHOCTh TpeJCTaBIsIoT JTOBKUe «(OKychl». IHOr @
VMeeT CMBIC/I 03HAKOMHUTBLCS C KypCOM Pajid OAHOro 3((eKTUBHOrO IMpuema: K
TIpUMepy, HEeKOTOpble CJlyllaTe/l FOBOPWIA MHE, UTO CaMblil Ul COBET,
KOTOPbIM OHM yCJIbIIIA/M 3a AjBa JHS CeMUHapa — 3TO peKOMeH/ialusl 3aBeCTU
MaMsATHYI0 KHWKKY WIM Manky. 3HauWTe/SbHYK) UaCTb MOUX 3HAKOMBIX,
JOCTUTLLINX BBICIIEN TMPOM3BOAUTE/ILHOCTH, COCTAB/SIOT Te, KTO BOIJIOTHUI
Haubosiee ZieliCTBeHHbIe MPHEMbI B CBOIO )KU3Hb. $1 3HAl0, UTO U CaM OTHOIITYCh K
ynrcay 9Tux Jofeil. CaMble Myzpble U3 Hac pa3pabaTbiBalOT IpOrpammy
JIeMICTBUM, KOTOPYIO MeHee CO3HaTe/ibHble MHAUBUAYYMbI TTIOUTH aBTOMAaTHYeCKU
BHEJIDSIOT B CBOIO  JIeSITeJIbHOCTb, 4YTOObI  JOCTUUb 6osiee  BBICOKOM
pe3y/IbTaTUBHOCTU. MBI caMu To[TajKuBaeM ceOsi K BBITIOJIHEHUIO 3ajau,
KOTOPBIMU JI0/DKHbI 3aHUMAThCS.



Hampumep, eciu Bbl, KakK U 5, He BCerja JieyiaeTe 3apsiKy 1Mo yTpaM, TO Y
BacC, BEPOSITHO, €CTh CBOM TPHUEMBI, C TIOMOIIbIO KOTOPHIX BBl 3aCTaBsieTe ceos
3aHUMATbCs. st MeHsT caMbIM 3P GEeKTUBHBIM MHCTPYMEHTOM SIBJISIETCS KOCTIOM
— ofieXx/la, KOTOPYIO sl Ha/leBar0 WM CHWMaro. Eciv s HafieBaro CIIOPTHBHYIO
OZIEXKy, TO MHE Cpa3y XOUeTCs BBIIOJIHATL YIPaKHEHWS; €C/U 51 He HaJleHy
KOCTIOM, TO, CKOpPee BCEro, MHe 3aX0UeTCs 3aHATbCS YEM-TO JIPYTHM.

MaBaiite paccMoTpuMm rpumep «GhOKyca» B cdepe  IOBBIIICHUS
TIPOU3BOUTENTBHOCTU. BeposiTHO, BbI KOrJa-HUOyAbL Opanud JomMoii paboty,
KOTOPYIO /I0/DKHBI ObUIH BBITIOJTHUTH K C/€IYIOIIEMY JHIO. BbIIO OUeHb Ba)KHO
He 3a0bITh B35Th ee C co0OOi Ha ciedyroiee yTpo. M Kyma ke BbI TIOJIOXKUAIA
HeoOXoZMMbIe MaTepuasibl BeuepoM? OCTaBHIN MX BO3/I€ IBEPH WJIH TTOIOXKUIH
Ha KJTFOUM, YTOOBI HU B KOEM C/Tyuyae He OCTaBUTh JIOMa? YIaaoCh JId BaM TaKUM
0o0pa3oM TMOBLICUTH CBOKO OpPraHW30BAaHHOCTL? Kakoil TIpeKpacHbIii MeTof
CcaMOOpraHu3al[id Bbl BHEJPWIM B CBOIO >kKu3Hb! HO Begb Bce ITPOH30IILIO
UMEHHO TaK, KaK s ¥ TOBOpW/. My/pasi yaCTh Balllero CO3HaHHS BEUEPOM YiKe
3HAeT, YTO ero MeHee CO3HaTe/lbHas YacThb YTPOM Bpsif, 1M OymeT uTo-TO
coobpaxarb. «UTO 3TO /IEXHUT Iepes ABEpbl0? AX, /1a, 3TO HY)KHO B3SITh C
co6oii!»

1 B camoM jesie, Kakod IpeKpacHbli moctymnok! $I Tak M Ha3biBaro
ornucaHHbIM TipueM: «ITo/ioKu Tepes ABepbio». B HallleM ciiyuae peub WJIET O
«JIBEpW» BaIlleTO CO3HaHWs, a He 0 BXojie B joM. Ho uziest Ta xe.

IlocTaHbTe  ©KEeJHEBHHK M  BHUMATeJbHO  TIPOCMOTpPHUTE  iefa,
3arIlaHMpPOBaHHBIE HA C/IeAYHOIMe ABe Heleld. BeposiTHO, TaM HaMJeTcsl Kak
MUHHUMYM OZIHa 3aMeTKa, O KOTOPOH BbI MofyMaeTe: «AX, /1a, 3TO HAllOMHUJIO
MHE O TOM, UTO HY)XHO». 3a(MKCHpyeTe 3Ty Ba)KHYIO MBIC/Ib, U B HY>KHBIK
MOMEHT OHa CMOYKET TOOyIUTh BaC K JIeMCTBHIO, TOT/lAa BaM Cpa3y CTaHeT Jierue,
Ballle CO3HAHME MPOSICHUTCSA W YCUIUTCS UYBCTBO BBIMIOTHEHHOTO J0/Tra. JTO He
KOCMMUECKHEe TeXHOJIOTUH — MPOCTO 3PGMEKTUBHBIN ITPHEM.

IlpoAyKTHUBHOCTL Bamieii padoTbl HW TBOPYECKHH MOTeHIHAI
YBe/IMUMBAKTCSA KCIMOHEHIIHA/IbHO, KOIJIJa Bbl B HY)KHOe BpeMs JiyMaeTe 0
HY)XHBIX BellaXx M pacrojiaraeTe HHCTPYMeHTapueM, IMO03BO/ISIOIUM
(hMKCHpOBaThH MO/Ie3HbIE MBIC/TH.

Ecu BbI cefiuac JoCcTaHeTe YUCThIN TUCT OyMarv M CBOIO IIOOMMYO PYUKY
U B TeUeHHe TPeX MUHYT COCPEJOTOYMTe BHUMaHHE Ha CaMOM T'paH/IMO3HOM U3
CBOMX 3aMBIC/IOB, TO sl TAPAaHTHPYIO, UTO BaM B TOJIOBY IPHAET XOTs ObI OfHa
ujes Tumna: «AX, [ia, HY>)KHO yueCTb ____ ». Korga 1o ciayuurcs, 3apukcupyiire
MBIC/TH, TIOCETHUBIIIME BaC, Ha JIMCTe OymMard W TOJOKWUTE €ro TyJa, I/le BbI
CMOXXeTe peaslbHO BOCIT0/Ib30BaThCsl HOBBIMU MJesIMH U MHMopMaiyeii. Bbl HU
Ha HOTy He MOyMHeeTe M0 CPAaBHEHHWIO CO CBOMM WHTE/JIEKTYalbHBIM YPOBHEM



JecsiThl0 MUHYTaMU paHee, HO B Bailleii paboTe U B Ballieid XKU3HU MPOU30U/IeT
C/IBUT.

B 3HauuTe/sbHOM Mepe TMpOLIeCC 3aBOEBAaHUS «YEPHOT0 Mosica» TI0
yrpaB/eHu0 pabourM TpOIIeCcCOM COCTOUT B OB/A/IeHUM MCKYCCTBOM
WCTIONb30BaTh HY)XKHbIe UHCTPYMEHThI U KOODJMHUPOBAaTb CBOU EeUCTBUS TaKUM
o0pa3oM, uToObl aBTOMaTUUeCKU HaIlpaB/IsiTh MBIC/IU B HY>KHOE PyCJIo U ObICTpee
HacTpavBaThCsi Ha paboTy. Bce mocseaytoie pekoMeH[jal[uK, Kacaroluecs
OpraHv3aliid MeCTa, BpPeMeHH W WHCTPYMeHTapus, SIBJSIOTCS HaJ|eXXHbIMU
MeTOZIaMU JI0CTKeHUsI HOBBIX, HeObIBa/IbIX Pe3y/bTaToB.

Ecmu Bbl [1eHiCTBUTENILHO XOTUTE CBEPIIUTh KapAWHAIbHBIA CKAauOK B
00J1aCTH TMUYHOW OPraHM30BaHHOCTH, TO s COBETYIO BaM Y/Ie/IUTh MPHUCTaJbHOEe
BHUMaHHe BCeM JIeTasisiM U HeYKOCHUTE/IbHO CJiefloBaTh BCEM PeKOMeH IalusiM,
nipuBe/ileHHbIM HibKe. OCBOeHUe BCell CUCTeMbl B 1ieJioM TMpuHeceT Oosee
CyllleCTBeHHbIE pe3y/bTaThl, YeM O3HAaKOMJIeHWe C KaXK/I0W M3 ee yacTed TI0
OTZAeNbHOCTU. Bbl 0OHapy)xuTe, UTO BBITIOJIHEHWE 3TOM MPOTrpamMMbl MO3BOJIUT
CIBUHYTh C MeCTa peasibHble [le/la, KOTOpble 3aHMMAIOT Ballly >KW3Hb Ha JAHHBIM
MOMEHT. MBI pelliMM Maccy 3a/lad, OXW/AIOIIUX PpellieHus, U CcJieflaeM 3TO
HOBBIMH, 3(PPeKTUBHBIMY U 3aUacCTyI0 HEOXKUJAHHBIMU CIIocobamu.

Onpeaeﬂeﬂue Heo0Xx00UuUM020 6PDEMEHHO020 NPOMeNCymKa

4 coBeTyr0 BaM BbIZIEJIUTh OTPE30K BPEMEHU Ha UHULMA/IU3ALUIO MpoLiecca
Y MO/ITOTOBKY paboyero MecTa C Ha/l/IeXKall[uM MPOCTPAaHCTBOM, 0OCTaHOBKOW U
WHCTpyMeHTapueM. Hajyexkariasi TIOArOTOBKa UM oOpraHu3anus pabouero
MPOCTPAHCTBA MO3BOJ/ISIET YMEHBIINUTh Ballle MO/ICO3HATeTbHOE COMPOTUB/IEHHE
He0OX0IMMOCTH pellleHHsI PYTUHHBIX MPO0JieM U /la’ke TIOBBICUTD Balll UHTEpeC K
HUM: BaM 3aXQUeTCsI CeCTh M 00/lyMaTh BXO/[HYIO WH(OPMALIUIO U TIOCTaBIeHHbIe
3ajjaud. VeasbHble BpeMeHHble paMKH [IjIsi OOJIBIITMHCTBA JIFOZEH COCTaBJISIOT
[Ba TIOJHBIX pabounx aHs. (BrmpoueM, He CTOUT YHBIBaTh, €C/IM B BallleM
pacropsyKeHWM  MeHbIlle BpPEMEHU: BBINOJHUTh JIEMCTBUS, KOTOpbIEe §1
peKoMeH/1yt0, OyieT ToJie3HO He3aBUCHUMO OT TOTO, HACKOJBLKO MHOTO WM Majio
BpeMeHU Bbl UM yjenuTe. UToObI orurcaHHbIe TIPUEMbI 1 TIPUHLIMIIBI OTpaBau
cebsl, He HY>KHO JKZaThb /IBa IHS — OHW HAUHYT MPUHOCHUTH TIObI TTPAKTHUECKU
cpa3y). Bech npotiecc c6opa uHpopmaliv MOKeT 3aHSITh /10 111eCTH YacoB, a [JjIsl
00paboTKu W ompefeneHUs AanbHEMIINX [eHCTBUN IO KaKAou IMpobieme,
KOTOPYIO Bbl XOTHTe 3a(PUKCHPOBaTh Ha BHEIITHEM HOCUTe/le U BKIHOUUTh B CBOIO
CUCTeMY YTpaBJIeHUsl [1esTebHOCThIO, 3alpOCTO MOXKeT IMOTpeOoBaThCs ellle
BOCEeMb 4YacOB. KoHeuHO, BbI MO)KeTe cOOMpaTh BOeJIWHO W oOpabaThiBaTh BCe



CBOM TEKYII[He 3aJiauM 10 YacTsM, HO TOpa3Zio Mpoilie OymeT «3a OJUH MPUCeCT»
OTIpe/ie/TUTh ITePBOOYepeIHbIE IIary 10 KaXK/I0UM U3 BaXKHEUIIIUX ITPoO/ieM.

WpeanbHOe BpeMsi /Jisi TakKOW pabOTbI — BBIXOZHBIE, TIOCKOJIBKY B 3TO
BpeMsl BepOSITHOCTh BHEIITHETO BMelllaTe/IbCTBa MUHUMa/IbHA. Ecyin 1 paborato ¢
KEM-TO Ha MPOTSDKEHWUM TUIMUYHOTO pabouero [HsS, TO CHayaja MbI JIO/DKHBI
ybeIuThCsA, UTO Ha 3TOT JleHbh He 3arylaHMpPOBAaHO HUKAKMX BCTpPEY, a MpepBaTh
HaC MOTYT TOJIBKO B KpaliHeM cjiyuae; Tesie(hOHHbIe 3BOHKH 3alMCHIBAIOTCS Ha
ABTOOTBETUMK WM (UKCUPYIOTCS CeKpeTapiied /s aHamm3a U 00paboTku
uH(pOpMaIMKu B TiepepbiBe. He cOBeTyr0 OTBOAMTL Ha 3Ty paboTy Bpems moCje
OKOHUaHUss pabouero aHA. OOBIYHO 3TO  CYI[ECTBEHHO  CHIDKAeT
TIPOM3BOAUTE/TLHOCTD U yBEIMUMBAET BePOSTHOCTh MyTaHUIbL 4

Il711 MHOTHX COTPYJHHKOB, C KOTOPBIMU 51 pab0Taro, OTOABUHYTH BECh MUP
Ha BTOPOM TUIaH Ha IIeJIbIX /IBa [HS — cCaMasi CJIO)KHasl 3ajiaua: IOCTOSTHHAs
TOTOBHOCTh TIPUCYTCTBOBaTb Ha [IeJIOBBIX BCTpeUaX M pearupoBaTh Ha
00ObsIB/IEHUST «B pab0oUeM peXKume» — 3TO MPUBBIUKA, OT KOTOPOM TPy/Hee BCEro
abcTparupoBathbcsi. BOT rmouemMy MbI 4acTO TMepPeHOCHM paboTy Ha BBIXOJHBIE.
Ecim BBl paboTaeTe B 00I1ieif KOMHaTe, TO BBIJE/UTH JOCTaTOYHbIE TIPOMEKYTKH
BpeMeHU B TeueHre TUMMUYHOTro pabouero /Hs OyzeT ellle CIOXKHee.

ITocesmume smomy npouyeccy 06a OHS, U OHU OKYNsimcs MHO2OKPAMHO
go3pocuieli NpoOyKMuUBHOCMbIO U CnoKoticmauem.

Ilesio He B TOM, UTO cama IpPOI[e/lypa HaCTOMBKO «CBSII[eHHa», TIPOCTO [IJIsI
cObopa 1 06pabOTKH TaKOro OOJILIIIOrO YKC/la He3aMKHYTBIX LIMK/IOB, 0COOEHHO
«OTKPBITBIX», «HEPa3PeIeHHbIX» UK «3aCTPSBIINX», KOTOPBIE Y>Ke JaBHO CTOSIT
Ha MecTe, TpeOyroTcsi OO/bIIe 3aTpaThl TICUXUUECKOW 3Hepruu. IlocTopoHHee
BMEILIAaTe/TbCTBO MOXET YABOUTH BpeMsi, HeoOXoAuMoe i aHa/lind3a BCeX
ripobiiem.

Ecmi BBl CMOXKeTe OCTaBaThCs Ha HY)XXHOM YPOBHE KOHI[eHTpaIuu
BHUMAaHUS B TeUeHUe MPOIOJDKUTETbHOTO TIePUo/ia BpEMEHHU, TO Y BaC TOSIBUTCS
YyBCTBO KOHTPOJIS, BOHUKHET OIIyII[eHre 3aBepIIieHHOCTH, 0CBOOOJUTCS 3arac
SHEPrUM W TBOpPUECKUM ToTeHIMan. [lo3mHee BbI CMOXKeTe oOpamiarbcs K
crcteMe Ha 0ojiee KOPOTKHE CPOKM Ha MPOTSDKEHWUM OOBIYHOrO pabodero mHs
WA «MEXy CTPOK».

ITodzomoeka pabouezo npocmpaHcmea

Bam mioHagobuTcsi ¢du3nueckoe TIPOCTPAHCTBO, KOTOPOE TOC/TY>KUT
1[EHTPOM YTIpaB/IeHUs [leATe/bHOCThIO. Ec/ii y Bac y»ke ecTb pabouuii cTom Umm
Jake KabuHeT, rye Bbl paboTaeTe, TO Jydille BCEro HauaTb WUMEHHO C 3TOTO



Mecra. Eciiu Bai pabounii KabvHeT HaXOJUTCS Y BaC /IoMa, TO OH CTaHeT Balllei
mrab-kBapTupoi. Eciiv y Bac ecTb U TO, U Ipyroe, MOXKeTe CO37iaTh UeHTUUYHbIe
U Jlayke B3auMO3aMeHsieMble CUCTeMbI B 000MX MecCTax.

OcHOBHbIe 371eMeHThbl pabouero MpoCTPaHCTBa — 3TO MTUChbMEHHbBIN CTOJ U
MeCTO [jis JIOTKa C modTol. HekoTophiM J/rOfsSM, TakKWM KakK HauaabHUK
MAalllMHHOTO 1]eXa, [JeXXypHasi MeJcecTpa B OOJbHUIIE WU HSHS, KpOMe
yKa3aHHBIX WHCTPYMEHTOB, TIOYTU HUUETro He ToHazobutcs. EcTecTBeHHO, 1S
OOJIBIIMHCTBA CIELMAJMCTOB TOHSATHe paboueil moBepxHOCTU — Oonee
IIIMPOKOe: K HeEMYy OTHOCHUTCSI TefiedOH, KOMITbIOTEp, JIOTKU i Oymar, SIuKu
JJisl  TIaroK, TIOMKW [  CChIJIOYHBIX MaTepuasnoB. HeKOTOpbIM MOXKeT
notpeboBaThCcsi (Pakc, TPUHTEp, BUAEOMArHUTO(DOH W/UIU MYJBTUMEAUNHbIE
cpenctBa KoHdepeHi-cBsizu. CaMofioCTaTOuHble pPabOTHUKUA TakXKe OIIyTST
HeoOXOANUMOCTb B CHApsDKeHUW [jii TUMHACTUKW, CpPeACTBax MPOBe/leHus
jocyra.

®dyHKIIMOHa/bHOe paboyee MPOCTPAHCTBO MMeeT KPUTHUECKOe 3HaueHue.
Ecmm y Bac elije HeT co6CTBeHHOTr0 pabouero MpoCTpaHCTBa U 00Iel KOP3UHbI
«Bxopsmye», Heme[eHHO 003aBeuTeCh UMHU. JTO KAacaeTCsl U CTYAEHTOB, U
TeX, KTO paboTaeT Joma, U Jla)ke TMEHCUOHEPOB. Y KaKJOro AO/DKeH ObITh
busnueckuii 1[eHTP ympaBAeHUs [1esATeNbHOCTbIO, U3 KOTOPOTO MOXKHO
PYKOBO/ZIUTH PellieHeM BCeX CBOUX MpobieM.

Eciu 661 y MeHst ObIJIO ZiBe MUHYTBI Ha CO3/laHUe aBapUIHON CTaHI[UH, TO 5
ObI B3si/1 /IBePb, TOJIOXKU/I ee Ha JiBe TyMOOUKH C [ByMs SIIIUKaMU Kaxkzjasi (1o
OfIHOM TyMOOUKe C KaXk/I0l CTOPOHBI), MOCTaBW/I ObI Ha Hee TPU JIOTKa /i/ist Oymar
1 f106aBu ObI K 3TOMy O/I0KHOT U pyuKy. Takoii Obuia O6b1 Mosi fomaltiHsist 6a3a
(Oyzb y MeHst BpeMms, st Obl Tak)Ke Kymnuii Kpecso!). XoTuTe — BepbTe, XOTUTe —
HET, sl BUJIe/T HeCKOJIbKO 0(p1COB, KOTOphIe ObLT MeHee (hYHKIIMOHAbHBI.

Ecau bl paGomaeme & ogpuce, mo 8am ece pagHo noHado6umcs pabouee
npocmpaHcmeo ooma

He npenebperaiite pabounm mectoMm y cebsi soma. Kak Bbl ybenutech B
X0/le W3ydyeHUs TMpollecca, JOMa OdeHb Ba)XKHO pacrosiaratb XOTS Obl
BCIIOMOTaTe/IbHOM CHCTeMOM, aHaJIOTUYHOM paboueMy MecTy B BailieM B oduce.
MHorue 13 TeX, ¢ Kem st paboTaJi, olyllja i HeJIOBKOCTh U3-3a KOHTPACTa MeX/y
OecriopsiikoM, 1[apsiivM Y HUX B IoMe, M1 00CTaHOBKOM B pabouem oduce. im
ObUI0 HeOObIUalHO Ba)KHO TIO3BOJIUTh cebe CO3/aHKe aHa/IOTUYHON 00CTaHOBKU
B oboux Mectax. Eciu y Bac rmoxoxkue TpobieMbl, TO Bbl YBHAWTE, UTO
BBLIXO/[HbIE, TIOTpaueHHbIe Ha 000py/I0BaHKe JOMaIllHero pabouero Mecra, MOTYT



MoB/eub 3a Co0OM KapJuHanbHble H3MeHeHWs B Ballleid CroCOOHOCTH K
YTIOPSIZIOUEHHIO CBOEH XKU3HHU.

Bam Hyx#cHO ¢hyHKYUOHAnbHOe pabouee npocmpaHcmeo — domd, Ha pabome
U, ecau 803MOMCHO, MeHCOY HUMU.

TpaHS’IHHHOB pa6ouee mecmo

Ec/iu BbI MHOTO TTyTellleCcTByeTe 1o paboTe WM MPOCTO BeZieTe MOOUTbHBIN
oOpa3 >XU3HW, TO BaM 3aX04yeTCs OpraHu30BaTh 3((eKTUBHOEe TIepeBUKHOe
pabouee MecTo B MuHMaTiope. BeposiTHee Bcero, 3To OyzeT mnoptders,
YyeMO/IaHYMK WK PHOK3aK C He0OXOAUMBIM OT/Ae/IeHUSIMHU.

MHorve  J/ilOAM  YIYCKAalOT ~ BO3MOXHOCTb  TIOBBICHUTH CBOIO
TIPOM3BO/IUTETBHOCTD, TIOTOMY UTO He 0071a/jat0T Cpe/icTBaMU, TO3BOJISIOIUMU
UCIIONb30BaTh CBOOOJHBbIE MOMEHTbI U «OKHa» BO BpPEMEHH, KOTOpBIE
TIOSIBJISIFOTCSL TIPU TIepeMelljeHuH C OIHOTO MeCTa Ha [Ipyroe Wiu BO3HUKAIOT B
Hepaboueii o6cTaHoBKe. CoueTaHue rPaMOTHOTO CTHJIsE paboThl, HEOOXOAUMOTO
WHCTPYMEHTapusi U TeCHO B3alMOCBSI3aHHBIX CHCTEM /loMa U Ha paboTe MOXKeT
c/lenaTh TyTellleCTBHE TIOAXOSIIMM BpeMeHeM /IJisl BBITIO/IHEeHHs OTIpefie/ieHHbIX
BU/IOB 3a/1au.

He desume Hu ¢ kem pabouee npocmpaHcmeo!

Kpaiine Heob6xomuMo, uYToObl y Bac OblI0O coOcTBeHHOe pabouee
TIPOCTPAHCTBO — WM, TI0 KpaiiHeld Mepe, coOCTBeHHasi Kop3uHa «Bxopsimue
JOKYMEHTbl» U MecTo s paboTel C AoKymMeHTamMu. CMIIKOM MHOIO
CYTIPY>KeCKHX T1ap, C KOTOPBIMU 51 paboTas, JoMa MbITaIMCh Y>KUBAThCS 3@ OHUM
pabourM CTOMIOM: KOTZla OHM pacIMpsii paboyee TPOCTPAHCTBO [0 JBYX
OTZe/IbHBIX PAb0OUMX MeCT, CHUTyalus KapJWHA/JbHO MEHS/IaCh B JIYUIIYHO
CTOpPOHY. BMECTO «OTUyXK[€HHSI», KOTOPOTO OHU OXKUZAJ/IM, 3TOT IIar TMO3BOJISI
UM CHSTh HE3HAUMTE/bHYI0 HalpsHKeHHOCTh B OTHOILIEHHUSX, BbI3BAaHHYHO
HEoOXOJUMOCTBIO JIeJIUTh JIDYT C IPyTOM COBMeCTHBIe rpobsiembl. OfiHa Tiapa
Jake pervna obopyzoBaTh MajeHbkoe pabouee MeCTO B KyxHe /I MaMbI-
JOMOCeaKH, uToObl OHa Mor/ia paboraTth, He CITycKas I7la3 C MJaJieHIla B
KOMHare.

HekoTopble  OpraHu3allid  TPUBJEKAET  KOHLIETI[USI  «TOCTHHUYHOM
CUCTEMbI», TIPU  KOTOPOM  COTPYJHUKH  IIOAJEP)KUBAIOT  IOJHOCTBIO
camMoCTOsiITe/IbHbIe YW MOOW/BbHBIE — paboure  MecTa,  TI03BOJISIFOIIHE



«TIOJIK/TIOUUTLCS» B /000K TOuKe, rze paboTaeT KOMIIAHUS, W BBINOIHATH
MOCTaB/IeHHbIe 3aZlaud TPSIMO Ha MecTe. Y MeHsI BbI3bIBAeT COMHEHUS
npakTHyeckass 3(QeKTUBHOCTb [JaHHOM KOHILeNIMM. MoH Apyr, KOTOPbIU
yuacTBOBaJ B CO3laHUM «oduca Oyayiero» s mpaBuTenbcTBa CoelHEeHHbIX
[IItatoB B BammHrrone, okpyr KomymOusi, yTBepkfaa, UTO YCTOMUMBOCTD
TOCTUHAYHOM OpraHu3al[iy TpyJa Hapyllanach (akToOpoM «MOe» — JIOAu
XOTe/IM pacriosiaraTb COOCTBeHHBIMU pecypcamu. §1 cuMrtaro, UTo ecThb U Oosee
rnyboKasi TIpUUMHA HECOCTOSTENIbHOCTU KOHIIEMI[MH: UTOOBbI KCIIObh30BaTh
CHUCTEMbBI, UMEIOII[eCs B HaIlleM pacIiopsDKeHHWH, HaM HeoOXOAWMO CBeCTH K
HY/IFO ~ COMpOTHUB/IEHWE  Ha  TOZCO3HATeJbHOM  ypoBHe.  [locTosiHHas
HeoOXOMMMOCTL  3aHOBO  CO3/laBaTh  KOp3WHY  «Bxopsiiue»,  cuctemy
OpraHu3alliyd JaHHbIX W ONpeJleNIsiTh MeTOJ U MeCTO 00pabOTKM pPYyTHHHBIX
1po6sieM MOXKeT pacCerBaTh 3HAUMTEIBHYIO /I0/TF0 Halllero BHUMAaHUSI.

Kpative eaxcHo umemb cobcmeeHHoe pabouee npocmpaHcmeo. Bbi eedb
xomume no/ib308ambCsl CBOUMU CUCMEMAMU, d He NPOCMO OyMamb O HUX.

Bbl Mo)keTe paboTaTh TpPAaKTHMUECKW T/je YroJHO, eC/JM pacliojiaraeTe
MPO3pavyHoOii, KOMITAKTHOM CHCTEeMOM M 3HaeTe, KakK oOpabaThiBaTh 3ajjauu
ObicTpo U orepaTBHO. Ho BaMm Bce paBHO MOHAA00UTCS «AoMaIlHss 6a3za», T. e.
YyeTKo Tof00paHHbIM HabOp WHCTPYMEHTOB M JIOCTAaTOYHOE ITPOCTPAHCTBO IS
BCEX CCHUIOUHBLIX M COMYTCTBYIOI[UX MaTepHasioB, KOTOPbIe JO/DKHBI ObITh Y Bac
10/ PYKOW, KOTZla Bbl «OcCsizeTe». Y OOJIBIIMHCTBA JIIO[EH, C KOTOPBIMU S
paboTato, ecTb, 110 KpaiiHel Mepe, T10 UeThIpe BhIABM)XHBIX SIIUKA /15 TTIeYaTHbIX
CTIPABOYHBIX MaTepHasioB OOIero xXapakTrepa U JOKYMEHTaJbHBIX [JaHHBIX TIO
TIPOeKTaM — W TPYAHO TIPeJCTaBUTb, UTOOBI BCE 3TO MOYKHO OBLIO JIETKO
TIepeBO3UTh C MeCTa Ha MeCTO.

IT0060p Heo6x00UMbIX UHCMPYMeHIN08

Ecimu Bbl HacTpOeHbl Ha TIOJHOMAcCIITabHOe BHepEHHE MeTOAUKU
yrpaB/ieHUss paboyvM TpoLleccoM, TO [Jis Hayajsa BaM TOHaA00WTCS psif
0a30BBIX peCcypcoB U UHCTPYMeHTOB. B xofie mporjecca Bbl, CKopee Bcero, Oyzere
yepeJoBaTh MpPHMMEHEHHEe TMPHBBIYHOIO apceHaja C OLIeHKOW BO3MOXXKHOCTEM
WCTIO/hb30BaHUsI B paboTe HOBBIX UHCTPYMEHTOB.

YuruTe, YTO XOpOIIMe HWHCTPYMEHTbI He 00si3aTe/IbHO [O/DKHBI OBITh
noporumu. Haripumep, o mpucnoco6sieHusiX C HU3KOM CTereHbl0 aBTOMaTH3al[uu
MOXXHO CKasaThb CJieflylolllee: ueM TIojie3Hee KakeTcsi Tpubop, TeM OH MeHee
(dyHKI[MOHa/IeH Ha cCaMOoM JieJie.



OcHoeHble uHCmpyMeHmbl 06pabomku uHgopmayuu

HoryctvM, Bbl HauMHaeTe C caMOro Hauana. Kpome Mecta Ha pabouem
CTOJie BaM TIOHA00STCS:

* JloTku pAsisi Gymar (XOTsi ObI TPU LITYKH).

» [Tauka ripocToii 6ymaru opmata AS.

* Pyuka miv KapaHjaril.

» CaMoK/eronyecs JIMCTKU.

* Ckpenk# st Oymar.

» CKpenku fj1s rieperviera.

» CKOpOCIIMBATe/b U CKPEIKU K HEMY.

* Kneiikas nieHra.

¢ JlacTuK.

* ABTOMAT /I/1s1 HAaK/IeMBaHUS STUKETOK.

* [Tanku 11 Gymar.

* E)KeITHeBHUK.

» Kop3uHsl Jj19 Mycopa.

JloTku Jy1s1 Oymar

Jlotku gyt Gymar OyayT KOp3WHaMH [yl BXOAMINEH U UCXOAAIIeH
uHpopmaruu. OJWH WM [Ba JIOTKa OyfAyT TpegHa3HAYaThCs /i1 XPaHEHUs
COTYTCTBYIOINX [JOKYMEHTOB IO TEKYIMM TIPOeKTaM M CTOIMOK Oymar «ist
npouTeHus 1 riepecMoTpa». Camble ynoOHbIe — TPO/IO/IbHBIE JIOTKU Pa3MePOM C
KOHBEPT WIH IIHMPOKOTro popMaTa, KOTOPble MO)KHO CTaBUTh OZIVH Ha JIpyroH, 6e3
«CKaTa», yToObI OymMaru He BBICHIITA/HCh.

IIpocras dymara

B mporiecce TepBUYHOTO HAKOIIeHWsT WH(OPMAI[MM BaM TIOHAZOOUTCS
npocTasi Oymara. XoTUTe — BepbTe, XOTUTe — HET, HO 3allChiBaTh KaXKAYIO
W/IEeT0 Ha OT/Ie/TbHBIN JIUCT JIeMCTBUTE/ILHO OUeHb T10J1e3HO0. BOJIBIMHCTBO Hofieit
TIPeATIOUNTAIOT JieJlaTh 3alMCh B €)KeIHEBHUKE WM OJIOKHOTe, Majio KTO
TIPUZIEP>KUBAETCS TIPOCTON CHUCTEMBI «I10 OJHOW H7iee Ha JIMCT». B yobom
cjlydyae BakKHO, UTOOBI MOf pykou Oblio MHOTO Oymaru masnoro dopmara Wau
B/IOKHOTOB, KOTOPbIe ObI YITPOCTH/IN 3alMCh CIIOHTAaHHBIX U7IEH.

KaHINPpUHAA/Ie)KHOCTH — CaMOKJ/ICIOIHeCsl JIMCTKH, CKPeIKH,
CKOpOCIIMBATe/Ib U T. [,

CaMOK/IeroIecs: JIMCTKYA, CKPeNKW, CKOpPOCIIMBaTesb, KieilKas jeHTa U
Pe3WHOBbIE HUTH W TPOYMe KaHI[eJIIPCKHUe TPUHA/IeXHOCTH TPUTOASTCS IS
TepecblyTIKU M XpaHeHWs OyMa)KHbIX MarepuasioB. MBI ellle He 3aKOHUWIH C



Oymaramu (ecii Bbl He 3aMeTWIH!), M TIPOCTble WHCTPYMEHTHI [ UX
yrnopsijoueHusi OyayT ITPOCTO HeOOXOJUMBI.

EstcecekyHOHblIli cbop, aHanus, obpabomka u ynopsidoueHue uHgopmayuu —
00CMamouHo cepbe3Hasl 3aoaud; nozabombmecb 0 mom, umobbl y 8ac ece20a
ObLIU NOO pYKOU UHCMpyMeHmbl, NO380/AsIIOWUEe MAKCUMAAbHO 0bne2uumb 3mu
npoyeccnl.

ABTOMAT /ISl HAK/IEUBAHHS APJIBIKOB

Kak HM CTpaHHO, SIPJILIKY SIBJITIOTCSI KpUTUUECKH Ba)KHBIM UHCTPYMEHTOM B
Hamied pabote. ThicAurd pyKOBOAWTEsEM, CHEIMAJIMCTOB W BHEIITATHBIX
COTPYAHUKOB, C KOTOPbIMH si paboTasi, Terepb IMOMb3YIOTCS aBTOMaTaMH JIJist
HaK/IeK1 SIpJIbIKOB, @ MOW apXWBbl ITIOJIHBI MX KOMMEHTApUsSMH TMPHUMEPHO
TaKoro cofiep>kaHusi: «HeBeposiTHO — s Zlake He Aymars, uto paboTatb Oyaert
HaCTOMbKO y7I00HO!» ABTOMAr TMOHAN00UTCA [ijis TIOMEeTKM BallluX TIarok,
KOPEIITKOB IMTO/IIMBOK Y MaCChl IPYTUX Bellle.

B 3Toli KHUTe sI peKoMeH/[yi0 aBToMaT Brother — OH camblii yIOOHBIN B
UCTONb30BaHUU. KymuTe camytio [ellleByl0 MalllMHKY, KOTOpas yMelllaeTcs Ha
pabouem cTonme W paboTaeT OT Oyioka mUTaHUS (YTOOBI He TIPUIIIOCH
becriokouThcsi 0 Oarapeiikax). Eime Bam TmoHazo0uTcss 3arac 600MH C
TUKeTKaMU — uepHble OYKBbI Ha Oesiom (oHe (a He Ha Tpo3pauHoOi Oymare)
ropaszio jierye MpouecTb; K TOMY >Ke TaKuve SP/JbIKM MOXKHO HaK/eMBaTh IMOBEPX
CTapbIX METOK Ha Tarkax, KOTOpble Bbl XOTUTE TTePEUMEHOBATh.

KoHeuHO, MO)XHO KYITUTb CIlel[dajbHyI0 IIporpaMmy u Oymary st
TIPUHTEPA, C TeM UTOOBI CO37laBaTh SIPJILIKA Ha KOMITbIOTEPE, HO S PeATIOUUTar0
WCTI0/Ib30BaTh [IIs1 9TOM 1LieJd OTAebHbIM mpubop. Eciu BaM mpuaeTcst »KIaTh,
TOKa JaHHbIe HAKOMATCS, YTOOBI pPAa3/ioXKUTh HX [0 TlallkaM W HaK/IeUTb
TUKETKH, 3TO0 BHeceT akTop ¢GHOpMaJbHOCTH B Bally paboTy, KOTOpbI
cepbe3Ho CHWKaeT 3(h(PeKTUBHOCTb METOAUKHU.

Tlanku /i1 JOKyMEHTOB

Bam mnoHazsobutcs macca mariok (rormpoOyliTe AOCTaTh TArkd MeJKOro
dopmara, ecau TIONYUUTCS, U TIANKWA IIAPOKOro (opmara, ecau 3To
HeobxomrMo). Takke BaM MOTYT MOHAJOOUTLCS JiepyKaTed it TIaloK THIIA
Pendaflex, ecniu Bamia cucTema opraHu3al[iM MaTepuasioB 3Toro TpeOyerT.
CropsTcsi 00bIUHbIE MAHW/IBCKHE TTallKM — 1BETOBOE KOAWPOBaHHE MaTepHasioB
peJKo orpaBzbiBaeT cebsi. Bailia cuctema opraHuU3alivu TMarnok CO CChIJIOUHBIMU
MaTepuasiaMyd OOIIlero xapakTepa JO/DKHA TIPeACTaB/sATL COOOUM TIPOCTYHO
O6ubMMOTEKY.

ExeqHeBHUK

B0O3MO)KHO, e)XeJHEBHUK ITOHAZIOOUTCA He TOMBKO [Jisi TOTO, UTOOBI
OTMeuaThb HepellleHHble Mpo0JieMbl: Bbl HaBEPHSKA 3aXOTHUTE IMOMECTUTBH Tya



YIIOMUHAHUS O 11araX, KOTOpbie CJielyeT TMpeNpUHSTh. E>keTHeBHUK HY)XeH He
JJisl TOTO, UTOOBI XPAaHWUThH CIUCKU AA/TbHENIINX JeHUCTBUM, a i TOTO, UTOObI
OTC/Ie’KHBaTh «bapbepbi» B paboTe, KOTOpble HY)KHO YCTPAaHUTh B KOHKDETHOE
BpeMsl, B OTIpe/ie/IeHHbIN JIeHb.

CerosiHss OOMBIIMHCTBO CTEIMA/JMCTOB WMEIOT TM0f, DPYKOW CHUCTEMBI
oripe/ie/IeHHOTO TUMA: OT KapMaHHBIX €)KeHe/e/NbHbIX 3alMCHBIX KHIDKEK U
OTPBIBHBIX KajleH/japeil C BO3MOXKHOCTBIO TIIAaHMPOBaHUSI Ha KaXK/blM [ieHb,
He/lesTr0, MeCsl] WK To[], 0 UHAUBUAYaATbHBIX 3/IEKTPOHHbBIX TIJIAHUPOBILIUKOB U
IPYNIOBBIX 3/€KTPOHHBIX KaneHjaped, Takux kKak Outlook u Lotus Notes,
KOTOpbIe TIPUMEHSIFOTCSI B MacIiTabax KOMITaHUH.

E>kelHEBHUK YacTO SIB/IIETCS OCHOBHBIM WHCTPYMEHTOM, Ha KOTOPBIM
TI0/IaTal0TCs IO, KOTZla HY)KHO «CcoOpaThCsi». KOHEUHO ke, 3TO Ba)KHEMIIIHii
aTpulyT yriopsijoueHusi JaHHBIX OIpe/ie/IeHHbIX TUIOB W HallOMUHAHUM O
npobsieMax, OTHOCSIIMXCS K KOHKDeTHBIM JlaTaM U BpeMeHaM CyTOK. MoskeTe
TIOMECTUTh B €)KeJHeBHUK MHO)KeCTBO HAallOMUHAHUN U HECKOJIbKO JiaT, HO Ha
3TOM He Cjle[lyeT OCTaHaB/IMBAaTbCS: Balll €KeJHEBHHK JO/DKEH CTaTh YacCThblO
ropa3fo Oosiee TIOTHOM CUCTeMBI, KOTOpasi TOSIBUTCSI TI0 Mepe OCBOeHUs
METOUKH.

O TOM, Kakol exeqHeBHUK Oy[eT OMTUMa/JbHbIM WMEHHO [Js1 Bac,
pacckaxy Oosiee moipoOHO B CefytolIleid I7iaBe. A ceifuac TIpOCTO TPOAOKaiTe
T0/Ib30BaThbCsl TeM, UTO Yy Bac ecTh. Kak TOMbKO BbI BOCIUTaeTe B ce0e
MOTPeOHOCTh B CUCTEMHOM TIO/[XO/le, Y Bac TOSBUTCS HAJleXKHbIA OPUEHTHUP,
KOTOPBIN TIOMOKET OTPe/IeTUThCSI C HOBBIM UHCTPYMEHTOM.

MycopHbIe KOP3UHBI

BriofiHe BeposiTHO, UTO TMpUZETCS BbIOpachiBaThb Tropa3go Oosiblie
MaTepuajioB, ueM Bbl MOXKEeTe TIPeIo/IoKUTh, TaK 4TO OyAbTe TOTOBBI K
TIOSIBJIEHUIO U3PSTHOTO KOJIMuecTBa Mycopa. HekoTopbie pabOTHUKM, KOTOPBIX I
TPEHUPOBaJI, y)XKe B TePBbIA [ileHb TPEHWHTa BBLISICHSUIA, YTO OUeHb TI0JIe3HO
TIOCTABUTH Tepe]] ABepbio odrica O0JBITYI0 MyCOPHYIO KOP3UHY.

3anucHas KHUXCKa

HyxHa /1 3amucHasi KHWKKa? OTO 3aBUCUT OT psizia (akTopoB. Bel
TIDUBBIK/IU T10/1b30BaThCsi OMOKHOTOM? B KakoM BH/le Bbl XOTUTE XpaHUTh
HallOMUHAHUS O JlaTbHEMIINX JeHCTBUSX, TUIaHbl U TIPOeKThl? [1e u Kak uacTto
BbI /IOJDKHBI UX TiepecMaTpuBath? [T0CKOMbKY Tpo6/ieMbl He HY>KHO ZiepXaTh B
TOJIOBe, MOXKET TIOHA/I0OUTHCSI BHEIIHWM HOCUTeNb [l 3alliCy HarlOMUHAHUH.
Bbl Moriu Obl TO/IHOCTHEO 00OUTHCH Oe3 aBTOMAaTH3alyd M MPOCTO HOCUThH C



co6oii nanky c sucTkamu Oymaru. Moxxete HOCUTB € o601 OyMakHbIN G/IOKHOT,
TaMSITHYI0 KHIDKKY WM WX 3/IeKTPOHHBIM aHaior. HakoHell, MoXeTe coueTaTh
9TU CpeJICTBaA.

Koz0a ebl notiveme, kak obpabambieamb pymuHHble npobiembl U KAKyHO
uHgopmayuto ynopsidouugamb, eawla 3adaua ceedemcsi K COCMas/neHuro U
nepecmompy Cnuckos.

Bce HeaBTOMaTW3UpOBaHHbIE CpEJCTBA, YIOMSHYTble B TpeAblAyIleM
pa3zene, TPUMEHSIIOTCS [I/I1 PA3/MYHBIX acrekToB cbopa, obpaboTku wu
ynopsifioueHusi uHbopmaruu. [11s cbopa AaHHBIX MOHA00UTCS JIOTOK U Oymara.
[To mepe 06pabOTKM COZIEP>KMMOTO KOP3WHBI «BXozsiiye» Bl OyneTe coBepiliaTh
Maccy AelCTBUM, 3aHUMAIOIIUX MeHee /IByX MUHYT, /Jil KOTOPbIX TTIOHa00sTCs
CaMOKJIEIOLI[MeCsl JIMCTKU, CKOPOCIIMBaTeb U CKpernku. JKypHasbl, CTaTbu U
JJIMHHBIE Cay)kKeOHbIe 3aryCKy, TIpOUTeHHe KOTOPhIX 3aHUMaeT Oosee ABYX
MUHYT, [OWAYT B [Jpyrod JOTOK. Bce ocrasibHOe — cojepxaHue
WHCTPyMeHTapusi, HeoOXO[UMOro [jisi TPOeKTa, 3alucCh 3ajjau, HamMeueHHbIX
JeNCTBUM 1M HarlOMUHAHWM B KasleHJaphb, a TAaK)Ke OTC/Ie)KWBaHUE OXKU/IaeMbIX
coObiTHl — MOTpebyeT co3/jaHusl KaKUX-IM00 CIMCKOB WM HaOOPOB CXOAHBIX
1ipo6JsieM, KOTOpble MO>KHO TepeCMOTPETh B /00O MOMEHT.

CrivckaMyd MOKHO YTIPAB/ISATh CaMbIM CTAapPOMOJIHBIM CIIOCOOOM: XpaHUTh
nucTbl Oymaru B mamnke (Harmpumep, 3aMeTKU WIM HAllOMUHAHUSL O KaXK/I0M
ye/ioBeKe, KOTOPOMY HY)KHO TI03BOHUTb, MOKHO XPaHWUTb B Tiarke «3BOHKU»)
WU TIPU/IEP>KUBATHCST «CPETHET0 YPOBHSI aBTOMAaTHU3al[Mk», 3aluChiBasi CBeJIeHUsI
B OTpbIBHbIe OJIOKHOTHI WM TaMsATHble KHIWKKU (CTpaHUlla, O3arsaB/ieHHast
«3BOHKM», Ha KOTOPYH BBbIMMCAHbl KMeHa). HakoHell, MOXHO BeCTU
3/IEKTPOHHbIe BepcUr OyMakKHbIX CITUCKOB (KaTeropusi «3BOHKW» B pasfese
«3a/lau» TIepCOHA/NBLHOTO LM(POBOTO CeKpeTaps WM B pasjene «3aJaHus»
Microsoft Outlook).

[ToMrMO XpaHeHUsI KDaTKUX CCbUIOUHBIX JaHHBIX (T. e. TenedOHOB U
a/ipecoB), OOMBIIMHCTBO OIOKHOTOB TIpeJHA3HAUEHO /I7Is YTIPAB/IeHUS] CITUCKaMHMU.
(Bai kasneHzapb ToxKe siBisieTcsi (hOPMOM CMMCKa — HAllOMUHAHUSL O Jieiax,
HaMeueHHbBIX Ha KOHKDeTHYIO J]aTy U BpeMsi, Pacrioio’KeHbl B XPOHOIOTUU€eCKOM
ropsifike). B/IOKHOTBI BCEBO3MOKHBIX THIIOB ObUIM TIOMY/SIPHBI Ha DBIHKE [10
1980-x rofioB, 3areM TIOSBUIUCH TiepBble KapMaHHbIe 37IeKTPOHHbIE 3aruCHbIe
KHIDKKW; celiyaC MM Ha CMeHy TpHIIVIa BOJIHA CJOXKHBIX T1€PCOHATbHbBIX
1[MGPOBBLIX CeKpeTapell U KOMITbIOTEPHBIX MPOTPAaMMHbIX TTPOAYKTOB, TaKUX Kak
Microsoft Outlook u Lotus Notes.

OduH u3 camblx Ayywux  (PoOKycos, NOo38OASIIOWUX  NOBbICUMb
UHOUBUOYA/TbHYIO0 NPOU3B0OUMEAbHOCMb, — 3MO NPUMeHeHUe OpP2aHU3AYUOHHbIX
UHCMPYMEeHMOo8, KOMopbILMU 8aM HpABUMCS NOAb308AMbCH.



Kak mocTymnuTh: BHEIpUTb OMMCAHHYIO B KHUTe TIPOLieAlyPY B HbIHEIIHUI
apceHasn Cpe/iCTB Wi NMPUOErHyTh K KaKUM-TO HOBBbIM MHCTpymeHTaM? OTBeT
TakoB: BbIOMpaiiTe Ty TIpOorpaMMy [eWCTBUM, KOTOpas TIOMOXeT BaMm
MPUCTIOCOOUThL ~ CBOe  TIOBe/leHMe K TIPUMEHEHUI0  HaKOTLIeHHOTO
WHCTpyMeHTapusi. B JaHHOM ciyuyae cjiefyeT Tak)Ke YUWTbIBaTb (PAKTOPHI
s¢bdektuBHOCTH. Bbl HMeeTe feno ¢ OosbliM  00beMoM  [MGPOBOM
MH(MOpMalLUK, KOTOPYHO Jierye OTCJ/Ie)KHMBaThb C TIOMOLbI0 COOTBETCTBYIOIIUX
cpenctB? Bam Hy>keH OyMa)KHbIM e)Ke/IHeBHUK, TIO3BOJISIFOIINIM OpraHU30BbIBaTh
Jle7IoBble BCTPeUHr, KOTOpble MOXKHO Ha3HauaTh U OTMEHSITh Ha X04y? Bam HY)KHBI
HarlOMUHaHUS O TOM, KOMY U KOTZla He00X0/ITUMO MMO3BOHUTh, B CUTYalUsIX, KOrJa
Hey100HO HOCUTh ¢ coboii manku? U Tak fanee... He cienyet 3a0biBaTh Takxke 0
(dakTopax 3CTeTUKUA U MOPaIbHOTO Y/I0BIETBOPEHUsl. S1 BEICTPOM/ HEKOTOPbIE U3
CaMbIX CTPOWHBIX IIJIAHOB U YIIOPSIAOYWU/I OMpejie/ieHHble CBeJleHHsI CaMbIM
nyuiiiM oOpa3oM, TIPOCTO Halifis B 3TOM TIOBOJ, BOCIOJ/Ib30BaThCs (@, TOUHee,
TOUrpaTh) CO CBOUM 3/IeKTPOHHBIM ceKpeTapem Palm, korza cuzen B pectopaHe
B O’KU/IQHWU y>KHHA!

Korga 3agymaeTtech Hajl TeM, CTOMT JId MOKyNaTb OJIOKHOT, U eC/v [ja, TO
KaKoOM MMEeHHO, IOMHUTe, UTO BCe, YTO BaM Ha CaMOM JieJie MpUJeTCs JelaTb —
3TO BeCTU CIUCKU. BbI 0/DKHBI KIMETb BO3MOXXHOCTh COCTaBUTh CITMCOK Ha XOAY
U JIeTKO K HeMy o0palijatbcsi ¢ TpebyeMoii mepuofMuHOCThI0. Korzia Bbl ysicHUTe,
YyTO C/ie[yeT BK/IIOUaTh B CIIMCKW Y KakK WUMU T0/Ib30BAaTbCs, XapaKTep HOCUTEJIS
yke He Oyler Tak BakeH. PyKOBOJCTByHTeCh COOOpa)kKeHUSIMH TIPOCTOTHI,
OBICTPOTHI U MOPAJILHOTO Y/IOB/IETBOPEHHUSI.

O 3HaueHUU cucmembi copmupoeKu aOK_)’MCHmOB

Ecau eawa cucmema ynopsiooueHuss OOKyMeHmMO8 He obecneuugaem
Obicmpoti u 3¢gexkmusHoli pabombl U He nNpuUHOCUM  MOPA/IbHO20
yooenemeopeHusi, mo e8ecb npoyecc b6ydem 6bi3bl8amb Yy 8dC UY8CMEO
Henpusimusl.

[Tpoctass ¥ GyHKIMOHAAbHAS WHWUBUAYadbHAass CHCTeMa OpraHU3aLUu
CTIPaBOUHBIX MaTepUaoB UMEET KPUTHUECKOe 3HaueHHe B IIPOL[eCCe BHEPEHMUS
MeToauKHU. CrcTeMa OpraHu3al[iid MaTepyuasioB, UMEOIIasiCs 110/ pyKOi, — 3TO
mepBoe, Ha 4Yro s oOpaljal BHMMaHuWe TiepeJ, TeM, KaK HauulHaTh
KOOpAMHUPOBaTh pabounii miporiecc B Jyitobom oduce. Kak yxe oTMeuanoch B
I7laBe 2, OTCYTCTBHE UETKOH OpraHM3al[id CIPAaBOYHBLIX CBEJEHUM SIB/ISETCS
OfHON U3 Hauboyiee Cepbe3HbIX Mperpaji Ha IyTH BHEADPEHUS CHCTEMBI
yrpaBieHUusT JesSTebHOCTbIO, W i OOJIBIIMHCTBA PAaOOTHUKOB, KOTOPBIX S



TPEHUPOBa/I JIMYHO, OpraHU3al[si MaTepuajioB TIPe/CTaB/IseT OAHY U3
BeTMYAUIIINX BO3MOXKHOCTEM CaMOCOBepIIIeHCTBOBaHUS. MHOTO pa3 s 3ae3yKail C
KIMEeHTOM B MECTHBI MarasuH TOBapoB /s odwuca, e Mbl TOKyTaIn
KapTOTeuHbIH IKad, Maccy TaroK ¥ MAIluHKY [jisi HaKJIeWMKU SIPJIBIKOB, UTOOBI
OpraHU30BaTh IMOXOASIIee MeCTO, Ky/ia Obl MOYKHO OBIIO TTEPe/IOKUTD JIBe TPETH
MaTepuasoB, HaXOZMIUXCS Ha CTOJe, B BBIABI)KHBIX SAIMKAX U JlaKe Ha TOJTY
oduca.

Hanee peub TIOWAET B OCHOBHOM 00 OOIIMX CHUCTeEMaX CIIPABOYHOMN
uHpOpPMaI[MK, a He 00 OTAe/NbHBIX KapTOTeKaX, IMOCBSIeHHBIX KOHTpaKTaM,
(WUHAHCOBBIM JIaHHBIM WIW JIDYTUM KaTeropusiM CBe/IeHWM, 3aCTy>KUBAIOIINX
OT/IeJIBHOTO MeCTa W WH/eKCMpOBaHWs. B mamku c marepuanamu 0OIrero
XapaKTepa MOXXHO CKJIa/IbIBaTh CTaTbd, OpOIIIOPHI, JTUCTKA Oymaru, 3aMeTKH,
pacreuaTtku, akChl — TPAKTHUYeCKH H00yI0 WHPOPMAI[UI0, UHTEPECHYIO0 WIN
TI0JIe3HYIO JIMUYHO BaM, KOTOPAast He BITHMCBIBAETCS B PAMKHU CITEI[UA/TH3UPOBAaHHbIX
KapTOTeK W He MOXXeT CTOATh Ha TOJiKe caMa 1o cebe (Kak CTOST TOJICThIe
WHCTPYKLIMU OT IMPOrPaMMHBIX TTAKeTOB U TO/IIUBKY Pe3y/IbTaTOB CEeMUHAPOB).

Ecmm y Bac ecTh Ha/le)KHBIM CeKpeTapb WM TOMOI[HUWK, KOTODBIA BeZeT
Ballly KapTOTeKy, MO)KeTe TPOCTO HakaeuTb Tabmuuky «OmpenenuTts B
KaTeroputo X» U repe/iaTh Tanky eMy WM ei, 3To OyzneT 3ameuaresibHO. U Bce
)Ke elje pa3 CrpocuTe ce0s, HeT /I ellle KaKUX-HUOy[b WHTEPeCHBbIX WU
KOH(GUIEHI[Ma/IbHBIX MaTepUasioB, KOTOPbIe ZO/DKHBI OBITh AOCTYITHBI B JTFO00OM
MOMEHT, /layke eC/TA Balllero TIOMOIITHUKA HeT 1o0/m30cTy. B TakoM ciiydae Bam
BCe paBHO TTOHAZIOOUTCST COOCTBEHHAsI CHCTeMa OpraHU3al[uy JJaHHBIX.

(DaKmOpbl ycnexa 6 ucno/ib306aHUU cucmembl XpaHeHUs

$1 xKaTeroprueCK” peKOMeH/1yI0 BaM Ha/laIuTh Ballly COOCTBEHHYIO CUCTEMY
XpaHeHUsl, KoTopasi OyZieT Bcer/ia Toj pyKoi. ¥ BacC ZIO/DKHO yXOJUTh He Ooee
MUHYTBI Ha TO, uTOOBI H3B/IeUb MaTepual W3 KOp3WHBbI «Bxogsime» wiu
pacrieyaTaTb ero u3 3JIeKTPOHHOTO COOOIIeHHSs], IPUHSATH pellleHre O TOM, UTO OH
He TpeOyeT OT BaC aKTMBHBIX J€HCTBUI, HO MOXET TPUTOAUTLCS B Oyayiiem, U
TIOMECTUTh €ero B CHUCTeMY OpraHu3aljuu CChIIOYHBIX [aHHbIX. Eciu Bcs
TOC/Ie/OBaTe/IbHOCTb ~ YKa3aHHBIX  JIeHiCTBUM  3aHWMaeT 0Oosiee  MHHYTBHI,
CyllleCTBYeT peajibHasi BO3MOYKHOCTb YCKODHWTb TIPOLIECC: Bbl He OripejessieTe
HOBBIN JJOKyMEHT B KapTOTeKY, @ BMECTO 3TOro MPOCTO Kja/ieTe ero Ha CTOIKY
Oymar unm 3anvxuBaeTe Kyna-HuOynb. Kpome obecrieueHus BHICOKOW CKOPOCTH
yIOPSiZIOUeHUsT JaHHBIX, CUCTeMa JI0/DKHA TIPUHOCUTh PafloCThb, OBITH MPOCTON B
WCTIOMb30BaHUM, COBPEMEHHOM U TIoJIHOW. B TMpoTMBHOM cCjiydyae y Bac



BO3HUKHET I10/ICO3HaTe/lbHOe HeykeslaHhe 0CBOOOXKAaTh KOp3uHYy «Bxopsiiue»,
TOCKO/bKY TaM Oy/leT HaxOoAWThCS MaTepuas, KOTOPbId HY)KHO BK/IIOUUTH B
KapTOTeKy, Y MOBepbTe, BaM He 3aX0ueTcCsl Jake CMOTpPeTb Ha JoKyMeHThl. He
oTuauBaWTeCh: s BUJeJ, KaK JIHOAW, KOTOpble TeprieTb He MOMIA MpOoLecC
COPTUPOBKM [IOKyMEHTOB, HauWHAa/U HAC/AaXAAaTbCs 3TUM TMPOLECCOM MOC/e
TOTO, Kak OblJla CO3/laHa M OT/iaKeHa WHAWBH/ya/bHas CUCTeMa OpraHU3aljuu
JlaHHBIX.

Bbl [JO/DKHBI OJUHAKOBO CIIOKOMHO OTHOCUTbCSI K TIpel0CTaBJIeHUIO
OT/ZIeJILHOTO MeCTa B KapTOTeKe OTZe/bHOMY JIUCTKY Oymaru 1o HOBOU Teme —
Jla)ke eC/u 3TO MPOCTO DYKOIMCHasi 3aMeTKa — W K yIopsijoueHuro Oosee
dopManbHbIX U O0BEMHBIX [OKYMeHTOB. I[IOCKOMBbKY [Jisi CO3JaHus U
YTOPSIZIOUeHUs MaroK HYXXKHO TOTPAaTUTh CTOJLKO CHUJI, JIOAU 1ubo He JenatoT
3TOr0, /MO0 Jepxkar 3abuTble [0 OTKasa IIKapbl W SIIUKH, TIOTHbIE
pa3HO0Opa3HbIX /OKYMEHTOB, TaKUX KaK MEHI0 MeCTHOro Kade C J0CTaBKOM
G107 Ha IOM WA pacliCaHye JABW)KeHUs TI0e3/10B.

Kakux Obl JeiicTBuii He TpeOOBajsio OT Bac TMpUBeEHHe CHUCTEMbI
OpraHu3alid CCbUIOYHBIX MaTepyuajoB B COOTBETCTBME C BbICOKHMU
CTaH/apTaMu, 3TO HeOoOX0AUMO cjiefiaTb. Mosi cucTeMa mpeKpacHo paboraeTr Ha
MeHSI Y Ha ApPYTUX JIo[iel, PellrBIIMX el BOCIO0/Ib30BaThCs, U 51 HACTOSATETbHO
DEKOMEeH/yl0 BaM TMOAYMaTb O BHeJPEHUM C/eyIOLUX TpaBWi, KOTOpbIe
MO3BOJIAT [JJOBECTH MPOLIeCC yropsioueHusi MHGOpPMaLUK 10 aBTOMarr3ma.

[epxxute B rpefiesiax JOCATaeMOCTH MarKu CO CIIPpaBOYHOW WHQOpMaluen
obiiero xapakrepa. [Ipoijecc COpTUPOBKYU A0/KeH ObITh MPOCTHIM U OLICTPBIM.
Ec/iu mpuxoinTCsl KaXKAbIi pa3 BCTaBaTh, YTOObI 100aBUTH B KapTOTEKy KaKou-
HUOyIb YHUKanbHbIA KIOYOK OymMarv, y Bac TIOSBUTCS CKJIOHHOCTb K
HaKOIJIEHHI0 MaTepuasoB, a He K WX YIOPS/IOUEeHUI0, U, CKOpee BCero, Bbl
HauHeTe HeHaBU/ETh BCIO paboTy C KOp3uHOU «Bxogsiiue» (MOCKOIbKY Oynere
3HaTh, UTO TaM 3aBe/[OMO eCTh JaHHble, TpeOyollre COPTUPOBKU). MHorue
npoeccruoHasbl, KOTOPLIX $I TPEHUPOBa/, IeperyiaHMpOBa/id CBOU OQUCHI,
yTOOBI UeThIpe 11Kada Co CrIPaBOYHBIMU JIaHHBIMU HAaXOJUIUCh OYKBaTbHO y HUX
«T1071 PYKOM» a He Ha IpDyrOM KOHL|e KOMHAaTBhI.

E/UHCTBeHHbIN KpUTepHUHd COPTHPOBKU. BMeCcTO MHOTIMX CIpaBOYHBIX
MH(OPMALIMOHHBIX CUCTEM $1 [Iep)Ky OJHY KapTOTeKy, OTCOPTUPOBaHHYIO B
an(aBUTHOM TIOpsZIKe. Y Jtofleld eCTh CKJIOHHOCTb K MCIO/b30BaHHUIO TarokK B
KayeCTBe OCHOBbI JIMUHOM OpPraHU3al{iy, U O3TOMY OHU MbITalOTCS COPTUPOBATh
MaTepuasbl TI0 TeMaM M TipoekTaM. Takum o0pa3oM, OHM TeOMeTpUUecKu
YBEJIMUMBAIOT UMCJIO MECT, Ijle HEeT HY>KHOTO /IOKyMeHTa, eC/id YesioBeK 3a0bL,
KyJa nosioxkus ero. Cucrema COPTHMPOBKM IO OJHOMY MPOCTOMY KDUTEPHIO
(Ha3oBeM ero «anb(a») mpearnosaraerT COPTUPOBKY MaTepuaioB MO TeMe,



ITPOEKTY, (baMI/I]'H/II/I W/IN HAa3BdHHWIO KOMIIdHHUH, YTOOBI AOKYMEHT MO>XHO ObLIO
HalTHU TOILKO B O4HOM K3 TPEX-UYEThIPpEX MECT, €C/IM Bbl 336131]11/1, KyZla UMEHHO
Kiaau ero. OOBIYHO Ka)KABIﬁ APJIBIK MOXKET IIpeArio/iaraTb BBE€AEHHE TOJIBKO
OJHOI'O YpPOBHA IIOATEM, TdKHMX KdK, HAIIpHUMED, «CE[AOBOACTBO — TI'OpIIKN» U
«CazoBoacTBO — uzen». O0e Kareropuu OyayT XpaHUTLCS CPeAd MaTepuasioB
Ha OykBy «C».

Y MeHsI eCTb yUeTbipe AlWKd OJid IIdIIOK CO CCbIJIOYHBIMH MdTepHUd/IdMH
00111ero XapakTepa, ¥ Ha KaK0OM U3 HUX KPaCyeTcs 4eTKas HaIUCh: «A-E», «F-
L» u Tak Adajiee — Telepb MHE He HYKHO OyMdTb, KyZd OIIPpEAEe/IUTb JOKYMEHT,
KOraad Hd Hero y>xe HakJ/ieeH SpPJIbIK.

BPEMH OT BPEMEHHU Y UYE/JIOBEKd HAKAIUVIMBAETCSA CTOJIBKO CHpaBOIJHOﬁ
I/IH(bOpMa]_H/II/I 10 TeMe WJ/IM IIPOEKTY, UTO ee CJIeAYeT IepeIOKUThL B OTAEHBHBII‘;I
AWK W U_[Ka(b. Ho ecnu MdTepHadJibl 3dHMUMAIOT MeHee TTI0JIOBUHEI AIINKd, TO 4
peKOMeH/IyI0 BK/TIOUUTB ero B 001y a/n(aBUTHYIO CUCTEMY.

Jlepxute 60/IbII0M 3anac Nanok. 51 fepxy y cebs Moz, pyKoil OrpOMHYEO
CTOIIKY HOBLIX, IIYCTBIX IIdIIOK, KOTOpbLIe MOI'y, H€ BCTdBad C MeCTad,
JICTI0/IB30BaTh B NpoLjecce 06paboTKH COeP>KMMOro KOp3uHbI «Bxoasiue». Het
HAYETO Xy)Xe CHUTyaLUM, KOIZJa HaKalIMBalOTCs MaTepuasbl, Tpebyromme
COPTUPOBKH, W HEOTKYydd B34ATb IIdIIKH, He06XO'qI/IMI)Ie 4JIsL TOro, YTOOBI
YIIDOCTUTL IIpoLecCcC. B HpOI/I?:BO]'[bHI')Iﬁ MOMEHT BPEMEHH A OO/DKEH MMETDL I10[
PYKOM 3arac: MpUMepHO MOJI-AIHKa HEUCIIOIb30BAHHbLIX WM 0CBOOOAUBIINXCS
I1ar1oK.

He mno3BossTe AIUKY HAIIO/THUTbCA 0o/iee yueM Ha TPH 4YeTBEPTH.
Bcerﬂa CTapafITECb CAe/1aTh TdK, YTOOBI AMWKW 3dI10/IHA/IMCh He Oojiee ueMm Ha
TPHU UYETBEPTH. B diydde UuX TIIepeIrioJIHEHHUA Bbl GyAETe HUCIIBITHIBATH
IMoACO3HaTe/IbHOE HeXejlaHHhe KJ/IdCTb Tydd OOKYMEHTbI, W CIIpABOYHAdA
I/IH(bOpMa]_H/IH 6y,qu IMOCTEIMIEHHO HAI'POMOXXIAATbCH. Ecmu AWK HAYHUHAET
TeperoIHATLCS, TO 1 MOT'Y ero 0CBOOOJUTS, TIOKa FOBOPIO 10 Te/e(oHY.

Y MeHs IPpAKTUYECKHW HET 3HAKOMLIX, Y KOTOPBLIX B CTOJIE HE ObLIO OBl
ImeperiojyiHeHHbIX  AIWKOB. Eciu Bam AOoporru BdlllKM HOITHU KW Bbl XOTUTE
130aBUTLCA OT IIOZICO3HATE/ILHOIO COIPOTUB/IEHHS TIPOLIECCY COPTUPOBKH,
AepxuTe AIUKHW OJ0CTATOUHO CBO6OAHBIMI/I 4JIsL TOro, YTOOBLI CIIOKOMHO
AO6aBHHTb N WU3BJIEKATh OTTYyAd IIAlTIKH.

HEKOTOPBIQ JIIOAW B OTBET Hd TaKOW COBET BOCKJ/IMLAIOT: «MHe MpuaeTcs
TIOKyTIaTh HOBBIE KapTOTeuHble MmKadbl!», OyaTo 5TO uTo-TO yKacHoe. Cregure
3a Moed MbICabi0. Ecim MdaTepudJibl CTOAT TOrO, YTOOBI UX OCTaBUTh, TO HUX
CleflyeT CofepkaTh TaK, UToObl OHM ObLIM JOCTYIIHBI, BEPHO? A eC/M 3TO He
Tak, TO 3aueM BoOOIIe JepkaTb MX y cebs? [OBOpAT, UTO MBI KUBEM B
I/IH(bOpMa]_H/IOHHYI‘O JI0XY,; €C/IM B 3TOM YTBEPXIAEHHWH €CTb XOTb A0JIA IIpdBAbI, d



KaKye-TO U3 BalllMX JeUCTBUK TOPMO3ST IIPOrpecc, TO OHU MPOCTO HePa3yMHBbI.

Bo3M0O)XHO, TIOHa[OOWUTCS Co37aTh elje OAWH SpyC [jisi XpaHeHus
ClpaBOUHOW  MH(OpMalMy, 4YToObI TOSBWIOCH — JOCTaTouHOoe pabouee
TIPOCTPAHCTBO, a MarKX CO CChIJIOYHBIMU IAHHBIMU 0011]eT0 XapakTepa ObLTv Mof
pykor. K nprmMepy, XpaHWTb Takve Marepuasibl, Kak 3aMeTKH 10 3aBepLIeHHbIM
TIPOEKTaM U «MepTBbIe» CBeJeHHs O K/IMeHTaX, MOXXHO B [IPYTMX IOMeLeHUsIX
WIH, 110 KpaliHell Mepe, 3a Mpe/iesiaMu Balllero paboyero mecra.

HakenBauTe AP/JIbIKM Ha MNAalNKU C NMOMOLIbI0 aBToMara. [leuaTtHble
SIPJIBIKY M3MEHSIT TIPUPOAY MaroK U Ballle OTHOLIeHMe K HUM. [lanku ¢ apiabikamu
IIpeKpacHO CMOTPATCS Ha CTOJIe B 3ajle 3ace/laHuil; KaK[bI MOXeT IpouyecTb
HaZIMUCH Ha HUX; Bbl MOXKETe JIETKO Pa3Ivisi/ieTh SIP/bIK C OOJIBIIIOr0 pacCTOSTHUS
unu ObICTPO HaWTU UX B mopTdesie; a KOrja Bbl BbIJIBUTAaeTe KapTOTeUHbIe
SILMKU, TO BalllUM I7la3aM OTKPBIBAeTCs MevaTHasi Bepcrs ajipaBUTHOTO MepeyHsi
MaTepuasioB. [IpUATHO OTKPhIBAaTh TaKOM SIIUK, UTOOBI TOMOXKUTH WU U3BJIE€Ub
TarKy.

B03M0KHO, B HOBOM ThICSUe/IeTUN yUueHble TIPe/JOCTaBIT HaM Kakoe-HUOY/b
C/IO)KHOe  330Tepuyeckoe WIM  HeBpOJoruueckoe  OObSCHEHME — Takou
5(p¢deKTUBHOCTU TIAalOK C TeYaTHbIMM Hak/JeWkamMu. A ceilyac TIpOCTO
foBeppTech MHe. Kymnure aBrOoMar /sl HakK/JIeMKU STUKeTOK. [lpuuem
cobcTBeHHbIN. [si 6€30TKa3HOM paboThl CUCTeMbI aBTOMAT [I0JKEH TOCTOSIHHO
ObITh y Bac Moj pyKoi, uToObl MOXXHO OBbLIO TIOMECTUTH JIaHHBIe B Marlky, Korjaa
3axoture. VI HU C KeMm He JenuTech! Ec/M HY)KHO Hak/1eUTh SIPJIBIK, 8 MAlllMHKU
HeT 1O/, PYKOU, Bbl OpocaeTe OKYMeHThI Ha TpyAy Oymar BMeCTO TOTO, UTOOBI
paccopTvpoBaTb. ABTOMAT [/ HaK/JeUKU SIP/JBbIKOB [O/DKEH CTaTb TaKWM JKe
6a30BbIM UHCTPYMEHTOM, KaK ¥ CKOPOCIIIUBATeb.

ITokynaiiTe KauecTBeHHbIe MIKa(bl. [1py nokymnke mkadoB A5 MarnokK He
5KOHOMBETE Ha KauecTBe. HeT HHMUero Xyske, 4yeM IIOIBITKA OTKPBITh TSKe/IbIU
AUK WIA CKPWI, KOTOPBIM CJ/IBIIIUIIG, KOTZAA OOpelibCs C 3acTpPSBLIMMU
KOJIECUKaMU OJIHOTO M3 «9KOHOMHUYHBIX» IIKahoB 110 29,95 fon11apoB 3a MITYKY.
Bam Hy»keH 11Kad, SIIIUKU KOTOPOTO OyZIyT OTKPBIBAThCSI M 3aKPBIBATHCS JIETKO U
TIJIaBHO, MOI00HO /iBepsiM HeMellKuX aBToMobueit. U st He 1ryuy.

Ecmm mokeTe, He WCIIO/Bb3YUTe TMOABECHBIX TaroK. PHUCKys cepbe3HO
obuzeTb Maccy Jrofiel, KOTopasi yKe TIO/b3yeTCsl TOABECHbIMU TMarkaMu, S
PEKOMEH/IYI0 BaM TMOJTHOCTBIO OTKAa3aThbCsl OT IIKagOoB /7151 MO/IBECHBIX (PaiiyioB U
T10/Tb30BaThbCsl OOBIYHBIMU TIATIKaMU, CTOSIIIMMU B SIIIIMKe U OMUPAOLUMUCS Ha
ero MeTa/UIMUeCKyl0 3a/HIOK0 CTeHKy. [losBecHble mamky ropasfo MeHee
3¢ peKTUBHBI, MOCKOJIbKY Ao00aBleHWe HOBOM TMamnkyd TpeOyeT 3HAuWMTeIbHbIX
3aTpar 3Hepruy M MNpujaeT MpoLecCy COPTUPOBKU HMH(OpMaLuu (GopmaibHbIN
Xapakrep.



Bor J3JIEKTPOHHOE COO6H.{€HI/IG, KOTOpO€ 4 HeOdBHO IIOJIYUWJ/I OT CTapliero
MeHeI Kepd; OH IIoC/ieaoBa/I MOeEMY COBeTY IIOC/Ie OBYX JIeT HCIIO/Ib30BdHHA
IMMOABECHBIX IIallOK:

Bama cucrema — 3710 npocto PAHTACTUKA! A nonHOCTEIO
TiepecopTUpOBas Tarnkyd JjoMa U Ha paboTe — Ha 3TO YIIO BCEro
yeTbipe [Hs, HO i OTKasascs oT cucrteMbl Pendaflex u mepeiien Ha
MaHU/IbCKWE MarkKu, Pacrlo/ioXKeHHbIe CTPOro B ajipaBUTHOM MOPsJKe.
BOT 3TO [IA! 3To HacTo/MbKO YrpocTuao pabory! ITouemy-To Mo
CTOJI TOXKe CTaJl TOpa3/io UMiile: CTOTKU OyMar «/ijisi COPTUPOBKU» yrKe
He J1e3yT MoJ, pyKy!

Ecau Ha mo, umobbl nomMecmumb 8 cucmemy XpaHeHUsi Ho8ble npuxoosujue
O0OKyMeHmbl, yxooum 6onee MuHymbl, mo 6bl OyOeme He copmupoeamb UX,
HaKan/aueamn.

W1 Bce xe... MHorue /o[y MPUBLIK/IA K CHACTeMe TOJBECHBIX MarokK, Io
KpaiiHeli Mepe, Ha paboTe, TOCKO/MBKY IKadbl [ TaKUX Tarok,
OTKphIBawIlMecss COOKy, CTaiu CTaHAApTHbIM aTpulyTOM KOPIOPAaTHUBHOM
nesiTe/ibHOCTU. Ecnu Bam mpuxoauTcsi paboTath C MO/IBeCHBIMU TalkaMu, TO S
COBeTYIO CJIeflytolee.

* [lomeuathb sipJibIKaMU TArku, a He MeCTO, Te OHU BUCST. DTO TMO3BOJUT
BaM OpaTh Ha BCTPeUU U B TI0e3/IKU Marnku 6e3 KPrOuKoB.

* Bemath Mo OfHOW Marke Ha KaKbld KPHOUOK. TO/MBKO B 3TOM CiIyyae
AUK OyJeT BBITVISIIeTh aKKypaTHO W He Oy/leT BO3HUKaTb IVIYIbIX CUTYaluH,
KOT/la KPIOUOK HauMHaeT 11aTaThCsl M0J, TPYy30M MHOXKeCTBA Mariok.

* [lep>kuTe U3pSIIHBIN 3arac OObIYHBIX KPIOYKOB M MYCTHIX TAroK Tepeq
MepBbIM  SIIIIUKOM, YTOObI MOXHO OBIJIO YIIaKOBbIBaTh HOBble TANKU U
COpPTUPOBAaTh UX B MTHOBEHHE OKa.

OcBobo)KaliTe Manku xXoTs 0bI pa3 B roj. PerysnsipHasi peBU3Us TMaroK He
T03BOJISIET KapTOTeKe 3aCTavMBaThCsl U TMOKPBIBATbCS TIJIECEeHBbI0, OHA TO3BOJISIET
OCTaBJISITh MaTepuasibl B KapTOTeKe «Ha BCSIKWN Clydaii», ecjii MOHaZo0uTCs.
Bbl 3HaeTe, uTO uepe3 HeCKOJBKO MecsleB, B /000M ciydae, TiepecMOTpUTE
KapTOTeKY: TOT/la U pelIuTe, KaKyto UH(POpPMAaL[MI0 CTOUT OCTaB/IsITh, & KaKylH —
HeT. K mpumepy, s ocBoOO)/al0 Mamnky, KOrja roBopro Mo TenedoHy (Wau
BbITQ/IbIBAl0 BpPeMsi B Mpoljecce Tee)OHHOTO COBeIaHMsi, KOTOPOe HUKAaK He
MOJKET 3aKOHUUTHCS).

51 pekomMeHZYI0 BCeM OpraHu3alusiM BBeCTu [leHb MyCOpPHOTO SiluKa (eciu
OH ellle He MPOBOJUTCS), KOTZla BCe COTPYAHUKHU 00si3aHbI MPUATH Ha paboTy B
Tarloukax M [PKUHCaxX, BBICTAaBUTb Tere(OHbl B PEXUM «He OeCTOKOWUTb» U



pa306paThCs C HAKOMMBIIMMUCA MaTepranami.l2! B moMerjeHnn CTaBaTCs YpHBI,
Y BCeM paspelliaeTcsi IPOBECTH JieHb B peXXuMe yOOpKU. MIHAWBUya bHBIN [1eHb
MYCODHOU KOp3UHbI y/J00HO HaMeTUTh B KajieHJjape Ha BbIXOZIHbIE B KOHIIe rofia
V/IU Ha PaHHIOK BeCHY, KOIJa Bbl FOTOBUTE HAJIOTOBYHO JleK/apalyio, U MOXXHO
yBsI3aTh UMCTKY MaTepUasioB C apXMBUPOBaHUEM (PUHAHCOBOM [JOKyMEHTALUM 3a
MUHYBLLWU TOJ.

U Hanocneook...

BbI BbIrajiaii HEMHOTO BpeMeHH, TIO[TrOTOBM/IA paboyee TIPOCTPAHCTBO U
CHapsAWIUCh OCHOBHBIMU WMHCTPYMEHTaMU /i1 BHeJpeHHs MeToA0/a0ruu. Yto
Jlanblie?

Ec/u BbI peliniv oCBATUTD OIpe/ie/ieHHOe BpeMsi Ha/la)KVBaHUI0 CUCTeMBbI
yrpaB/ieHuss pabounM TIPOL[eCCOM, TO eCThb ellle OfIHA Belllb, KOTOPYIO CJiefyeT
cienatb, yToObl OHa Obula MakcuManbHO 3¢deKTUBHOM: 3abyabre 000 Bcex
OCTa/IbHBIX MIPO6/IeMax Ha CPOK BBITIOJTHEHUSI TPOLIeYPhl.

Ecimu BaM HY)KHO CPOYHO KOMY-TO IIO3BOHUTH, IOPYUYUTH BaKHOE [eJji0
cekpeTapiiie Uiu 0OCyIUTb UTO-TO CO CBOEM TOJIOBUHOM, CJieiaiiTe 3TO Cpasy.
Wnu petute Ajist cebsi, KOrJia Bl 3aiiMemech 3TUM, U MOMeCTUTe HarlOMUHaHUe
Ty/la, I7le TOUHO He 3a0ygeTe o HeM. OueHb BaXkKHO, UTOOBI BCe Ballle BHUMaHUe
ObL10 cOCpe/IoTOUEHO Ha TeKylei pabore.

HecMoTps Ha TO UTO /IFOAM BbIJIEJISAFOT BpeMs U TPATAT U3PsAHbIe JeHbIU Ha
OTJIaTy MOEro Tpyjla KaK pecypca, KOTOpbIii Oy/leT MCI0/Ib30BaThCs B TeueHUe
3a/IlaHHOTO TIepUOo/ia, Mepejl TeM Kak HauaTh TPEHUHT U OT/IOKUThH paboTy, MouTH
BCe OHU JIOJDKHBI PEIIUTh KaKre-TO CPOUHbIe Mpo0sieMsl, ellle He BHeIpeHHbIE B
cuctemy. OHU TOBOpAT: «AX [ia, s1 [O/DKeH Iepe3BOHUTh K/IMeHTY B TeueHue
IHs» UM «MHe HY)KHO y3HaTh y MyXKa, B3siT Jid OH OW/eThl Ha Beuep». JTUM
00yC/IOB/IeH HeI0CTaTOK KOHI[eHTPAlMd U 3peJIoCTH B Halllell Ky/lbType, U s
CUMTaK0, YTO MHOTHMe pa3yMHbIe JIFOAU TMOCTOSHHO WIHOPUPYHOT BHYTPEHHIOHO
OTBETCTBEHHOCT.

Hapetoch, Bbl Bce moHsiu? Xopoiio. Terneps TpUIIo Bpemsi cobparh Bce
He3aMKHYTbIe LIUKJ/IbI BOJVHO.



I'maBa 5. Coop uadopmMaIryu: «3aroH Ajisi pyTHHHBIX
npoo/iem»

Bo BTOpOi#i m1aBe ObUIM OMUCaHbl OCHOBHBIE TIPOLIE/IyPhI, TO3BOJISIOIIME
cobpamb 6oeduHo Bce 3ajaun. B 3Toii rnaBe OyzeT 6osee nogpobHO pacckazaHO
0 MpoLecce aKKyMYy/IMPOBaHUsI BCeX He3aBepIleHHbIX 33/lau B O[HOM MecTe — B
0000111eHHO Tanke «Bxogsiye». 3T0O — KPUTUUECKU Ba)KHBIM MepBbIi 11ar Ha
MyTA JOCTWKEHUs] COCTOsIHUS, Korfa pasyMm rojobeH Boge. [obaBbTe elle
HECKOJIbKO Tpo0sieM K TeMm, uTo yXe o0003HaueHbl, M y BaC BO3HUKHET
TI0JIOXKUTEJTbHOe olifylijeHrue. Ho ecniu cocpeioToOunThCSl Ha mpoiiecce cOopa U
cobpare Bce 100 % mnpobneM, TO Baille OTHOIIeHWe K paboTe CylijeCTBEHHO
V3MEHUTCS: TIOSIBUTCSI HOBasi TOYKA OINOPbI, KOTOpasi MO3BOJIUT COB/IAJaTh C
Jieamu.

Korga st yuy K/MeHTa 3TOMY mpoiieccy, 3tarn c6opa uHdbopMaiuu 00bIYHO
3aHUMaeT OT OJIHOTO JI0 IIIeCTH YacoB, XOTs ObLI Cylydaid, Korjja Mbl paboTasu Bce
ABazuarth (B urore si ckasan: «Hy, B oOiem, Bbl MoHsIM ujeto»). Ho Ha 3TO
MOXKeT YWUTH u Oosblile BpeMeHU, eCIu Bbl cobupaeTech 3a(MKCHPOBaTh
abcosroTHO BCe Tpob/ieMbl, BO3HUKAIOIIMe Ha paboTe U B IMYHOMW )KU3HU, Be/lb B
TakOM CJly4yae TIpUZeTCS OCMOTPETb BCEBO3MOJKHBIE YIVIbI U 3aKOY/JIKH, B TOM
yKCJie MallluHbI, JIOAKW Y 3arOPOJHbBINA [JOM, €CJIM OH Y Bac eCTb.

BynbTe yBepeHbl, yenuB X0Tsi Obl Tlapy 4acoB cO0py mpobsiem, Bbl CMOXKeTe
TIepeurc/IThL OCHOBHYIO YacTb He3aBeplIlleHHbIX fiesl. bonee Toro, Mo>kHo OyzeT
orpeZie/iuTh OCTajbHble 3a/layd, €ecjJu TpUBsSI3aTh YIOMUHAHUS O HUX K
KOHKDeTHbIM MeCTaM: Harpumep, «yOpaTh M PACUMCTUTL rapak» U «HaBeCTH
TOPSAZIOK B IIKa(y B TOCTUHOW».

B [1elCTBUTE/NbHOCTH, KOHEYHO, HEBO3MO)KHO TIOCTOSIHHO (DUKCUPOBATh
abCosoTHO BCe pyTUHHBIE TIpOOsieMbl. JKU3HB TIPOTEKaeT CUIIKOM OBICTpO, U
Bbl 3aHATBHI C/IUIIKOM OOJBIIMM 00beMOM paboThl B TeueHWe Hefle/d, UTOOBI
TiepeHecTy BCe ufied U 3a00Thl U3 COOCTBEHHOM IO/IOBbI Ha BHEIITHUM HOCUTEJTb.
OpHako TyCTb 3TO CTaHeT STaJOHOM [l TIO[pakaHusi, KOTOpbIM Oyner
nmoOy»/1aTh BaC TMOCTOSIHHO TIOZ/IeP>KUBATh TIOPSJIOK B flefiaX, Ha paboTe U B
JTMYHOM KW3HU.

Ha crapt, BHUMaHue...

EcTb BecbMa akTya/bHble TPUYMHBL, MO KOTOPHIM Tiepes; TeM Kak
obpabambieamb CBe/IeHUs], HY>KHO cobpaTh X BOEIWHO:

1. BecbMa mosie3HO YeTKO Mpe/iCTaB/IsATh 00beM Tpe/cTosiieii paboThI.

2. C6op uHpopMaly 103BOJISIET OTIPe/IeIUTh, Te «KOHUYAeTCsl TYHHEe Tb».



3. Ha sramax o06pabomku ¥ copmupoeku BaC He [0/DKHA OTBJIeKaTh
becopmMeHHass Macca PYTHHHBIX ITPO0JIEM, KOTOpBIE IIO-TIPEKHEMY OXKUZAIOT
«TIe-TO TaM» Balllero perreHusi. Kak TOIBKO Bbl cOOepeTe B OJHOM MeCTe BCe
Jena, TpeOylollie BHMMAaHWS, Bbl aBTOMAaTHUeCKH Iiepeiere B pabouee
COCTOSIHME TIOBBIIIIEHHO!N KOHI[@HTPALM BHUMAHUS U KOHTPOJIS.

B03M0XKHO, OZIHOBPEMEHHBIH COOp BOEUHO BCETO, UTO BAaC HE yCTPauBaeT,
TOKA)KETCSI YTOMHUTE/IbHBIM 3aHsITHEM. BO3MOKHO, OH Jake OymeT BBII/ISIIETh
TIPOTHUBOPEUNBO: BeAb OO/bIllas 4YacTb IMPoO/JeM HUKOrJa He obOjazana v He
obsazlaeT 0cob0M BaXXHOCTBIO; TMO3TOMY OHH U OKDPY)KalOT BaC CTOJb
becriopsimoudo. [Jomyctum, npobsema He ObLla CPOYHOM, KOrZa BO3HUK/IA, U,
BEPOSITHO, €llje He C/YUHUI0Ch HUUero CTPAIHOr0 M3-3a TOTO, YTO OHA /I0 CHUX
Top He pelleHa. Bo3M0OXHO, y Bac B OyMa)kKHUKe JIE)KUT BU3WUTHAsl KapTOUKa, C
BJIa/le/IbIIeM KOTOPOW BbI XOTeMM Obl KOIyla-HUOYIb CBSA3aThCS. A MOXKET OBITh,
9T0 MajeHbKUI ITPUOOpPUMK, KOTOPOMY HE XBaTaeT 3aruacTH, JeXallud B
HIDKHEM SIIIMKe cToja. Vinu mpuHTep B odMce, /i KOTOPOrO Bbl HHUKAK He
MOyKeTe T1o00park JIydiiero Mecrta. /lesia Takoro THIa IJIOXKYT Bac, HO BhI EIIe
JaKe He PpeIIWId: TpeJNpUHUMAaTh UYTO-TO II0 3TOMY IIOBOAY WM COBCEM
BBIOPOCHUTb MX M3 CIMCKA HE3aMKHYTBIX I[UK/IOB. HO TMOCKO/IBKY Bbl CUMTAETe,
YTO Cpeay 3TUX TP00JeM MOXeT ObITb UTO-TO Ba)KHOE, «PYTHHAa» YIpaBjseT
BaMU U OTOMpaeT OOJbIlle YMCTBEHHON SHEPryH, UeM 3aC/Iy)KHUBAeT. YUTHTe:
MOKHO TIpeKpacHO ceOsi UyBCTBOBATb, HE Jiejlasi UYero-To, HO TOJbKO B TOM
cjlyuae, eC/IM BbI 3HaeTe, Uero He JieyiaeTe.

Yrto X, HauHeM. bepuTe CBOIO KOp3UHY «BXOASAIIMEe», CTOIKY MHCUEH
Oymaru B TI0/I/[foiiMa TOJIIIIMHOM H. ..

... IToexamu!

duzuueckutl coop mamepuana

[Mpuyuume cebs 3ameuamb u cobupamb 6ce, umo, HA 6aw 632750,
Haxooumcs He Ha ceoem mecme.

[TepBoe, uTO HA/IO C/leNaTh — OMJISA/IETHCSI BOKPYT B MOMCKaxX 4ero-iaubo,
YyTO JIE)KAT He TaM, TJe [O/DKHO JieXaTb BCerja, W MOJ0XKUTb B KOP3UHY
«Bxopsiiue». Bbl OyzeTe cobupaTh He3aBepllleHHbIe 3a/jaud U TIpe/[CTOsIIe
Jena. Bce oHu momaziaroT B Tanky «Bxopgsiue», 4TOObI UMM MOXHO OBIIO
3aHATHCS BIOCJ/IE[CTBUU.

Ymo 00/12#CHO ocmambCsi mam, 20e /1excum




Jlyummii crioco® MpUHATHL BEPHOE pellleHHe O TOM, CTOUT JIM OMpeJessiTh
YTO-TO B KOP3UHY «Bxosiiue», — YeTKO ySICHUTh, Uero He CTOUT TyZa K/IacTb.
[Tepeurc/to yeThIpe KaTeropuu Belliel, KOTOpble MOT'YT OCTaThCsl 63 3MeHeHU
TaM, T7[e HaXOAATCA Ha JaHHBIM MOMEHT, W He TpeOylOT OT BaC HUKAKUX
JIeICTBUH.

* Pecypcsl.

 CripaBOYHbIe MaTepHaJbl.

* [IpegmeThl 06CTAHOBKH.

» Ob6opyoBaHKe.

Pecypcbl — 3TO Bce MarepHasbl, KOTOpPbIe Bbl JIO/DKHBI Jlep>KaTh y ceos,
TTIOCKOJTbKY PEry/sipHO MX UCITo/b3yeTe. KaHI[TOBaphbI, BUSUTKHU, MapKU, CKOOKH,
CaMOKJIEFOIIMeCsT JTMCTKH, IIMPOKOhOpMaTHbIe OJIOKHOTBI, CKPEeNKH /it Oymardy,
GasI/IoHBI J71S1 1IaPUKOBBIX pyueK, 6atapeiiku, GopMbl JOKYMEHTOB, KOTOPbIE BBI
peryJisipHO 3ariojHseTe, JJACTUKU — BCe 3TO OTHOCHUTCS K JaHHOW KaTeropHH.
MHorve Takke Jep>KaT Ha pabore SIUKH C «JIAYHBIMM pecypcamMu», TIie
XpaHSTCs 3yOHbIe HUTH, BiIaKHbIe Cca/iheTKU, MATHbIE KOH(ETHI U T. 1.

CrpaBouHbIe MaTepHa/ bl — 3TO /t00ast Hy)kHasi HH(GOPMalIYsi, KOTOPYIO
BbI XpaHUTe y cebsi: HarlpuMep, MHCTPYKILIMH /IS TI0/Tb30BaHUsI KOMITbIOTEPHBIMU
IporpaMMaMH, MeHIO MeCTHOTro Kade C JOCTaBKOM Ha /IOM WIM pacIiCcaHue
¢byTO0/BHBIX Urp Bailero cbiHa. K 3TO# >ke KaTreropum OTHOCSTCSA TenedOHbl,
azipeca, mr000W Marepuas, KacCarolUics TIPOEKTOB, TeM, TIPeJMEeTOB, U
VCTOYHUKHU JJaHHBIX, TaKHe KaK CJIOBapH, SHIUK/IONEINH, aTbMaHaXM.

IIpeamersl 00CcTaHOBKH. K [aHHOW KaTeropyuyd OTHOCSITCA CeMelHbIe
dororpadun, KapTHHBL, a Takxke 3abaBHble W 00OJpPSIOIIME HA/IMCH,
TIPUKpPEeTUIeHHbIe K Balllel ZIocke 00bsiB/ieHui. Ellle BbI MOXKeTe fiep)KaTh y cebst
3HAUKH, [MaMSATHbIe CYyBEHUPbI W/WUM paCTeHUSI.

Oo6opygoBanne. Kak HeTpyaHO [0rajiaThCsi, peub HAeT O TesedoHax,
KOMITbIOTEpax, (akcax, TIPUHTEpAaX, MYCOPHBIX KOp3WHax, Mebenn U
BU/leoarlraparype.

HecomHeHHO, ecTh Macca Belllell, OTHOCSIIUXCA K  YeTbIpeM
TepeurceHHbIM KaTeropHusiM, B OCHOBHOM 3TO BCe Ballld pabourie HHCTPYMEHThI
U anmaparypa, KOTopble He TpeOyroT CoBepIlieHHsI HUKAaKUX aKTUBHBIX [JIeHCTBUM.
Bce ocTtanbHOe — «HCXO/Hble MaTepHaibl». Ho MHOTMe Bell, KOTOpPbIe BbI
W3Haua/lbHO MO Obl OTHECTH K pecypcaM, CIIPABOYHBIM MaTepHasiaMm,
npegMeTaM OOCTAaHOBKM WM 00OpyZIOBaHWIO, TakKe MOTyT TpeboBarhb
BBITIOJTHEHUSI aKTUBHBIX 1eMCTBUM, TIOCKOMBKY HaXO[ATCS HE TaM, I7le TOJDKHBI
OBITE.

Hampumep, 60/BIIMHCTBO /IO/iel 1ep>XKUT B CTOJIe, Ha CTOJIe WX Ha /I0CKe



00bsIB/IEHUIT MacCy CChUIOUHBIX MaTepuasioB, KOTOpble nubO0 ycTrapenu, nubo
TpeOyroT peopraHu3zaiuu. VX TOKe HY)KHO TIOMECTUTb B TIAMKy «BXOJHBIX
MaTepuanioB». Takxke B Oecriopsijike TpeObIBaeT Balll SIIMK [JiS PaCXOAHBIX
MaTepuasioB, MOJHbIN 0ecriosie3HbIX WX He pacCOPTUPOBAHHBIX Belljell — OH
TOXe TIpeJICTaB/isieT He3aBepileHHY Tpobsemy. A ¢oTorpaduu Bammx JeTeit
He ycTapesud? A KapTUHBI Ha CTe€He BaM He HaJoenu? A BCe /i CyBeHUPHI eCThb
CMBICT XpaHUTb? A Mebenb Bac TIOMHOCTBIO yCTpauBaeT? A  KOMITbIOTED
YCTAHOBJIEH TaK, KaK BaM XOTeJoCh ObI? A pacTeHHs B oduce He 3auaxyiu?
WHBIMU C/TIOBaMU, peCypChl, CCbUIOUHbIE MaTepHasbl, MpeaMeTbl 00CTaHOBKU U
obopyznoBaHue, BO3MOXHO, TaKXXe TIOHAZIOOMTCS TIOMECTUTb B KOP3UHY
«Bxopsiiue», ecn OHU HaXOASATCS He Ha CBOEM MecTe WM TpeOyroT
peoprasu3arvu.

ITpo6aembl coopa ungopmayuu

Ha »srame cbopa Marepuasa Bbl MOXKET€ CTOJKHYTbCSI C OJHOM WU
HECKOJTbKUMU U3 CJIeAYIOLUX TpobsieM.

* Y Bac HaKOMU/IOCh ropa3zio 0osibIlle MaTepyasia, YeM MOXKeT TTOMeCTUThCS
B OJIHY KOP3UHY.

* Bbl MoXeTe cpa3y MepecKOYUTb Ha 3Tall YWCTKU W YIOPSAOYEHUs
MaTepuara.

* Oripe/iesieHHast YaCTb PYTUHHBIX pobsieM y>ke cobpaHa U yropsijoueHa.

* B03MO)XHO, eCThb Kakue-TO BaKHble TIpOOjeMbl, KOTOpble He CrefyeT
OTKJIa/JIbIBaTh Ha MOTOM.

UYro aenarhb, e/ NpeMeT C/IMIIKOM Be/IMK JJisi KOp3uHbI? Ecu Bbl He
MoykeTe (PU3UUeCKHr y/I0KUTh TIpeIMeT B KOP3WHY, HalMILWTe 3allUCKy Ha JIUCTKe
OyMaru pa3mMepoM C KOHBepT, KOTOPbIi OyleT Mpe/CTaB/sATh JaHHYH0 Mpobiemy.
HanpumMep, eciu mepes ABepbl0 Balllero oduca BUCUT IlakKaT WU [Ipyroe
TpOM3BeJileHre MCKYCCTBa, TPOCTO HAlUWIINTe «KapTWHA 3a /IBepblo» Ha
MaJIeHbKOM JIUCTKe Oymaru u 6pockTe ero B KOp3uHY «Bxopsiie».

He 3a0yabTe mMOCTaBUTH HA JIMCTKE JaTy. DTO JJaCT BaM Cpa3y HeCKOJIbKO
npeumyiiects. Ecv B Bailleld OpraHM3aljMOHHOM cucTeMe OyAyT XpaHUThCS
MUCTKU Oymaru, TIOCBsillieHHble APYruM rpoOsieMaM, Bbl OyjeTe 3HaTh, Korja
HarucaHa 3arnvcka. Boobiile aTipoBaTh 3aMeTKH — OUeHb T10/1e3Hast TIPUBbIYKA:
vMeeT CMbICJ [aTUpPOBaTh yKasaHWs /[Jid  Balllero TMOMOIIHMKA Ha
CaMOKJIEIOIIUXCS IUCTKAX, TepernurcaHHble B OJIOKHOT TOI0COBBIe COOOILeHUs U
3aMeTKM, CjlleJlaHHble BO BpeMs Tejie)OHHOTO pas3roBopa C K/IWEHTOM. Tpu
MpPOLIEHTa Balller0 BpPeMeHW, KOTOpble YWAyT Ha pacCTaHOBKY JaT, MPUHECYT



HeObIBa/IyIO OT/jauy, U Bbl TIOMMeTe, UTO 3Ty IIPUBLIUKY UMeeT CMbIC/I Pa3BUBATh.

Yro, ec/iM CTONKA MaTepHa/ioB CJIMIIKOM Be/MKa I Kop3uHbl? Eciu
BbI TaKOU ke 4eJsioBeK, Kak U 98 % MOUX K/IMEeHTOB, TO B pe3y/ibTaTe [epBUUHOTO
HakorieHust uHopmatuy cobepete ropaszio 0osbliie MaTepuanoB, YeM MOXKHO
yMeCTUTh B KOp3uHe «Bxogsiue». EcM MUMeHHO TaK U TMPOMCXOAMT, MPOCTO
CKJIaZiblBaliTe MaTepuasbl BOKPYT KOP3WHBI, a, BOSMOXXHO, M Ha MOy, 0[] HEeu.
[TonHOCTBIO U30ABUTHCS OT ITUX CTOTIOK BaM YZACTCsl JIMIIb TI0 Mepe 00paboTKu
U yropsifioueHusi MaTepuana. Hy a moka uro ybequTech, 4YTO CTOMKUA «UCXOIHBIX
MaTeprasioB» BU3ya/lbHO OT/IMUAIOTCS OT BCETO OCTAaTbHOIO.

MowmeHTanibHOEe H30aB/eHHe OT Mycopa. Eciu oyeBHIHO, YTO MeCTO
Kakoro-To TmpeiMera — B MYCODHOM 0ake, cpa3y BbiOpockTe ero. /[si
HEKOTOPBIX U3 MOMX K/JIMEHTOB T[epBoodepefiHOe wu3baB/ieHWe OT Mycopa
3aK/TII04a/I0Ch UMEHHO B UMCTKe SIII[UKOB pabouero ctosa!

Ecmu Bbl He 3HaeTe, UTO TMpe/CTaBsieT cOOOW TIpeaMeT, U CTOUT JIU
OCTaBUTb €ro y ceOsi, He CTEeCHSSICh, KIa/IuTe ero B KOP3UHY «Bxogsiiue».
MoskHo OyzieT MPUHSTH pellieHre Mo3Xe, Ha Tarie 00paboTKu Kop3uHbl. Yero He
HaZlo [lefiaTh, TaK 3TO IO03BOJIATH cebe MOTPs3HYTh B Tpo0OsieMax, MbITasICh
TIPUHSTH pellleHre 0 TOM U 0 ceM. Bce paBHO MpuUzieTCs 3aHSATHCS ITUM TO3XKEe,
eC/IM MaTepuas y>ke roMedeH KaK «HCXO[HbIM», a pelleHus jierye puHUMarh B
pexxume 06paboTku mHbopmaru. OcHoBHasi 1je/ib cbopa nHMOpMaIu — Kak
MOKHO OBICTpee Y/IOKUTb BeCh Marepuas B KOpP3UHY, UTOObI HajjieXKalum
00pa3oM «OKOTaThCsi U HAMETUTh JIMHUIO (PPOHTa».

OcreperaiiTecb BHUpPyCca YHUCTKM U ynopsijodyeHus. MHorue Jitoau
3apa’karoTCsl BUPYCOM UMCTKU U yTIOPSiIOUeHus], 3aHUMasiCb COOpOM pa3MuHOM
nHdopmaLuu B oduce u goMa. Eciu 3TO C/lyuniocs C BaMu, TO 3TO HOPMaJibHO,
TIpU YCJIOBWH, UTO BbI pacriojiaraeTe 3aracoM BpeMeHH, He0OX0IUMBIM JIJisl TOTO,
yTOOBI OCYIIIECTBUTH BCHO TIPOLieAypy (Haripumep, y Bac Brepeiu — lLiesiast
Hezienst). MiHaue Bam Tipu/ieTcsi pa3bvBaTh MPOLiecC Ha YaCTU U OCYIeCTBISITh UX
Kak OT/leflbHble TIPOeKThI WM AeWCTBUS, O KOTODBIX B Ballleli cucTeme OyayT
XPaHUTbCSI HAallOMUHAHUSI TIPUMEPHO CJIeAYIOLLero CofeprkaHus: «PacurCTUThb
Kad C YeThIPbMS SIL[UKAMU» WU « YOpaTh B MOACOOKe».

Yero BaM TOUHO He 3aXQUeTCsl CZiesiaTh, TaK 3TO 3alyTaThbCs B JabUpUHTe
He3aBepIlleHHbIX 3a/lad W yTPaTUTb CIOCOOHOCTh K TIOJHOMAcCIITaOHOMY
yrpaBieHut0 pabourM TipoijeccoM. Bo3Mo)kHO, Tiporjecc 3akiMeT Gosbliie
BpeMeHHU, YeM BhI JlymMaeTe, HO CJIMIIIKOM Y>K BeJTMKO >KejlaHWe cpa3y Ao0paThbcst
710 30JI0TOU >KWUJTbl, TOKOHYUTh C PYTUHHBIMU Mpo0ieMaMu U Ha/laZIUTb CUCTEMY
KaK MOXXHO CKopee.

Kak ObITb C [leflamMu, yKe 3alvCaHHbIMA B CIKMCKaX W O/IOKHOTax?
B03MOXXHO, y BacC y»Ke eCTb Kakue-TO CIMCKU U chucTeMa opraHusauuu. Ho ecin



Bbl He TIIOJIHOCTbIO 3HAKOMbI C JIAHHOM MOJe/bI0 yIpaBieHus pabounm
TIPOLIECCOM U He T10J/Ib30Ba/IMCh €10 paHblIlle, TO s PEKOMEH/IyI0 BaM OTHECTUCH K
CBOMM CITMCKaM KakK KO BCEM OCTa/IbHbIM MCXOJHBIM MaTrepuajiaM, TpeOyroIIuM
JanbHeumie obpabotku. Bbl  Beap  xoTMTe, UTOOBI cucTeMa  Oblla
COIVIaCOBAaHHOM, a i 3TOr0 HeoOXOAMMO OI|eHHWBaTh BCe C OJWHAKOBBIX
§(0k3511%1%8

«Ho s He Mory 3a0bITh 00 3TOM...!» YacTo B nporiecce cbopa MaTepraioB
YyeJ/IOBEK HATHIKAETCS Ha KaKOW-TO K/IOUOK OyMaru Wid JOKYMEHT, ¥ BOCK/IULIAET:
«0, 6oxe! S coBcem 3a0b11 (3ab6bi1a)! S go/mKeH (J0/DKHA) 3TUM 3aHAThCS!» ITO
MOKeT OBbITh (PaKC, HAIOMHMHAIOIMUNA O TOM, UYTO HY)KHO OBbUIO KOMY-TO
Tepe3BOHUTL [JIBa JHS Has3ajl, WIM 3aMETKH C COBEIaHHUs, T7leé TOBOPUTCSA O
KaKMX-TO JIeMCTBUSAX, CPOKU BBIMIOJTHEHUSI KOTOPBIX MCTEK/IU HECKOIBbKO HeJlesb
Ha3aj. Yesi0BeK He XOUeT K/IAaCTh JOKYMEHT B OIPOMHYIO CTOMKY APYrHUX Oymar,
Jie>kalllyro B Kop3uHe, 60sick CHOBa 3a0bITh O HEM.

Ecimm HeuTo 1oj00HOe C/IyUMTCsl C BaMH, IEPBLIM JIeJIOM CIIpOCUTe Cebs,
JNENUCTBUTEIBHO JIM 3TUM CTOUT 3aHMMAThCs, 10 TOTO KaK 3aKOHUWTE TEPBBIN
9Tar mporneaypbl. EC/Ii OTBET yTBepAMTE/IbHbBINA, TO JYUIlle PEIIUTh MPodIemMy
cpady 4 BbLIOPpOCHTH €e W3 TO/MIOBbl. B MpOTMBHOM ciydae He OoiTech U
TI0JIOKHUTE JOKYMEHT B CTOIKY. Bbl Bce paBHO Ckopo obpaboTaeTe Bce 3Tu
JaHHbIe U pa3bepeTech CO BCeM CTOMKOM, TaK UTO HUKY/ja OH He ZIeHeTCS.

Ecmu He ymaeTcs peliuTh IpoOseMy cpasy, a HallOMUHaHHe O Hel
o0si3aTeNlbHO [TO/DKHO HAXOAUTBCS TI0J PYKOM, co3jaiiTe MOOGIM30CTH CTOITIKY
«0C000 BaXKHBIX fles». JTO He Jyulllee, HO TipuemsieMoe peliieHue. [TomHUTe,
YTO BHYTPeHHee 0eCIOKOMCTBO BO3pacTeT, Korja Bce TpobsieMbl BCIIBIBYT Ha
TIOBEPXHOCTh. Tlo/iep>KuBaliTe BHyTpeHHee paBHOBECHE JIFOOBIMU /I0CTYITHBIMU
crocobamu.

Haunume c pabouezo cmona

T'oToBbI? Xopoiio. HauvHaiiTe CK/a/blBaTh BCe, UTO JIe)KUT Ha CTOJe, B
CTOTIKY «BXO/ISIIIIUX MaTepuasioB». YacTo MHOTOe U3 TOTO, UYTO HY)KHO OyZeT Tyza
TIOMeCTUTh, OyZleT y Bac Toj pykoi. MHOTue /IOy WCIOMb3YIOT B KauecTBe
MecTa Jjisi BXOJHBIX MaTepHajioB caM pabouuii CTOJI; eC/IM Bbl TIPUHAJIEXKHUTE K
VX UMCJTY, TO TepeJi BaMU BbIPACTeT HEeCKOJIBKO CTOTIOK «BXOZASILIEr0 MaTepuasa»,
C KOTOpBIX W C/elyeT HauWHaTh cOOp JAaHHbIX. HauHWTe C OAHOTrO KOHIIA
pabouero MpocTpaHCTBa U JIBUraliTeCh 10 HEMY, He YITyCKast U3 BUy HU OFHOTO
KyOunueckoro /roiiMa. TUruHbIe TIpeIMeThl, KOTOphIe TOTaZyTCs BaM IO PYKY:

* CTOIIKM MMUCEM U CJTy>KeOHBIX 3aIrCOK.



* DaKChl.

* Busurtku.

* 3aMeTKH C COBeLL[aHUN.

He nopjaBalitech MCKYLIEHWIO CKa3aTb TO, YTO CHayasa ropopst Bce: «Hy,
B 00111eMm, s 3Har0, UTO B 3TOM cTomKe. [TyCTb 3TH JOKYMEHThI B Hel U JieXar».
MMeHHO Takol TMOAXOZ Bcerjia ObL MPOWTPBIINIHBEIM: BCe HY>KHO TIOMECTUTh B
KOp3UHY «Bxogdiye».

B3risiHuTe Ha CBOM pabouuii CTO/M, €CTh Jid y Bac XoTsi Obl Mareliliiee
)KeJlaHUe TIlepecTaBUTh Ha HeM 000py/ZioBaHKe U UHCTPYMeHThI? Bac yctpauBaet
Bail TenedoH? Kommbtorep? Cron? EciM UTO-TO HY)KHO TOMEHSITh, 3allylilindTe
HarloMUHaHUe 06 3TOM Ha JIMCTKe U TI0JIOXKUTE er0 B KOP3UHY.

SAwjuku cmona

Tenepb 1o ouepeaun pa3rpe6HTe COAEPXKUMOE KaXXI0I'o 13 AIMHUKOB CTOJIA4,
€CJ/IM TaKOBble B HEM eCTb. UTO-TO IMpUBJIEKAET Bdllle BHUMaHMe? UTO-TO JIeXKUT
He Ha cBoeM Mecte? Ecmu xoTa Obl Ha OAVH K13 3THUX BOIIPOCOB BbI MOXeTe NdTb
YTBep,Z[I/ITEJ'ILHI)II‘/JI OTBET, IIOJIOXKHWTE IIpegMET B KOP3WMHY W/IM 3dIIMIIUTe
HAlIOMHWHd4HHE Ha  JIUCTKe 6YMal"I/I. OnsaTb JKe, BOCIIOJ/Ib3YETECH  BbI
BO3MO>XHOCTBIO PACUUCTUTL M YIIOPAAOUYNTL COAEPXKKMOE AIIWMKOB HJ/IN IIPDOCTO
3dIiviieTe HalloOMHMHaHHEe O TOM, YyTOOBI cae/aTb 3TO II03[Hee, 6Y,[L€T 3dBHCETH OT
TOI'0, CKOJIBKO Y BdaC BpeEMEHH MU CKOJILKO MdTepHdJjld HAKOITU/IOCh B CTOJIE.

Pa6ouue nosepxHocmu

[TpojomkaiiTe MpoABUraThbcs 1Mo oducy, cobupas Bce, UTO JIEKUT Ha
TIOBEPXHOCTH CTOJIMKOB, TIOJIOK WM INKadoB, W TIPU 3TOM HAXOAWUTCS HE Ha
CBOeM MecTe. JTO MOTYT OBbITb CTOINKM TeYaTHOW TPOAYKI[UH, T'PyZAa TIOUTHI,
Pa3/IMYHBIX TIAITOK W CIIPABOYHBIX MaTePUasIOB, KaCarOIIUXCs OTpe/Ie/IeHHBIX JIeT
u nipoekToB. CobupatiTe Bce.

B03MO)KHO, 1O/l PYKYy TOMAAyTCsl CIIPAaBOUHBbIE MaTepHasibl, KOTOPbIMU BbI
y’Ke BOCIIO/Ib30Ba/IMCh U TPOCTO He ybOpanu. B Takom ciydae, eciu ecCTb
BO3MO)KHOCTb OBICTPO TIOCTaBUThL [JOKYMEHThI Ha MeCTO — B IIKad uWiM Ha
TIOJIKY, — TaK U CJIeAyeT cjiesiaTh. byabTe BHUMATe/ILHBL: ITepe]] TeM, Kak yopaTb
Marepuas, cripocute cebs, He CBsS3aHO /M C HUM Kakoe-HHUOy/lb aKTHBHOE
neiictue. Ecy 3TO Tak, TMOJIOXKHUTE AOKYMEHT B KOP3HHY, UTOObI MOXKHO OBIIO
BEPHYThCS K HEMY I103/iHee, TI0 X0y TipoLiecca.



B wkagax

Tenepp 3amisgHuTe B mKadbl. Uto Tam? Illkadbl — ujeanbHOe MeCTO AJist
XpaHeHUs] MacChl PaCXOAHBIX MaTepPUaIOB U CIIPAaBOYHOU MH(GOPMaLIK, OHU Kak
HeJIb3s1 JTyullie TIO[XO/SAT AJisi TOTO, UTOOBI, MO/JABIINCh UCKYIIIEHUIO, 3ampsATaTh
TyZla Marepuanbl 6onee raybokoro ypoBHsi. YacTo s HaXoxKy TaM MpeAMeThl
KOJUIeKL[MIOHUPOBaHUSA U HOCTa/IbITMyeCKue IaMsaTKU, KOTOpble yKe HUYyero He
3HauaT [yii MOUX K/WeHTOB. Haripymep, OAWH reHepasbHbIM MeHe[Kep
CTPaxOBOW KOHTOPbI BLIODOCHU/I CTONBKO BCSKUX TIOOIIPUTENbHBIX Harpaj,
HaKOTUBIIMXCS 3a TOAbl pabOThl, UTO OHU MOMIXA Obl HAMOJHUTH MasieHbKYHO
ypHY.

ITodymatime, delicmeumenbHO AU Cy8eHUPbl U NAMSAMKU NO-NPe}CHeMy Umo-
mo 3Hauam 0/ edc.

OnsiThb-Taku, ec/iv TAe-TO Bbl OOHApPYXWUIU Oecriopsilok W peluid Bce
peopraHu30BaTh, 3aruIlInTe HalloOMUHaHUe 00 3TOM Ha UCTKe Oymaru u 6pockTe
B KOpP3WHY.

Iloabl, cmenbl u No/Ku

Kakoii-To [OKyMEeHT Ha J0CKe OObsiBlIeHWM TpeOyeT OT BaC aKTUBHBIX
nerictBuii? K cTeHe MpUKOJ/IOTO UTO-TO, UTO He JIO/DKHO Ha Hell BUceTh? Bac uro-
TO CMYIIlaeT, KOrZla Bbl CMOTPUTE Ha KapTuHbI, (oTorpaduu, TjakaThl WA
CYBeHHMpBI? A UTO BbI flyMaeTe 00 OTKPBITHIX TO/IKax? MoXKeT, TaM eCTb Kakue-
TO KHWUTH, KOTOPbIe HY)KHO TPOYECTb WM ToAapuTh Oubmmoreke? Karamorw,
WHCTPYKLUM WIW TIOAIIMBKH, KOTOpPbIe YCTape/au WM TPeOyIOT OT BaC KaKUX-TO
maroB? Kyuku v cTornku Ha nony? [IpocTo repeiBUHBTe UX MOO/IMKe K KOp3HHe,
yTOOBI 00ABUTDH K «BXOZSIIIEMY MaTepUasty».

Annapamypa, me6e1b u 060cMaHo8Ka

EcThb /M UTO-TO, UTO BaM XOUETCS W3MEHUThb, KOTZa Bbl CMOTPHUTE Ha
oucHoe obopyzmoBaHue, MeOeslb WIM TIPOCTO OIJisbiBaeTeCb BOKpyr? Bce
paboraer? Bac ycrpauBaeT ocBelljeHue? Ecid ecThb UTO-TO, TO Bbl XOTHUTe
C/lesiaTh, HAMMUILIMTE HallOMUHAHYE U TI0JIOKUTE B KOP3UHY.

Jpyzue mecma




B 3aBHCHMOCTH OT MacilTabOB Balllei [esTe/IbHOCTH T0 COOPY JJaHHBIX,
BbI, BO3MO)XHO, 3aXOTHTe BBITIOJIHUTH TOJ00HYIO TIPOLIeAypy BCIOAY, TZe y Bac
HaKaruiMBaloTCs Martepuanbl. Eciv Bbl coOupaeTech MOMHOCTBIO OCBOOOAWTH
CO3HaHUe, TO 3TO HY)KHO CJle/iaTb BCIOLY.

He no3eosisitime Ko8ApHbIM MbICASIM O MOM, UMO «3MO He MAK YHC 8AHCHOY,
nokosnebamsb 8awly petuumMocmsb 8HeOpUMmb Memoouky oomd.

WHorma mrogy MpuUr/aiialoT MeHs K cebe JOMOM, uTOObI S TIOMOT WM
BBITIO/THUTL TIpoLieAlypy cOopa. PacripocTpaHeHo 3a0iysk[eHue, uTO TIOPsZIOK
JloOMa — «3TO He TaK YK Ba)KHO», TeM CaMbIM JIFOAW He TI03BOJISIIOT cebe
TIOJTHOLIEHHO YTIPaB/siTh CBOeN >KU3HBIO JoMa U camu y cebsi oTOUparoT
SHEPrulo.

CO60p «MbICAUMEeAbHO20 Mamepuana»: O4YUCMKaA payma

Kak TONBKO BBI ITIOUYBCTBYeTe, UTO coOpasiu Bce hHU3nUecKre OKPY>Karolfe
TIpeZIMeThI, KOTOPble TPeOyIOT Balllero BHUMAaHUS, HY)KHO OyZieT Takke cobparhb
BCE, UTO MOXKET HaXOAWTLCS B OTepaTHBHOW TaMsTU Baiiero Mo3ra. Uro erle
TOT/IONIAeT Ballle BHWMaHWe, HO TI0OKa He TIPeACTaBJIeHO B KOp3WHE
«Bxopsauiue»?

BoT Ternepb MPUTOAMWTCS CTOMKA THcueid Oymaru. §1 COBETYIO 3amuChIBaTh
KXY MbIC/Ib, KXKIYI0 H/IeI0, KaK/Ibld TPOEKT WA 3aMbICe/, KOTOPBIA
TIOT/IOIIAeT Ballle BHUMaHUe, Ha OT/Ie/TbHOM JINCTKe OyMaru. Mo)keTe COCTaBUTh
OfIMH JIMHHBIA CIMCOK y cebs B OJIOKHOTe, HO, yUUTHIBasi HEOOXOJUMOCTh
WH/IMBUyalbHOM 00pabOTKM KaXk[]0T0 MyHKTa B Jla/lbHEHIIeM, pa3yMHee Oyzer
3aIMChIBaTh M/IeW Ha OT[e/bHBIX JUCTKaX. BbI BpsAJ 1 OyZieTe XpaHUThb y ceos
9TU KJIOUKKM Oymaru (pa3Be UTO peIWTe, UTO IPHU YIIOPSZOUEHUU JAHHBIX
ynobHee Bcero 00XoAuThCs 0Oe3 BCSKOM aBTOMaTu3alldd), HO B TIporjecce
00paboTKY CBeJieHuH JTydllle UMeTh JIeJI0 C AUCKPETHBIMU TIPeMeTaMH.

BeposiTHO, UTOOBI TTEPEHECTH COZIEP’KUMOE CBOETO CO3HAHUS Ha OT/le/TbHbIe
JUCTKK Oymard, BaM T[IOHAJIOOMTCS OT [JBajllaTH [0 TPHALIATH MHHYT
(pa3ymeetcs, 1MOC/Ie TOTO, KaK BCe OCTa/ibHOe yxe cobpaHo). Meiciu OymyT
NIPUXOAUTL BaM B TOJIOBY B IIPOU3BOJBHOM TMOPSIKE: CYIIIeCTBEHHEIE,
HeCyIlleCTBeHHbIe, YaCTHOTO /MO0 TIpOodeCcCHOHATBLHOTO XapakTepa — Ued
OyZlyT XaOTUYHO BO3HUKATh B BallleM CO3HAHUH.

B fmaHHOM Cjydae ciiefiyeT [OyMatb O KolddecTBe wuzel. Jlyurre
riepecTapaTbCs B Tporjecce cbopa WjeH, ueM YTO-TO YIyCTHTh. I1037/Hee BbI
BCETZIa CMOKeTe OTOPOCUTh BCSKYIO Uemyxy. Bailieli TiepBOi MBIC/IBIO MOXKET
ObITh  «CIlaceHHWe O030HOBOTO CJios», CjeAyioijas wuzaes Oygetr Oosee



TIPU3eMJIEHHOM: «HY)KHO KYIIMTbh Kolllaubero Kopma!» XBaralTech 3a KaXK[yto
uzeto. He ynusnsiitech, ecnd B xofe 3TOM MpoLeypbl B KOp3vHe o0Opa3syeTcs
u3psifiHasl CTOMKa Oymaru.

Cnucok «CnycKoeblX KPIOUK08»

[ns Toro uToObl ObICTpEe O0CBOOOAUTH CBOE CO3HAHHE, MPOCMOTPUTE
CJIeAYIOLUI CITUCOK «CITyCKOBBIX KPHOUKOB», TIYHKT 3a MYHKTOM, W TIPOBEpLTe,
He 3abbM /i Bbl O ueM-HUOygb. YacTo, uT0ObI OOHAPYKUTH MBIC/b,
3aTaMBLIYIOCS B 3aKOy/JKaxX CO3HAHHS, HY)XeH TO/MbKO Hebosbiiol Tomuok. He
3abbiBaliTe, BCTIOMHUB O UeM-TO, 3allMChiBaTh 3Ty W0 Ha JIUCTKe Oymaru u
KJIaCTh €r0 B KOP3UHY.

He3aeepweHHb1e de/na: cnucok «CNYCKOBbIX KPHOYKO8»

— IlpocpeccuoHanbHasi dessmenbHOCMb

Hauatbie, HO He 3aBepIlleHHbIe TTPOEKThI

[TpoekThl, OCyIIeCTB/IeHHEe KOTOPbIX HY>KHO HayaTh
OO0el1janus 1 06s13aTe/TbCTBA TIepe]| APYTUMHU JIIOAbMMU:
» HauaisHUKOM/TIapTHEpaMU

* Komteramu

* [logunMHeHHbIMU

* [IpyrumMu Tipe[icCTaBUTe/ISIMA OpPTaHU3aLun

* «IToCTOpOHHUMI» TFOLBMU:

» KimneHntamu

* [IpyruMu opraHu3arusiMm

 CrieLjianiMcTamMmu

Wubopmaliusi, KOTOpYH He0OX0IUMO TO/TyUUTh/TIepe/jaTh:
* BHeIHsIs1/BHY TPeHHSIS

CoBepiuTh (0TOC/IATh, Mepe/iaTh) UK OTBETUTH Ha:
* TenedoHHbIe 3BOHKHU

* [onocoBeie coobieHust

* DJIeKTPOHHBIE COOOIIeHN s

» Coo0b11ieHHs Ha TreipKepe

* DaKChl

* [Incema

» Cy>keOHbIe 3aICKH



[pyrue 0KyMeHThI, KOTOpbIe HY>KHO 0(hOPMUTh U T10/1aTh:

* [lokstazel

* 3aKJ/IF0UEHUS/OT3bIBbI

* [IpenioxxeHus

» Crartbu

* PekslaMHbIe MaTepuasbl

* IHCTpyKIMW/yKa3aHus

* OTKOPPEKTUPOBAHHbBIE Y OTPENAKTUPOBAHHBIE JOKYMEHThI

BcTpeun, koTopble cefyeT Ha3HauWTb, U [le/IOBble BU3UTBL, O KOTOPBIX
CTOUT MOTPOCUTD

Koro criefyeT 03HaKOMHUTB C TEMU UM UHBIMU PeLlleHUsIMA?

Cy1iecTBeHHble MaTepralibl, KOTOpbIe Bbl YUTAIU WIU POCMAaTpPHUBAJIN:

a) ®UHaAHCHI

* JleHe)XHbIN MOTOK

» CTaTucTUyecKue JaHHbIe

* brogKkeThl

* [IporHo3el/miepcrieKTUBHbIE OLIeHKH

* [IpubbLM U YOBITKU

* basaHCOBBIM OTUeT

* KpegutHasi nmuHus

6) ITnanupoBaHre/OpraHyu3arus

» dopmanbHOe TIaHMpoBaHue (Ljenu, 3a/jauu, XKejaaemMble pe3y/bTarhl)

* Teky1ve NpoeKThI (C/1eyroLye 11ark)

* ['psiyliiye npoeKThbl

* br3Hec-n/1aHbI U TJ1laHbl MApKETUHTa

» OpraHu3alOHHbIe 3aMbIC/IbI

* [Ipencrosime MeponpUsTUs

* Becrpeuu IIpeseHTarnuu

» OpraHu3alyoHHas CTPYKTypa

* I3MeHeHUs1 yCJI0BUM TpyZa

* YcTaHOBKA HOBBIX crcTeM/000pyi0BaHus

* [Toe3nku

B) bankoBckast cdepa

» [lebuTopcKas 3a/10/KEHHOCTh

* Cyera K oriaTte

* MeJikue pacxozpl

r) AAMUHUCTpaTUBHas cdepa

* FOpurueckue acrieKkTbl

» CrpaxoBKa



e [Iepconan

» CTpareruu/mpouenypbl

1) KnueHTsI

* BHyTpeHHue

* BHeliHu

e) MapkeTuHr

) [IpoaBryKeHHe TIPOIYKIIMU
3) [popaxku

» O6cnyKrBaHUe K/IMEHTOB
1) Cucremsl

* Tenedonbl

* KomI1b10TEpEI

* OduicHas TeXHUKa

» [lpyrad arraparypa

* KoMMyHasibHbIe yCIIyrU

* YnopsijoueHue JaHHBIX

K) XpaHeHUe

* ToBapHBIX 3ar1acoB

n) Pecypcel

M) Odruic/pabouee MecTo

* Opranusauus oduca

* Mebenb

» O6cTaHOBKa

Oxupauus:

* lnpopmarus

* 3a/jaHrs U IPOEKThI, KOTOPbIe HY)KHO MepejaTb KOMY-TO
* BakHelilllvie MepOIIPUATHSA B paMKax OCYLL[eCTB/IeHUs TIPOEKTOB
* OTBeTHI Ha:

— IIucema

— Cny>xeOHbIe 3aITMCKU

— 3BOHKU

— Ilpepyioxenus

— TpeboBaHnus

— BosMmelleHue 3arpar

— CpepcTBa Ha MeJIKhe pacxofbl
— CTpaxoBble B3HOCHI

— 3aKassl

— [NoumHKa obopyoBaHUS
— bunetsl



— Pernienus apyrux sitopei
[TpodeccroHanbHbIM pocT

» OOyueHue/ceMUHApPbI

* UeMy CTOUT HAyUUThCSI

* OpueHTUpSHI

* HaBbiku, KOTOPBIMU HEOOXOAMMO OBJa/IeTh, 0COOEHHO B cdepe:
— [IporpaMMHBIX TIPO/TYKTOB

* Ayzvo- ¥ BUIEOKYPChI

* Pe3stome

BHelliHee pa3BuTHe

WccnepnoBanusi — HY>KHO Y3HarTh O...
[TpodeccroHanbHIM rapziepob

HacmHas HcusHb

HauaTblie, HO He 3aBeplLIeHHbIE IPOEKThI

[TpoekThl, OCyIIeCTBIEHNE KOTOPBIX HY’KHO HauaThb
Oo0el1janus 1 06s13aTe/TbCTBA TIepe]| APYTUMHU JIIOAbMMU:
* JKeHol/MyxeM

e [leTrbMU

* CeMbeit

» [Ipy3pamMu

* Komteramu

[TpeMeThl, KOTOPbIE BbI B35/IM BO BpEMEHHOE M0/Ib30BaHUe
[TpoekThl: Apyryie opraHy3aluu

» Cdepa obcnyKuBaHUs

* O0111eCTBEHHBIE

* [1o6poBOJILHBIE

WHdbopmaliyisi, KOTOPYIO HY>KHO TIOJIyYUTh WU TiepeJaTh:
* CemMbsi

* Apy3bs

* Komieru

CoBepmuTh (0TOC/IaTh) WU OTBETUTH Ha:

* TenedoHHbIe 3BOHKHU

* [Incema

* OTKpBITKU

[Tpencrosiiie coObITHS:

* TopxxecTBa

 [THY pOXK[eHUus

* [ 0Z10BILHBI



* CBaib0OBI

* BeIyCKHBIE

e [Ipa3gHuku

e [IyTemecTBus

* [Toe3gku Ha BbIXO[HbIE

» KaHUKY/IbI

* BcTpeuu ¢ py3bsiMu

* KynbTypHbIE MepOIpUSTUS

* CIOpTHUBHBIE MEPOTIPUATUS
ViccnenoBaHus ¥ pa3BUTHSL — LLIAru, KOTOPbIe HY>KHO MPeATIPUHSATD:
* Kyza cnepyet nmoexarb

* C KeM HY>KHO BCTPETUTbCSI, KOTO TIPUTTIACUTh
* MecTHbIe pa3BJieyeHust
AJMUHUCTpaTUBHAas cdepa:

* OUHAHCHI

* Cyera

* baHku

» KanuranoBioxeHust

* Ccygpl

* Hanoru

» CTpaxoBKa

* FOpurueckue acrieKkTbl

» COpTHpOBKA /JaHHBIX

Oxupauus:

* [TouToBBIM 3aKa3 TOBapa

e [TounHka

» Bo3meljeHue 3arpar

» Bo3Bpar 1npesiMeToB, B34TbIX BO BpeMeHHOe 110/1b30BaHue
» [laHHbBIE MeIUIIUHCKUX 00C/Iel0BaHUIM
» OTBeTHbIE MO0C/IaHUs

om/cembs

» JToMOB/1azebLbl

* CoOCTBEHHOCTh

FOpugrueckue acrieKThbl

* HeBrokuMoe MMyl11jeCcTBo

* PalioHMpoBaHue

* Hanoru

CrpouTenu/noapsLunuKu

» OTornsieHre/KOHAULMOHUPOBaH1e



» CaHTexHUKa

* DJIEKTPUYECTBO

* Kpsbiiia

* Jlangmadr

» 3ae3q

* CTeHbl, NOJIbI, TOTOJIKK

» O6cTaHOBKa

* Mebenb

» KomMmyHabHbIe CITy>KObI

* [Tpubopsl

» JlamMIiouku/mpoBoja

* KyXOHHbIe MTPUHA/IJIE)KHOCTH
* Motika, cy1ika, Ibuiecoc

» MecrTa, rjie Hy»KHO yOpaThb
KomribroTepsl

* [IporpamMmmMHoe obecrieueHue
* AnimaparHoe obecrieueHue

* CBsI3b

+ CD-ROM

* DJ/IeKTPOHHAs TI0UTa U MOAK/II0YEHHE K CeTH
* TeneBueHUE

* Bugeomarautodon

* My3bIKa, IUCKH, KacCeTbl

* HaymHuku

* ABTOOTBETUUK

CrnopTHUBHOE CHapsKeHHe
[Ikadbl/oaexaa

["apaxx/ckiaz

PeMOHT ¥ cofiep>kaHvie MallvHbI
VHCTpyMeHTHI

barax

[omalliHue >KUBOTHbIE
3[lpaBOOXpaHeHue

* Bpauu

» CTOMAaToJI0I'"

* CrieL{aimCThl

YBiieueHus

* KHuruy, 3anucu, KacceTsl, JUCKA
Brixogbl



» MarasvH IMpOMBILIJIEHHBIX TOBAPOB
* Aniteka

* PoiHOK

* baHk

* X¥MUUCTKA

» KaH1iroBaps!
Coo0bi111ecTBO

* Cocenu

e [ITko/1BI

* MecTHbIe opraHbl BjlaCTU
OO111ecTBeHHbBIE aCITeKThI

Coodepaicumoe KOp3uHbl 0/18 8X00SAWUX Mamepua-oe

Ecimu BBl BBIOPOCW/IM W3 TOJIOBBI BCE YaCTHble M TIpodeCcCHOHAJbHBIE
npoOsieMbl, TO Ballla KOP3WHA, BEpPOSTHO, HAIOJHWIACh [0 OTKa3a. B
JIOTIOJIHEHWe K JIOKyMeHTaM U (u3nuecKMM TipefiMeTaM, HaXO[sAIUMCS B
KOp3UHe, ee COfep)XMMOe [O/DKHO BK/IHOUaTh BCe TIPUILEAIINe T0JI0COBble U
9JIEKTPOHHBIE COOOITIeHUs,, HAXOZMIIMecss B 3IeKTPOHHOM ITIOUTOBOM  SIIIHKE.
Takke creflyeT OTHECTHM KO BXOJHBIM MaTepuajiaM BCe CITMCKM HaMeUeHHbBIX
3aflau B OJIOKHOTe, OCOOEHHO ecClUd Bbl ellle He OMNpeAe/vuav JaabHenInx
JIeICTBUH.

Cbop mamepuanos 3asepwaemcsi, ko20a bl Moxceme 6e3 mpyoda ysudemb
npeoesbl CO0epHCUMO20 KOP3UHbI.

OOBIYHO 51 COBETYIO KJHMEHTaM paclieuaTbiBaTh I'OJI0OCOBBIE COOOIIeHHs Ha
Oymare W KaacThb B KOpP3WHY BMecTe O/JIOKHOTaMH, KOTOpbIe, KCTaTH, TOXKe
TpeOyIoT OCHOBaTesbHOTO TiepecMoTpa. Ecnu y Bac ectb 1udpoBoii cekpeTapb
Palm wm mnporpammbl Microsoft Outlook wumu Lotus Organizer U BbI
WCII0/Ib30Ba/IM yKa3aHHble CpeJCTBa He TOJBKO B KadeCTBe KajeHZJapewu,
TenedOHHbIX WU a/ipeCHbIX KHWUI, PEKOMEH/lyl0 paclieuaTaTb BCe 3a/iaui,
XpaHSIMecss Ha 9TUX HOCUTENSIX, U TOXKe TIOJIOKUTh B KOP3WHY. D/IeKTPOHHbIe
Coo0011IeHUs JTyyllle He TPOraTh, TTOCKOIBKY HUX CJIUIITKOM MHOTO U C HUMH JIydllie
pa3bupaTbCst HeTIOCPeZICTBEHHO B CaMOM CUCTEME.

A ecau npo6/1eMb1 He Xomsm ocmaeambcCsi 6 KOp3llHe?

Wtak, BbI cobpasy Bce TmpobneMbl W TOTOBBI K CJ/IeAYIOIIEMY IIary.



EcTecTBeHHO, He XOueTCs HUUero OCTaB/sATb B KOp3UHE Ha Heorpeje/neHHbIN
Tepuo/i, TIOCKOJIbKY B TakoM Cjydae Tpo0OsieMa o0si3aTe/IbHO CHOBa 3aB/ajieeT
BalllM CO3HaHWEeM — BbI OyzieTe 3HaTh, UTO He yzessieTe eii BHUMaHus. OHa u3
OCHOBHBIX TMPUYMH, IO KOTOPOM JIHOAU COMPOTUBSIIOTCS COOpYy PYTUHHBIX
npobsieM B «KOP3UHY», COCTOUT B OTCYTCTBUU I(PPEKTUBHBIX METOZOB
00pabOoTKKU COPTUPOBKHU [JaHHBIX, TTO3BOJISIOIIMX PelllaTh HAKOTTUBIIIMECS 3a/lauu.
HakoHell, MbI OZOLIN K C/ieAytolei aBe: « OmyCcTolieHre KOp3rHbI».



I'naBa 6. O6pab6oTrka uHgopManuM: oNMycTomeHne
KOP3HUHbI

[TpearionoxuM, Bbl cOOpav BOEIWHO BCe, UTO 3aHWUMAET Ballle BHUMaHUe,
Terepb Ballla 3ajjaua — JA00paTbcs [0 AHa Kop3uHbl. Ee omycroileHue He
03HayaeT (M3UUYECKOTO OCYI[eCTBIeHUs BCeX 3aMbIC/IOB U TIPOEKTOB, KOTOPbIe B
Hell HaKOMMUIKCh. Peub WIeT JIUIIL O TOM, UTOOBI OMpe/IeIUTh TIPUPOAY KaXK[0r0
TIpeZiMeTa, HaXOASIerocsi B KOP3WHe, U PeIIUTh, UYTO OH COOOU Tpe/CTaBIsIeT,
KaKOBO €r0 Ha3HaueHHe U KaK Bbl COOMpaeTech C HUM ITOCTYIHTb.

B miporjecce 06paboTKU CO/I@PKUMOTO KOP3UHBI BbI CMOJKETe:

* 130aBUTHCS OT BCET0 HEHY>KHOTO;

* BBITIOJIHUTH BCe ZIEUCTBUS, 3aHUMAIOIIie MeHee /IByX MUHYT;

* TIepeZiaTh JIPYTHM JIIOZSM BCe 3a/lau, KOTOPbIe MOXKHO TEPeIOKUTh Ha
HUX;

* YIIOPSIIOUNTb COOCTBEHHYIO CCTEMY OpTraHW3alliH, BBECTU HAIIOMHUHAHUS
0 Jlesiax, Ha KOTophbie TpeOyeTcst 6osiee ABYX MUHYT;

* HAMeTHUTh DoJiee cepbe3Hble 3a/laud U MPOEKThI, 0CHOBLIBAsICh Ha BXOJHOM
VMH(MOpMaLUHU.

[MonyuuTh TipeAcTaBieHWe 00 S5TOM TIpollecce TIOMOXKET Juarpamma
pabouero miporiecca (puc. 6.1). IleHTpa/sbHBIN «CTBOJ» JUarpaMMbI TIOKa3bIBaeT,
Kakye IIIarv BK/IFoYaeT 00paboTKa wHMOpMaryu U orpejesieHue [labHeNIIX
JIeICTBUH.

ITaHHas1 T71aBa MOCBSIIeHa 3/IeMeHTaM «CTBOJIa» JAUarpaMMEl, T. €. Ilaram OT
u3BJeueHrsT TpoOJieMbl W3 KOP3WHBI JI0 COBEPIIEeHHs TIepBOOUEPeHbIX
nevicteuil.  IlonmyyaeTcss  ecTeCcTBeHHass CxeMa  OpraHu3aliuM, KoTopasi
00yCJIOB/IeHa BBITTOJTHEHUEM JJAHHOM TIPOTIeIyPhl [T KaKJ0T0 U3 He3aMKHYThIX
1[MK/I0B. Harpumep, ecyii Bbl BbiOMpaeTe mpoOsieMy W3 KOP3WHBI U JyMaere:
«MHe HYHO 06cyauTh 3Ty npobnemy ¢ AHZp3a, HO 3TO C/leAyeT CAesaTb B
TIOHEe/IeNTbHUK, KorJa OHa OyzeT B odwuce», Bbl Cpa3y OTK/IafibIBaeTe JAaHHOE
JieficTBUe [0 TIOHe/le/TbHUKA, CZieJlaB COOTBETCTBYIOIIYIO TIOMETKY B KajleH jape.

[lpexxge uem BBl 3aiiMeTecb 00pabOTKOM COAEP)KUMOTO KOP3WHBI,
DEKOMeH/Iyl0 BaM TIpOYecTb 3Ty T[JIaBy U CJIeAYIOIIYI, TOCBAIeHHYIO
opraHusanuu mpobsieM, — Torja yAacTcsi K30e)kaTb HEKOTOPBIX HEHY)KHBIX
neiicteuii. Korjja st 00yuaro K/IMEHTOB 3TOH MpoLieAype, OHU TIOCTOSTHHO MEeUYTCS
MEXIy TIPOCTBIM TIPUHSTHEM peIleHuH Ha CTafud 00pabOTKU He3aMKHYTHIX
LIMKIOB U Oosiee CAOKHOM 3ajjaueil oripefiesieHUs] ONTHMabHOTO criocoba
YIIOPSZIOUEHUST 3TUX pellleHnid B KOHKPETHYH CHCTEMY TepCOHA/IbHOU



OpraHu3alvy KJIWeHTa.

K nipumepy, MHOTUe K/TMeHTbI, KOTOPbIX 1 TPEHUPYIO, CTPEMSATCS IIOCTPOUTD
CUCTeMYy JIMYHOW OpraHu3allid Ha OCHOBe JIMUHOTO I[M(POBOro cekpeTaps,
CUHXPOHU3MPOBAHHOTO C TiporpamMmoi Microsoft Outlook, koTopyto KomraHus
WCIOJIb3YyeT /151 3JIEKTPOHHOM TMepernucKyu U COCTaBeHus pacnucanui. [lepsoe,
YTO CIefiyeT cJienarh (Mocjie TOro, Kak KOp3uHa y»Ke 3arojiHeHa), — yOequThCH,
YTO BCs armaparypa M BCe TIpOrpaMMbl HCIIPAaBHO paboTaroT. 3aTeM MbI
n3baBssieMcs (0OBIUHO pacrieuaThiBaeM U yjanasieM) OT BCEro, UTO K/IMEHTHI
paHee MbITa/MCh YIOPSIOUMTDb C TIoMoIibio TTporpamMbl Outlook, 1 mepeHocum
JOKYMeHTbl B Kop3uHYy. [locsie 3Toro ompefensieM psifi pabouux KaTeropui,
TaKUX KaK «3BOHKW», «Busutel», «lloBectka pgHsA», «Cogepxumoe
KOMITbIOTEpa» U Tak jajiee. Korma Mbl HaurHaeM 00pabOTKy KOp3WHBI, KIHEHT
MOKeT Cpa3y CeCTb 3a KOMIIbIOTED W BBeCTH IOC/Ie[0BaTe/IbHOCTb CBOUX
JeNCTBUN HETIOCPeICTBEHHO B CUCTEMY, OT KOTOPOM Oy/1eT MOTHOCTBIO 3aBUCETh.
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Puc. 6.1. [luaepamma paboue2o npoyecca — obpabomka uHgpopmayuu.

Ecnu BbI ellle He OMpefie/uid, YTO UMEeHHO coOrpaeTech UCMO/Ib30BaTh B
KauecTBe JIMYHOM CHUCTeMbl HarlOMUHaHUsA, He OecriokoWtech. [nsi Hauama
MOXXHO OOONTHCh 0e3 BCAKOW aBTOMaTW3al[dW: TPOCTO Je/aTh 3aMeTKHd Ha




nictkax Oymaru. Ilo3gHee, korga cucrema yke OyneT rOTOBa, Bbl Bcerja
cMoXkeTe 0OHOBUTH CBOM MHCTPYMEHTapUH.

ITpasuna o6pabomku uHgpopmayuu

Jlyuiiie Bcero ocBavBaTh [JaHHYIO MO/eJIb HETIOCPEICTBEHHO B TIpoIjecce
BHezipeHusi. Ho eCcTh HECKO/ILKO K/TFOUEBBIX MPABUJ/I, KOTOPLIM HY>KHO CJI€I0BaTh.

» O6pabarbiBaiiTe MpoO06/IEMBI 10 TIOPSIKY.

» O6pabarbiBaiiTe Mpo06/IEMBI 10 OJJHOM.

 Hukoria He BO3BpalljaiiTe HUUEro B KOP3UHY.

O6pabomka npo6/1em no nopsiOKy

Obpabambleamb — He 03HaAUaem «mpamumb 8pemsi».

ITa>ke eC/I BTOPBLIM MPeIMETOM, U3BJ/IeU€HHBIM U3 KOP3HHbI, OyZIeT 3aricKa,
a/IpeCoOBaHHasl MPEe3UJIEHTOM CTPaHbl JIMYHO BaM, a MEpPBbIM — pPeK/JIaMHBIH
Oyk/ieT, TIpUILeAIINNA 0 IIouTe, TO CHayaja HY)XHO 3aHSTbCS PeK/JIaMHbIM
OykieroMm! KoHEUHO >ke, 3TO TMpeyBeIMueHHe, HO MPUHIUI 1eHCTBUTEILHO
Ba)KeH: Bce TpoO/eMbl HY)KHO 00pabaThiBaTh OAMHAKOBO TINATe/ILHO. [71arosn
«0bpabaTtbIBaTh» B JIAHHOM CJ/Tydae He 03HAYaeT «TPAaTUTb BpeMst Ha». OH MPOCTO
O3HaUaeT «peIINTb, UTO COOOH TIpe/CTaB/sieT JAHHBIMA TIPeAMET, W KakKue
JeNCTBUS TpeOyrOTCS OT Bac, a 3aTéM — TMOCTYIHUTb C HUM COOTBETCTBYIOLUM
obpaszom». B mobom ciiydae, HeOOXOAUMO AOCTUUL JHA KOP3WHBI KaK MOYKHO
CKopee, TI03TOMY He OCTaB/siiiTe 63 BHUMaHHsI HUUETro U3 ee COZIeP>KUMOTO.

Aeaputiubli npocMomp — 3mo He o6pabomka

BonbmMHCTBO  /tOfiel, TIpOCMarpuBasi COZEpP)KMMOe KOP3WHbI WU
3JIEKTPOHHOTO TIOUTOBOTO SII[UKA, BLIMCKMBAIOT TaM Haubojee CpPOUHbIe,
Becesble WU UHTepecHble Jlefla, C KOTOPbIMU pa30UparoTcs B MEPBYIO Ouepe/ib.
«ABapuiiHbI! TIPOCMOTP» TIO/Ie3€H U 3aUacTyl0 HeoOXo[uM (s TOXKe WHOT/A UM
3aHHMMar0Ch). BO3MOKHO, BbI TOJIBKO UTO BEPHYJIMCH C [1e/I0BOM BCTPeuH, a uepes
MATHA/LaTh MUHYT HauHeTCs [I/IMHHOe coBelljaHue 1o TenedoHy. Camoe BpeMs
TIPOBEPUTH BXOJSAIIYI0 WH(MOPMaI[MIO, UTOObI YOeUThCs, UTO Bbl He HaTKHETeCh
Ha HOBbIe TIOJJBOJJHbIe KAMHU WM UTO KIMEHT OTBETW/I Ha Ballle coobiieHre U
[la71 corziacue Ha 3aK/IFOueHHe KPYITHOU CeKU.



OrnrcaHHBIN TIPOLIeCC HesTb3s Ha3BaTh 00pabOTKOM CO/IeP>KUMOT0 KOP3UHBI,
9TO BCEro /Wb aBapUHHBIM MpoCMOTp. Korza BBl AeMCTByeTe B peXHME
00paboTku, Bo3bMUTe cebe 3a TpPaBUIO HAuMHATH ee C OJHOTO KOHIA U
pa3buparhbCs 10 MOPSIAKY C KaXK10i TIpo0/s1eMoii 1o OT/1e/TbHOCTH. Kak TOJIbKO BbI
HapyIIuTe MPaBU/IO0 ¥ HauHeTe B IMPOW3BOILHOM MoOpsiike oOpabaThiBaTh 3a/jauu
10 CBOEMY YCMOTPEHHIO, TO Y BacC 00si3aTe/IbHO MOSIBATCS TPoO/ieMbl, Tak U
octaBivecs 6e3 BHUMaHUs. B 3ToM ciyuyae pabouuii KoHBeliep repecTaHeT
(bYHKI[MOHUPOBaTh, 1 HeoOpaboTaHHbIe MaTepHasibl CHOBA 3arlOIHAT Balll CTOJT U
oduc.

ITocnedoHum npu6bL1 — nepebim o6caydceH. Mau Haobopom?

TeopeTuuecky, Bbl [JO/DKHbI T1€pEBEPHYTb KOP3WHY BBepX [JHOM U
MIPUCTYMUTL K 00paboTke TiepBOii MpoOsieMbl, KOTOpasi HAXOAUTCS TIOBepX
ocTa/ibHbIX. BrmpoueMm, eciu MNpoOABUraTbCsl OT OJHOTO KOHIIA K JIPyroMy B
TeueHWe [0CTAaTOYHO CYL[eCTBEHHOrO MPOMEXYTKa BpPEMEHHM, TO He TakK YX
Ba)KHO, C KAKOTO KOHIIa C/ie/lyeT HauaTh paboTy. B irobom ciyyae BaM Tipe/iCTOUT
pPacCMOTpeTh KaXkAyro TpobseMy. A ecnu Bbl TbITaeTeCb PacuuMCTUTh BOPOX
HaKOTMBIIIUXCST BXO/AIIUX 3MeKTPOHHBIX COOOIIIeHUH, TO, OKa3bIBaeTcs, yo0Hee
HauuHaTb 00pabOTKY C MOC/eJHETO U3 HUX, TIOCKOMbKY TakK Jierue OTCIeKUBaTh
TepPenucKy C KaXKbIM U3 aZipecaros.

Kop3uHa — smo mecmo obpabomku, a He cKaao.

O6pabambieatime npobsembl N0 00HOU

B03M0)XHO, BbI BBITAL[WIA UTO-TO W3 KOP3UHBI B Ipoliecce 00paboTKu
MaTepuasioB, a 3aTeM Ballle BHUMaHUe OTBJIEK PYToW MpeaMeT, JeXKall[uii B Hell,
rpUuueM Bbl TaK W He peLIWIW, UTO JejaTb C TepBbIM. BTopoil mpeamMer
3avHTepecoBajs Bac 0osibllle, yeM TiepBbIl, MOCKOJBKY BaM SICHO, KaK C HUM
MOCTYIUTb, @ TO, UTO HAXOJWUTCS y BaC B pyKe, BaC y)Ke He 3aHUMaeT. JTO —
oracHas TpuBbIUKa. To, UTO HaXOAWUTCS y BaC B PyKe, CKOpee BCero, OKakeTcs B
CTOTTKe, KOTOpasi HaKarJIuBaeTcsl PsifioM C pabouyvM CTO/IOM U BbI3bIBaeT y Bac
Heorpe/ie/ieHHOe «TM-M», TIOTOMY 4TO ecTb Oosee jierkue, 0ojiee BaKHbIe WU
Oosiee WHTepecHble 3ajlauM, HAXOASIHMEeCs B KOp3WHE TIOMUMO TIpeaMeTa,
KOTOpBIN ObLT U3B/IEUEH CHauasa.

BO/MBLIMHCTBO JtO[leli TIBITAlOTCSl BBITAUTh W3 KOP3WHBI Cpasy Bce
cofiep>kKUMoe, pa3JioKUTh ero repej co0oi 1 3aHAThCs 00paboTKOM Marepuarna.



M XOTs1 OUEeBUIHO WX ’KeyaHHe «pa300paTbcs ¢ GOMBIIMM KyCKOM paboThbI», s
TIOCTOSTHHO HAarlOMUHAK KJIWeHTaM O TOM, YTOObl OHU OT/IOXKW/IM BCe, KpOMe
npeZiMeTa, JieXKallero Ha BepilrHe cTonku. CocpefioToueHre Ha eJMHCTBEHHOU
3a/laue TI03BOJISIET YAeJWTh el Hajje)kalllee BHUMaHWe W TIDUHSATb BepHOe
pemienve. W paxe eciu mpouecc o0paboTky Obll TpepBaH (UTO BIIOHE
BO3MOXKHO), TO, MO KpailiHeli Mepe, Bac He OyayT OTBjeKaTb JeCSITKU
HeTpPUKAassHHBIX TIPeIMEeTOB, PACKU/IJaHHBIX BOKPYT KOP3UHBI.

HckmoueHue: MHO203a0a4Hbll peésxcum

EcTb  He3HauuTenbHOE  HWCK/IIOUEHWe W3  TpaBWiIa, Tpebyrolero
obpabaTbiBaTh TIPOG/IEMBI 110 O[HOM 3a pa3. HekoTopble TUIbI TUUHOCTH TIPOCTO
He MOTYT He TepeHOCUTh BHHMaHWe C OJHOW Bell[d Ha JIPYT'yH, XOTs Obl Ha
MUHYTY, eC/Id HY>KHO TIDUHSATH pellleHue 1o repBoi npobneme. Korzma st BUXKY,
UYTO K/UEeHT $IBsIeTCsl TIpe[CTaBuUTe/ieM WMEHHO TaKoro TeMIlepaMeHTa, TO
paspelliaro eMy Jj0cTaBaTh U3 KOP3UHBI Cpa3y IO /[Ba, a TO U IO TPU IpegMeTa
A7ist 06paboTku. B 3TOM cyyae oH MoOXKeT ObICTpee M C MEHBIIIMMU 3aTpaTamu
BbIOMpATh Jla/ibHeNIIIe JeCTBYS.

[ToMHUTE, MHOr03a/lauHbIii PEXUM COCTAB/sSIeT WCK/IIOUeHWe — U OH
paboTaeT TOABKO B TOM (CJlyuyae, eCAM Bbl CTpOro cobmrofaere
MoC/Ie/10BaTe/IbHOCTh 00pabOTKK MareprasioB U He OTB/eKaeTeCh HU OT OFHOTO
peiiieHust 6osiee ueM Ha MUHYTY WU JIBE.

He kn1adume Hu4ezo 06pamHo 8 KOp3uHy

Y [OKyMeHTa, HaXOJsIIerocss B KOpP3WHe, eCThb TOMbKO OAWH MyTh — U3
KOp3uHbl. VIMEHHO TakKOB CMBIC/ JIpeBHEl TOC/IOBUIIbI, KOTOpasi COBETYeT
«TOJILKO pa3 oOpamiarbCs K KaKAOMY Aeay», XOTS KOHIIEII[HS OHOPa30BOTO
obpaijeHusi K rmpobseMe Ha caMOM jiefie Tuioxasi uzies. Eciu Obl BbI
TIpU/Iep>)KUBAIMCh JAHHOTO TPHUHIMIIA, TO Y BAaC HUKOIJA@ He TOSBUIOCH Obl
CnMcKa fief: Bce mpobieMbl peliasnch Obl IO Mepe WX BO3HUKHOBEHUS. JTa
KOHIIeMNIUS pe3Ko CHU3WIa O0bl 3(h(eKTUBHOCTh M TeMI Bailleii paboThl, TIOTOMY
yTO OOJIBIIIMHCTBO BO3HUKAIOIIUX 3ajlau HeJsb3sl PelIUTh Cpa3y I0C/e TOro, Kak
BbI y3HaeTe 00 ux cyiijectBoBaHrU. COBeT aKTyajleH B TOM CMBIC/Ie, UTO HY>KHO
OTKAa3aThCsl OT BPeHOU MPUBLIYKY MTOCTOSIHHO JI0OCTaBaTh MPeAMEThbI U3 KOP3UHbI
U KJacTb UX 0OpaTHO, Tak W He peIlvB, YTO C HUMU JenaTh. bonee ynauHoe
HamyTCTBHE 3Byyano Obl Tak: «Korma B mepBbIfi pa3 jocTaeTe TpeaMeT U3



KOP3UHbI, Cpa3y pelllalTe, KaK C HUM TOCTYIIUTh U KyJa €ero OIrpezeauTh.
Hukorzia He K/laZiuTe HUUero obpaTHO B KOP3UHY».

Knouegoti eonpoc e npoyecce o6pabomku uHpopmayuu: «Kakoebl
oa/bHetliwiue delicmeusi?»

BbI Bce noHsiid. Bel OyzieTe paccMarpuBath 1pobiemMbl oHY 3a Jpyroi. U
BbI OyZleTe MPUHMMATh UETKOe pellleHre O TOM, KaKuM OyzieT cie[yroIuii Iar K
peleHuto KaXK/[ol U3 HuX. Ha mepBbIil B3IVIsA/l, B 9TOM HET HAUEero CJA0XKHOTo (U
TaK OHO W e€CTb), HO BaM TMPHU/ETCSI XOPOIIIeHbKO MoAyMaTh. [1o Gosibliieit yacTy,
repBooYepe/iHbIe I1aru He OyAyT OUeBUIHBIMH — WX TPUZETCS OTPeIesisTh.

$1 10X0K Ha MOCKMTA B I1a/IaTOYHOM roposkKe HyouCTOB; 4 3HAIO,
4UTO MHE€ HY>XHO, HO He 3Hdl0, C Yer'o Ha4dThb.

Cmusen beliH

Bo3bMeM, Harpumep, TepByto rpo6sieMy. Bbl JO/KHBI KOMY-TO TTO3BOHUTh?
Hy>HO 3anonHuTh Kakyro-To (opmy? HaliTu MH@OpMAaui0 B 371€KTPOHHOM
cetu? Kymutb uyTto-TO B MarasunHe? [loroBoputh ¢ cekperapuiei? OTnpaBUTb
5/IEKTPOHHOE C000ljeHre HauyalbHUKY? YTo BaM HYXHO cjenats? Eciu
TpeOyeTcsi BBIMO/IHUTH KakKoe-TO [leliCTBHMe, TO €ro XapakTep OIMpeieauT
JanbHeuIe BapuaHThl nosejeHus. Ho uto fenarts, ecny, Ha Ball B3IV, «3JTa
nipo6siemMa He TpeOyeT HUKAKWUX aKTUBHBIX JIeMCTBUM»?

A ecau HUKakue deticmeusi He Hy)iCHbI?

Ckopee BCero, 4acTb COZIepXXMMOTO KOpP3WHBI He OyfeT Tiperio/araThb
HUKaKuX aKTUBHBIX [E€WCTBUKA C Balled CTOpPoHbl. K JaHHOW KaTeropuu
Marepuasa OTHOCSITCS TPU THUIIa NPeIMETOB:

* Mycop.

* MarepuaJi, KOTOpbIY C/eflyeT OT/I0OKUTh Ha KaKOe-TO BPEMSI.

» MarepwuaJi, KOTOpbIH HY)KHO B3Th Ha 3aMeTKY Ha Oyzyiiiee.

Mycop
Ecimu BBl C/lejoBali MOWM YKa3aHUsM, TO HaBepHsKA YyKe BbIOPOCHUIIH
W3psHOe KO/IMYeCTBO Marepuasia. Takke, Ckopee BCero, Kjaajud B KOP3UHY



TIpeMeThl, KOTOpPbIe OOJbllle He MOHaA00ATCA. Tak uTO He yAUB/SUTECH, €C/H
TIPU/IETCST BLIOPOCUTBL Maccy Mycopa B Tipoljecce 00paboTKU PyTHHBI.

OO6paboTka BCEro HAKOMUBILIETOCS MaTepuasia TO3BOUT YETKO YSICHUT,
YTO HY)KHO U uero He cieayeT zAenatb. OfWH AUpeKTOp (OHA, C KOTOPBIM o
paboTan, O0OHapy)KWlI, UTO CKONWJI y Cebs C/IUIIKOM MHOTO (ThICSUM)
9JIEKTPOHHBIX COOOIIIeHUi, Ha KOTOpble BOBCe He cobupascs orBedyarb. OH
CKasaJl MHe, YTO MPUMeHeHre MOel MeTO[JUKU 3aCTaBUJI0 ero «CeCTh Ha JUETY»:
OH cTan Gosee CKpyIy/e3HO BbIOWpaTh, KaKie He3aBepilleHHbIe fiejla OCTaB/IsTh
B CBOEe} >XKM3HU, a KaKue MaTepuasibl BbiOpackiBaTh. BeposTHO, mepesi BaMU TOXKe
BCT@HeT BOIPOC: CTOMT JIM OCTaB/AATb Marepuaa [Jjsi TMOC/IeAYHoIlero
obpaitjeHusi. [I71s1 MeHs1 eCThb /iBa BO3MOKHBIX BapMaHTa OTBeTa:

» Ecriu comHeBaeTeCh, BLIOPOCETe MaTepras Ha TIOMOMKY.

» Ecnmiu comHeBaeTeCh, 0OCTaBbTe MaTrepuasn y ceos.

BriOupatite. §1 cuuraro, uro oba moaxoza xopomM. HyHO TpocTo
JIOBEPATh CBOEW HWHTYMIIMM U peajbHO OL€HMBaTh CBOU BO3MOXXHOCTH.
Bo/bLIMHCTBO /I10jel UCTIBITHIBAET CTPax Iepej MpoLieccoM B LieJIOM, ITOCKOJIbKY
WX CUCTeMbl HUKOT/Ia He paboTany HazyiexaiyuM obpa3oM U He UMeu YeTKUX
rpanul. Eciu  Bel  MpoBeseTe ueTKOe pas3iduMe MeXAYy — CIpaBOYHOM
uHbopMalvell, pecypcaMu U MarepuajioM, KOTOPbId TpeOyeT BbITIOTHEHUS
aKTHMBHBIX [EWCTBUI, W €C/AM Balla CUCTeMa XPaHEHUs CChLIOYHBIX [JaHHBIX
nmpocta ¥ (yHKIMOHA/bHA, Bbl CMOXKeTe 0e3 TpyZa TOMECTUTb B Hee BCe
1po6sieMbl, C KOTOPbIMU B COCTOSIHUM CHpaBUThHCS. [1oCkonbKy He TpeOyeTcs
TIpPUMEHEeHUs] HUKAaKUX aKTUBHBIX [1eWCTBUM, TpobsieMa CBOAWUTCS K HaTUUUIO
(br31ueCcKoro mpoCTpaHCTBa U PeCypCOoB.

Crierfuanuictel B cdepe yrmopsiiodeHdss MaTepuasioB TpefJaraior Oosee
NoApOOHbIe WHCTPYKI[MM, a Balll CeKpeTapb MOXKET COCTaBUTh CIela/bHOe
pacnucaHue, T[e CKa3aHO, CKOJIbKO BPEMEHU HY)KHO Y/eJISITh Pa3/IMuHbIM THUIaM
JOKYMeHTalUu. 1 mpejsjiarat0 4eTKO YSICHUThH pas3jiduve MeXy Marepuaiami,
KOTOpble TpeOylOT OT BaCc AaKTUBHBIX [JEeWCTBUM, U BCeM OCTa/IbHOU
vHdopMmalvel. Kak TO/NBKO CTaHOBUTCS SICHO, UYTO TPUMEHEHHsI aKTUBHBIX
JericTBUiL He TpeOyeTcsi, Tiepe/; BaMU OTKPbIBaeTCs MHOXKEeCTBO BapUAHTOB.

OT1/10XKUTH

BeposTHO, B Ballleii KOp3WHEe HaWAyTCsl Belld, O KOTOPBIX BbI MOJyMaeTe:
«Celluac B paMKax pellleHHss 3TOM TIpoOseMbl He HY)KHO TIpeArpUHUMATh
HUKaKUX JeUCTBUM, HO OHU MOTYT TIOHa[00uThCs B Oyayiiem». [IpuMepom
MOJKET CJTY>KUTh:

* PexksamMHOe oObsiBlieHHWe O 3aBTpake B TOProBOM mMasnate, rae Oyzder
BBICTYMATh [JOK/JQ[UMK, KOTOPOTO Bbl XOTeqid Obl mociaymats. Ho go
Ha3HAueHHOW /IaThl ellje /[Be He/lesid, U MOKa ellje He U3BeCTHO, OyzieTe BbI B 3TO



BpeMs /10Ma, 3a FOPOZIOM WJ/IU B [1eJI0BOU TOe3Ke.

* [ToBecTKa coBeljaHusl COBeTa AUPEKTOPOB, HA KOTOPOEe BaC MPUIJIALLIAI0T
yepe3 TpU Hefiesu. OT Bac He TpeOyeTcsl HUKAaKUX /IeCTBUMN: BaM HY>KHO OyzeT
TOJIBKO ellje pa3 IMIPOCMOTPeTh MOBECTKY 3a JleHb /10 COBeLaHus.

* Peksama crenytoneli Bepcuu mnporpamMmbl Quicken anst ympaBieHus
JIMYHBIMU (DMHAHCOBBIMM Cpe[CTBaMU. BaM [elCTBUTE/NbHO HY)KHA OuepejHast
BepcusA? Bbl He 3HaeTe... Hy)KHO ITOlyMaThb ellle He/le/IbKY.

* Uges o ueM-To, YTO BBl XOTeNM C/iejiaTh BO BpeMsi coOpaHUs OT/esa
npoziax B cienytoiieM rogy. Celiuac ot Bac HUUero He TpeOyeTcsi, HO XOTe/OCh
ObI, YTOOBI BaM HAlIOMHWIN 00 3TOM, KOTJja MPUET BpeMsi BIUIOTHYIO 3aHSATHCS
TJIAHMPOBAHUEM.

» HarmiomuHaHue o ToM, 4T00OBI MONTH Ha KypChl aKBapebHOM YKUBOIHCH, Ha
KOTOpBbIe y BaC Celuac COBepIIeHHO HeT BpeMEeHH.

Yro penath ¢ 1oo0HbIMU JoKyMeHTamu? EcTh Ba pabourx BapuaHTa:

* [TomecTuTs Ux B criicok «Korma-Hubynb/MoXeT ObITh».

* 3aHeCTH UX B KaJleHJapb WU KapTOTeKY.

Wpest Bcex 3TUX MPOILelypP COCTOUT B TOM, UTO OHU TIO3BOJISIFOT BEIOPOCUTD
npobsieMbl U3 TOJIOBBI M UETKO 3HATh, UTO Kakoe-HUOy[bh HAarlOMHUHaHUE O
JanbHeNINX eUCTBUSX BCIUILIBET B HYy)XHOe Bpemsi. bosee 1ogpo6HO peub 06
9TOM TIOMIeT B CJieAlyIOIel TI7aBe, TIOCBSIIIEHHOW oOpraHu3aiuu rpobsiem. A
IOKa UTO TIPOCTO 3aluiluTe HallOMHWHAHUS Ha CaMOKJ/IEOLIMUXCS JIMCTKAaXx,
HaZIMUIIIUTE UX «BO3MOXKHO» WM «HANOMHUTL 17 OKTsI0Opsi» U TiepeHecuUTe B
KaTeropuio «Io/iBellieHHbIX» [ieJl, KOTOpble TpeOyroT /anbHeilleli COPTUPOBKHU.
[6]

CrnpaBouHble MaTepHasibl

MHorue Bellly, KOTOpble Bbl 0OHapy)XUTe B KOpP3WHe, MOTYT He TpeOOBaThb
OT BaC aKTUBHBIX [IeUCTBUW, HO MPeJCTaB/ATh LIEHHOCTb KaK IMOTeHL[MabHO
rosie3Hasi UH(opMalusi TI0 TIpOeKTaM U TeMaM. B ujeane, y Bac yxe J0O/DKHA
ObITh TOTOBa CHCTEMa OpraHU3allUM [aHHBIX (OmMMcaHHas B [aBe 4) s
oOpailjeHusi ¥ XpaHeHWs BCroMoraTtesibHOM wuH(popMmaimu. Kak Tombko
HaTblKaeTeCb B KOpP3WHE W/M B 3JIEKTPOHHOM SIIUKe Ha Marepuas, KOTOPbIA
X0Tesnu Obl COXPaHUThb B KaueCTBe apXWBHBIX WM BCIIOMOTATe/IbHBIX JAHHBIX,
Cpasy BKJIIQUaWTe ero B CUCTEMY.

BeposiTHO, Bbl 0OHapy’>KUTe MacCy pa3HOOOpa3HbIX JIOKYMEHTOB, KOTOpbIe
Bbl HaMepeBa/IMCb COXPaHUTb, HO [iepKa/ii B CTOMKAaX U ALIUKaX, ITOTOMY UTO
Ballla CUCTeMa CIpaBOYHON HH(popMaluu Obla C/IMIIKOM (opMabHON WU
TIPOCTO He CylleCTBOBasia. HamomHi0, uto ygo0OHasi B MCIMOMb30BaHUM, 0OIIjast
cuCTeMa COPTUPOBKH, TMO03BOJsiIOIass 00OpaTtuThesi K J/1r0O60My Marepuany
(KOTOpBIM MOXHO [OCTaTb, He BCTaBasi C MeCTa) B TeueHWe LIeCTU/eCATU



CeKYH/I, SIBISIeTCSI KPUTUUYECKH Ba)KHBIM KOMITIOHEHTOM BHE/PEHUsSI OMMCAHHOM
MeToAMKH. Ha «ImepegHeM Kpae» PpealibHOM JKW3HHM, €C/Id COPTHPOBKA
MHGbOPMAIUH He TIPOMCXOMT JIETKO, OBICTPO U BECEJI0, Bbl IIPOCTO HAKaIl/IMBaeTe
Marepuas, a He COPTHUpyeTe €ro. A B 3TOM CJ/iyuae 3aZiaud ropasfio TpyAHee
obpabarbIiBaTh.

Korga morma/jaeTcst Ha I7ia3a YTO-TO, UTO Bbl XOTe/M Obl OCTaBUThL y cebs,
HarieyaTanTe COOTBETCTBYIOLIUH SIPJIbIK, HAK/IEHTe ero Ha Iafky U IMOJIOKHUTE ee
B AMMK. VMM HaNMIIUTe WHCTPYKLUIO [JIT CeKpeTapsi Ha CaMOKJIEIOIEMCS
JUCTKe, YTOOBbI OH CZiesiai To >ke camoe. Korjja s To/bKO HauMHaI TPEHUPOBATh
K/IUEHTOB, TO TI03BOJISZI MM [JIepP)KaTh CTOIKY MAaTepUasiOB «JJisi COPTHPOBKU».
Temeps 51 3TOTO He Jenaro. I 0OHApYKWJI, UTO €C/IM Bbl HE B COCTOSTHUM Cpa3y
TIOMECTUTb MaTrepuan B CUCTEMY, TO, BEpOSTHEe BCETO, BbI He CZiejlaeTe 3TOr0
HUKorZa. Ec/i He paccopTHpoBaTh Marepua celidac, TO BbI BPSi/l JIM CJeJlaeTe
3TO TTOTOM.

A ecau Hy}¥CHO npeOnpuHsimb Kakol-mo wiaz, mo Kakoitl UMeHHO?

OTO cepbe3HbIM BoOMpoc. Ec/iM UTO-TO HY)XHO cOenamb C TIpeaMeTOoM,
JeXKal¥M B KOpP3WHE, TO Bbl JOJDKHBI PEllWTh, B UeM HMMEHHO COCTOUT Ballle
cnenyrolee nerctBre. HamomHIO elje pas, yTO «IepBOOUYEpPEJHOM IIar» — 3TO
nepBoe (pusnueckoe BUAWMOE AEMCTBHE, KOTOPOe HY)KHO COBEpIIMTh, UTOOBI
TMPO/IBUHYTHCS K 3aBEPIIEHUI0 3a/IauM.

OTBeTUTH Ha MOCTAaBJ/IEHHBIM BOMPOC JieTye U OAHOBPEMEHHO CJIOKHEE, UeM
KaXkeTcsl.

Cnenyroiee JelCTBHEe JO/DKHO Jie)KaTh Ha TIOBEPXHOCTH, HO 4aCTO OT Bac
TpebyeTcs MpoCTast Lerlovyka pacCyKAeHUH U HeCKOJIbKO 3TaroB IJIaHUPOBaHMS,
KOTOpBIE ellje He TIPOIIIM B BallleM CO3HaHWU, HO 00s13aTe/IbHO ZI0/DKHBI TIPOUTH,
yTOOBI MOYKHO OBUIO TOUHO OIpe/e/uTb, UTO WMEHHO HY)KHO CAenaTb s
peliieHus pobeMbl, a)ke eC/TM OHA J0OCTAaTOUHO MPOCTa.

[aBaliTe pacCMOTPUM IIPOCTOM CITMCOK e/, KOTOPBIMH OOBIUHO 3aHST
yesioBeK:

* YbopKa rapaxa.

* YmiaTa HaJioros.

* [Ipencrositiiasi KOHbepeHIHs.

* lenb poxxzaenust ooowu.

* [Ipecc-penus.

* OLieHKa MpOAYKTUBHOCTH.

» CMeHa pyKOBO/ICTBA.



XoTs K&)K,Z[IDII‘;I N3 IIYHKTOB CIIMCKd MOXXET IIOKA3dTbCA BIIO/IHE SICHOM
3a,qaqe1‘?1 HJIN TIPOEKTOM, YTOOBI OorpenejnTb CJ'IE,Z[y}OH_]"I/II\/’I iar 1rmo KaxxaomMy #ns3
HHUX, BdM IIPUAETCA HEMHOI'O IIO4yMdTh.

* Ybopka rapaxa

... Hy, Hy»kHO TIpOCTO 3aiiTH TyJja U HauaTh yOOpKy. Het, mogoxaure, Tam
CTOUT 3[0POBEHHbIN XOJOAWIBLHUK, OT KOTOPOTO HY)KHO W30aBUTHLCSI MEpPBLIM
nemom. Hajo ysHare y /IkoHa [laTprika, He Hy)XeH /1M eMy XOJIOAW/IbHUK [JIs
nareps. Hazo...

* [T103BOHUTH [I)KOHY 110 TOBOAY XOJIOAU/IbHUKA

Kak Hacyer...

* Y1uiara HaJioroB

HO {1 He MOry HauaTb IIO/CUeT Ha/ioroB, II0OKA MHe He BepHYT

nocneqHor0 gopmy K-1. [lo 3TOoro si HUUero He CMOry cjenaTtb. Tak uTo
HY)XHO. ..

* [Togoxxaates hopmbl K-1 13 komnanuy Acme Trust. A UTo KacaeTcs...

* [IpencTosiieit KoHbepeHLUN

...TO §1 JIOJDKeH y3HaTb, cobupaercss s CaHZipa TOTOBUTH peK/IaMHbIe
Marepuasbl. HaBepHO, HYy>KHO. ..

 Harmicate CaHJpe 37eKTPOHHOE CO00IIeHre 1 CIIPOCUTD ee 0 PeK/IaMHBIX
MaTepuasax s KoH(pepeHIUH

... u TaK ganee. [IpoMe)XyTOuHbIe I1ard — «3BOHOK [I>KOHY», «OXUJaHUE
dopmbl K-1», «oTnpaBka coobinienusi CaHzipe» — JJO/DKHBI OBITH OTpe/iesieHbl
JJ1sl K&KIoM TIpo6/ieMbl, C KOTOPO# CBSI3aHO COJIeP’KUMOe KOP3UHBI.

ITepsoouepedHoli wiaz 0o1xceH npedcmaensimb HeNOCpeocmeeHHOe
ciedyoujee (hpusuueckoe deticmeue, KoOmopoe Hy3CHO cogepuiumb

[TomHuTe, YTO peub HjeT O (PU3NUECKUX, BUAUMBIX AeUCTBUAX. MHoOrue
CUUTAIOT, UTO ONpeJesioT «epBOOYepeIHOM 1lar», KOTZa pellaroT
«opraHu3oBatb coOpaHue». Ho 3T0 — He TmepBoouepejHOM IIar: OH He
npeariosiaraeT  GuU3NUeCKUX  AeucTBUN. Kak = opraHu3oBaTh coOpaHHe?
B03M0O)KHO, HY>KHO OO03BOHUTH JIHO[iell WIM pa30CiaTh UM 3/IeKTPOHHBIE
coobmenus. Ho komy 3BOHUTH WM mucath? Pemaiite. Ecv Bbl He mpuMete
pelleHMe celyac, TO BaM BCe paBHO TIPUJETCA CAenarb 3TO IO03XKe, a BCA
rpoleypa, KOTOPYKO Mbl C BaMH BBIIOJIHSEM, TpU3BaHa [OBECTH [0 KOHIIA
00paboTKy maHHOU 3azaun. Ecnu He ompesiesieHo crefyroiee (Gu3nueckoe
JericTBre, HeoOXoguMOe [Jii TOro, 4TOObI CABHUHYTH MpPO0JEeMy C MepTBOM



TOUKH, TO KaXK/IbIi pa3, Korla Bbl OyJeTe AymaTb O HeW, B BallleM CO3HaHWH
OymeT BO3HUKAThb MbICJIEHHBIM TIpoOesn. M Bbl HauHeTe wu30erath JJaHHOM
TIpO0JIEMBI.

He umes npedcmasenenusi o mom, kakum b6yoem caedyrouwjee ¢usuueckoe
delicmeue, 8bl 8bIHYXHCOeHbl Oydeme 00120 Oymamb, Umobbl COBUHYMb CUMYAyUIO
C Mepmeoll MouKu.

Korga Bel JoOupaerech [0 TenedoHa WM KOMIbIHOTEpa, BaM XOUeTCs
pa3o0parbCsi CO BCEMM CBOMMH 3aMbIC/IaMH, TaK UYTO MOKETe MCII0/Ib30BaTh
UMeIOIIUICS apceHan U pabouee MPOCTPAHCTBO [jisi TOrO, uTOOBI ObICTpee
TIOKOHYUTB C Jle/laMU, eC/U JlafbHelline efCTBUS yKe OTpe/ie/ieHbl.

Bbl MoXkeTe Bo3pa3uThb: «CjiefyrOlInii IIar K pelieHruto JaHHOUW TTpo0IeMbl
COCTOUT B TOM, UTOOBI PEeInTh, UTO 5 ZIOJDKEeH caenatb». JIoBko. Ho mpunsitie
pellleHUsT He SIBJIIeTCS [JleHiCTBUEM, TTOCKOJIbKY AeMCTBHUSI TpeOylOT BpeMeHH, a
TIPUHSATHE PeIleHus] MPOMCXOAUT MOMEHTAaIbHO. B TIpUHATHM pellieHui Bcerzaa
MOJKET TIOMOYb KakKoe-TO ¢hr3nueckoe AeicTBre. [IeBSHOCTO [JIeBATH MMPOIIEHTOB
CBOET0 BpeMeHW BbI TpaTUTe Ha TMOWCK WHbOpMalUd, HeoOXoaAuMoun s
TIPUHATHS pellieHn. OTH IOTI0JTHUTEeTbHBIe CBe/IeHHsI MOTYT TI0Ta/laTh K BaM U3
BHEIITHUX HWCTOYHUKOB («M03BOHUTH Chl03aH, UTOOBI MOJIyUNUTh ¥ Hee BXOAHbIE
JaHHbIe 711 ZIeJIOBOTO TIPeJ/IOKEeHUs») WM BO3HUKATh B pe3y/bTaTe Balllix
cobCTBeHHBIX pa3mbliiieHnd («HabpocaTh uien ouepeJHOM peopraHu3alfun»).
B ntobom ciiydae, 4ToObI CABUHYTH MPOEKT C MeCTa, BCe paBHO HeO6X0JuMO
oTipefieNIUTh Ceytolllee JeicTBUe.

Onpedeaume, Umo HyH#cHO cOeaamb, Umobbl NPUHSIMb pelieHUe.

Koz0a onpedesnien nepgoouepedHoti waz

Korzma BbI ompezenniv, B YeM KWMEHHO COCTOUT IepBOOUYepe[HOW Iar B
paMKax peltieHusi MpobieMbl, y BaC eCTb TPU BapuaHTa MOBe/IeHUSI:

» CoBepmiTh HeobxomUMoOe JelicTBUe (eC/iM OHO 3aHMMaeT MeHbIlle /IBYyX
MUHYT).

* Ilepenate 3aauy KOMY-TO JApyromy (ecivd Bbl He SB/sieTeChb IVIaBHBIM
CyOBeKTOM COBepIlIeHUs [IeNCTBUS).

* OTNIOXUTBH [1e/I0 — TOMEeCTUTh €ro B OPraHU3aljMOHHYH) CUCTEMY Kak
BapUaHT PabOThI, KOTOPOM MOXKHO 3aHSITHCS TIO3/JHEe.

Coegepuwiumb Heo6x00umoe delicmeue




[lpu ycnoBuM, UTO TiepBOOUEpeHOe JeicTBUe 3aliMeT He Oosee MABYX
MUHYT, €ro CjielyeT COBEpIINThb, KaK TOJbKO BbI JIOCTaM COOTBETCTBYHOLIWU
rnpeaMeT U3 KOP3WHbI. ECIM Ha 4uTeHWe 3anvCKyA yuJeT TPUALIATh CEKYH[, a
3aTeM OT BacC TOTpedyeTcsl TOMBKO OBICTPBIM MOMOXKHUTE/IbHBIN/OTpULIaTeTbHbBIN
WM IPYTOM OTBET, KOTOPBIM HY)KHO HaK/IeUTh C 0OpaTHOM CTOPOHBI M OTIIPABUTh
Has3aZll, TO ero cjaeAyeT JaTb HeMe[jeHHO. Eciu Bbl MoKeTe IPOCMOTPETh
KaTajor 3a OfAHY-ZBE MHHYTBI, UTOOBI OMpee/NuTb, €CTb JId B HEM UTO-TO
VHTEepeCcHOe, TaK W C/ieflanuTe, a 3areM MOCTymnauTe, KaK COUTETe HY>KHBIM:
BbIOpOCHTE ero, MepelIuTe Jjajiee Wik OCTaBbTe y cebsi B KaueCTBe CIIPABOYHOTO
Matepuana. Eciu nmepBoodepesiHoe /ieliCTBUe M0 KaKOW-TO TIpobsieMe COCTOUT B
TOM, UTOOBI Ha/[UKTOBaTh KpaTkoe COOO0ITieHre Ha Ueli-TO aBTOOTBETUHK, 3BOHUTE
He MeIlKas.

Hake ecmm 3aaua  He SIB/ISIETCS NPUOPUTETHOM, 3allMUTECh €0
HeMe/lJIeHHO, ecid BooOIlle cobupaeTech ee peliaTh. [IpuunHa, MO KOTOPOM
ripe/ie/IbHbId UHTEpPBa/l COCTABJISIET IBE MUHYTHI, B TOM, UYTO IMPUMEPHO CTOJILKO
3aHMMaeT COoXpaHeHWe W COPTUPOBKAa JOKyMeHTa, ec/ii Bbl He coOupaeTrech
Ccpa3dy TMOKOHUWTb C TIpoO/sieMOl: WHBIMH CJIOBaMH, IIPM TaKOW JJIdHe
TIPOME)KYTKa [JOCTHUTaeTCsl MaKCHMMasbHBIM TeMIl paboTbl. Ec/iu mHOKyMeHT He
3aC/y)KMBaeT BHHMMaHUs, IIPOCTO BbIOpockTe ero. Eciu Bbl cobupaerech
MIPeATPUHATL  HeoOXoguMble IIard, TO C/eJyeT yuMThbiBaTh  (haKTop
3¢ (eKTUBHOCTU.

MHorye CuuTarT, YTO IOCTOSSHHOe coO/ro/eHre TpaBWiIa ABYX MUHYT
MO3BOJISIET CYIeCTBEHHO TIOBBICUTh MNPOU3BOAUTE/LHOCTh. BuIile-mpe3uieHT
OJHOW KPYITHOM KOMITAaHWM TI0 W3TOTOBJIEHHIO IPOrpaMMHOT0 obecrieueHust
npu3Hajia, uTto Omarofapst 3TOMy TIpaBUIY Yy HEro KaKIbIM JeHb OCTaeTCs
JIOTIOJIHUTE/IbHBIN Yac pabouero BpeMeHH, KOTOpPOe MOXKHO MCII0J/Ib30BaTh T10
cobcTtBeHHOMY yeMoTpeHuto! OH ObUT OTHUM M3 TeX HauaJbHUKOB, pabOTaroIIMX
B cepe BBICOKHMX TEXHOJIOTHH, KOTOpbIe TMOAy4YaroT IO TPUCTA 3/1eKTPOHHBIX
coo011jeHui B JleHb U 0OJIBbIIYI0 YacTb pabouero BpeMeHU yjiensitoT pa3paboTke
TPeX OCHOBHBIX ITPOEKTOB. MHOTHe COOOIeHUs MPUXOANUIN OT Jrofieid, KOTopbie
JIOKJIa/IbIBa/IM €My O UYEeM-TO, HY)>KJa/IUCh B €r0 PEKOMEH/ALIUSIX U pPa3pelleHus X,
yToOBI MPO/I0/DKATh CBOIO paboTy. Ho MockonbKy cooOllleHust He Tionajanud B
(hOKyC ero 0CHOBHOTO BHMMaHHsI, OH OCTaBJIsS/T UX B Marke «Bxogsiiye», 4ToObl
obpatuTtbcsi K HUM TokKe. Korma HakaruiMBasoCh HECKOJIBKO ThICSU TaKUX
COO0OIIeHUH, TIPUXOIUIOCH TPATUTh BLIXOJHBIE HA MX PaCCMOTpEeHHe, YTOObl He
OTCTaTh OT paboThl. ITO OBLIO OBl HE TaK CTPAIITHO, ec/id Obl emMy ObLIO ZBa/ILIATh
I1IeCTh: B TaKOM Bo3pacTe Jitobast esiTelTlbHOCTh BbI3bIBaeT TIPUTOK aJ[peHa/vHa;
HO emy ObUIO 3a TpU/I[aTh, U OH KO BCeMy Ipouemy 00si3aH ObUT yJessiTh
BHUMaHWe MaJleHbKMM JeTssM. PaboTa Ha BBIXOJHBIX Oblla abCOMFOTHO



HerlpuemsiemMa. Ilocie HAIMX 3aHATANA OH TIPOCMOTPET BCE BOCEMBCOT
coo0I1leHrH, HAaKOMTUBIIUXCS B simyKe. OKa3aioch, UTO OOMBINYI0 YacTh U3 HUX
MOXXHO OBUIO CTIOKOWHO Y/Ja/IiTh, COBCEM HEMHOTO MOXKHO OBIIO OCTaBHUTH B
KaueCcTBe CChUIOYHOM uHGOpMalMKd, a Ha pacCMOTPEHHe KaKIoro U3
OCTaBIMXCS TPeOOBa/sOCh MeHbINE BYX MHUHYT, TaK UTO Ha BCe YIIJIO OYeHb
MaJio BpeMeHH. §1 CBSI3a/iCs C HUM TOJ| CIYCTSI, U OH TIO-TIPEXXHEMY MPEKPaCHO
cripaBssiicst ¢ paboroit! OH Oosibllle He TO3BOJIST COOOIEHUSM BBIXOAUTHL 3a
paMKMA 3KpaHa KoMmIbioTepa. Kpome TOro, npvMeHeHHWe IIpaBUIa W3MEHHJIO
TIPUPO/ly €ro To/ipa3/ie/ieHysl BC/IeICTBHE CYIeCTBEHHOTO yBe/JWYeHHs 3araca
pabouero BpeMeHHW Ha pacCMOTpeHHe MouThl. Ero rmourHeHHble Terepb ObUTH Ha
BCE CTO yBEepEeHbI, UTO Y Haua/IbHUKA KeJie3HbIe HepBbI!

[Ipasuno 08yx MuHym — gonwiebHoe npasusio.

KoHeuHO, [aHHBIM TIpUMEp BeChbMa KpaCOUHBIA, HO OH TIOKa3bIBaeT,
HACKOJIbKO Ba)XHBIMM MOTYT OKa3aThCsl HEKOTOpble W3 TIPOCTBIX TPaBUII
obpaboTku wHbOpPMaLMKM, 0COOEHHO ec/ii 00beMbl M CKOPOCTh HAKOTUIEHUS
BXO/sIIIel nH(OpMariy B Ballleli KOp3WHe YBeTMUHUBAIOTCS.

Boo011je-To0 ZiBe MUHYTBI — 3TO TOJBKO OpueHTHp. Ecin y Bac ectb
W3pSITHBINA 3arac cBOOOJHOTO BpeMeHU Ha 00pabOTKy KOpP3WHBI ZJisi BXOJHOU
WH(POPMAIUH, MOXKeTe PACIIUPUTH ZOMYCTUMBINA UHTEpPBAJ /0 MATH WK JeCSITH
MUHYT. Ec/mi Hy>)KHO ObICTpO 06paThCs 0 ZIHA KOP3UHBI, UTOOBI PEINTh, Kak
WCTI0/Ib30BaTh OCTATOK AHS C MaKCHMaIbHOW 3¢ GheKTUBHOCTBIO, MOMpoOykiTe
COKpaTUTh BPeMsI PaCCMOTPEeHUsI KaXK/I0W TTPOOIeMbI 10 OAHOM MUHYTBI WA 10
TPUALIATH CEKYH/I, UTOOBI ObICTpee MMOKOHUUTh C HUMH.

Korza Gyzete 3HaKOMUTBCS C TIPOLieIyPOM, TI0/Ie3HO OyzieT 3aceub BpeMsl Ha
00pabOTKy HeCKONbKHUX TIpo0sieM. BOJBIIIMHCTBO KIMEHTOB, C KOTOPBIMH S
paboTaro, CMyTHO TIpeJCTaB/sIOT cebe, CKOJBKO COCTABJISIOT /IBé MHUHYTBHI Ha
CaMoM /Jiefie, ¥ CYIIIeCTBEHHO He/IOOL[eHUBAIOT BO3MOKHYFO TIPO/JO/DKUTETEHOCTh
oripe/ie/ieHHBIX JieiicTBUi. Hanprmep, ecyi BbI COOpaMCh OCTaBUTh COOOITIeHNe
Ha aBTOOTBETUMKe, a TPyOKy OepeT caM ajipecaT, TO 3BOHOK OOBIUHO 3aHWMaeT
ropaszio 60/ibIlIe BpeMeHH.

Bbl yousumecb, KK MHO20 O8YXMUHYMHbIX Oelicmeutl MOXCHO COo8epuiumb
oaoice 8 paMKax CaMbIX 8AHCHbIX NPOEKIMO8.

Huuero He HY)KHO OTCJIE)KHBATh B TIPOIECCe COBEPIIIeHHs TIepBOOYEPeTHBIX
JNeUCTBUH — WX HY)KHO TIPOCTO BBITIOJIHUTh. BrpoyeM, ecjid Bbl UTO-TO
npeANpUHAMaeTe, W 3TO He TOCieqHee JeicTBUe, HeoOXoAuMoe —[jis
3aBepIleHUs TTPOeKTa, HY>)KHO BBISICHUTDb, KAKOB CJIeIyIOI[HH IIaT, ¥ OL€HUTDb €ro
10 aHA/JIOTUYHOMY KpuTeputo. Hampumep, eciii Bbl coOHMpaeTech 3aMeHHTHb
0a/uIoH C yepHU/IaMU B CBOei FOOUMOIA resieBOl pyuke U 0OHapy)XKUBaeTe, UTO
KOHUW/TMCH OasyIOHBI, TOT/Ia TIPUJIETCS OTIPeJe/TUTh C/IeAYIOIINI I1ar B paMKax



JAaHHOM 3a/1auu («MOKyTKa 0a//IOHOB B Mara3vHe») U COBEPIILUTh, TiepeJaTb UIu
OT/IOXKUTh JJaHHOE JIeCTBUE.

[pugepskuBaiiTeCh MpaBu/a IByX MUHYT U Bbl YBUUTE, HACKOIBLKO OOJIbIIIe
ycreeTe c/iesiaTh B MPOLieCCe YWCTKU BXOZSIero Marepyuana. MHOTUX YAUB/IsSIeT
obuve ABYXMUHYTHBIX J€MCTBUM, KOTOPble MOXKHO COBEpIIUTD Ja)Ke B paMKax
CaMbIX Ba)KHBIX TTPOEKTOB.

[To3Bo/bTE TIOZIE/IUTHCSI C BAMU ellle OfIHUM Hab/ro/ieHreM, KacarolyuMCes
TpaBWIa [IByX MUHYT, a TOuHee — Habopa 3/eKTPOHHBIX cooOieHuid. Ecmu
Ballla pabouasi cpejia Tipe/riosaraeT noayyeHre 00/bIIUX 00beMOB 3/IeKTPOHHOM
TOUThI, TO Bbl CMO)KETE CYILeCTBEHHO YBEJWUYUTh MPOW3BOAUTE/NLHOCTb, €C/v
TIOBBICUTE CKOPOCTb Habopa TekcTa U OyieTe MOMb30BATLCS COKPAI[eHHBIMU
K/IaBUATyPHBIMU KOMaH/lJaM{ KaK B OMEepPaLMOHHOM CHUCTeMe, TakK U B POrpaMMe
06paboTku mouthl. CAUIIKOM MHOTHE CTeLUaJUuCThbl TO-TIPEXKHEMY BbIMCKUBAIOT
OykBbl Ha K/IaBUAaType U TMbITAIOTCS JKCIUIyaTUPOBaTh MBIIMIKY. MOXKHO
YBEJIMUUTH TEMIT BBITIOJIHEHUSI paboT, ecii COBMECTUTDb TIPABUIIO [IBYX MUHYT C
yCOBepILIeHCTBOBAHHLIMU HAaBbIKaMU BJlafleHUss KOMITbIOTepOoM. S1 0BHapy»xui,
YTO MHOTHE€ DYKOBOAUTENN COMPOTUBIISIFOTCS HE TEXHOJIOTMUECKOMY TPOrpeccy,
a coOCTBeHHOI KiaBUarype!

/Jlamb 3a0aHue Komy-mo opyzomy

Ecmu fanst BbIMIOTHEHUs Cjieflytolliero fAeiictBust TpeOyeTcsi Gosiee nByX
MHUHYT, CIpocuTe cebsi: «A o0si3aTeslbHO M MO€ BMeIlaTebCTBO B TIPOL[eCC
pellieHUst IaHHOM Tpobnembi?» Ecim 3T0 He Tak, TO 3a/laHWe MOYKHO TepeaTh
HaziyiexalilemMy CyobekTy B CUCTeMHOM (hopmare.

[Tepenaua mpo6sieMbl He BCeT/a MpeArosaraeT JABWKeHUe CBepPXYy BHU3. Bbl
MOJKETe PEeIINThb: «ATOT JOKYMEHT HY>KHO OT/JjaTh B OTZe/I pabOThI C K/IMeHTaMU»
U «MoW HauaJIbHUK JIOJDKeH B3IVITHYTh Ha 3To» WK «$ XoTes Obl yC/bIIIaTh
MHEHHe CBOETO MapTHepa M0 3TOMY TTOBOAY».

«CucremMHbId (popMaT» MOXKeT TIpeArosiaraTb OJHO U3  C/IeAYHOIL[UX
JIeCTBUN:

* [lepecnath 371€KTPOHHOE COODIIIEHNEe COOTBETCTBYHOIIEMY JIULLY.

» HammcaThb 3arvcKy Wi JjaTh OTBET Ha Oymare W OTIIPaBUTh ee a/Ipecary C
BHYTPEHHEW MOYTOM.

» OCTaBUTh TOJIOCOBOE COODIIeHNe.

* Jlo6aBUTH MIPO0O/IEMY B TIOBECTKY C/e/yroleli TUUHONU b6ece/ibl C HY)KHBIM
YeJI0BEKOM.

e TloroBopuTb C HMUM WIM C HeW HENOCPEACTBEHHO: JIMYHO WIU MO



Tesne(oHy.

XoTsi BCe Tiepeurc/ieHHble BapWaHThl MOTYT TIOZIEMCTBOBATh, S OBI
TI0OCOBETOBAJT IKCIUTYaTUPOBATh UX UMEHHO B YKa3aHHOM ITOpsiZIKe, CBEPXY BHMU3.
OneKTpOHHasl 1ouTa OOBIYHO SIB/ISIeTCS caMoi ObIcTpoii (popmoii cooOirieHus ¢
CHCTEeMOM; OHa T[I03BOJIIET CJeJUTb 3a XOAOM [Juajiora, ajpecar MOKeT
obpabareiBaTh ee B /moboe ymob6HOe Bpems. 3arycKu Ha Oymare 3aHHMaroT
CJieflyroliee MeCTo B CITMCKE, TIOCKOJIbKY OHHM TOXKe MOMEHTAJIbHO TOTaJjafoT B
CHCTeMYy, TIpUYEM Y ajpecara cCpa3y TOSB/ISETCS TIPeAMeT, KOTOPbI MOKHO
WCTIO/b30BaTh B KauecTBe HAlOMUHaHWA. ECmM BBl TiepefiaeTe KOMY-TO
JOKYMEHT, TO IHMChbMEeHHOe TIOC/laHWe, KOHEUHO J>Ke, SIB/ISeTCS HaWIyulliM
dopmaToM; Kak W B CJydae 3JIeKTPOHHOTO COOOIIeHHs, aZipecaT MOXXeT
obpaboTaTth ero B yzmoOHoe a/si cebsi BpeMs. ['ojocoBasi TIouTa Tak)Ke MOXKET
ObITb 3(h(hEKTUBHBIM CPEJCTBOM M MHOTHE CIEeIMaJUCThI TIONb3YIOTCS  €fo;
He/[0CTaTOK JaHHOTO (popMaTa COCTOUT B TOM, UTO KaK OTIIPaBUTE/b, TaK U
TIo/TyyaTesib, O/DKHBI (DUKCUPOBATh XOf AWajiora, W TO, UYTO Bbl TOBODUTE, He
BCETZla COBIIAZIAeT C T€M, UTO OH CJIBIIMNT. /lasiee B CIMCKe HET COXpaHEHHe
WH(pOPMAIK B MIOBECTKe [THS WU B TIAIIKe, KOTOPYIO BBl TOTOBUTE K CIIeAYIOIIeH
BcTpeue cC TpebyembiM cybbekToM. WMHorga 1omo0Hasi HeoOXOAWMOCTb
00yCJIOB/IeHa [IeTMKAaTHOCTBIO WM TOAPOOHBIM pacCMOTpEHWeM BOTIPOCA, HO B
JAHHOM (CJydae Tpo0sieMy cjiefyeT OTJIOXKWTb JI0 YIIOMSHYTONH BCTPEuH.
HavMeHee TIpeAIIOUTHTEIbHBIM BapHaHT — OTOABHUHYTh Ha BTOPOU IIaH BCe
Jiefla ¥ 3aHAThCS HETMOCPE/ICTBEHHBIM 00CYKIeHHeM MpobsieMbl. OTO MOXKHO
c/lefiaTh Cpasy, HO TAKOM MOCTYIIOK TOPMO3UT pabouuii mporiecc U 061ajjaeT Tem
)Ke HeZI0CTaTKOM, UTO W TOjI0COBast IOUTa, — He T03BOJ/ISIeT CIeJUTh 3a XOZOM
aasiora.

OTcnexxuBaHHe nepejaud MarepuasioB. Eciv Bbl TiepefiaeTe JeiCTBUE
KOMY-TO JPyroMy ¥ BaM He Ge3pa3/iiueH pe3y/bTaT, TOra MPUIEeTCs C/IeIUTh 3a
nporieccoMm Tiepesiaud. [1o Mepe TOro Kak st Oy;y 3HAaKOMHUTh BaC CO CJIeAYIOIIei
TJIaBOM, TIOCBAIIIEHHOW OpraHu3al[uyl WHPOPMAI|H, Bbl YOeJUTeCh, UTO BaXKHYIO
KaTeroputo, C KOTOPOU TIPUZIeTCsT paboTaTh, COCTaB/IsIeT Marnka « OXXujaHus».

Co3zmaB coOCTBeHHYIO yIOOHYIO CHCTEMY, 3allUChIBAlTe 3ajjaud, KOTOphIe
BbI OyzieTe repeJjaBath APYTHM JIFOJSIM, a 3aTéM — OTC/Ie)KUBATh, B OJIOKHOT WU
BKJIa/IbIBAliTE TIAMKY C OT/e/JbHBIMUA JIUCTaMH, TIOCBSIEHHBIMA KOHKPETHBIM
npobieMaM, MOKeTe TakKe COCTAaBUTh TepeueHb B Kateropuu «OyKujaHU» Ha
BalieM KoMmIibioTepe. Ec/ii BhI ellle He CO3/la/ii HafIeKHYIO0 CUCTEMY, TTOMeCTHTe
3aMMcKy Ha ymcte Oymaru — «XKay: orBeta oT boba» — U mojioKuTe ero B
croniky «[lofgBerieHHbIX» Tpo67eM, BO3HUKIIYHO B xo/e  00paboTku
WH(OPMAIUH U JIeXKAIIYI0 Ha OT/Ie/TbHOM TTOJJHOCE WJIH JIOTKE.

Yro, ec/iu MAY y)Ke Ha UY)KOW MOJIOBHHe Mmo/isi? B omvcaHHOM BbIliIe



ripumepe c oxxuganieM Gopmel K-1, koTopasi 03BOJIUT BaM MO/CYMTATh HAJIOTH,
c/iefiyroiljee CI0BO y>Ke 3a KeM-TO ApyruM. B TofoOHBIX CHUTyal[usix 4acTo
TpeOyeTcsi OTC/NeqUTh [JeNCTBUe KakK [leIeTUPOBAaHHYI0 3a/lauy WM  Kak
«okugaHue». Ha yncTke, rge HanvcaHo «Ilopcuer Ha/moros», Hy)KHO Haruvcarhb
yTO-TO Bpoge: «Kny ¢popmy K-1 u3 komnanuu Acme Trust» ¥ MOMeCTUTb €ro B
CTOIKY «llozBeleHHbIe».

BaxHO [arvpoBaTh BCe [JOKYMEHTbI, KOTOpble Bbl Ilepefaere [pPYTUM.
Cpeau BCcex KaTeropui, BXOAALIUX B CUCTEMY, 3Ty I'PYIITY JOKYMEHTOB Ba)KHee
BCEro OTCJIeXXUBATh. Pa/ii HECKOMBKUX pa3, KOTZa BaM MOHAZ00MTCsi 00paTUThCs
K uHdopmaiuu («Ho s 3BoHM/I M 3aKa3an 3TOT Marepuas K 12 mapTa»), CTOUT
3aBeCTU MOCTOSIHHYIO TIPUBLIUKY OTCJIe)KUBATh 3Ty TPYIIITY.

Omaoxcumsp 0esno

BO/BIIMHCTBO MepBOOUEPeHBIX IIIaroB, KOTOpble OyayT HameueHbI [/
peliieHUst TIpo6JieM, HAKOIMBILIMXCS B KOpP3WHe, TIPU/IETCS TIpPeJIIPUHUMAaTh BaM
caMuUM, W i1 3TOro ToTpeOyeTcss Oosibllle ABYX MMHYT. 3BOHOK KI/IMEHTY;
3JIEKTPOHHOEe CO00II[eHNe, HaJl KOTOPhIM HY>KHO HEMHOTO T0/lyMaTh U Pa30C/iaTh
paboueii rpyrire; MoAapoK, KOTOPbIH Bbl XOTUTe KYNHUTh AJid Opara B MarasvHe
KaHIIeJIIPCKUX TOBApOB; TPOrpaMMa, KOTOPYHO HY)KHO 3arpy3uTb W3 CeTH U
TIPOTeCTUPOBaTh; Oecelja C CympyroM O BJ/IO)KEHWM, KOTOPOe, Ha Balll B3IJIsI,
MMeeT CMbIC/I — BCe 3TH fieJia TIOAXOAST T10/] OTiCaHue.

OTHU JeUCTBUST HY)KHO TJe-TO 3alucarth, a 3aTeM VIIOpS/IOUMTb B
COOTBETCTBYIOIIIMEe KaTeropuu, 4yToObl MOXKHO ObIZIO B C/iyuyae HaZloOHOCTU
TIOJIyYUTb K HUM JIOCTYII. A TIOKa UTO, He pa3AyMbIBasi, HaK/eMBaliTe Ha KaK/[bIH
JIOKYMEHT B KOpP3WHe CaMOKJ/IeIOI[eCs TMCTKHA C Ha3BaHWEM JIeMCTBUSI, KOTOPOe
HY>KHO TpeANpUHSATb, W TepeKiajiblBaiiTe WX B CTOIKY yXe 00paboTaHHBIX
«TI0/IBEIIIEHHBIX» JIeJI.

Ocmasuwiuecs «nodgewieHHble» Npob1eMbl

BHuMarenbHO creflysi yKa3aHUSIM, W3/I0)KEHHbIM B [JJaHHOW [/laBe, BBbI
BbIOpOCHMTE MacCy TMpeJMeTOB, paccopThpyeTe WU3psAHOe  KOIUUEeCTBO
Marepuasna, COBepIlIMTe MHOTOYMC/eHHble [eiCTBUs, 3aHUMarolue He Oosee
JBYX MUHYT, U TepeajuTe omnpejeeHHOe UKC/I0 JOKYMEHTOB PYTHUM JIIOZSIM.
OO6pa3oBaBIliasicsi CTOMKa [JOKYMEHTOB TioTpebyeT OT Bac BBITIOJIHEHUS
orpe/ieJIeHHbIX 11aroB, KOTOPbIe TIO-TPeXXHEMY HY>KHO NPeATNPUHSTL — BCKODe,



KOI7la-HUOyb WM B KOHKPETHBIH JeHb — W HAllOMUHAHUM O JeMCTBUSX,
KOTOPBIX BbI OKMJaeTe OT JpPYyrux Jrofer. Kareropus «mojBellleHHBIX Jem»
COCTOUT M3 JIEUCTBUM, KOTOPbIe BbI KOMY-TO TIepe/laii WK OTIOKUIN Ha Oosee
ro3/Hee BpeMsi. DTO — jie/ia, KOTOpble HY>)KHO KaKUM-TO 00pa3oM YTIOps/JOUUTh
B Ballly WH/JWBHW/yaJbHYIO CHCTEMY: 3Ta TpoljeJypa IMOIIaroBO pacKpbITa B
C/IelyroLLei I1aBe.

Cnucok npoekmoe

[TocnepHuii 1ar Ha TYTA KO /[HY KOP3WHBI TIpe/IiosiaraeT TepeHoC
BHUMaHUSI C OT/Ie/TbHBIX ZeMCTBUI Ha OOIIyI0 KapTHHY, T. €. Ha Balll TTPOEKTHI.

OnsTh-TaKH, s OMPEJIE/ISII0 «IIPOEKT» Kak JII000M pe3y/bTart, B [0CTHXKEHUN
KOTOpPOTO Bbl 3aMHTepeCOBaHbI, TpeOyroluii oT Bac 0osiee OJHOTO AKTUBHOTO
pevictBusi. Ecau  Bbl  TlepecMOTpUTE  CITUCOK  fieJl, KOTOpble HAaMeTW/IH
(«1103BOHUTL PP3HKY MO TMOBOAY CHUTHA/MW3ALMM JjIsS MAaIllMHBD», «HAIMCaTh
BepHa/ieTT 3/1eKTPOHHOE COO00IjeHre KacaTe/llbHO MaTepUasioB KOH(epeHIun» ),
TO, HECOMHEHHO, Hali/leTe B HeM DsiJi Bellleid, TpeOyroIux oT Bac 6osiee OfHOTO
JeicTBusi. Bompoc yCcTaHOBKY CUTHa/iU3aluu He Oy/ieT hcuepriad rocjie 3BOHKa
®psHKY, a, CBI3aBIIMCh C bepHaZeTT, BaM He y/aCTCs 3aKOHUMTh MOATOTOBKY K
KOH(pepeHLIUH.

Hagzietoch, TipakTUuecKast TIpUurHa JI/Isl IIMPOKOTO OTpe/iesieHusi IPOEeKTOB,
KOTOPOTO TIPU/IeP)KUBAIOCh s CaM, BIIO/IHE OYeBH/HA: eCIM HamMeueHHbI BaMU
TepBooUepeIHON 1lIar He T[I03BOJIUT PeIIUTb TpobjeMy, BOCIO/b3YHTeCh
SIPIIBIYKOM, KOTOPBIM Obl HaITOMHHAI BaM O «ITO/IBEIIIEHHbIX» JlejlaX ZI0 MOMEHTa
UX 3aBepiiieHusl. BaM HY)KHO COCTaBUTb CITUCOK MPOeKTOB. OH MOXKeT BKJTIOUATh
nmobbie  «[IpoekThbl»: 0T «lIpa3gHuuHasi BeuepwHKa» M0 «[IpekpaiieHue
WHBECTUPOBAaHUSI B JIMHUIO TIPpoAyKIuH Widget» umm «OKoHUATeIbHOE
yTBEp)K/IeHHEe TIaKeTa OIUIaThl TPyja». Ha3HaueHue 3TOr0 CIMCKA HE B TOM,
yToOBI OTpa)kaTh TPUOPUTETHI, a4 B TOM, UTOOBI 00ecCTeundTb HaJe>KHbIe
HallOMUHaHUSI 000 BCeX HEe3aMKHYThIX IMK/IaX.

Ha OaHHbIll MOMeHm, y 8ac, 8eposimHO, HAMeYeHO om mpuoyamu 00 cma
npoeKkmos.

He uMeeT 3HaueHus1, Korjla Oy/leT YKOMITJIEKTOBAH CIMCOK «IIpOeKThI»: BO
Bpemsi TepBUYHOM 00pabOTKM COfep>KUMOT0 KOp3WHBI WM mo3xke. [Ipocto
HY)KHO B KaKOW-TO MOMEHT COCTaBUThb CIIMCOK W BECTH €ro, MOCKO/IbKY OH
SIBJIIETCSI OCHOBHBIM OPHEHTHPOM, KOTOPBIN TTOKAa3biBaeT, HA KAaKOM I3Tarle BbI
HaXO/IUTeCh U K UeMy CTPEMUTECh.

A ceituac TogymMaeM Hajl TeM, Kak 00eCIieunTh «HOpMabHYH0 paboTy BCcex



cucTeM» B cdepe opraHu3ariii MaTeprasoB.



I'naBa 7. CopTMpoBKa MaTepHasia: CoO3aHue
«IPAaBWIbHBIX» KOP3UH

[lonHass W eauHOOOpasHasi cucTeMa OpraHM3alydu  JlaeT OTrPOMHOe
MPEeMMYIIeCTBO, TOCKOMbKY CHUCTeMa I[103BOJIsIeT CO3HAHWI0 OTB/€YbCS OT
DPYTUHHBIX 3a00T U TiepeiTH K UHTYUTHBHOMY TIDUHSITUIO PellleHUi, OT KOTOPOTO
Bac He OyAyT OTBJieKaTh MpobeMbl, ocTaBivecs Oe3 BHUMaHus. Ho asisi Toro,
yToObl BBl CMOI/IM TIepeUTH B [JlaHHOe COCTOsIHWe, (u3nyecKass CUCTeMa
yTOpSIIoUeHus1 JJaHHBIX JI0/DKHA OBbITh JTydllle CUCTeMbl, CO3[jaHHOW B Balllem
CO3HaHUM.

Jns moeo umobbl 8bl MO2AU NOCMOSIHHO KOHYEHmMpupogamb GHUMAHUE Ha
OanbHeliwux delicmausix, HyJicHa 6e30mkasHas cucmema ynopsiooueHusi OaHHbIX.

B 3Toi1 11aBe s 03HAaKOMJIIO BaC C OCHOBHBIMU 3TariaMud U UHCTPYMEHTaMU
mpoliecca OpraHu3aliid, KOTOpble TMOHaZo0saTcs rnpu obpaboTke Kop3uHbl. Bo
Bpemsi MepBUYHON 00pabOTKM BXOASIEr0 Marepuana Bbl OyneTe co3/aBaTh
CTIIMCKU U TPYTITIbI TIPO0OJieM, KOTOpbIe HY>KHO OyZieT yropsifIounTh, C TeéM YTOObI B
JanbHeMNIeM BKIFOUMThL B HUX HOBbIe 3a7laui. VIHBIMU C/ioBamMU, He 006s13aTelbHO
co3/laBaTh CCTeMY OpraHM3alliy JaHHBIX MOMeHTa/bHO, Ha mycToM MecTe. OHa
OyzeT pa3BUBaThCS MO Mepe TOro, Kak Bbl OyzieTe oOpabaTbiBaTb pPyTHHHBIE
TIpo0/ieMbl ¥ IPOBEPSATH Ha/IMUKe MaTepUasoB.

51 cobpan Bce BoeiMHO, HO 3a0bU1, KyZia UTO TIOJIOXKUIL.
HeuszgecmHblli asmop

BHelllHee Ko/bI[0 AvarpaMmbl pabouero miporjecca (puc. 7.1) copeput
OCHOBHBIE KaTerOpWM, B KOTOpble BbI OyzeTe ompefensTh MaTepHasbl, Korja
pelyTe, 9YTO OHU COOOM TIPe/ICTaB/ISIOT U KakK C HUMU TTOCTYTHTh.



Yro 370 Taaoa T

!

C amm mosnen

WTO-T0 CODNATET » HET-

Mepanomyrerms O

/ ‘ '

e t{mﬁ Kaneszape nl .'mﬁﬂ;lwmw
BOTOCHT Gy OO e Of - s a1 Tl A T

sesh i
NN T QOTOND) —— - CHOp

Puc. 7.1. [luaepamma paboue2o npoyecca — op2aHu3ayusi OaHHbIX

OcHog8Hble Kameezopuu

CylijecTByeT CeMb OCHOBHBIX THUIIOB Marepuasa, KOTOpbid TpebyeTcs
OTCJIE)KMBATh U KOHTPOJIMPOBATh C OPraHM3aljMOHHOU TOUKH 3PEeHUS.

* CIIMCOK IPOEKTOB.

» COmnyTCTBYyHOL[Me MaTepuasibl I10 IMPOeKTaM.

* [lelCTBYS U CBeJleHUs], 3aHeCeHHbIe B KaJleH1aph.

» Criucku «IlepBoouepeiHble L1aru».

* Criucok «OxXuiaHus».

» CripaBouHble MaTepuasbl.

* Crincok «Korzma-HuOynb/MoXKeT ObITh».

BastcHocmb uemkux epaHuy




OueHb Ba)KHO TMPOBECTU YeTKME TPAHULIbI MeXJy Kareropusamu. Kaxzmas
KaTeropusi OTpakaeT OTZAe/IbHbIM THUI COIVIAleHUM, KOTOpble Mbl 3aK/04aeMm
camu ¢ co0ol, U ecu OHU yTPaTST CBOU TPAHULIBI U HAUHYT CMEIWBaThCS,
TIPOLeCC OpraHM3alvy OyZieT NUilieH 3HaUUTeIbHOM /1071 3PPeKTUBHOCTH.

Kameeopuu dondcHbl  6bimb  pazoeneHbl: 6U3YA/bHO, (pu3uuecKu U
Nncuxono02u4ecKu.

Hanpuimep, ec/iv Mo/IoKUTh CIIpaBOYHbIE MaTepUasbl B Ty JKe CTOMKY, UTO U
JaHHble, C KOTOPbIMU TO/NBLKO CoOMpaeTeChb O03HAaKOMUTLCSA, TO BOPOX
HaKOMUBIIMXCST Oymar mpuBefieT Bac B 3aMellaTe/bCTBO. ECIM BK/IOUUTH B
CIIMCOK TepBOOUEePeIHbIX [JEeNCTBUN [lefla, KOTOpble HY)KHO TIOMECTUTb B
KaJleH/iapb, MOCKOJbKY OHU HaMeueHbl Ha KOHKDEeTHbIe IHW, TO Bbl yTpaTUTe
JoOBepre K CBOeMy KajeH/apl, B pe3y/lbTaTe uero MpUAETCs IOCTOSHHO
repecMaTpyBaTh CIKCKU Ja/bHeUIInX AedcTBUM. ECu y Bac BO3HMK 3aMbicel,
KOTOpBI Bbl He cOOMpaeTech peasM30BbIBaTh B OsivpKalilliee BpeMs, TO €ro
HY>KHO TIOMEeCTUTh B CIUCOK «Korma-Hubyib/MoxeT ObITh», UTOOBI MOXKHO ObLIO
C JO/DKHbIM BHUMaHHEM M PELIMMOCTbI0 OTHECTUCh K CIMCKY TeKYIIUX
TIPOEKTOB. A eC/Id KaKoe-TO M3 BallluX «OKUZAHHWI» TI0Ta/I0 B OJJUH U3 CIIMCKOB
JanbHeUINX [JeNCTBUM, MHOTO BpeMeHH OyJeT MOTpayeHO BIYCTyH0 Ha
HeMnpOo/lyKTUBHOEe MHOTOpPa30Boe 06/IlyMbIBaHUe TPOO/IeMBbl.

Cnucku u nanku

Korga BbI ysicHUTe, 3a Kakoi MH(opMaliyei Hy>KHO cieuTh (00 3ToM peub
1y1a B TIpe/biylilleli T7aBe, MOCBSIIeHHON 00paboTKe [aHHBIX), BCe, UTO BaM
TIOHA/IOOUTCS — 3TO CIMCKU U TMAarKW [jisi CTIPaBOUHBIX U BCIIOMOTaTebHbIX
MaTeprasoB. CUCKY (OHU TOXKE MOTYT COZlep>KaThbCsl B Markax) MO3BOJISIT BaM
C/IeIUTh 3a BBITIOJIHEHHWEM TPOEKTOB M 3a/lad, KOTOpble BbI «KOTAA-HUOYIb/
BO3MOXKHO» COOUMpaeTech pelIUTb, a TakKe — TePBOOUepeJHbIX II1aroB,
HarpaB/IeHHbIX Ha 3aBepllieHre He3aMKHYThIX LIMK/I0OB. B marnkax (371eKTpOHHBIX
WM  TPaJULMOHHBIX) MOXXHO  XpaHUTb  CIIPAaBOYHBIM  Marepuan W
BCIIOMOTaTe/IbHY0 MH(OPMAaLUIO TI0 TEKYIUM MIPOeKTaM.

MHue COBEPILIEHHO 6e3pa3anHa IMpoCTOTa4, KOTOpad
rnpegmecTtBsyeT C/A0KHOCTH, HO 34 IIPOCTOTY, KOTOpdd AOCTHUId€TCA
rmpeogojieHnemM CJI0)KHOCTH, 4 I'OTOB OTAdTh >KU3Hb.

Onusep BeHoenn Xoamc



MHorve coCTaBisi/ii COMCKA TOJaMd, HO HUKOIZla He CUYuTaau 3Ty
nipoiieiypy ocobo 3ddektuBHOM. [IpocTbie cucTeMbl, BpoOJe TOH, KOTOPYHO
DPEKOMeH/Iyl0 s, BbI3bIBAIOT yCTOWuMBOe HejoBepue. OfHAKO OOMBIIMHCTBO
COCTaBUTe/IeN CIHMCKOB He TIOMeIa/iv Tyjja mpobeMbl, KOTOpbIe O/DKHbI ObUIH
TaM HaxXOJUTbCS WK He YJ0CY)KUBAMCh UX 3aBEPIIUTh: O3TOMY CaAMU MePeYHU
He OTJIMYaJUCh 0CO00M (PYHKIMOHA/NBHOCTBIO. A BOT KOT/la W3BECTHO, UTO
HY)KHO TIOMeIIlaTb B TepeuHd, ropas3fio Jierde paboTaTh: B TakoM CJiyuae
Heo0X0ZIMM TOJTBKO 3¢ deKTUBHBIN CrI0CO0 Be/leHus CIIMCKOB.

He mbITaliTech Co3/1aBaTh HEKYHO0 BHEIIHIOK CTPYKTYpPYy NPUOPUTETOB AJIs
CBOMX CITMCKOB, KOTOpble B 3TOM Cjyuyae MPUJIeTCS TepenuchiBaTh IOCe
Ka)KZIOT0 U3MeHeHHUsI CUTyaluM. [1oTbITKa Ha/oKeHHUs TTOI00HBIX OrpaHUUYeHUM
MOXXeT BHECTU JOTOTHUTENbHYH0 CYMSTULYY B CHUCTeMbl JIMUYHOM OpraHu3aljiu
MHoOrux mrofiedi. [Ipu paccMoTpeHUM CIMCKa B 11eJIOM Bbl OyzieTe pacCTaB/sITh
TIPUOPHUTETHI HA OCHOBE COOCTBEHHOM MHTYMIMH, PYKOBO/ICTBYSICH MHOXECTBOM
rnepemMeHHbIX (hakTopoB. [Isi Bac COMCOK SIBASIETCS JIMIIb  CPeACTBOM
OTCJIe)KWBaHUSI BCe COBOKYITHOCTU HaMeueHHbIX aKTUBHBIX /IeMCTBUH U [le/laeT
BeCb HabOP 3a/1au ZI0CTYTHBIM /IJIsl TIepecMOoTpa.

Korza peub uieT 0 «CIUCKe», TI0Jl STUM CJIOBOM CJieflyeT TTIOHUMAaTh TOTbKO
riepeyeHb TIPO06/ieM C OTpe/ie/IeHHBIMU CXOAHBIMU XapaKTepucThukamu. CIucok
MOXKeT OBITb COCTaB/eH B OJHOM M3 criexyroimx (opmaros: (1) manka c
OTZe/IbHBIMU 3aMeTKaMy Ha Oymare, MoCBsIIieHHbIMU Mpo6ieMaM, OTHOCSIIIIUMCS
K [JaHHOW Kareropuu; (2) ¢u3Mueckuil CIKWCOK, COCTaB/ieHHbI Ha
03ar/iaB/ieHHOM JiucTe Oymary (4acTo B OTPLIBHOM OJIOKHOTE W/IM TMaMSTHOU
KHIWKKe); Wik (3) TepeuyeHb, COCTAaB/IE€HHBIM C MOMOIIbI) KOMITbIOTEpA WJIA
udpoBoro cekperapsi, (Harmpumep, Kareropusi 3ajau Microsoft Outlook wmm
oTze/bHasi Tema Ha PDA).

Copmupoeka HanOMuHaHutl 0 oaabHeluwux 0eticmeusix

Eciy BbI OMyCTOILIWIM KOP3WHY, TO y BaC HaBepHsKa IOSIBU/IACh CTOIMKa
«TI0/IBEIlIEHHBIX» HAalTOMUHAHUM O [IeHCTBUSAX, KOTOPbIE MOTYT ObITh BBITIOJIHEHBI
B TeueHUe ABYX MUHYT M He MOTYT ObITh HUKOMY TiepefaHbl. [1omo0HBIX fer,
CKopee Bcero, Habepercss OT [JBajljaTH [0 IIeCTUAeCATA-ceMuecaTu. He
3a0yzbTe 0 Jlenax, rnepeJaHHbIX APYTUM JIFOASM, U, BEPOSITHO, O JiefaX, KOTOphie
ObLIM TIOMeUeHbl BaMU B KajleH/lape WM OTHeCeHbl K Kareropuu «Kora-HuOyb/
MOJKET OBLITb».

MoxxeTe ymOpsiJOUYMTh BCE 3TO B KaTeropuu, K KOTOpPLIM OyzieT Jerko
o0paTuTbCsl, UTOOBI pellleHreM YKa3aHHBIX TPo0eM MOXXHO ObLIO 3aHSThHCH,



Korya 6yzeT Bpems.

[MpuaymaiiTe Haubomee MOAXOAAIIMM CrOCO0 (H3UUECKON TPYIITUPOBKH
npoOsieM: B BHJEe AOKYMEHTOB B TalkKaxX WM CHMCKaX, TPAJMIJMOHHBIX WU
3JIEKTPOHHBIX.

Hena, komopbie c/1edyem nomecmumsb 8 Ka/1eHOapb

[Tpu opraHu3alM JaHHbBIX, KaK y>Ke 0TMe4asioCh, BOZHUKAET /IBa OCHOBHBIX
THIIA JeWCTBUM: I1aT¥, KOTOPble HY)KHO TIPeATNPHHSTL B OIpe/ie/IeHHbIN /1eHb 1/
WA B KOHKDETHOe BpeMsi, U 3ajlaui, KOTOphle C/e/lyeT BBITIOJHUTh KaK MOXKHO
CKOpee, BbIZIEJIUB [I7Isl HUX BpeMsi, CBOOOJJHOe OT /iesi, TOMeUeHHbIX B KaJsieHzape.
Hena, BHeCeHHble B KajeHJapb, MOTYT ObITb HaMeueHbl Ha KOHKDETHOEe BpeMsi
(manpumep, «c 4:00 pgo 5:00 — BcTpetuThCA € [KUMOM») WIA Ha
oripesienieHHbIN  fieHb («[1o3BoOHUTHL Paiiuen BO BTOPHUK, uTOOBI Y3HATh,
TIOJTyUm/Ia JIU OHa TEeKCT /IeJIOBOTO TPeZIJIOKEHUSI» ).

[Tpu 06paboTke COEP>KUMOTO KOP3UHBI, BaM, BEPOSITHO, TOMaIauCh fiena,
KOTOpble BBl Cpa3y TioMedasud B CBoeM pabouem KaneHjape. Haripumep,
repBoouepeHON 111ar, HeoOXOAWMBIN [/s1 TPOXOXKAEHUs MeJoCMOTpa, —
TO3BOHUTh B TIOJMK/JIMHUKY, UTOObI Ha3HAUWTb BpeMsi, U TIOCKOJBbKY Ha 3TO
TpeboBasioch He Hosiee ABYX MUHYT, BbI Cpa3y Tak M C/iefiand. A 3[paBblii CMBICT
TI0/ICKa3bIBaeT, UTO, KaK TOJbKO Ha3HaueHO BpeMsi 00C/e/JoBaHUs, €ro HY>KHO
HeMe/lJIeHHO BHECTH B KaJleH/japh.

KaneHoapb OonxceH cooepicamb MOAbKO OCHOBHble «HEpPOBHOCMU
penbega», B0Kpy2 KOmMopblx ci1edyem cmpoumsb OdabHelwyo 0esimeabHOCb.

Ho y MHOTUX /Tt0/iei, MPUBBIKIIUX K COCTAB/IEHUIO CITUCKOB Jie/T Ha KaXK/IbIi
JleHb, BO3HUMKaeT >XejlaHWe TOMEeCTUTh B KajleHJapb [eWCTBUS, KOTOpble UM
XOUeTCsl CjiefiaTh, HampuMep, B CJIeAYIOUIUM TIOHe/|e/IbHUK, HO TIPUJEeTCS
TepeHecTd Ha OJUH U3 TOCAeAywiux aHeil. COMpOTUBISNUTECH 3TOMY
UMIY/bCy. Bbl [O/DKHBI /10BepSTb CBOEMY KajeHjapio, KakK CBATbIHe, TZe
HaXOJUTCS UeTKUM TiepeueHb 3a/lad, KOTOpble 00s13aTe/TbHO HY>KHO BBITIOJTHUTH 3a
JleHb: OH JIOJDKeH ObITh 3aMeTeH, /laXke eC/IU Bbl TIPOCMAaTPUBaeTe KajeH/japb Ha
Gery. Bam craHeT ropa3zo sierue paboTatb, ec/iii B KajieHZape OyayT TOJIBKO
Jiesia, KOTOpble 00si3aTe/IbHO HY)KHO CjlefiaTh B TeueHue AHs. Korga kaneHzapb
BBITIO/IHSIET CBOK) HENOCPe/[CTBEHHYH pOJib B TIPOIlecce OpraHu3alvy,
OOJILIIMHCTBO 3ajlayu, KOTOpPbIe MPEeACTOUT BHITIOJHUTb, OCTAIOTCSI B KaTeropuu
«KaK MOYKHO CKopee: Oojiee TIpUOpUTeTHBIe MPOOIeMbI 110 CPaBHEHUIO CO BCEMU
OCTa/IbHBIMU JIeJIaMI».



Knaccugukayus nepeoouepedHbix delicmeuli 8 3a8UCUMOCMU 0mM KOHMeKcma

3a MHOTHe TOAbl s OOHAPY)KW/I, UTO JIyulllee CPeACTBO HAllOMMHAHHS O
JIeCTBUU, KOTOPOE HY>KHO BBITMIOJIHUTh KaK MOXXHO CKOpee, — 3TO KOHKPEeTHbIN
KOHTEKCT, TpeOyeMbIil /Ijii ero OCyIeCTBIeHUs: HHCTPYMEHT, MeCTO WM JIULIO,
HeobxomMMoe s pellleHWs1 3afiaud. HampumMep, eciud Jjsi  COBepIeHUs
JIeCTBUASI HY)XEH KOMIIbIOTEp, TO €ro cjaefyeT TOMEeCTUTh B CIIHCOK,
o3ariaBieHHbIM «KommbroTep». EC/IM HY)KHO Che3IUTh Ky/la-TO Ha MalliHe
(HaripuMmep, 3aexaTh B 6aHK WIM B MarasvH WHCTPYMEHTOB), TO [Ie/I0 HaJJIe>KUAT
TIOMEeCTUTh B KaTeropuio roe3znok. Eciu ciaeayroiuii mar — o00CyJuUTh UTO-TO
HEeTIOCPe/ICTBEHHO CO CBOeM KOJ/IJIeroi OMW/IM, TO pa3yMHee Bcero Oyzer
TIOMeCTHUTh MP00JIeMy B CIIMCOK W/IW TIATKy MO, Ha3BaHUEM « OMUJTH».

To, HAaCKO/IbKO y3KOHAIIpaBIeHHBIMU JO/DKHBI ObITh 3TH KaTeropuu, OyzeT
3aBUCceTh OT (1) KonmuyecTBa AEMCTBHH, KOTOpble HEOOXOAWMO Jep’KaTh II0[
KOHTposieM, U (2) OT TOro, HACKOJBKO 4YaCTO Bbl MeHsIeTe KOHTEKCT UX
COBepILIEeHMUS.

Ecnyu Bbl OTHOCUTECH K TE€M PEAKOCTHBIM CYaCT/IMBUYMKAM, Y KOTODBIX
HaMeUeHO BCEro ABaZliaTh MATh MePBOOUYEPeHBIX 111aroB, TO CMOXKeTe 000UTHCH
eIUHbIM CIMCKOM JaJbHEeUINX [eucTBuM. B Hero Moryt BOWTU CaMble
pa3sHooOpa3Hble Jiea: OT TIOKYIIKH T'BO37IeM M pa3roBopa C HauaJbHUKOM O
Ka/IpDOBBIX MEePeCcTaHOBKAaxX [0 TeHepalyud WAer [/ NpPOBeAeHUs Bble3HOMU
nesoBorM BcTpeud. Ho ec/ii HakOmWioCh MATBAECST WIA CTO HaMeUeHHBIX
JaTbHeMIINX [JeWCTBUH, TO Be[eHHe OAHOr0 OOJIBIIIOr0 CITMCKA OKaXKeTCS
He3(hdEeKTUBHBIM 3aHATHEM: KaXKAbli pa3, KOria y Bac OyzeT TOSB/IATHCS
cB0OO/IHOE BpeMs, ero TpPU/IeTCsS TPaTUTh Ha MOBTOPHYIO COPTHUPOBKY ITPOO/IEM.
Ecmu B mporpamMmMe KoHbepeHIIMH OOBSIBIeH KOPOTKWM IepephiB, B TeueHue
KOTOPOT'0 MOYXKHO COBEPIINTb HECKOJIbKO BaXKHBIX 3BOHKOB, TO CHauasia MpUIeTCs
BbIJIeJIUTh TaKy0 KaTeropuio, Kak 3BOHKH, U3 [ITMHHOIO MepeuHsi He CBS3aHHbIX
MeXXay coboM 3ajjau. A eciu Bbl OTIIpaB/seTeCh IO Pa3HBIM JielaM, MOJKeTe
BbIOpATh 3a/jauy 13 CITMCKA 1M0e3/10K U 00beIMHUTh UX B OT/e/TbHbBIN ITepeueHb.

Eme oguH ¢akTop TNPOU3BOAUTENLHOCTHA, OOYC/IOB/IEHHbIN [JaHHBIM
METOJIOM OpraHM3aIuM MpobsieM, — 3TO yBeJMUeHUe pe3y/bTaTUBHOCTH, KOTZa
Bbl paboTaeTe B OIpe/ie/ieHHOM pe)kuMe. PaboTast B pexkuiMe «TejieOH», BBI
o03BaHMBaeTe MaccCy JItOZiell — HY)KHO TOJBKO ITPOCMOTPETh CITMCOK 3BOHKOB.
Korga Bamn BK/IOUEH KOMOBIOTED TIOAK/IOUEeH K VIHTepHeTy, CTapauTech
BBITIOJTHUTh MaKCHMaJIbHBIM 00beM pabOThI, He TepeK/IovasiCh Ha JPyrye BU/bI
JesiTelbHOCTU. [Ijii TOro uToOBI TepelTH OT OAHOTO BH/A [eATEeTbHOCTH K
apyromy paboueMy pHUTMy W HMHCTPYMEHTApHWIO, HY)KHO Tropa3fo OoJibliie



SHepruu, yem OOJBLIMHCTBO U3 Hac MOTyT cebe mpeAcTaBuTh. VI ecTeCTBeHHO,
KOrJla HY)XHbI UesioBeK MPUCYTCTBYeT B oduce, ¢ Ballield CTOPOHBI OyzeT
pa3yMHee 0OCyIUTb C HUM BCe HaKOIUBIIIMECS BOTIPOCHI, TIOKA Y BacC €CTh Takas
BO3MO)KHOCTb.

Camble pacnpocmpaHeHHble Kamezopuu HANOMUHAHUU 0 0a/IbHetWuXx
delicmeusix

OueBUIHO, HECKOJIBKO M3 CeAYIOIIMX 3arjlaBui CIOMCKOB, BaM XOPOIIIO
3HAKOMBI:

* 3BOHKWU.

» Kommerorep.

* Brie3nbl.

* Oduchbie gena (B oduce (pasHoe)).

» Toma.

* [ToBecTKM AHS (AJ1s1 MEOAEM U AJ1s1 AEOBBIX BCTPEY).

* [TpouecTs/TIpOCMOTPETS.

3BOHKH. DTO COMCOK BCceX Tere()OHHBIX 3BOHKOB, KOTODble BaM HY’KHO
COBEepIIIUTh; MOXKHO paboTaTh Haf 3TOW KaTeropuew, roka BK/IHOueH TesedoH.
Yem OoJibllie cTereHb Ballleii MOOUIBLHOCTH (0COOEHHO eC/ii y Bac eCTh COTOBBIN
TesiepOH), TeM TI0jie3Hee OKaKeTCsl CIMCOK BCeX HaMeUYeHHBIX 3BOHKOB;
Hebo/bIlIMe TIDOMEXYTKA BpeMeHH, KOTOpble BO3HUKAIOT, KOTJia Bbl He Ha
paboueM MecTe WM B Jiopore (BBILUIM Ha TepepbiB WM JK[eTe camoreTa),
NPeZIOCTaB/IsIOT BaM TPeKpacHyl0 BO3MOXKHOCTb TpopaboTaTh CBOM CITHCOK.
ViMes mop, pyKoW OTZeJIbHbIM CITMCOK 3BOHKOB, TOpPaszo jierue COCpesoTOUNThCS
Y UHTYUTUBHO BbIOpaTh CaMblii Ba)KHBIN M3 HUX Ha IAHHBIN MOMEHT.

Bo3bMuTe 3a MpaBUIO 3aMuChIBaTh Teae(OHHbIM HOMED HalpOTHUB KaXKI0M
npo6siemMbl. YaCcTO BO3HUKAIOT CUTYyalUM, KOT/la BO3SMOXKHOCTb C/ie/laTh Ba>KHBIM
3BOHOK OCTaeTCsl HepeajM30BaHHOU IO TOW MPOCTOM MNpPUYMHE, UTO Bbl He
MOJKeTe HalTh HY>KHbIW Tene(OHHbIA HOMeEP.

Komnbrorep. Eciv Bbl paboTaeTe Ha KOMITbIOTEPe — TOYHee, eC/IM HOCUTe
c co0oil MOPTAaTUBHBLIM KOMIBIOTED, a B ouice U /ioMa CTOST CTaljMOHApHbIE
MallliHbl, — TI0/Ie3HO Oy/leT CrpyInyupoBaTh BCe 3aJjaud, KOTOpbie HY)KHO
BBITIOJIHUThb, TIOKA OH BK/IOYEH. OTO TI03BOJIUT IIpOAaHaIu3UpOBaTh BCe
BO3MO)KHbIe BapuaHTbl PabOTHI 3a KOMIbIOTEDOM U HAllOMHUT 000 Bcex He
OTOCJIAHHBIX 3MIEKTPOHHBIX COOOIIeHUsIX, O JOKyMeHTaX, KOTOpble HY)KHO
TOArOTOBUTH W/IK OTPeaKTUPOBAaTh, U TaK Jasee.



S MHOro myreliecTByO, MO3TOMY BeJly CIIMCOK Jiesl, O3ar/iaBjieHHbI «B
CeTW», OTJIeNIbHO OT CTMCKa Toj, Ha3BaHueM «Kowmribtorep». Ha 6opty camonera
MHe HeJOCTYMHO TIOAK/IIOUeHUWe K CeTH WIM K CcepBepy, HeoOxomumoe [jis
BBITIO/THEHUsI MHOTUX 3a/jau. Tak uTo BMeCTO TOrO, YTOObI IMXOPa/[0YHO /[yMaTh,
YTO 1 MOT'Y U Yero He MOI'y CZieJiaTh, S 3aIVIs/ibIBa0 B CIIUCOK JeJ1 « KoMIbroTep»:
s1 abCOMIOTHO yBepeH, UTO HU OJJHO W3 3TUX fie/l He TpeOyeT MOAK/IHOUEHUS K
CeTH, U MOTY CIOKOMHO BbIOMpaTh CaMble Ba)kKHble 3aJjaull B COOTBETCTBUM C
[JaHHBIM KpUTepueM.

Xopowo nodymatime, 20e u Kak 6bl MoOdJceme cCO8epwiumb onpeoeneHHble
Oelicmeusi UuAu He Modiceme UX CO8epwumb, U cOCmasbme CNUCKU Oen
coomeemcmeylowjum obpasom.

Ec/ii KOMIBIOTEP CTOUT TOBKO B 0o(rice, TO BaM MOXKeT 1 He TIOHaZl00UThCS
cricoK «KomrbroTtepy; 3aauu JaHHOM KaTerOpuy MOXKHO OTHECTHU K CITUCKY el
B oduce, TMOCKOJbKY KpoMe oduca HUX BCe pPaBHO HerJe BbIOJHUTS.
(AHaZOrMyHO, €ecjy Ball eQVUHCTBEHHbIM KOMIIbIOTEP HAaXOAUTCA JOMa M He
SIB/IIETCS TTIOPTAaTUBHBIM, TO Jiejia, CBA3aHHbIe C HUM, MOKHO BKJ/IFOUWTH B CITMCOK
o7, Ha3BaHUeM «Jloma»).

Beie3apl. VIMeerT CcMbIC/I 3amycaTbh B OJHOM MeCTe BCe 3a/ayd, KOTOpble
HY>KHO BBIINIO/IHWTh, KOTJa BBl e34uTe I10 JejiaM. Eciy BBl 3HaeTe, UTO HY)KHO
CeCcTb B MalllMHY U Ky[a-TO IoexaTb, TO BeCcbMa II0JIe3HO UMeThb I0[ PYKOH
CTIMCOK, KOTOPBIA MOYKHO MPOCMOTPeTh B Jilopore. Takue felCTBUS, KaK «3abpaTh
cepTudUKaThl akKI[Uil W3 [EMO3UTHOTO SIUKa» WM «3a0paTh U3 TIPOSIBKU
doTorpadpun» U «KyNnuTh MeTyHUU B OpaHXepee» BCe MOMaAyT B 3TOT CIIUCOK.

EcTeCTBeHHO, CMMCOK MOXeT OBbITb MPOCTO CaMOKJ/IEHOIIUMCS JIUCTKOM B
O0KHOTe WM KpaHHOU (opmoli B KaTeropuu «Bbie3nbl» paszena «/ema» Ha
BallleM 3/IeKTPOHHOM cekpeTtape Palm.

YacTo ObIBaeT 10Jsie3HO BeCTU CIMCKU Oosiee HU3KOTO YPOBHSI B paMKax
OT[e/bHbIX KaTeropuit «Bele3nb». Hampumep, Bbl BCIIOMHW/IM, YTO [JOJDKHBI
YTO-TO KYIUTh B MarasuHe WHCTPYMEHTOB, CJe/auTe >5/IeMEeHTOM CIIMCKa
«MarasvH WHCTPYMEHTOB» U IIPUCOBOKYIIMTEe K HeMy IiepeyeHb TOBapOB,
KOTOpbIe Bbl XOTHUTe TaM npuobpectu. Ec/iiv Bl He CTOPOHHUK aBTOMAaTH3allvy,
MoxKeTe BOCITIO/Ib30BaTbCA CaMOKJICHOLLIUMCS JIUCTKOM «MarasuH
VHCTPYMEHTOB»; IIPUBEPKeHL[bl TeXHOJIOIMYeCKOro IIporpecca, COCTaBUBIIIMeE
5JIEKTPOHHBIA CIIMCOK, MOTYT TMPUKPeNuTb K HeMy 3ameTKy «MarasuH
WHCTPYMEHTOB» C TlepeyHeM HeoOXOZIMMbIX TOBApOB.

MBI O/KHBI CTPEMUTBCSL K IPOCTOTE, KOTOPAst JIEXKUT 3a TPaHbIO
BCEX YCJIOXKHEHUM.



con I'apoHep

[ToCKO/BKY $1 Ty TellIeCTBYH B OCHOBHOM 110 OO/IBIIIMM rOpPOZiaM, s BeJly /1Ba
criicka «Breie3nbi»: «Bble3nsl — Opmpkan» (Mou ropon) u «Bwie3nsl — npyrue
MecTa», Ijle TIOMeyal0 BCe TOBapbl, KOTOpble MOTy TIpUOOpecTd Mo MyTH.
«CoenuHUTEeNMM JJ1s TI0/IMBa Ta30HOB» TONaAyT B CIUCOK «Bbie3noB — O/pkan»,
a BOT «IToKyTIKa CITOPTUBHBIX HOCKOB» TIOM/IET B CITUCOK «/Ipyrre Bble3/bl».

Iena B opuce. Eciiu Bbl paboTaete B oduce, To y Bac OyayT fena, KOTOpbIe
BbI CMOYKeTe Cjle/laTh TOJBKO TaM; UX CIUCOK MPUTOJUTCS Ha paboueM mecte —
XOT$I, KOHEUHO, eCJ/Id y Bac B ouce CTOSIT Tesie)OH U KOMIIbIOTEP, U Bbl BefieTe
OTAe/NbHble  COMCKW,  O3arjiaB/ieHHble  COOTBETCTBEHHO  «3BOHKU» U
«KowmribtoTep», To OHM BaM ToKe TOHa006sTCsA. S1 6bI MTOCOBETOBAs BK/IHOUUTH B
cnucok «/lesa B oduce» o0yro 3a/1auy, /7151 BBITIOJIHEHUSI KOTOPOUM Heo6X0[uMOo
NOAKMIOUNTECST K WHTepHeTy (a 3TO ynmobGHee Bcero czenaTb Ha pabore:
BO3MO)KHO, 3TO €JMHCTBEHHOE MeCTO C TMOCTOSIHHbIM J0CTyrom). Hanpumep, s
ObI TTOMeCTH/T UMEHHO B 3TOT CITMUCOK HallOMUHaHUe 0 HeOOXOAUMOCTH 3arpy3Ku
13 ceTu OOJIBIION TIPOTPaMMBI.

Joma. MHorue fiejia MOXKHO CZie/1aTh TOBKO 0Ma, 03TOMY UMeeT CMBICI
BEeCTU OT/[e/IbHbIM CIMCOK i [JaHHOTO KOHTeKcTa. f1 yBepeH, uTO y Bac
HaKOMW/IOCh MHOXXECTBO 3aMbICJIOB W TIPOEKTOB IO [JIOMY, M 4acTo
nepBooYepe/iHbIM /IeiCTBUEM B paMKaX TaKOro IIpOeKTa $IBJISIETCS ero
ocyuectBieHue. «[loBecUTb HOBYIHO  peNpoAyKLUIO», «pPacCOPTUPOBATh
KOMITAaKT-JUCKU» W «Pa3BeCUTh IO LIKa(am 3HMMHIOK OJeXAy» — TaKOBbI
TUTIAYHbIE TTYHKTHI «/I0MallTHero» CITHCKa.

Ecu y Bac ecTh joMaliiHuil oduc, To toboe [esio, KOTopoe MOXHO C/ieniaTh
TOJILKO TaM, TIOMa/leT B CITUCOK «J/loMa». (Ecu BBl paboTaeTe TOJILKO Ha JJOMY U
He ToceljaeTe Apyrux O¢HUCOB, TO BaM BOOOIe He TMOHAZOOMTCS CIMCOK
«OducHble fena» — mnepeuns «JJoma» OyaeT BIOJIHE JOCTATOYHO).

IloBecTKH HA. Bbl 00si3aTesibHO OOHapy)KUTE, UTO MHOMKECTBO BalllUX
JanbHeWIMX fAelCcTBUM HYXHO Oyser b0 COBepiIMTh B TIpoljecce
Herocpe/ICTBeHHOro 0O0IeHuss ¢ KeM-To, b0 0OCyIUTh MX Ha TIOBECTKe
3aceflaHUsl KOMUTeTa WM COBelllaHUsl TepcoHasa. Bam Hy)XHO 0OCyauTh C
NapTHepOM HW/JeW Ha C/eyIOLIUM Tof; Bbl XOTUTE TOTOBOPUTH C MY>XEM O €ro
MJlaHaX Ha BeCHY; BaM HY)KHO [iaTb CeKpeTaplle 3aJaHue, CJIMIIKOM CI0XKHOe
JJisi TOrO, uTOOBI HW3/laraTh ero CyTb B 3J€KTPOHHOM CO0O0OIleHuu. A Ha
COBell[aHUM TIepCOHa/ia B TIOHe/le/TbHUK Bbl JO/DKHBI CZiesiaTh 00BsiBieHue 00
V3MeHeHUU CTpaTervi rmojjaud OTUeTOB O PacxXofax.

ITpedcmosiwyue Oelicmeusi Hy3CHO NoMewamb 8 omoe/bHble N08eCMKU OHSl,
cocmae/ieHHble 0/151 Kaxc0020 4en08eKd, C KomopbiM 8bl NOCMOSIHHO 0bujaemech,



u 0/151 Kaxcooll ecmpeuu, KOMopyo 8bl pe2y/asipHO noceujaeme.

[Togo6HbIe TipefCcTOsIMe [eHCTBUSI HY)KHO TIIOMelllaTh B OT/e/bHbIe
TIOBECTKHU [IHSI, COCTaB/IeHHble /ISl KaK0ro uejioBeKa U /i KaK[OW BCTPEuHu.
[TpodeccroHanel, KOTOpble BeAyT TMarKy, I7e COAep)XaTrCcs BCe BOIPOCHI,
TpeOytoiijue 0OCYX/eHHsI C HayaJbCTBOM, YK€ TO/b3yHTCS MoauduKaiyei
JlaHHOro Metofa. [lnsi yropsijodeHusi [AajbHEWIINX [JeMCTBUM BaM MOJKET
TIOHA/IOOUTHCST OT TPeX A0 MSATHA/[aTh TIOA00OHBIX CMTUCKOB. 1 COBETYIO 3aBeCTH
OT/ie/IbHbIe TarKu Wiy CIIUCKU [1JI Haua/IbCTBa, KOJUIer, ITIOMOLLIHUKOB, CYTIPYTOB
U Jered. Bam Takxke cjefyeT 3aBeCTM aHAJOTMYHBIM CIIKUCOK [/ CBOEro
MOBEPEeHHOro, (MHAHCOBOTO CeKpeTapsi, CYeTOBOJAa W/WIM TPOTrPaMMHUCTA,
CJIOBOM, /IJIsl KXKI0TO, C KeM HY)KHO OyzieT o0cynuTh Oosee ofHOM pobieMbl BO
BpeMs1 C/Ie[IyIOLIero Tesie()OHHOTO pa3roBopa.

Eciv Bbl yuacTByeTe B peEry/sipHbIX COBeLaHUSIX — 3acefaHUsiX
TepcoHasa, IPOeKTHOI0 OT/e/la, COBeTa JUPEKTOPOB, KOMUTETa, Yero yrogHo —
TO U OHU 3aCTy>KMBAIOT COOCTBEHHBIX MarioK, T7e Bbl Oy/ieTe 0oTMeuaTh BOTPOCHI,
TpeOytoliue 06CyXIeHusl.

YacTo NMpUXOAUTCS BeCTH TEKYI[UI CIUCOK fiesl, TpeOyroImx 00CyKaeHus
C 4e/IOBEKOM, C KOTOPBLIM BhI Oy/ieTe 00II[aThCsl JIUIIb B TeUeHWe OrPaHUYeHHOTO
BpeMeHU. Hampumep, ecim Bbl uMeeTe [e/0 C TOAPSAUYUKOM, KOTOPBIM
BBITIO/THSIET CYIIleCTBeHHbIM 006bemM paboT B BailleM [O0Me, MOXKeTe COCTaBUTh
CTIIMCOK Ha BpeMsi Balllero coTpyAaHuuecTBa. O6xo/s MeCTo mpoBefieHus1 paboT B
KOHL|e [IHS, TI0CJIe OThe3/a MoAPsAIUMKA, BBl MOJKeTe 3aMeTUTh JleTa/ld, KOTOpble
3aX0TUTe 0OCYUTh C HUM YTPOM, U UX CITUCOK ZO/KeH ObITh y Bac 1oj| PyKOi B
cylydae HeoOXOAUMOCTH.

[ToCckoMbKY /aHHBIM TUI CIIMCKOB BeChbMa I10JIe3€eH, Ballla CUCTeMa [JOJKHA
TIPeJJOCTAB/ISATh BO3MOXKHOCTh OBICTPO U JIeTKO [100aB/SITh HOBbIE TIOBECTKH T10
Mepe HazlobHOCTU. HampuMep, BCTaBKa CTpaHUIbl, MMOCBAIIEHHON OT/Ie/TbHOMY
JULy WKW BCTpede, B pa3zen OJIOKHOTA, o3ariaBieHHbIN «[loBecTKu [AHS»,
3aHUMaeT CUMTaHHble CeKyH[bl. [IpUMepHO CTOMBKO ke 3aHuMaeT JobaBieHUe
criejuabHOW CTpaHULbl B pasjen «[loBecTku gHs» 1udpPOBOro ceKpeTapsi.

IIpouecTb/mpocMoTpeTh. Bbl 0e3 coMHeHUs1 HalifieTe B KOp3WHE Dsifi
JOKYMEHTOB, B OTHOIIIEHWM KOTOPBIX C/IEAYIOLUM JeilcTBUeM OygeT ux
npouteHre. Hazeroch, UTO Bbl MPUJEP)KMUBAIMCH TpaBW/ia ABYX MUHYT U YXKe
pa3o0paiuch C psAOM MOMEHTA/TbHBIX TPOO6IeM: UTO-TO BBIOPOCH/IN, UTO-TO
paccopTUpOBaM, a YTO-TO TMepeHeCIu Ha CJIeAYHOLUMK 3Tal Kak I0Je3HbIN
Marepuar.

[loKyMeHTBI, Ha TIPOUTEHHe KOTOPbIX, M0 BalllMM OlleHKaM, yizeT Oosee
JBYX MUHYT BallleT0 BpeMeHU, OObIYHO MMeeT CMBIC/I TOMellaTh B OT/e/IbHYI0
(Gur3UUeCKyl0 CTOMNKY-KOpP3UHY T10J, Ha3BaHueM «[IpouecTb/ipocMoTpeTh».



OTHOIIlY JAHHYH KaTeropyi0 K CIMCKaM; HO C TaKMM CITMCKOM Jierue BCero
paboTath, ec/id TIOMECTUTb [JOKYMEHTbI U JKypHajabl B JIOTOK W/WIU
MOPTaTUBHYIO TIaTKYy.

Hnsa mHOrux sogei cronka «IIpoyecTb/pOCMOTpPETH» MOXKET OKa3aThbCs
BeCcbMa 00bemMucTON. VIMEHHO TMMO3TOMY KpailHe Ba)KHO TIOMeIIaTh TyZa
JOKYMEHTbI, PACCMOTpeHHe KOTOPbIX 3aHUMaeT Oojiee TByX MUHYT, TOMbKO B TOM
cjlydae, eCU Bbl JIEMCTBUTENBHO XOTUTe WX TPOYeCTb B CBOOOJHOE BpeMmsi.
B03MO)XXHO, MpPOLIECC OKakKeTCsl BeCbMa YTOMMTE/IbHbIM, HO CUTyalds MOXKET
CYLLeCTBEHHO OCJIO)KHUTbCSI WM 3aBeCTM BaCc B TYNWK, €CU Bbl UETKO He
orpezie/iiTe TpaHWL] JaHHOW Karteropuu. Ilo KpailHel Mepe, YeTKoe
pasrpaHdueHre KaTeropuil MO3BOJUT BaM YSICHUTb, KAKUMU MarepuajaMU Bbl
pacrosaraete, a Hajquude BHYTPEHHUX PeryIUPYHOIIUX MeXaHU3MOB TNOMOXKET
BaM OIIpe/le/IUThb, UYTO Bbl XOTUTE OCTaBUTh, @ UTO — BBIOPOCUT.

[Tosie3HO UMeTH TOJ, PYKOM CTOMNKY MaTepyasioB [Jisi TIPOUYTEHUS], KOTOpbIE
MOKHO TIPOCMAaTpUBaTh Ha XoAy (Hampumep, Bbl coOupaeTeCch Ha BCTpeWY,
KOTOpasi MOXeT 3a/lepXkaTbCsi, Ha CeMHHap, B IpOrpaMme KOTOPOTO MOXKET
BO3HMKHYTb HMUEM He 3aHATOe OKHO, WIA Ha MNpUeM K JaHTUCTY, TJe BaM
npuzileTcs KAaTb CBoell  ouepenu). Bce mepeunciieHHble — CUTyalud
TIpeJJOCTAB/ISIIOT TIPeKPaCHYH) BO3MOXKHOCTb O03HAaKOMHUTBCSI C MaTeprasioM.
JItomy, KOTOpble He OpPraHM30Ba/d CBOW MaTepHuaJibl AJisi IPOUYTEHUs/TIPOCMOTPa,
MOTYT MOTEPSITh MacCy BpPeMeHM, MOCKOJIbKY B >KU3HU UAaCTEHBKO MOSIB/ISIIOTCS
Heo)kKU/laHHbIe CBOOO/IHbIE MUHYThI, KOTOPbIE MOXXHO BBITOZIHO UCTIO/b30BaTh.

Te, kTO 0eCcCMBIC/IEHHO pacxXoayroT CBO€ BpeMsd, Udllle BCero
JKAJTYKOTCA Hd €ro HeJOCTATOK.

JKau oe Jla Bproliep

Copmupoeka cnucka 0XcudaHuli

Kak 1 HarloMUHaHUs O [1eHCTBUSIX, KOTOpble 00s13aHbI COBEPIIIUTL Bbl CaMH,
HarloMUHaHUsS 000 BCeM, UTO BaM JIO/DKHBI BEPHYThb, U 000 BCEM, UTO JO/DKHEI
c/leniathb Ipyrue, Takxxe TpeOyrOT COPTUPOBKHU U yriopsifoueHus. [Ipu pabote c
JAHHOUW KaTeropueil He 00s3aTeNlbHO OTC/EXKUBATh AUCKDETHBIE IIard: yYaile
OXKU/IaHUSIMU SIBJISIFOTCSI COOBITUSI, CBSI3aHHbIE C TIPOEKTaMU, KOTOPbIe 3aBUCST OT
Apyrux mofeil. Bel Mo)keTe >K/jaTh MOMy4YeHUs 3aKa3aHHBIX paHee OWIETOB B
TeaTp, JOCTaBKU CKaHepa /i o(urca, coracysl KIMeHTa Ha Ballle Mpe/jioykeHue
u T. . Korma cnepyrommid mar B paMKax OIpe/ie/IeHHOIO NpOeKTa J0JDKeH



NIpeANPUHSTL KTO-TO [PYroi, BaM HY)KHO He HallOMHWHaHWe O [a/IbHeMUIINX
JleACTBUSIX, a POCTO «CITyCKOBOW MeXaHW3M», HAlIOMUHAKOLUK O TOM, Yero U OT
KOro BbI K7eTe. Bailla posib COCTOUT B TOM, YTOOBI TTPOCMATpPHBaTh CITMCOK C
TpebyeMoli MepUOAUYHOCTBI0O W pelllaTh, CTOUT JIM, HallpuMep, IIPOBEpPHUTh
CTereHb BbITTOTHEHUS TIPOEKTa WU/IU CIe[lyeT YCKOPUTh €ro OCyleCTBIEHHE.

PekoMeH/yI0 BaM Jiep)KaTh CIMCOK OKWJAHWUK TMOJ PYKOM, B TOU >Xe
CUCTeMe, YTO W CIHACKA HAlNOMWHAaHWUM O [aJbHEUIINX JIeUCTBUSIX.
OTBETCTBEHHOCTh 3@ CJIEAYIOIIUM STall  BBINOJHEHUST TIPOEKTa MOJKEeT
TepexofiuTh OT OIHOTO K JIpYTOMY, ITOKa OH He OyzieT 3aBepiiieH. Hampumep, BbI
3BOHHTE TOPrOBOMY areHTy, uToObl OH O3HAaKOMWJI BaC C HOBBIMU
Tpe/i/IoKeHUsIMU (HarloMMHaHWe 00 3TOM Bbl 3aHEC/IM B CITMCOK 3BOHKOB). [anee
Bbl JKJeTe, KOria TIpo/iaBel] SIBUTCS K BaM CO CBOUM IIpeJ/I0KeHUEM
(DpemyiokeHre y)Ke OTHOCUTCA K Kareropun oxujanuii). Korzma TekcT
TIPe/I/IOYKEHUST OKa)KeTCs Y BaC B PyKaX, ero HY)KHO OyzeT mpocMoTpeTb (OH
TonazieT B CTOIKY MM Kop3uHy «lIpouects/mpocmoTrpeTs»). O3HaKOMUBLIKCH C
JIOKYMEHTOM, BbI OTIIPABUTE €ro Haua/ibHULIe [/ YTBEP>KAeHUs (U CHOBa CITUCOK
oxuganmii). U tak ganee.Z

Bh1 oiytuTe HeObiBajioe MOpa/ibHOE YIOBIETBODeHUe, KOTZa OCO3HaeTe,
YTO Balll CTIMCOK OXKUZIAHUM BKJ/IFOUaeT BeCb HAOOp UHTePeCYIoIUX Bac Tpobiem,
pelleHre KOTOPbIX BO3JIOXKEHO Ha JPYTUX JIFOJeH.

HUcnonb3oeaHue npebmema 6 Kauecmee HaNOMUHAaHus

Camblli JeficTBeHHBIM Crocob ycaeAuTb 3a BCEMH HAllOMUHAHUSMH O
JMaTbHEeNIINX JeMCTBUAX — J00aBUTh UX K CITMCKAM U TIallkKaM, KakK TOJIbKO OHU
TIOTa/Iat0TCS BaM 107 pyKy. [losiBUBIIMeCs: HallOMUHAHUS He TIOHaA00STCs BaM
rocie o6pabotku nHGpopmaiu. Bel Mo)keTe fieslaTh 3aMeTKU BO BpeMsl Oece/ibl
C HayaJlbHUKOM, HO WX HY)KHO OyZeT BbIOPOCHTH, KOTZla Bbl M3BjieUeTe U3
KOp3WHBI BCe TMPOEKThI W JIeWCTBUS, CBsA3aHHble C HUMU. HekoTopwle mroau
TILITAIOTCS ApXWUBHUPOBATh T'OJIOCOBBIE COOOIIEHMs], C KOTOPbIMU «HAJ|0 UTO-TO
clenaTb», OJHAKO 3TO He cambli 3hdeKTUBHBIM Criocob XpaHeHUs
HarlOMHUHaHUMH.

Jepoicume 31eKMpoHHble COOOUeHUs1 U OOKYMeHMbl, HANOMUHAoWjue 8am o
JdanbHetiwux oelicmeusx, omoeabHO 0m 8ce20 0CMAa/aAbHO20.

BripoueMm, M3 3TOro mpaBWIa eCTb MCK/IIOUeHHs. HeKoTopble HCXOAHBIE
MaTepuasbl MOTYT ObITb TOpa3zno Oosiee 3pPeKTUBHBLIMU HAIIOMUHAHUSIMHA O
TpebyeMbIX JeMCTBUSX, UeM 3aMeTKH B criMcke. Hanbonee akTyanbHO JaHHOe
TIPAaBU/I0 B OTHOIIIEHWM OyMa)kKHBIX MaTepuaJioB WU HEKOTOPBIX 37eKTPOHHBIX



COO0O0I1IeHUH.

YnpaeneHue nomokom padoueti 00Kymenmayuu

HekoTopble 00bEKTHI SIB/ISIOTCSI CAMBIMHU [J1eHiCTBEHHBIMU HAITOMUHAHUSIMU O
npezcTosiiei  paborte. Kareropusi «IIpouecTb/TIpOCMOTPETb», B  KOTOPOM
HaXOJATCS  CTaTbM, TMyONMKAIMKM M JIOKYMEHTBbI, sB/lsgeTca Haubosiee
PacIpoCTpaHeHHbIM TIpUMepoM. KoHeuHO ke, ObUIO ObI W3/IWINHE IHCaTh
«I[TpocmoTpeTs KypHan Fortune» B KaKOM-HHOYIb CIHMCKe HAITIOMHUHAHMM, KOT/a
MOKHO TIPOCTO TIOJIOXKWTb >KypHal B KOP3uHY «IIpouecTh/TIpOCMOTPeTb» B
KaueCTBe HallOMHUHAHMSI.

IIpyro¥i mpuMep: /IIOAM, KOTOPBIM Jierye OIJlaudBaTh BCE CueTa Cpasy, B
OZJTHOM MeCTe, CTPeMSTCS Jep)XaTb BCe KBHMTAHLMM B TIAKe WIA CTOMKE TIOf
Ha3BaHneM «CueTa K oruiate» (WM, Oosiee oOiee 3aryaBue, «DUHAHCOBBINA
TIpo1eCC»). AHA/JIOTUYHO, YeKH, HeoOXOZMMbIe /il TIOATBEP)KAEHHs PACXO/IO0B,
Takxke cjenyeT obpabarbiBath MO0 Cpa3y MoC/e MoyueHwus, JTUOO Jep>KaTh B
CIeLia/IbHOM KOHBepTe uy narke «Ksutanmun as 06paborkuy». 8!

Bo3mokHO, crieljiduKa Bailield paboThI, BXO/SIIEro MaTeprasia U pabouero
MeCTa TaKoBa, uTo Hanbosiee 3(h(eKTUBHBIM METO/[OM OpPraHM3aIMK Pa3TUUHBIX
KaTeropuii MOXKeT OKa3aTbCsd XpaHeHHe CaMHMX JOKyMeHTOB. Harpumep,
CHELMaTUCT 0 paboTe C KAMEeHTaMH YacTO CTaJIKMBAETCSI C MHOTOUHCIEHHBIMU
3arpocaMi, KOTOpbIe COCTAB/ISIOTCS B CTAHJAPTHOM MMCbMEHHOH ¢opme, W B
TaKOM C/Ty4yae 3aBeCTH KOP3WHY WJ/IM MarlKy, T/ COIeP>KaTCsl TOJbKO JJOKYMEHTBI,
TpebOyroIie KOHKPeTHbIX AeWCTBUM, OyleT HauIydluM criocobom o06paboTKU
9THX 3aIPOCOB.

IMeeT MM CMBIC/T 3aHOCUTb HAlOMHUHAHMS B CITMCOK WM HCII0/b30BaTh
CaMH JOKYMEHTBI, Y/IOKUB WX B KOP3WHY WM TAamkKy, B 3HAUYUTE/JLHOW Mepe
OyzeT 3aBHCeTb OT 3[PaBbIX JIOTUUECKUX JOBOJOB. Bbl MOXKETe KCII0/Ib30BaTh
HarlOMHUHAHMS, HaXo/sCh He Ha pabouem mecte? EC/IU OTBeT yTBepAWUTEbHBIN,
TO C/Ie[yeT TIOAyMaTh O TPaHCIIOPTabebHOCTH Mareprana. Eciv 3a/jaua TakoBa,
YTO ee, BEPOSATHO, YAACTCS BBITOJHUTL TOJBKO CHUAS 3a pabOUYMM CTOJIOM, TO
pacCMOTpeHre HallOMUHAHWKM HeTIOCpe/ICTBEHHO Ha pabouem Mecte Oyzer
CaMbIM JIYUILIM PEIIeHUEM.

Kakoli ObI BapMaHT BBl HU BbIOpa/iv, HAIIOMUHAHUS C/IeyeT pa3zie/uTh Ha
OTZIeJIbHbIE KaTerOPHH, B 3aBUCMMOCTH OT TpeOyeMbIX Ja/bHEHIINX JeHCTBU.
Ecimm ciiepiyroiiiee feliCTBHe TI0 TIOPSIIKY — TMO3BOHUTH KOMY-TO, TO €ro C/ie/lyeT
TIOMECTUThb B KaTerOPHUIO 3BOHKOB; €C/IM TIePBOOUYEPEeHOM I1ar — 03HAKOMUThCS
c uHbopMal[Meli W BBECTH ee B KOMIIBIOTEpP, TO SIPJbIK [JO/DKEH IVIAaCHTh



«Komribrotep». Haubonee CyLL[e CTBeHHbIM (dakTopom CHVKeHUS
3 PeKTUBHOCTU MHOTUX CUCTEM YIIpaB/ieHusi pabounM TpoLjeccoM, C KOTOPbIMU
sl CTaJIKUBAOCh, SIB/IIETCSI XpaHeHHWe OJHOTHUITHBIX JOKYMEHTOB (T. e. 3alpoCOB
Ha YCJIyrd) B OJHOM JIOTKe, JaKe eC/IM OHU II0fpa3syMeBarOT BbIIIOJIHEHUe
pa3UYHBIX [1eHCTBUN. B COOTBETCTBUM C OJHUM 3alipoCOM OT Bac TpeOyeTcs
COBepLINThL TeneOHHbIM 3BOHOK, APYrou MpejrosaraeT mepecMoTp JaHHbIX, a
[J/1s1 YIOB/IETBOPEHUSI TPeThero HY)XKHO [JOK[AaTbCs, MOKa KTO-TO BepHeTCs C
HY>KHOM HMHQOpMalueii, — HO BCe OHW HaXOAsATCS B OJHOM Kareropuu. Takou
MOJAXOJ, MOXKET 03a/lauyuThb: Bbl HEpEeLIWTe/]bHO OCTAaHOBW/IMCH Tiepes TPy[ou
JIOKyMEHTOB, He 3Hasi, YTO Jie/laTh, [IOTOMY UTO BCe Ja/IbHeUllre JeUCTBUS I10-
TIpeKHEMY HaXOJATCS B MOABEIIEHHOM COCTOSIHUM.

Most cobcTBeHHasi cucTeMa JIeTKO TpaHcropTabesibHa: MOYTH Bee Ipo0sieMbl
yTOpsifioueHbl B CIIUCKU, HO 51 BCe PaBHO ZiepXKy OyMakHbie HAaIIOMUHAHUS JABYX
Kareropv. {1 myTellecTByrO C AByMsl MarkaMu: OfHa o3arviaBjieHa «IIpouecTs/
IIPOCMOTpeTb», Apyrasi — «BBoj [JdaHHbIX». B mnowiegHoo0 s Kiagy Bce
JIOKYMEHTBbI, KOTOpbIe TIPeAro/aratoT eJUHCTBEHHOe [1elCTBHEe C MOEH CTOPOHBI
— BBOJ, UHGOpMaLlMM B KOMMbiOTep. [IpriMepaMyd MOTYT CIy>XUThb BU3UTHbIE
KapTOUKH, CBeJleHUs] U3 KOTOPbIX HY)KHO IlepeHeCcTH B CIMCKU aJpecoB/
Tesle)OHOB, U3peueHUs MJisi  crieluanbHOM 0asbl  «llutaTbl», CTaTbU O
pectopaHax, KOTOpble si Obl XOTen BK/IHOUUTH B TOApa3/iesibl  CIHUCKOB
«[lyTeriecTBusi ¥ ropofia», U T. [I.

anaeﬂeuue NOMOKOM 3/1EKMPOHHbIX coo6u4euuﬁ

Kak ¥ HekoTopble OyMa)kKHble MaTepuasbl, 3/IeKTPOHHbIE COO0OIeHuMs,
TpeOyroll[ie OT BaC AaKTUBHBIX [IeWCTBUM, WHOTJA SIBSIOTCS JIyUIIUMU
HarlOMUHaHUSIMM — B JJaHHOM C/ly4ae B PaMKaX CaMOM cucTeMbl 00paboTKu
3JIEKTPOHHOU TIOUThL. ITO yTBepKAeHrne 0Cco00 aKTyaqbHO, eC/U Bbl TIOy4YaeTe
Maccy cooOIlleHni U TPOBOAUTE 3HAUMTE/NbHYH) 4acTb BpeMeHH, pabotasi c
TIPOrpaMMHBIMU  Cpe/icTBaMu  00pabOTKM TIOUTHI. JEeKTPOHHbIE COO0OIeHus,
KOTOpble HAallOMUHAIOT BaM 00 aKTUBHBIX IlIaraX, MO>XHO XpaHUTh B CHUCTeMe,
BMECTO TOTrO, UTOOBI TIOMeIlaTh YTOMSIHYTble B HUX J€MCTBUS B OT/Ie/IbHBbIM
CITUCOK.

MHorve M3 MOMX K/IWEHTOB HallIM TOJ€3HOM TaKyk IIpoLeaypy, Kak
co3/laHue ABYX-TpeX CreldaJbHBbIX TAaroK B CBOUX TporpamMMax o006paboTku
nouThl. [la, GOMBIIMHCTBO 37€KTPOHHBIX TANOK JO0/DKHO HWCIOMb30BaThCs ISt
XpaHeHUs] CMpPaBOUHbIX WM AapXMBHBIX MarepuasioB, HO TakXe BIIOJHE
JIOMYCTAMO CO3[laHHe [eMCTBEHHOW CUCTeMbl, KOTOpasi TT03BOJIUT BaM OT[Ie/TbHO



paccopTUpPOBaTh COOOIIeHUs] C HAallOMHWHAHUSIMA 00 aKTMBHBIX JeNCTBUSAX 3a
ripejieslaMH caMoOl Tlanku «Bxopsiiue» (a UMeHHO B Hel OOJIBIIMHCTBO Hojel 1
XPaHUT CO0OIIeH s ).

CoBeTyl0 BaM CO3/aThb OT/AENbHYIO TMarky s cooOieHuii, obpaboTka
KOTOpPLIX 3aHUMaeT Oosee aBYX MHUHYT (OMNSATh >Ke, Bbl JO/DKHBI OBITH B
COCTOSIHUM Cpa3y pacCOpTHPOBATh MacCy COOOIeHU, PYKOBO/JCTBYSCh
TpaBWIOM JBYX MHUHYT). Ha3BaHue TMarnku J0O/HKHO Ha3bIBaThbCsS C 3arjiaBHOMU
OyKBbI WKW CHMBOJA, 4TOOBbI OHa (1) OT/IMYasach OT OCTa/lbHBIX TANOK CO
CTIpaBOYHBIM MarepuasioM U (2) Obula TepBOli B TIepedyHe KaTaJsoOroB,
BO3HMKAIOIIIeM B OKHe TpOBOJHMKA. [lonb3yilTech CHMBO/JaMU TUIA «@» B
Microsoft umu «—» B Lotus: oba 3Haka uayT miepen OykBamu asndaBuTa B
COOTBETCTBYIOIIMX cucTeMax. Co3gaHHas BamMH Tanka «@/[etictBusi», Oyzer
COJIep’KaTh Te CO0DIIeHNsI, KOTOpble TPeOyIOT aKTUBHBIX I11aroB.

[asiee BbI MOKeTe CO37aTh MAIrKy 1107 Ha3BaHWeM «@O»KuJaHUs», KOTopast
OyzeT HaXOUThCS PSIIOM C Mankou «@ HeticTBusi». Torza, rmosyyast CooOITeHus],
rJje TOBOPUTCS O TOM, YTO KTO-TO JIOJDKEH COBEpIIMTh HeKoe [eilCcTBUe, B
KOTOPDOM BBl 3aWHTepeCcOBaHbl, Bbl MO)XKeTe TIOMelllaTb MX B TarmKy
«@Oxuganusi». Takke B TanKy MOXKHO TOMelljaTh HallOMUHaHUSI O Jeax,
KOTOpble Bbl XOTUTE KOMY-TO T[epeflaTb IO 37€KTPOHHOW MouTe: KOrJa Bbl
repechljiaeTe UTO-TO WJ/IW T[epeK/a/ibiBaeTe 3a/lauyy Ha [Pyroro 4eyoBeka,
OTCblZTIasi eMy  COOOIlleHWe, TIPOCTO  COXPaHSWTe  KOMHI0 B TIallke
«@Osxuganus» .

HekoTtoprle mnpuioxeHusi (Takue Kak Lotus Notes) MO3BO/SIFOT TIpU
TepechblyiKe COOOIIeHUSI COXPAHSTh KOIHI0 B OJAHOW W3 Tarok (Harpumep, C
TOMOIIbI0 KHOMKU «OTOCnaTh M COXpPaHUTh KOMMIO B Mamke»). [lpyrue
nipunoxkeHusi (Haripumep, Outlook) mpu mMepechlike TO3BOJISIOT COXPAHUTh
coolIleHre TOJMBLKO B yHHUBepcanbHOUW Tamke «OTrpaBieHHbIe». B ciydae
roc/jefiHel TIporpaMMbl  HaWIYUlllUM pellleHueM [ MHOTMX  SIB/ISIETCS
camocTosiTesibHOe (0ObIUHOE WM «CJieTioe») KOMUpOBaHUe CooOIeHut ¢
MOC/IeIyIOIIUM TOMeIlleHHeM KOMmui B Manky «@Oxxuganus». (JoBonbHO
rpocto HacTpouTh Outlook Tak, uToOBI MporpaMMa aBTOMAaTHMYeCKH OTChIasia
0OBbIUHYIO KOMMIO BaM CaMWM, B Ha3HAUeHHYIO TIalKy: Tpolie/lypa aHaJOru4Ha
TOJIBKO UTO OMKMCAHHOM).

OnycromeHue mnanku «Bxogsmque». MeToJ, ONUMCaHHBIM BbIllIe,
TI03BOJISIET MOTHOCTBbIO OCBOOOAUTDL Balll 37I€KTPOHHBIN SIIUK, @ 3TO TTOMOXKET
BaM BHECTH SICHOCTb B IOBCEJHEBHYIO paboTy ¥ 0OpecTH KOHTPOJIb Haj, HeM.
Baiil MOYTOBBIN SIIIIUK CHOBA CTAaHET HACTOSIIIIUM «IIOUTOBBIM SIILIUKOM»: BCe, UTO
rornazieT Tyja, OyzeT 1moso0HO CoO0OIeHHI0 Ha aBTOOTBETUMKE — MUTAIOIIEMY
OTOHBKY, KOTOpPbIM HallOMMHAeT BaM O TOM, UTO HY>KHO 3aHSITbCSI OTpejie/ieHHOM



npo6siemMoii!  BOJIBIIMHCTBO /TO[iel UCMO/B3YIOT 3/IeKTPOHHBIA  SIIUK  JJIsI
XpaHeHUs MaTepuasoB, TPeOyIOIUX aKTUBHBLIX [1eHCTBUM, KOTOpbIe ellle He
oripefiesieHbl, U CIIPABOYHON MH(OPMAaLMM — 3TOT TMOX0[, OLICTPO HapyllaeT
SCHOCTb  MBbIC/Ie: B  [aHHOM  C/yyae  TI0J/Ib30BaTe/isiM  [PUXOAUTCSA
repecMaTpyBaTh BCe CBOU MpoOIeMbl KaKAbIM pa3, Korjja OHM CMOTPSIT Ha
9kpaH. Ecnu Bamm cooObilleHusi HUKOT/IAa He BLIXOJWIM 3a paMKW 3KpaHa, TO
MeTof, Oyzer paborarth, HO i1 00ObEMOB KOpPPECIIOHAEHILIMM, C KOTOPBIMU
CTaJIKUBaeTCst OOBIIMHCTBO MPOo(eCcCUOHaNIOoB, OH HUKAK He TOAXO/IUT.

Jna pabombl ¢ nycmbiM sswjukomM mpebyemcsi 20pa3do MeHblle Cui, uem C
mem, Komopblli codepacum mbiCAUy coobuwjeHull.

[ToBTOPSIIO: OMyCTOIIEHVE MalKU «BXOZSAI[ME» He O3HauyaeT pelleHue BCeX
XpaHsAMxcs B Helt ipo6bsiem. [porecc TpeGyet ot Bac YAJIEHUS Bcero, uto
MOXXHO yganutb, COPTUPOBKMU cBeneHuli, KOTOpbIe Bbl peILIMTe COXPAHUTh U
He TMpeAnojarariux akTuBHbix 1naroB, BbBIIIOJIHEHUA  peiicTBum,
3aHUMAIOIIUX MeHee JBYX MHUHYT U TpeOyrIluMx T[epeHoca B TanKd C
HarlOMUHAHUSIMU BCEX OXKUIAHWUW U COO0OIleHuH, KOTOpble 00sI3bIBalOT BAaC UTO-
TO TIpeANpUHsSTb. Terepp MOKeTe OTKDPBITb CBOK Tarky «@/elcTtBusi» u
TepecMOTpeTh COO0IIeHNsl, KOTOPbIM, Ha Balll B3IVIsi/I, Ce/lyeT yIe/JuTh BpeMmsl.
He mpaBma /M, BBINO/JHUTH ONMCAHHYHK TIpOLieAypy TrOpasfo Jierye, 4yem
MIPOCMaTpYBaTh OJMH 3KpaH 3a J[PyTMM C TeM 4uToObl He YIyCTUTb U3 BULY
KaKyro-HUOYy/Ib «MUHY 3aMe/lJIeHHOTO JeCTBUS»?

IIpedynpesicOeHue: He pacceugatime HANOMUHAHUS 0 OA/IbHeUWUX
delicmeusix

«C 2na3 donotl, u3 cepoya 8oH» euje He 03Hauaem «8OH U3 20/108bD».

EcTecTBeHHO, BO3HMKaeT peajibHas yrpo3a, 4YTO Bbl IIOMECTUTe
HarlOMUHaHUS O JIeMCTBUSIX, KOTOPbIe OT Bac TpeOyrOTCs, Ty/a, I[je UX MOXKHO
Oyzer ynyctuTh u3 BUAy. OCHOBHOe Ha3HaueHWe OpraHM3allMOHHOW CHCTeMbI
COCTOUT B TOM, UTOOBI OHA TMO3BOJIs/Ia BaM BUZETb HAllOMUHAHUS WMEHHO B
HY>KHBIi MOMEHT: TOr/la Bbl OyzleTe yBepeHbl, UTO 3aHMMaeTeCh Kak pa3 TeM, 4em
JO/DKHBI  3aHMMathcsi (a2 He Haobopot). Ilepes TeM Kak MOKUHYThH OQUC,
pPacCMOTpUTE KaXk/loe «IOo/iBellleHHoe» coo0iljeHne, TpeOytoilee OT Bac
aKTUBHBIX JeUCTBUM, TOYHO TaK >kKe, KaK Bbl TEPeUuThbIBaeTe CIUCKU TIOf
Ha3BaHWeM «3BOHKW» U «KomribioTep». B cymHoctH, «@/ledcTBUS» — 3TO
TIPO/IOJKeHWe Balllero crvcka «KomribioTep», WU C 3TUM TiepeuHeM CJieiyeT
oOpaijatbcs  aHanOTMUHbIM  oOpa3om. [IOTOK OyMa)kHOU «I10[[BeIlIeHHOM»
paboueil AOKyMeHTAllUd TakXXe CJieflyeT pacCMaTpyBaTh KakK CIMCOK, €eC/u



JIOKYMEHTBI CJTy>KaT eZJMHCTBEHHbIMU HalIOMUHAHUSIMU.

[TepeHOC «ITyCKOBBIX MeXaHM3MOB» J€MCTBUM B TarkKy, B CIIUCKU W/ WU B
cucteMy 00pabOTKM 371eKTPOHHOM TTOUYThI — BITOJIHE TIPHeMJIeMbIi TIOAXO0/, eC/H
BbI 0OpalljaeTech C JO/DKHOMN MepUOIMYHOCTBIO KO BCEM KaTeropusiM, B KOTOpbIe
MOMeCTWIA HarioMuHaHusl. Kakas mosb3a OT [JOKYMEHTOB, 3aTepsSiBIIMXCSI B
nebpsix Ballleli CUCTeMbl U He BBITIOJIHSIIOU[UX CBOeM OCHOBHOM (YHKIMM —
HarlOMUHATh BaM O [1eCTBUSX?

YrobObl Mo3BOMUTHL cebe CIOKOWHO OOIIaThCsi C  ApPY3bsIMU WU
TIPOTy/IMBaThCsi 6e3 orpe/ie/IeHHON 11e/TM C TIOJTHOCThI0 CBOOOAHBIM CO3HAHUEM,
BaM HY)KHO 3HaTh, Tle HaXOZSTCS HAallOMUHAHWS O AaJbHEUIINX AeUCTBUSIX U
YTO OHU COOOM Tpe/ICTaB/SIOT, He00X0AYMa TaK)Ke YBEPEHHOCTh B TOM, UTO OHU
MOTYT TO/I0XKAaTh. [Ipy 3TOM BbI O/KHBI OBITH B COCTOSITHUM BCTIOMHUTD O HUX B
TeueHHe HeCKOIbKUX CeKYyH/I, a He THEeu.

Ynopﬂboueﬂue HaNOMUHAHUlI 0 npoekmax

CocTaBneHve U BefleHWe CIMCKa TIPOEKTOB (TIPOeKT — 3To Jitobas
npobsieMa WM >KejlaeMblid pe3y/bTaT, TpeOyroIuii OT Bac BbIMIOJHeHUs Gosee
OJTHOTO aKTHMBHOTO [EMCTBUSI) MOXET OKa3aThbCsl Cepbe3HOW 3ajaueit! BrionHe
BO3MOYKHO, UTO y Bac ropaszio 60sbliie TPOEKTOB, YeM Bbl fiymaeTe. Eciiv BHI ellje
He COCTaBW/IM CIIMCOK MPOEKTOB, PEKOMEHAYH) BaM H3HadajbHO COCTaBUTh
CIIHMCOK MPOEKTOB B MPOCTOM (popMe, aHa/IOTMUYHOM (hopMaTy CITHUCKOB [1eCTBUM:
3T0 MOXKeT ObITb KaTeropus B I[M(POBOM MAMATHOW KHI)KKE, CTpPAHMIA B
OTPBIBHOM OJIOKHOTE WU Jla’Ke OTZAe/bHasi Marka, o3ar/iaB/ieHHasi «IIPOeKThI» U
cojieprKalliasi TepeyeHb Win OTAe/bHbIe TUCTKY C Ha3BaHUEM Ka)K/Jj0r0 TIpOeKTa.

Cnucok (cnucku) npoekmos

CnMcoK TIPOEeKTOB He Tpe/iHa3HadeH /Jis XpaHeHUs TJIaHOB WU JieTasnei
CcaMUX TPOEKTOB; He CTOUT TILITAaTbCSl YIIOPSIJOUMTbL €ro B 3aBUCUMOCTH OT
TIPUOPUTETHOCTH, MaciiTaba WIA CPOUHOCTH TPOEKTOB — 3TO JO/DKeH ObITh
TIOJIHBIM TepeueHbh BCeX He3aMKHYTBLIX I[UK/IOB. Bam BooOllje He mpujeTcs
rpopabaTbiBaTh CIMCOK IMPOEKTOB B TIPOI[eCCe TMOBCEAHEBHOM /esTe/lbHOCTH;
Oo/bliyI0 YaCTh BPeMEeHH BbI OyzieTe yze/nsTh CIMCKaM JIeMCTBUM M CIIOHTAHHO
BO3HMKAIOIIUM 33/jladaM. [loMHUTe, Bbl He MOXKeTe BBIMIOJHUTL TPOEKT, Bbl
MO>KeTe BBITIOJTHUTD TOJILKO ZIeHCTBUSI, CBSI3aHHbIE C HUM.

[MonHbIll U aKmMyabHbIll CNUCOK NPOEKMOo8 518/5emcsi OCHOBHbIM pabouum



UHCMPYMEHMOM, C NOMOWbIO KOMOPO20 MONCHO «y8UOemb /1eC 3a 0epesbsiMU».
WcTuHHasi 1|eHHOCTh COMCKa TIPOEKTOB COCTOUT B TOM, UTO OH
TIPeJJOCTAaB/ISIeT BO3MOXKHOCTh TOJIHOCTBHIO MepeCcMOTpeTh BCe 3afjauk (XOTs Obl
pa3 B Hefen0) U ybeAUTbCs, UTO Ofpejie/ieHbl JajbHellle AelCTBUS TI0
KaKJJOMy MPOEKTy WU HUUTO He YCKOJIb3HYJIO U3 MOJs 3peHus. berblii B3rsia,
KOTOpBI BbI Bpemsi OT BpeMeHU OpocaeTe Ha CITMCOK, YCU/IMBaeT UYBCTBO
KOHTPOJISL HaJl CUTyaLUe, Bbl 3HaeTe, UTO BaM (M OKPY>KaroIUM) 10CTyTeH BeCh
apCeHas, Mo3BOJISIOLIUHI B C/lyuae He0OXOAUMOCTH OLeHUTh pabouyto Harpy3Ky.

Cmoum au deaumb CNUCOK HA Nodpa3zoeibl?

BO/BIIMHCTBO JItOAied CUMTaeT, UTO OJWH CIUCOK — Camoe Jydiliee
pellieHWe, TIOCKOJbKY OH C/IY)KAT YyHUBepCadbHbIM WHCTPYMEHTOM, a He
CPe/ICTBOM e’Ke/IHeBHOU IMepecTaHOBKU MpuopuTeToB. CucTeMa TepCOHa/IbHOM
OpraHv3alliyd Tpe/loCTaB/sieT HaJieXKHOe MeCTO /il  XpaHeHus BcCeX
HE3aMKHYThIX IIMK/JIOB M BO3MOXXHBIX BapUaHTOB TOBeZieHUs], UTOObI BallleMy
CO3HAHUIO Tpoiile ObIIO TMO/CKa3aTh BaM HeoOXOAUMOe WHTYUTHUBHOe, TeKylllee
CTpaTernyeckoe pelieHue.

He wumeeT 3HaueHWs, CKOJIbKO pa3HbIX CIIMCKOB TIPOEKTOB Bbl BeJleTe:
T7IaBHOE, YTOOBI BbI IPOCMATPUBAJIU COJIEP)KUMOe KaXK/I0TO M3 HUX C TpebyeMoit
Pery/sipHOCTbIO, Be/lb BaM BCe DPaBHO TMPUJETCS BBIMOMHATh 3Ty TPOLeAYDPY
OZTHUM MaxOM BO BpeMsl e)keHe/le/TbHOT0 0030pa 3aziau.

Cnoco0bli K/laccud)w(aquu npoekmoe

B HEKOTOpPBbIX CUTyalusix ObIBaeT pa3yMHO pa3fie/iuTh CITUCOK MPOEKTOB Ha
Kareropuu. PaccMoTpum ux 1o ouepezu.

IIpoekTbl uyacTHOro M mpodeccHOHAIBLHOI0 XapakTepa. Hekoropble
IOV TIPeTIOYUTAIOT Je/IUTh MPOEKThI Ha YacTHbIE U TIpodeccruoHanbHble. Eciu
BbI MPUHA/IJIEXXUTE K UX UKCTY, UMeliTe B BUJY, UTO CIIUCOK «YacTHbIE POEKThI»
c/ieyeT MPOCMaTpPUBATh TaK >Ke Pery/sipHo, Kak U cnucok «IIpodeccroHanbHbie
TIPOEKThI», @ He OCTaB/STh Ha BbIXO/[HbIe. MHOTHe /1eliCTBUSI B paMKaX MPOEKTOB
YaCTHOTO XapakTepa HY)KHO OyzieT BBLITIONHATH MO pabourM JHSIM, KaK U BCe
ocTa/lbHble 3ajaud. K TOMy >ke 4acTo WMEHHO acreKTbl JIMYHOW >KU3HH,
ocTaB/ieHHbIe Oe3 BHUMaHUsI, OKa3bIBAlOT Ha JI/iel Haubosbiliee fAaByieHue.

JenerupoBaHHble TMPOEKTbl. 3aHUMasl JO/DKHOCTb  PYKOBOZSILIETO
pabOTHMKAa WM Haya/IbHUKA, Bbl, BEPOSITHO, HEMOCPe/CTBEHHO OTBeuaeTe 3a



HECKO/IbKO  TIPOEKTOB, HaJl  BBIIOJHEHWEM  KOTOPBIX TPYAATCS — Ballld
TOZlUMHEeHHbIe. XOTsl, Bbl, HECOMHEHHO, MOYKeTe TIOMECTHUTDb 3TH TIPOEKTHI B CBOU
crmcok  «OKulaHusi», BO3MOXKHO, WMeeT CMBICI CO3/laTh  TepedeHb
«[lenervpoBaHHble TIPOEKThI», YTOObI C/IeAUTH 3a UX BBIMOJIHEHUEM: TOT/ja Ballla
3a7laya  CBefieTCs K TOMY, 4YTOObI TIPOCTO TIPOCMATpUBaTh CIMCOK C
TIepUOJIMUHOCTRIO, TI03BOJISIIONIEe yOequThCs, UuTO paboTa B paMKaxX MPOEKTa
TIPO/IBUTAETCS HaJjIeXall[uM 06pa3om.

OTae/ibHbIE THUNBI TNPOEKTOB. B HEKOTOPBIX CJydasiX HeCKOJbKO
OFTHOTUITHBIX TIPOEKTOB WHOTJA OBIBAaeT I0JIe3HO CTPYIITHUPOBATh B IOJCIIMCOK
«[TpoekTel». Hampumep, y MeHsI eCTh OT/Je/ibHasi KaTeropus I10J, Ha3BaHUEM
«IIpoeKTbl [jIT  OCYIIEeCTB/IE€HUSI» — XPOHOJIOTMUECKHM TlepeyeHb BCeX
TIPeZICTOSAIINX CEMUHAPOB, TPEHUHTOB M KOHCY/IBTAl[MOHHBIX BCTPEY, KOTODPHIE s
JIOJDKEH TIPOBECTH. ODTH MEpOTPHUSTUS SIBSIFOTCS «IPOEKTaMK», KakK U BCe
ocTajibHbIe [iesla, TTOCKOJIbKY $1 /IOJDKEH TIOCTOSIHHO TIPOBEpSiTh, BCE JIU WET
CBOMM YepeJoM, [0 MOMeHTa WX 3aBepuieHWs. Ho s cuuTaro, UTO T0/I€3HO
3aHOCUTh MIX B OT/Ie/IbHBIM CITUCOK B TOM MOC/Ie[0BaTe/IbHOCTH, B KOTOPOW OHU
TIOSIBJISIFOTCS B KaJleHZiape, OT/e/IbHO OT IPYTHX MPOEKTOB.

Ecii BBl — areHT 10 TMpOfa)ke HEIBWKUMOCTH, IIpeJoCTaBsieTe
KOHCY/IbTAlIMOHHBIE ~ YC/IyTH WM pa3pabarbiBaeTe  TIPEAJIOXKEHHUST IS
CPaBHUTEJFHO HEOOJBINIOr0 YKC/Ia TIOTeHIMaJbHBIX K/IWEHTOB B KaKOW-THOO
obylacT, TO BaM, BEPOSITHO, IMOJie3HO OyzeT cobpath B OJWH IepeyeHb BCe
«TEKYII[e OTHOIIEHHsI C MOKYIaTeIMu». DTO MOXKET ObITh OT/e/IbHbIA CIIMCOK
B Bamiem OrokHOTe mof, Ha3BaHueM «Pa3paboTka mpoekToB 1o pabore C
K/IMIeHTaMU» WIH, eC/IA ¥ BaC Y)Ke eCTh IMarka il KaKJ0ro TeKYII[ero TPOeKTa,
JoCTaTouHO OyzleT TPOCTO Y/IOKUTb WX B OJUH JIOTOK Ha pabodyeM crojie.
[ToMHHTE O TVIaBHOM: JJAaHHBIM TO/IX0/] CPabOTaeT TOJBLKO B TOM C/Iy4ae, eC/IA Bbl
cobpanu BoeAMHO abCOMIOTHO Bce TpoOsieMbl, TpeOyrollre OT BaC aKTUBHBIX
JeUCTBUHN, U PeryisipHO MPOCMaTpHBaeTe WX IepeueHb Hapsily C OCTaJbHBIMU
TIPOEKTaMHU.

Kak 6btmb ¢ noonpoekmamu?

Y HeKOTOpbIX U3 TIPOEKTOB MOTYT OBITh CyIll[eCTBEHHbIE TO/IIPOEKTHI,
KaX/IbIii M3 KOTOPBIX TEOpPeTHUUeCKHM MOKHO pacCMaTpvBaTh KaK OT/e/IbHBIM
npoekT. K mpumepy, eciiu Bbl Mepee3xaeTe B HOBBIM /JOM U OOHOB/sieTe WU
MeHsieTe M3PSIIHYI0 4YaCThb CBOEr0 MMYILECTBA, TO Y BaC MOXET IOSIBUTHCS
COUCOK TipobsieM, TpeAronararoliuX akThBHbIe IHarud: «J/loBectu [0 yma
nanawadT», «IloMeHATh MPOBOAKY B ToJBage» WU T. ., U BCE OHU MOTYT



CUMTAaTbCS OTJENbHBIMUA TpOeKTaMu. Bbl 3ammchbiBaeTe BCe 3TH 3aMbIC/IBI B
CIMCOK KakK OfIUH TPOeKT (CKakeM, «3aKOHUUTh OOHOB/IEHWE J0Ma») WU
BBINMCbIBaeTe KaXKAbIW MOANPOEKT B OTJe/IbHYI0 CTPOKY?

Ha camom fiene 3TO He MMeeT 3HaueHHWs, €C/IM Bbl MPOCMATpuBaeTe BCe
KOMITOHEHTBbI TIPOeKTa JO0CTaTOYHO YacTO /sl TOro, UTOOBI TIO//ep>KUBATh
BBICOKYIO0 MPOM3BOJAWUTE/HOCTh. He CyllecTByeT BHELIHEro MHCTPYMEHTa WA
¢dbopmMara opraHu3saLyu, ueanbHO TOJXO/SILEero /s COPTHUPOBKH BCEX MPOEKTOB
B TOpPU30HTA/LHOU (BAO/Mb) U BEPTUKA/JbHOM (CBepXy BHM3) IJIOCKOCTSX; B
moboM ciydyae HY>KHO TIOMHUTb 000 BCeli COBOKYITHOCTH TIPOEKTOB B 1[€/IOM
(oHO 13 CpeAiCTB — eKeHe/le/IbHBIN 0030p). EC/ii BB BHOCHTE B CITUCOK TOJIBKO
KDYIIHBbIM TIPDOEKT, HMMeeT CMbICJI COCTaBUTb CIIMCOK [IOATNPOEKTOB W/WIU
TPOEKTHBIM IJIaH B paMKax COMYTCTBYIOLLEr0 MaTepuasa, KOTOPbIM MOXXHO
TIPOCMaTpYBaTh BO BpeMsi peau3allii OCHOBHOTO 3aMbic/a. $I Obl OCOBETOBA
TIPUMEHATh JaHHBIM MOAXO0/, KOTJa 3HaYMMble COCTaBJISIFOIUE MPOeKTa 3aBUCAT
OT MepBOOYepeHbIX JeUCTBUN. B 3TOM ciiyuae HeKOTOpbIe MOANPOEKTbl MOTYT
He Mpejrio/aratb epBoOYepeHbIX 111aroB, MOCKOJBKY OHU «OXKUZAKT» APYTUX
coObITHM, UTOOBI CABHMHYTHCS C MEPTBOM TOUKW. Hampumep, BbI He CMoOKeTe
HauaTh TIPoeKT «OOHOB/eHHEe KyXHH», TOKa He peluTe 3ajady «IIoMeHSITh
TIPOBOJIKY B TIOZIBajie». BripoueM, BbI MOXKeTe 3aHUMAaTbCs MPOOIEeMOi
«[doBemenuve maHAmadTa A0 yMa» He3aBUCHMO OT  BBIIIEYTIOMSIHYThIX
noAnpoekToB. Takum obpa3om, ciefytolue nelcTBUSI B paMKax 3ajau «CmeHa
TIPOBOJIKM B TioABane» U «llnaHvpoBaHue saHAmadTa» OyAyT TOCTOSHHO
orpezeneHsbl.

[Tyctb Bac 0cob0 He BOJIHYeT BOIPOC, KAKOW TOAXO0[ HaWMydluvid. S1 ObI
IIOCOBETOBa/l TOMECTUTh KpYIIHble TPOEKTbl B CIMCOK TIPOEKTOB, a HX
COCTaBJISIFOII[ME OTHECTH K COIMyTCTBYIOIIUM MarepuaiaMm, obecreuuB uX
pery/sipHbIN TlepeCMOTP B XOfie exkeHefiesibHOoro 063opa. Eciiu Bb coMHeBaeTeCh
B 3((eKTUBHOCTM [AHHOrO TMOJX0/a, TMOMbITAWTECh BK/IOUUTH AKTUBHBIE U
He3aBHUCUMbIe MOATPOEKTHI B [VIaBHBIM CIIMCOK B KaueCTBe OT/e/IbHbIX MO3ULUH.

Bbl Modiceme copmupogamb npoeKmbl U noonpoekmbl N0 cobcmeeHHOMY
YCMOMPEHUI0; 21a8HOe — 3HamMb, 20e Halimu 8ce meKyujue cocmas/soujue.

He cywmectByeT wuaeasbHOM CUCTEMbl OTCJ/Ie)KMBAHUSL TPOEKTOB U
TIOATIPOEKTOB  OZIMHAKOBBIM CMIOCOO0M. BbI  [IO/DKHBI  JIUIL  TIOMHUTH O
CyLLIeCTBOBAaHMH TIPOEKTOB M, €C/IM OHU T0/pa3fesissiioTCs Ha COCTaBJISIOLIME,
3HATh, [Jle HAWTU HAalIOMUHAHUE O HUX.

Conymcmeylouwe mamepuda/ibl N0 NpoeKmam




ConyTcTBytolllMe Marepuasbl I0 MNPOeKTaM — 3TO He JeUCTBUS U He
HariomuHaHus. COMyTCTBYIOLMe MaTepuasibl — 3TO PeCypChl AJIsl MOAJEePKKU
JIeMCTBUM U UZler B PaMKax IIPOEKTOB.

He wucnosb3ylite COMyTCTBYHOIME Marepuasabl Kak HariomuHaHus. Kak
TIPaBUJIO, JIFO/IA UCTIOMNB3YIOT CTOTIKYU OyMar Y TJIOTHO 3a0UThle Marku B KauecTBe
HallOMUHaHUU 0 TOM 4TO (1) y HHUX HamMeueH MNPOEKT U (2) HYXHO YTO-TO
TIpeANpUHATE MO0 3TOMy ToBOAY. OHM HaZe/stoT COIMYTCTBYIOLME MaTepuaslbl
GyHKIMSIMU HallOMUHAHUN O AanbHeWImux AeiictBusix. [Ipobsema B TOM, UTO
Ja/IbHeIIe eMCTBUS U OXKUJAHUS B PAMKAaX JaHHBIX [TPOEKTOB TO-TIPe)KHEMY
He OIpe/leJieHbl: OHW BCe ellle MBICJIEHHO 3aK/IIOUeHbl B Marnkax M CTOMKax U
TIPOU3BOZAT  BIevaT/ieHue [OINOJIHUTENIbHOW «PYTHUHBD», KOTOpasi TOJIBKO
OTTaj/IKMBaeT CyObeKTa OT aKTUBHOU JiesiTe/ibHOCTU. Ha Gery uam B COCTOSTHUM
TUNMYHOU pabouell «3armapKu» BaM B MOC/EIHIOK ouyepellb 3axoueTcsi OpaTth B
DPYKU TI0Zi00HBIe TIANKW W pa3bupaTthCcsi C HUMU. Bosiee TOro, Mamkyd U CTOMKHU
TaKoro copTa OyZyT TOJBKO TIPUBOAUTBL BaC B 3aMelllaTeIbCTBO, MOCKOIbKY OHU
He TOATalKWBAIOT K KOHKPeTHbIM [EeUCTBUAM, a TOJBKO YBEJIUUKUBAIOT
BHYTpEeHHee HarlpsKeHUe.

Ecmu Bbl OKaszanuch B MOAOOHOM CUTyal[uM, TO T€pPBbIM JleJioM CjefyeT
N00aBUTh TMPOEKT K CMMCKY TPOEKTOB B KaueCTBe HAllOMUHAHWS O TOM, UTO
HY)XKHO ZIOCTHYb OIpeZieieHHOro pe3ysbTarta. [locsie 3Toro ciaemyer moMecTUTb
MOC/1eI0BaTe/IbHOCTh  JIEMCTBUM M OXUJAHUSI B COOTBETCTBYHOLME CIIUCKHU
HanoMvHaHui. HakoHel], Korja TpUXoguT BpeMmsi (U3MYEeCKd COBEpPIIUTH
[lelCTBUe, HarpyMep, MO3BOHUTb KOMY-TO IIO TIOBOAY MPOEKTa, Bbl MOXKeTe
pa3NioKUTh Tepesi coboil Bce Marepuasbl, KOTOpble, TIO-BallleMy, MOTYT
TIOHA/JOOUTHCS TIPY Pa3rOBOPe B KaUeCTBe CIIPABOYHBIX JJaHHBIX.

Eme pa3 mnoBTOpIO: BaM He CJiefyeT HCIIO0/b30BaTh COMYTCTBYIOLUE
Marepuasbl B KaueCTBe OCHOBHBIX HAallOMUHAHUK O HaMeUeHHbIX Iarax — 3Ty
(GYHKIUI0O HY)XKHO BO3/IOKUTh Ha CIKUCKU JajibHedlnux [JelictBuid. Ho ecin
TIOMUMO CIleljiaIbHbIX apXUBHBIX M CIIPABOYHBIX JAHHBIX MaTepuasbl COZeprKar
TIaHbl ¥ 0030DbI TIPOEKTa, MOXKeTe Pa3MeCcTUTb UX Ha paboueM cToJsie, a He Tam,
T7Zie Bbl XpaHUTe OOBIYHYIO CCHUIOUHYH MH(pOpMaILUi0 — B 1IKady /s Tarok.
[TocnepHuit BHOJIHEe MOAXOAWUT W [I/I1 XPaHeHWs] BCIIOMOraTe/IbHbIX CBeJeHUM,
eC/IM Y BaC XBaTUT PELIMMOCTH BbITALLUTh HY>KHBIN AWK U B3IVIAHYTb Ha IJIaH
BO BpeMs eXeHeZle/lbHOTO 0030pa. B mpoTWBHOM ciyyae jydille JeprKaTb
COMYTCTBYHOLME MaTeprasibl 10 MPOEKTY Ha CIeLraJbHOW TaXkepke [JIs TarokK
WU B OT/JeJIbHOM CTOTKe (KOp3uHe) Ha paboueM CToJie UK CTOJUKeE.

Bo3Bpaitjasice K rnpuMepy C repeeszioM, si MOT'y [IOCOBETOBAaTh BaM 3aBeCTH
TanKy, o3arsaBieHHy0 «HOBBIM oM», Te comep)kaTcs BCe T/IaHbl, TTOAPOOHbIe
OMUCaHUSI U 3aMeTKH, Kacaroluecs jaHzamadTa, KyxHd U nofsana. Bo Bpems



e>XeHelelTbHOTO 0030pa, A0oWAsS [0 MyHKTa «3aKOHUMTh OOHOBIEHHE JoMa» B
CITMCKe TIPOEKTOB, A0CTaHbTe Marky «HOBBIM JOM» U TIPOCMOTPHTE BCE CBOH
3amucH, uyToObl yOeauTbCs, UYTO HU OFHO W3 HaMeUeHHBIX JeNCTBUM He ObLIO
ymyIeHo. DT [1efCTBUS BbI Oy/ieTe BBITIO/HSTh, Mlepe/iaBaTh WM OTK/IA/bIBaTh
Ha Oyzylijee ¥ BHOCUTD B CITUCKH, a Marky Oy/ieTe KjacTh Ha MeCTO Z0 TeX Tiop,
TOKa OHa He TOHA/00UTCS CHOBA, BO BpeMsi CBEPKM HaMeUeHHBIX II1aroB WM
CJIeYIOLEeTO exxeHeleTbHOro 0030pa.

MHorve /gy, WMelOIIUe [efl0 C TMOTeHLUadbHbIMU W TeKyLIUMU
K/IMeHTaMH, TIbITAlOTCSl MCII0/Ib30BaTh Criel[daabHble Marku W/WIA MPOrpaMMbI
yTrpaB/ieHUst KOHTaKTaMH, Takue Kak Act! ayis paboTsl ¢ KiueHTypoi. [1pobaema
B TOM, UTO HEKOTOpble MaTepuasbl MpeACTaB/stoT cob0il TMPOCTO (GaKThl WU
VUCTOpUYECKUe [IaHHble, KOTOPble HY)XHO XpaHUTb KaK CIPaBOUHYIO
vHbOopMaIvio, MOKa OHU He TIOHaJoO0sTCs, a Apyrue CBefleHUs TIpe/iCTaB/IsioT
HallOMWHAHUS O ZIeMCTBUSIX, HeOOXOAMMBIX /11 Pa3BUTUSI OTHOILIeHUM. /laHHbIe
BTOporo Tumna 3¢dekTuBHee ObUIO Obl OpraHU30BaTh B CHUCTEMY CITHCKOB
JerictBui. MIHdopMaLvs 0 K/IMeHTe HOCUT JIMILb CIPaBOUHBIM XapakTep U ee
MOYKHO TIOMECTUTh B OOIIyIO TarnKy CO CCbUIOUHBIMU CBeZIEHUSIMU O KJIUEHTYpe
WA B KJIMEHTYpHYyt0 Oubmuoreky. (51 monb3yrock mporpammoi Act! Gmaropapsi
eIMHCTBEHHOMY TMPEUMYI[eCTBY: OHa TO03BOJ/sieT 0o0palartbcsi cpa3y KO BCeid
MH(GOPMaLIMU O KOMIIaHUU U CBS3bIBAaTHCS C €€ KJ/IF0UEBBIMM IPe/|CTaBUTEJISIMU.
OTO KauecTBeHHasi K/MeHTypHast 0a3a JaHHbIX.) Ec/ii MHe HY)XXHO TTO3BOHUTH
K/IMeHTY, HallOMWUHaHWe 00 3TOM XPaHUTCS B MOEM CIIMCKe «3BOHKU».

OpZGHlIS‘GUUH CNOHMAHHO020 NPOEKMHO020 MblUl/1€HUs

B rnaBe 3 s yXe ymoMMHa/l O TOM, YTO BaM B TOJIOBy uacTo OyayT
MIPUXOJUTh WJeW TI0 TIPOeKTaM, KOTOpble He 00s3aTellbHO OKaXKyTCs
JAJIbHEUIIIMMHA  TIEUCTBUSIMA. OTHU UJEW TIOMaJarT B IIMPOKYH KaTeroputo
«COMYTCTBYIOIL[MX MaTepuasioB» W MOTYT IIPe/CTaB/sATh COOOM UTO YrOAHO: OT
IJIaHOB Ha TpPEeACTOSIIMM OTMYCK /10 YSCHEHUS KJ/IFOUEeBbIX KOMIIOHEHTOB
MPOEKTHOro IiaHa. Mess Mo)keT MPUWTU BaM B TOJIOBY, KOTZA BbI 3a DYJ/EM,
C/yliaeTe HOBOCTU T0 Pajyu0 WM uUTaeTe UHTEPeCHYH CTarbio. Kak BbI
MOCTyTaeTe C HUMU?

Hem HyocObl ynyckamb udeu, Kacawoujuecsi onpedeneHHO020 npoekma,
npeomema uau membl.

Moii coBeT TakoB: He 3a0bIBaliTe, e y BaC XpPaHATCS CBeJeHUS TI0 TIPOEKTY
WU TeMe, KakK Bbl MOXKeTe UX JIOTIOJTHUTh B JJaHHOM ¢dopmare U Te Bbl MOXKeTe
coxpaHuTh 0Oomee oOIIKMPHBbIE 00BEMBbI TeMaTUYeCKOro MaTepuana. Y



Oo/MBIIMHCTBA MPOQeECcCUOHANOB  eCTb  HEeCKONbKO Crocob0B  XpaHeHUs
BCIIOMOTaTe/IbHbIX MaTepuasioB, B TOM YKC/ie TIPUKPeIyIeHre 3aMeTOK K MyHKTaM
CIMCKa, OpraHu3alus [U@poBoi WHbOpPMAI[UU B 37eKTPOHHbIE COOOIeHusT 1/
unu 6a3bl JaHHBIX, BeJleHre OyMa)KHbIX TIarioK U 3aruceli B 6/I0KHOTaX.

IlpukpenyieHHbIe 3aMeTKHU. BONBIIMHCTBO OpraHM3allMOHHBIX MPOrpamMm
TI03BOJISIFOT TIPUKPEIUTL TeKTPOHHYIO «3aMeTKy» K CITUCKY WM KasleHZapio.
Eciv Bbl XpaHWTe CIKMCOK TMPOEKTOB Ha KOMITbIOTEPe, TO MOXKeTe MeperTH K
TIPOEKTY, O KOTOPOM [lyMa/d, OTKPbITb WU MPUKPEINUTb K HEMY «3aMeTKy» B
1udpoBoM Qopmare U BreuyaTtaTh TyJa We0 — 3TO TPeKpacHbId Criocob
duKcaluu MPOEKTHOTO MBbIIJIeHUs] «Ha 00paTHOW CTOpPOHe KOHBepTa». Eciu
Balll CIKWCOK TIPOEKTOB COCTaB/ieH Ha Oymare, MoO)KeTe TIPUKPEITUTh
CaMOK/IEFOLIUMCS JIUCTOK 0[] COOTBETCTBYIOIUM MYHKTOM OCHOBHOIO CITMCKa
WA K OTAe/IbHOMY JOKYMEHTY, TZle yKa3aHa npobnema. B ymoboM ciyuae He
3abbiBaliTe  B3[ITHYTh Ha  MpUKpeIVIeHHble  JlaHHble, Korja  Oyzjerte
TIPOCMaTpPUBaTh MPOEKT, UTOOBI C TI0/h30M 3a/1eHiCTBOBATh MH(OPMALIUIO.

O/leKTpOHHasA mouTa W 0a3bl AAHHBIX. OJIEKTPOHHBIE COO0OIeHMS,
cojepskalue LeHHYH0 WH(OpMalUil0 [0 T[pOeKTaM, MOXHO XDaHUTb B
creluanbHOW  Tanke (CaeAydTe  TpPUBEJEHHBIM  paHee  HUHCTPYKLUSIM,
Kacarolumcsi CIucKa «@/lelicTBUsI»: HampuMmep, 3aBeiuTe CITUCOK TIOf
Ha3BaHueM «@IIpoekTbi»). Ecnu Bbl ellle He 3aBenu Oosee MoApOOHOM
9JIEKTPOHHOU 0a3bl JaHHBIX [I/Is1 YIIOPSIIOUEHHsI CBOUX MBIC/IeH 10 TPOeKTy WU
TeMe, TO OHa TOXKe MOXKeT BaM TNpPUrofuThcs. Harpumep, ecy Balla KOMIaHUs
nosib3yetcss miporpammoit Lotus Notes, MoxkeTe co3math 0a3ly JaHHBIX TI0
ripoekTaM /b0 f171s1 cCoOOCTBeHHOTo nosb3oBaHus (Ha ceoeM [1K), mubo s Beex,
KTO mozkmoueH K nokanbHoii cetn.LY Vimeer cMbicn o3HaKOMUTHCS C 6asamu
JJAHHBIX HEKOTOPBIX APYTUX TUIIOB, MPUCYTCTBYIOLIMX HA PbIHKE, — Jla)Ke eC/Iu
KpOMe BaCc HUKTO He cOOMpaeTcsi UMW MO/b30BaThCs. Torjla Bbl HayuuTeCh
BbIpe3aTb W BCTaB/SATh (PparMeHThl 3JIEKTPOHHBIX CTPaHUI] U COOOIleHUH,
pa3MellaTth JaHHble B OMpe/ie/IeHHOM TeMaTM4eCKOW KaTeropuu W/W TPOCTO
3aHOCUTh HJieM B KomribioTep. He 3abynbTe 03HAaKOMUTBLCS C TeXHOJIOTUEN U
VHCTPYMEHTapueM, y)Ke MMEIOLIMMCSl B BallleM pacliOpsKeHHH: OCBOUB BCe
COMCKU U TIPUIOXKEHUs], YCTAaHOBJIeHHbIe, K TpuMepy, Ha Lu(poBoM OIOKHOTe
Palm, BbI mosyurTe AOMOJIHUTEIbHbIE BOSMOXKHOCTH (DMKCUPOBAHUS Ullel «Ha
obopoTe KoHBepTa».

TpaguuuoHHble nankd. Hanuuve OTAe/NbHOM TanKW, MOCBSILIEHHON
KaXk/IOMy TIPOeKTY, BeCbMa Pe30HHO, eCJid Bbl coOupaeTe OyMa)kHble MaTepUallbl;
BO3MO)KHO, JJaHHBIM TOAX0/] He OT/IMUAeTCsl BBICOKOM CTeNeHbl0 aBTOMAaTh3allvy,
HO, TeEM He MeHee, SIB/SIETCSl 3/IeTAHTHLIM pelleHueM. JIerkocTb U MpoCToTa B
oOpalljeHuM MO3BOJISIIOT CO3/[aTh XOPOIIYI0 CUCTEMY COPTHUPOBKU — 3aBe/UTe



Tanky /ijist KJIOUKOB Oymaru, Ha KOTOPBIX B [le/1a/ii 3aMeTKHU B XO/ie COBeIIlaHusI.

Crpanunpl B OokHoTax. CyllleCTBeHHOe TPEeUMYIeCTBO OyMakHbIX
OTPBIBHBIX OJIOKHOTOB COCTOUT B TOM, UTO Bbl MOXKeTe TIOCBSITUTH LIeYIO
CTpaHUIy WM HECKOJBbKO CTPAHWUL] OJHOMY TIpOeKTy. f1 rofamul Bes OGIOKHOT
cpenHero ¢bopmara, B Hadyasie KOTOPOTro ObLT pacro/ioXKeH CIMCOK TTPOeKTOB, a B
KOHIle — TiepeueHb BCIIOMOraTe/IbHbIX MaTepuasoB 10 HUM: TaM Bceraa Obuio
HECKOJIbKO UMCTBIX CTPAHUI] /IS 3aMUCH JTFOObIX C/TydaliHbIX Ujiel, MIaHOB WU
JieTasieil MpPOeKTOB U3 CITUCKaA.

KaX/iblii U3 OMUCAaHHBIX METOZIOB MOXKeT ObITh BecbMa 3¢ deKTHBeH Tpu
OpraHv3aliid TMPOEeKTHOTO MblliieHus. [7laBHOe, He 3a0bIBaliTe BBIMOMHSATD
JIeNCTBUSL, O KOTOPbIX TOBOPUTCS B 3aMeTKax, M MPOCMaTpuBailTe 3alucU C
MePUOANYHOCTBIO, COOTBETCTBYHOLLIeH TTPUPO/ie MPOEKTa.

CoBeTyto cpa3y e H30aBUTHCS OT MacChl 3aMeTOK, KOTOpble YTpaTHIU
CBOI aKTyaJbHOCTb WM PeJIeBaHTHOCTb, UTOOBI CCTEMA He «3acTauBajaach». 51
oOHapy>Kua, uTo (UKCUPOBATh HJeW TOA0OHOro pojfa BechbMa TOJe3HO,
MOCKOJIbKY OHM TIOMOTal0T MBIC/IUTEIbHOMY MPOL[ECCY, a OTHIO/b HEe TIOTOMY, UTO
s 00s13aTe/IbHO 3aJIeHCTBYI0 KaXAyr0 U3 HUX (OOMBIIMHCTBO 51 TaK U He
ucnonb3yw!). § meiTarock caeguTh 3a TeMm, 4TOObI yCTapeBilie Ueu He
3a/1epP>KUBA/IMCh B CIIMCKAX C/IULLKOM JI0/ITO, U He JlefiaTb BUJI, UTO OHU T0JIe3HbI,
€C/I OHU TaKOBBIMU He SIBJISTFOTCS.

Copmupoeka 0aHHbIX, Komopble He mpedylom aKmMueHbIX delicmeutl

Kak HM CTpaHHO, OJJHA M3 CaMbIX CEPbe3HBIX MPOOIeM B CHCTeMaX JTMUHOU
opraHu3anyy OOJIBIIIMHCTBA JIFOell COCTOMT B TOM, UTO OHM OOBEAMHSIOT
HEMHOTOUMC/IEHHBIE 3a/laud, TPeOyrolue akTHBHOTO PpeIIeHHus, C OObIIUMU
oObeMaMH [JJaHHBIX W MaTepuajoB, KOTOpble, HECOMHEHHO, I0JIe3HbI, HO He
TIPeIIo/IaraloT HUKAKMX JEeMCTBUM C MX CTopoHbl. Co3/aHue XOpOIIHUX,
COIJIaCOBAHHBIX CTPYKTYp COPTUPOBKH MaTepuasa, KOTOpbli He TpeOyeT
AKTUBHBIX I11aroB, B Balllel pab0oTe U B KU3HU TaK )K€ Ba)KHO, KaK U YITPAB/IeHHE
BalllMMU JEMCTBUSAMU M HAllOMUHAHUAMH O TpoekTax. Korma Bel He MoKeTe
KOHTPOJIMPOBATh /laHHbIe, He TPeOyIoIIie aKTUBHBIX I11ar0B, OHU TOPMO3SIT BECh
Tiporiecc.

Marepuasibl, He TpeOyroIle OT BaC aKTUBHBIX JEHMCTBHM, IOMA/jal0T B J[Be
KPYITHble KaTeropuM: CIIpaBOYHas HWHQOpMalMs W HarlOMHHAHHUS O BeIlax,
KOTOpble He TpeAro/araloT CPOYHBbIX JeHCTBUH, HO MOTYT I10/[pa3yMeBaTh
KaKue-TO II1ary B OyayliieMm.



Cnpaeoqule mamepua’ibl

3HauUTe/IbHYIO0 [IO/I0 MaTepuasioB, KOTOpble OKa3bIBalOTCA y BaC Ha
pabouemM CTo/ie Y HaKaryiMBalOTCs B Ballled >KW3HW, COCTAaBJISIeT CIpaBOUHasi
uHdopmaius. OT Bac He TpeOyeTCsi HUKAaKUX aKTUBHBIX JIeMCTBUM, HO peUb U/IeT
00 uHbopMaIMK, KOTOPYIO Bbl XOTUTE OCTaBUTh y Ce0si M0 pa3HbIM MPUUKHAM.
Barmm k/iroueBbie peliieHUs: Oy/lyT cofiep)KaTh OTBETHI Ha C/ie[lytollyie BOMPOCHL:
Kakoe KOJINUeCTBO MaTepHraia UMeeT CMbIC/T JiepKaTh y cebsi, CKOJIbKO MecTa eMy
OTBECTH, B KakoW (popme ero XpaHuTh U rje. B 3HauuTe/nbHOM Mepe OTBETHI
OyayT orpeensiTbCsi WHAWBUYAJbHBIMU WM OPraHU3al[MOHHBIMU MOTHBaMH,
OCHOBAaHHBIMA Ha IOPUIUYECKUX WM JIOTUUECKUX J[O0BOAAX WM JIMYHBIX
TIpe/INOUTeHUSIX.

[Mcuxonoruueckass TpobsiemMa, C KOTOPOM CTalKUBAaeTCsl OOMbIIMHCTBO
nofied, UMEIoLMX [e/l0 C PYyTUHOW, COCTOUT B TOM, UYTO OHA OCTaeTcs
«PYTHHOW»: OHU HE MOTYT peIlUThb, UTO TpeOyeT OT HUX aKTUBHBIX ZeNCTBUH, a
yTO — HeT. Ec/iu Bbl UeTKO YSICHW/IM, YTO eCTb YTO, CChIOUHBIM MaTepuasn He
JO/DKEH BbI3bIBaTb y BaC UYBCTBA BHYTDEHHEr0 HampsDKeHUs WU
He3aBepIIIeHHOCTU: OH JI0JDKeH CTaTh Bailleil Oubmuorekod. B Takom ciyuae
e/IMHCTBEHHbIN BOTPOC, Ha KOTOPKIM BaM C/ie[lyeT OTBETUTh: HACKO/ILKO O0/IbIas
bubnoreka BaM Hy)xHa. [locie TOro, Kak Bbl TIOJTHOCTBIO BHEJIPUTE [JaHHYHO
METOZIO/IOTUI0  YTIPaB/ieHUs]  [IesiTe/IbHOCThIO, MOXKeTe UyBCTBOBaTh Cedsi
abcomoTHO  CBOOOAHO B paMKax  MpelOCTaBJeHHOTO  IMPOCTPAHCTBA
(pusrueckoro WAM  BUPTYyaJbHOIO).  YBEJMUYMB  pa3Mepbl  AUCKOBOTO
TIPOCTPAHCTBA Ha CBOEM KOMIbIOTEpe, s CTajl XPaHUTh 3HAUUTeNTbHO OOJIbIle
3JIEKTPOHHBIX C000IIleHnH, yeM paHblile. [lo-moeMy, uem 0oiibllle, TeM Jiyullle:
Be/lb yBe/iMueHHe 00beMOB CyTryb0O CChUIOUHBIX MaTepuajioB He yBelUyuBaeT
TICUXOJIOTMUECKOM Harpy3KH.

MHo20006pa3sue cucmem copmupoeKu cnpaeouHoli uHgopmvayuu

Cyl1ijeCcTByeT HEeCKOJIBKO CII0Cc000B OpraHu3aliuy CrpaBOYHOr0 MaTeprana u
MHOKECTBO WHCTPYMEHTOB, KOTODbIe MO)KHO [jisi 3TOTO MCIO/Ib30BaTh. Hibke
TIPUBO/IUTCSI KpaTKoe OMMuCaHWe HEeKOTOPhIX U3 Haubosee pacrpoCTpaHeHHBIX
Crocob0B OpraHU3aIui.

* OO0ijee xpaHWMILEe CIMPABOYHBIX MaTepuasioB — OyMakKHBIX U
3/IEKTPOHHBIX.

» OObeMHEeHYe MaTepraioB B OOJbIIINE KaTerOpUU.



* «PosofieKkchl» ¥ HOCUTEeMU KOHTaKTHOM UH(OpMaLUK.
* BubnuoTeku u apXuBHI.

O0miee XpaHWIHINE COPAaBOYHBIX MaTepuaioB. Xopollas CHCTeMa
COPTHUPOBKUA WMeeT KPUTHUeCKOoe 3HaueHue [jis 00pabOTKA W yTopsiioueHuUst
MarepuanoB. OHa KpaiiHe HeoOXoAuMa /Iijisi YIopsiioueHust OO/BIINX 00BeMOB
OyMa)KHbIX MaTepHasioB, KOTOpbIe 00/1a[[af0T IIeHHOCTBHIO TI0 TOW WM WHOU
npyrurHe. OOIIIast CUCTeMa COPTUPOBKU CITPABOUHOM MH(OPMAI[UU (POPMUPYeTCs
B Tporiecce 06pabOTKM «KOpP3WHBI». Bl O/DKHBI OBITH B COCTOSTHUM 0e3 Tpyza
TIOMECTUTb B XPaHW/UIIE TFO00M K/IOUOK Oymaru, K KOTOPOMY BaM 3aXOUeTCs
o0paTUThCS  TIO3JHEee, TIpUYEM CHUCTeMa JO/DKHa OBITb  ZIOCTAaTOUHO
HedOpMasIbHON U JIOCTYIHOMW [jIsT TOTO, UTOOBI 3TOT K/IOUOK OymMard MOKHO
OBUIO Y/IOKUTH B a/ipaBUTHBIN IepeyeHb, He OTBJIEKasiCh OT TEKYIel paboThl.
(Ecsn y Bac elrle HET TakoW CHCTEMbI, BEDHUTECH K T71aBe 4.)

Bawa cucmema opeaHu3ayuu OAHHbIX OOAXCHA npedcmasasimb coboll
npocmyio 6ubauomeky, K Komopoli MO CHO 6e3 mpyda obpamumbcCs, d He
MOo/IbKO HANOMUHAHUE 0 OelicmeusiX, NpoeKmax, npuopumemax u nepcnekmueax.

BOJIBIIMHCTBY JltOfield XBaTaeT OT JBYXCOT [0 UeTHIPEXCOT TaroK C
OyMa>KHBIMU CITPABOYHBIMY MaTepHa/iaMH OO0IIlero xapakTepa U OT TPHU/LIATH /10
CTa 3/IeKTPOHHBIX TIAIOK.

O0beguHeHHe MaTepuasioB B  0Oojnbinde  Kareropud. Jlrobas
TemMaThueckasi iHbopMarys, [l XpaHeHUsT KOTOPO HY)XKHO Oojiee MSTU/ECATH
TIaroK, /J0/DKHA OBITh TTOMelljeHa B OT/e/bHbBINA pasziesl WK SAIMK, e AaHHbIE
OTCOPTHUPOBaHbl II0 €JUHCTBEHHOMY KpuTepuio. Hampumep, ecid BBl
3aHUMaeTeCh CJIUSTHUEM [JBYX KOPIIOpalWii M CTa/JIKUBaeTeCh C Maccod Oymar,
MOKETe BBIZIEIUTh JBAa WM TpU IKada LeIMKOM TMOJ JJOKYMEHTAI[HIO,
BO3HMKAOIYI0 B Tpoijecce pabotbl. Ecyii BBI yBieKaeTeCh Ca/lOBOZCTBOM,
SIXTEHHBIM CIIOPTOM WM TPUTOTOB/JIEHWEM e[bl, TO BaM, BO3MOXXHO,
TIOHAJOOUTCST 1[e/IbIi SIMK I T1aroK, YTOObI XpaHUTh BCIO JOKYMEHTAIHIO,
Kacarolyrcs Baiero xooou.

[ToMHHTE, UTO €C/HM «IIpPeMeT PAaCCMOTPEHUS» TIPeAIoJaraeT Hajauuue
BCIIOMOT'aTe/IbHbIX MaTepuasioB, KOTOpble MOIYT CMEIaThCs C JPYTUMH
TeMAaTUYECKUMU CBeIEHUsIMM, TO BaM, BEpPOSITHO, TPHUIETCS BbIOMpATh, I7e
Jiep)kaThb JaHHbIe: B OOIIEM XPaHW/IHIIE WM B CIIeL[AaTM3UPOBAaHHBIX MarKax
IJis cnipaBouHol wHpopMaru. Korza Bbl uMTaeTe WHTEPECHYIO CTaThi0 O
JKUBBIX W3TOPOJSX M XOTUTE COXPAaHUTh €e, KyJa OHa IIOMajieT: B IKad Tof
Ha3BaHWeM «CaZioBOACTBO» WM B OOIIyI0 CHCTEMY, BMeCTe C JApPYTHMMU
CBEJIEHUSIMU TI0 JIOMOBOZAUECKUM TipoekTam? OOIree MpaBU/IO TAaKOBO: JIydllle
BCEro TMPHUEP>KUBATLCS OJHOM 1[€JIOCTHOM CHCTEMbI XPaHEHHUS CChUIOYHBIX



CBE[IeHWI; HCK/IIOUeHHe COCTaB/IsSIeT TOJBKO OTPAaHUYEHHBIM /IMaria3oH
OT/Ie/TbHBIX TEM.

«Po/iofieKChl» M HOCUTE/IM KOHTAaKTHOW HMHQOPMAanUu. 3HAUWTe/TbHas
YyacTh MH(GOpMaIUY, KOTOPYI0 BaM HY)KHO Jiep>KaTh y ceOsi, HermocpeCcTBeHHO
KacaeTcs JIIOZied W3 Balller0 OKPY)KeHHs. JTO MOXKeT ObITh KOHTaKTHast
WHpOpPMAI[UsT BCEX THUIIOB — HOMepa /IOMAllHUX, pabounx, MOOUIBHBIX
TesiehOHOB, azipeca, (PaKChl, JTEKTPOHHBIE ajipeca U T. /. MHOTHe TakKe XpaHsT
CBeJIeHUsI O HSIX POXKIEHHUS WIEHOB CEMbH py3el U KoJuieT, 00 UX yB/IeUeHUsX,
MoOUMBIX BUHaX U O/tofax U T. /. B Gosee oduimansHOM paboueit 06cTaHOBKE
NPUXOJUTCS ~ OTC/IeKHWBAaTh  ZiaThl  TpUemMa  Ha  paboTy,  OLIeHKH
TIPOU3BOMTETBHOCTH, 1[eJIM U 3a/laui, a TaKXKe J[Pyrye TIOTeHIMabHO MoJIe3HbIe
CBeJIeHHsI, He0OXOJUMBbIe [I7Isi Pa3BUTHSI TPYZOBOTO TiepCOHaa.

Pa3nen TeneoHOB W aJpecoB B OOMBIIMHCTBE OJIOKHOTOB, KOTOpBIE
TIPO/IaBa/IMCh HA TIPOTSHKEHUH TIOC/eTHUX TISTUIECITH JIeT, BEPOSITHO, SB/ISETCS
HanboJjiee MOMYJISIPHBIM (HApsily C KasieHAapeM). BakHO OTMETUTh, UTO peub
U/IeT 0 CyTy00 cripaBoYHOM Matepuasie. OT Bac He TpeOyeTcsi HUKAKUX /1eHCTBUNA
— 3TO TONBKO WHQOPMAIUS, AOCTYI K KOTOPDOM MOXKET TIOHAZI0OWUThCS B
OyAyLem.

Wtak, HET 0coboro cekpera B TOM, KaK OpraHM30BaTb WH(OPMAI[UIO: BCe
OTIpeJie/iIeTCsl  XapakKTepoM BalllMX WHUBUAYAIbHBIX HYXI. [IOBTOpSIO:
npobseMbl HAUMHAIOTCS, KOTZla JIFOAW  TIBITAFOTCS  WCIIO/Ib30BAaTh  CBOU
5/IeKTPOHHBIE aJpecHble KHWTHM ¢upMbl Rolodex s HaroMuHaHUS O
HaMeueHHBIX JiesiaX. TakoW mozaxons He paboraer. Ecmm Bce felicTBus,
KacaroIyecs: BalllMX 3HAKOMBIX, OyIyT OTpe/ie/ieHbl U YIIOPSIOUeHbl B CIIUCKU
HallOMWHAHUM, Teje()OHHbIE U a[[PeCHble CHCTEMBI OygyT OOBIYHBIMU
a/IpeCHBIMH KHUT aMH.

B fJaHHOM (C/lydyae eJUHCTBEHHBI BOIMPOC, Ha KOTOPBIA TIPEJCTOUT
OTBETHUTh, OyJeT COCTOATh B C/IEAYIOIIEM: CKOJILKO HWH(OPMAI[UM HYKHO
XPaHWTh, IJle U Ha KaKUX HOCUTEJISIX, UTOObl MIMeTh K HEl MOCTOSTHHBINA IOCTYTI.
[lyiss 3TOTO He CyIeCTBYyeT WJea/lbHbIX WHCTPYMEHTOB, HO TI0 Me€pe TOro Kak
MasiorabapuTHble 1[UGPOBbIe HOCUTENTW CTAHOBUTCS BCe jierde MPUMEHSITh U
TOAICOeIUHATh K OO/bIMM 0a3aM [JaHHBIX, Y BacC TIOSIB/ISIETCST BO3MOXKHOCTD
OTepUPOBaTh OOMBITMMU 00beMaMH JJaHHBIX C MEHBIITMMH 3aTpaTaMHu.

BuOIMOTeKH W apXWBbl:  TIepCOHUGMUIMPOBAHHBIA  YPOBEHbB.
[ToTeHIIMaIBHO TT0OJIe3HAast MHGOPMALIUs pacriosiaraeTcss Ha MHOTUX YPOBHSIX. BbI,
BEPOSITHO, MOT/IM Obl HalTH JIt0OBIe CBe/leHHs], Oy/ib Y Bac BOJSL [JOKOIMAThCS 10
HuX. OTBEeTHI Ha BOMPOCHI, Kakoi 06beM MH(OPMaIK XPaHUTh y Cebsi, B KaKUX
npezie/iax M B Kakod (opme, OyayT MeHSITbCS B 3aBUCHUMOCTH OT XapakTepa
BalllMX MMOTPeOHOCTel W yMeHHWs 00paliarhCs C JaHHBIMU. [10 OTHOIEHWIO K



Ballleil TMUHOM OpPraHKW30BaHHOCTU W TIPOM3BOAUTETBHOCTH JAHHBIN BOIMPOC He
SIBJISIETCST K/TFOUEBBIM, TIOCKOJIBKY BCe Ballld MPOEKThI U JIeHCTBUS YIIOPsI0UeHbI
B CHCTEMY, C KOTOPOW Bbl pery/sipHO pabortaeTe. Takum 06pa3oM, CIIPaBOYHbIM
Marepuan B moboil ¢opme mnpejcTaBnsieT coboil JiaHHBIE, KOTOpble HY)KHO
3adyMKcMpoBaTh U C/leflaTh JIOCTYNHBIMM B COOTBETCTBUM C  BalllUMHU
TpeOOBaHUSIMU 1 HAK/TIOHHOCTSIMHU.

Ecau mamepuan Hocum cy2ybo cnpagouHblli Xapakmep, mo eOUHCMEeHHblil
gonpoc cocmoum 8 mom, onpaeoblgaem /AU OH 3ampambl Mecma U 8pemMeHU,
Heobxo0uMble 0151 e20 XPAHEeHUS.

OmnpesiesieHHasi ~ CTeleHb  COIVIACOBAHHOCTH  TI03BOJISIET  YIIPOCTUTH
HeKoTopble Bellld. Kakue cBefgeHusi TpebOyroTcs mocTosiHHO? WX ciienyeT
TIOMeCTUTb B TMPECTOBYThIli O/JIOKHOT WX BBECTU B TaMsTh LKM(POBOTO
cekperapsi? Kakue paHHble TpeOyrOTCSl [ijii [IeJIOBbIX BCTPeU U BbI@3[HBIX
Meporpusituii? [TomecTrTe X B noptdenb, MakeT, paHel] WX CYMKY. UTO MOXKeT
TOHA/IOOUThCST Ayis paboThl B oduce? OTU CBefleHUs] CefyeT MOMECTUTb B
MUUHYH0 (halisioByr0 CHUCTEMY WU B MaMsThb KOMITbIOTEpPa, MOAK/IHOUEHHOTO K
ceTU. A Kak HacueT CUTyalliii, BO3HUKAIOIIUX B Tipoijecce paboTbi? Marepuarisi,
OTHOCSIIMeCS K HHUM, MOXHO XpaHUTh B apXvBe OTAe/la WIA B TaMsTH
BHECHCTEMHOT0 3allOMUHAIOIIero yCTporcTBa. UTo MOXKHO TPy HEOOXOIUMOCTH
BCcerja Haitu B VHTepHeTe? Ecnu uH(opmalys MOHafOOUTCS BaM MoC/e
OTK/IIOUEHHsI OT CeTH, pacreuaTaiiTe JaHHble, TIOKA BbI TIOJK/IHOUEHBI, U
coxpaHuTe UX B (paiis, KOTOPbIM 3aTeM MOXKHO Oy/ieT B3STb C cOO0l Ha BHEIITHEM
HOCHUTeJIe.

WHauBuyanbHasi OpraHv3alysi CIPaBOUHOIO MaTepuana o00yc/oBieHa
YUCTO JIOTUYECKUMHU CoobpakeHHsIMA. B JlaHHOW KaTeropuM BakKHee BCETO
pa3rpaHUuUTh TIPO6/IeMbl, TIOZipa3yMeBarollie akTUBHOe pellleHre, U JaHHbIe, He
TpeOyroll[ie OT BaC HUKAaKUX AelcTBuil. Kak TOMBKO BbI 3TO CjieniaeTe, y Bac
nosiBUTC ~ abcomoTHass cBobozja  [ijii  YMODPSIOUeHUsI U COPTHUPOBKU
HeobxouMoro oObeMa CChIZIOUHOTO MaTepuana. Takoe pelieHHe cyry6o
VHAVBU/Iya/IbHO: OHO 3aBUCUT OT COOTHOIIIEHUS] MEXKY 1[eHHOCTBIO MO/TyYeHHOM
uHbOpMalMM M 3arpaT BpPeMeHH U CWi, HeoOXOAUMBIX [ijis ee 3alucu U
XpaHeHwusl.

«Koz0a-HubOyob/moxcem 6bimb»

[Tocnennsisi mpobseMa B paMKaxX CUCTeMbl OpPraHU3AlUU 3aK/IH0UYaeTcsl B
TOM, KakK OTC/Ie)KHMBaThb 3ajlaud, KOTOpble HY)KHO OyneTr I1epecMOTpeTb B
Oymyiiem. K HUM MOTYT OTHOCHTBCS CaMble pa3HOOOpasHble 3ajauu: OT



Toe3/IKW, 3allJTAHMPOBAHHOW Ha HeorpejesieHHoe Oyayiiee, [0 TIPOEKTOB,
HaMEUeHHBIX Ha CAeyHIIUi (PUCKANbHBIM TOfl, WIM HABLIKOB, KOTOPHIMHU BbI
XOTUTE OBMaJeTh. [[7s1 MOMHOMACIITAaOHOrO BHEAPEHHWS JAAHHOK MOZe/d BaM
TIOHA/J0OUTCST UTO-TO BPO/Ie XPAHHU/IUIIIA «3aMOPOKEHHBIX» JIeJl.

Jena, KomopbiMu 8bl NAAHUPYeme 3aHIMbCs K020a-HUbyob (Modcem b6bimb),
HU 8 KoeM c/ayuae He s181s10mcst Mycopom. OHU MO2ym 8X00umb 8 UUCAO CaMbIX
UHMepecHbIX MBOPYECKUX 3aMbIC/08, KOMOpble poxcoaiomcs y 8dc Ha
npomsiiceHuu 8cetl HCU3HU.

EcTh HeECKO/NBKO Croco0OB apXWBUPOBaHUsA MpobiemM s  Oyayiiero
PacCCMOTpEeHUsI, KOTOPbIe TO3BOJISIFOT BBIOPOCUTh MX W3 TOJIOBbI U OCBOOOJUTH
Ballle Co3HaHWe. Bbl MO)KeTe BHOCUTBH IIpo0JieMbl B CIUCKU «Korma-HuOyb/
MOYKET OBITb» Pa3/IMUHOrO POZiA, OCTAB/ATHL HAIIOMMHAHUS B KajeHJape WM
«MaMSITHOU KHUIKKE» .

Cnucok «Koz0a-Hulyob/moxcem 6bimb»

Becbma BepOSITHO, UTO, TMOJHOCTBIO DPACUMCTUB BCe 3aKOY/JKH CBOEro
CO3HaHUs TpU CcOOpe CO/EeP>KUMOTO MbICJIEHHOM OTepaTUBHOM MaMsTU, BbI
HaTKHY/IUCh Ha [lefla, B HeoOXOAWMOCTH BbITIOJIHEHUSI KOTOPLIX He YBepeHbl.
«/3yunTh UCHAHCKUM SI3bIK», «KYMNUTh JOlIab AJs Mapcu», «IIOKOPUTh TOpy
BalllMHITOH» U «IOCTPOUTb KOTTEMK [Jii TOCTeN» — TUIUUHBbIE TIPOEKTHl,
OTHOCSILMECS K JaHHOM KaTeropuwu.

Ecimu Bbl elmle He co3fanu cucok «Korma-HuOyas/MoxKeT ObITb» B TOM
OpraHM3allMOHHOW CHUCTeMe, KOTOPYHO BbIOpaau, s pEeKOMEHAYyIH BaM 3TO
c/lenaThb. 3aro/HsITe CIIMCOK BCEBO3MOXKHBIMU MpobiemMamu 1oj06HOTO pojia, o
KOTOPbIX CMOXXeTe BCIIOMHUTb, — 3TOT IIPOLIECC BbI30BET Yy Bac IIPWIWB
pa3HO0bOpa3HbIX TBOPUECKUX U7IeH.

Bac, BO3MO)KHO, YJUBUT TOT (PAKT, UTO HEKOTOPbIe U3 ITPO0OJIeM, KOTOpPbIe BbI
3aHOCHTE B CITUCOK, OyAyT NMPUXOAUTH BaM B TOJIOBY 0€3 BUAMMBIX YMCTBEHHBIX
ycunuii. Eci Bl TO3BO/MTE  cuje  BOOOpa)keHUs UW3MEHWThb — Ballle
MUDOBOCTIpUSATAE U TIPOM3BOJUTENLHOCTh, TO 0e3 TpyJa 3ameTuTe, Kak
OLIyTUMOE TPUCYTCTBHE crrcKa «Korma-HuOyb/MoxKeT ObITh» MOXET BHECTH
MacCy HWHTEPeCHBIX TPUK/IIOUEHWM B Ballly >KU3Hb U PpaboTy. Mbl CK/IOHHBI
WCTIO/Th30BaTh BO3MOXKHOCTH, eC/Id Y>Ke OOHapyKWId UX W TIpU3Ha/IU, YTO OHU
OCYII[eCTBUMBI. I, HECOMHEHHO, MCMbITA/ JaHHBIA MPUHIMAIT Ha COOCTBEHHOM
omnbiTe: oOydyeHue urpe Ha (¢ieliTe U SIXTEHHOMY CIIOPTY HauyaluCh [jisi MeHs
UMEHHO C 3Toi Kareropuu. Kpome Baiieli KOp3uHBI, €CThb JBa OOWIBHBIX
HMCTOYHHMKA 3aMbICTIOB [iisi crivcKa «Korma-Hubyab/MoXeT ObITh»: peub HIET O



BallleM BOOOPa)KeHUU U CITUCKe TeKYIUX TTPOeKTOB.

Co3spaiiTe apceHan Ha 6a3e TBopueckoil MbIC/M. Yem 6bl Bbl XOTeM Korja-
HUOyAb 3aHATHCS, OyAb y Bac BpeMmsi, ieHbI'M U >xefnaHue? [lpessararo Bam
coctaBuTh CBOM crnucok «Korga-Hubynb/mMmoxker ObiThb». K TUIMUHBIM
KaTeropysiM OTHOCSTCS:

* Bell[1, KOTOpble He0OX0JUMO KYTTUTh U COOPYAUTD /IS IoMa;

* X000, KOTOPBIMU MOXXKHO 3aHSIThCS;

* HaBbIKW, KOTOPbIe CTOWUT OCBOUTB;

* FPaHX TBOPUECKOI'0 CaMOBBIPa’KeHHs], KOTOPbIe MOYKHO HCCJIeJ0BaTh;

* OZle)K[ja U aKcecCyaphl, KOTOpble CTOUT KYIIUTh;

* Urpyiiku (mpubopsl!), KOTOpbIe HY>KHO TIPHObpecTy;

* MI0e3/JKU, KOTOPbIe CTOUT COBEpPLLUTh;

* OpraHu3aliy, B KOTOPbIe HY>KHO 3aIvcarbCs;

* Cy»kKeOHbIe TPOEKThI, B KOTOPLIX CTOWT MOy4YacTBOBATh;

* Bell1, KOTOpbIe CTOUT YBUZETh U CZeJaTh.

[TepecMOTp TeKywMX IPOeKTOB. Terepp HacTajso BpeMsl IepeCMOTPeThb
CTIMCOK TIPOEKTOB C 0oJiee BbICOKOM TOUKH (T. €. C TOUKU 3peHus Bailieli paboThI U
1jesieid) ¥ MofiyMathb, He HY)KHO JIU TlepeHeCcTH YyacTh TeKYIUX 1pobsieM B CITUCOK
«Korga-uubynb/MoxeT ObITb». Eciu, nopasMbIC/NB, Bbl TIOHSIU, UTO OJHOMY U3
a/lbTepHAaTHMBHBIX MIPOEKTOB BbI BPsAJ JIU CMOXKETe y/e/IMTb BHUMaHUe B TeUueHUe
HECKOJIbKUX MeCsLeB, a TO U J0Jblle, TO ero cjlefyeT nepemMeCcTUTb B JaHHbIN
CITMCOK.

Mbl BOMBHBI He COBepIllaTh TOCTYITKOB, KOTOPble Mbl B CHJIax
COBEpIIIUTb.

Apucmomernb

Oco0ble kamezopuu 6 cnucke «Koz0a-Hubyob/modicem Oblmb»

BeposiTHee Bcero, y BacC eCTb 0COObie yB/ieUeHus, KOTOpbIe TI0Zipa3yMeBatoT
BO3MOKHOCTb OCYII[eCTB/IEHHSI MacChl 3aMbIC/IOB. YI00HO OyzneT 00beJUHUTH 3TH
3aMBbIC/TbI B CITUCKU. [IpriMepbl TaKKX 3aMbIC/IOB TIPUBE/I€HbI HUXKe.

* [Iuija — pewienTbl, MEHIO, PeCTOPaHbl, BUHA.

* 3aHATUS C JeTbMHU.

» Kauru, KoTopble HY>KHO TIPOUeCTb.

 KoMmakT-A1cKu, KOTOpble HY>KHO KYTIUTb.

* BuzieokacceTbl, KOTOpbIe CTOMT KYIUTh WX B3SITh HAlPOKaT.



* Ky/IbTypHble MepOnpUsITHSI.

* IHTepecHbIe TI0/JapKU.

* Vieun mo ca/ioBOZICTRY.

» CalThl.

* IHTepecHbIe MapIIPyThl BLIXOJHOTO /IHSI.

* Vneu fis 1eI0BBIX BCTpeY.

* Vieu /1711 BeUepUHOK.

* inen — pa3Hoe (Bbl He 3HaeTe, Ky/ia ellle UX ITOMeCTUTh!).

Cricku TI0/J0OHOTO THIA MOTYT CTOSTh Ha IIepeCceueHrHr KaTeropui
cripaBoyHOro Marepuana H «Korma-HuOygs/MokeT ObIThb». K cripaBOYHbBIM
CBeZIEHUSIM UX MOXXHO OTHECTH, IOCKOJIbKY Bbl MOXKeTe IIPOCTO coOuparh U
n006aB/IATh B CIIMCOK Ha3BaHUs XOPOIIMX BHH, PECTOPAHOB WJ/IM KHMT, a K K/IacCy
«Korma-uubyzab/MoxkeT OBbITB» — II0TOMy UYTO Yy Bac OyJeT BO3MOYKHOCTb
peryJisipHo o0paIljaTbCsl K CIUCKY, UTOOBI B OMpezie/IeHHbIi MOMEHT BCIIOMHUTh
00 0JTHOM JTH HECKOJILKMX TTPOEKTaXx.

B mobom ciyyae, B 3TOM COCTOMT eIlle OfHa Cepbe3Has IpPUUMHA, 10
KOTOPOM CTOMT 3aBeCTH OpraHM3al[MOHHYH0 CHCTeMY, T03BOJISIONIIYIO JIeTKO U
MpoCTO (PMKCUPOBaTh WjeH, CIIOCOOHBIe MPU/AaTh Balllel >KU3HW 3HAUMMOCTh U
pasHooOpa3ve, He 3aMyCOpMBasi CBOM pa3yM U pabouee TIPOCTPaHCTBO
HepellleHHbIMU ¥ He3aBepIlieHHbIMU ITpobieMamMHu.

Yepo3a nose/eHuUs1 NanokK u cmonok «Omsaoxcums 011 nocnebylowezo
O3HAKOM/1eHUS»

MHoruve co037ar0T CTOMKY, MafnKy WIM LeJblid SIUK I[107 Ha3BaHUeM
«OTNOXKUTE [ TIOC/IEAYIOIIero 03HaKOMJIEHUs», KOTOpoe B OOIIMX YepTax
TIOAXOAUT TIOf, ompefeneHue Kareropuu «Korga-HUOyb/BO3MOKHO». OHU
roBopsiT cebe: «Korza OyzeT Bpemsi, BO3MOXHO, MHE 3aX04eTCsl 3TUM 3aHSIThCSI»,
u nanka «OmIoKUTh AJI TO0C/IeAYIOLero O03HAaKOMJ/IeHUs)» KaXKeTCs CaMbIM
MOAXOAALIMM MeCTOM [ijI1 TaKuX MaTepuasnoB. JIMUHO S He peKOMEeHAYHO
C03/1@aBaTh MOJCHUCTEMbI JAHHOIO THUIIA, MOCKOJIbKY TMPAaKTUUEeCKA B KaXKAOM U3
C/lyuyaeB, C KOTOPBbIMM $I CTaJIKUBAJICS, KIIMEHT «OTK/IaJbIBa/l» Marepuas, HO Tak
Y He BO3Bpallja/icsi K HeMy: CTONKa IIPUBOJW/IA €ro B 3amellare/bCTBO U
BbI3bIBajla I0CO3HATe/IbHOe BHyTpeHHee cornportusieHue. Kareropus «Korpa-
HUOY/Ib/MOXKeT ObITb» TepsieT CBOIO LeHHOCTh, eC/IU MIepUoAUYeCKU CO3HATeTbHO
He BO3BPAlLLaThCs K HeW.

Tax>ke eCTb CylleCcTBeHHasi pa3Hulia MeXy 3 (HeKTUBHBIM UHCTPYMEHTOM,
TakuM Kak mnarnka «Korma-Hubynb/MoxeT ObITb», U HeKOl Oe3pa3mMepHOit



€MKOCTbIO [/Is1 «PYTHHbI». Kak TMpaBWiO, 3HAUMTE/bHYI0 YacTb PYTUHHOTO
MaTepuasia Hy)KHO Cpa3y BbIODOCUTh, KaKHe-TO CBeJleHUsl C/ieflyeT MepeHecT B
Kareroputo «lIpouecTb/IpOCMOTpPeTb», KaKuhe-TO — B pa3jiesl CIpaBOUHOM
vH(opMallii, a HEeKOTOpble JaHHble HY)KHO TOMeCTUTh B KasleHJapb WId
MaMATHYIO KHIDKKY, UTOObI BEPHYTbCS K HMM uepe3 Mecsl[ WIM B Hadaje
crefyrollero  Keaprajaa, MOpWUYeM  Orpeje/ieHHble  JTOKYMEHTbl ~ MOTYT
rperosarath JajbHeulIe akTUBHbIE EeUCTBUSI C Ballled CTOpOHbL. He opuH
pa3, rpopaboTraB uei-To AWK (WK nanky) «OTI0KeHHOTo /1S T0C/IeyIOIero
pacCMOTpeHHs» Marepuasna, s 00Hapy’>KrBaJl, UYTO TaM HUUEro He 0CTaIoCh!

Hcnoab3oeanue kasneHoaps 015 nocaedyioujeti oessmesbHOCMuU

KaneHjapb MO>KHO C T0/Ib30M TTPUMEHSTD [jIsI pa3MellleHysT HallOMUHAHUM
0 Jenax, KOTOpble Bbl MOXKETe€ HAaMEeTUTh Ha Oyayiree. BoJbIIMHCTBO /HO/EH,
KOTOPBIX 51 TPEHUPOBAJI, ObI/TM OUEeHb Ja/IeKH OT MaKCUMasbHON 3(h(}eKTHBHOCTH
WCTIO/Ib30BaHMsI KajieH japsi: WHaue OHU, BEPOSITHO, TIOMeIIaar Obl TyZa ropaszo
Oosnblile CBeJeHUIA.

OmHO W3 Tpex Ha3HAUeHWM Ka/leHJapss — XpaHeHue WH(OpMaLWH,
TIPUBSI3aHHOM K KOHKPETHOMY JIHIO. DTa KaTeropusi MOKET BK/IFOUATh II€JIbIM PsiJ
JAHHBIX, HO OJUH M3 Haubojiee TBOPUECKUX CITIOCOOOB Ppa3BUTh YKa3aHHOE
HarpaB/jieHre TIPUMEHEHHUs] Ka/leHZiaps — BHOCUTb Ty[a [e/la, KOTOPbIe BbI
XOTUTE BBIOPOCUTH W3 TOJIOBBI, UTOOBI BEPHYTbCSA K HHUM I03AHee. Bot
HECKOJTbKO U3 MHOTOUKMC/IEHHBIX IPUMEPOB JIaHHBIX, KOTOPbIe MOXXHO 3aHOCHUTh B
KasleH/aph.

¢ «CIyCKOBbIe ME@XaHU3MbI» [I/I1 aKTUBU3ALIMK TIPOEKTOB.

* MeponpusTHs, B KOTOPBIX Bbl XOT€/IM ObI IT0y4aCcTBOBATb.

+ Katanu3aTopbl MPUHSATHS PeIeHHH.

«CnyckoBble MeXaHU3MbI» JJisi aKTUBHU3al[UU NPoekToB. Eciu y Bac
eCTb TPOEeKT, 0 KOTOPOM He HY)XHO AyMaTb CHUI0 CEeKyHAY, HO BbI XOTUTe
BCIIOMHHUTBL O HEM B Oy/yilleM, CUMTasi, UYTO OH 3aC/Ty)KMBaeT BallleTo BHUMaHUS,
TO MO>KHO BbIOpaTh IMOAXOASAIIYIO JaTy W 3alucaTh HallOMHMHAHWE O TIPOEKTe Ha
COOTBETCTBYyHOIIMK JeHb. Ero cjeayer mnoMecTuTb B SIYEMKy KasieH[aps,
rpefiHa3HaUeHHYK [Jid HallOMWHAHWUW O [IeWCTBUSIX, HaMeueHHbIX Ha
KOHKDeTHbIN JieHb (a He Ha KOHKpeTHOe BpeMs); KOorjla 3TOT JleHb HacTaHeT, Bbl
yBU/IMTe B KaJ/ieH/lape HallOMMHaHWe U BHeceTe 3aMbiCe/l B CIIMCOK Ha MpaBax
OJJHOTO W13 AaKTHUBHBIX MPOEKTOB. THUIMUUHbBIMUA TMpUMepaMH TaKuX MPOEKTOB
SIBJISIFOTCSI:



* CrielpanbHble  MEpONpPUATUSI, KOTOpble CJie[yeT MpPOBOJUTH B
orpezie/ieHHOe BpeMs (3aITyCK HOBBIX TPOJYKTOB Ha PLIHOK, KaMIlaHWH 110 cbopy
CpPeACTB U T. [1.).

* PerysnsipHble MepPONpPUSsITHS, K KOTOPbIM Bbl [JO/DKHBI TOTOBUTHCS, TaKHe
KaK CBepKa Oro/pkeTa, e)KeroiHble KOH(epeHILUH, TJIaHEPKH WM COBelljaHus
(HampuMep, Korjla BaM CJ/ie[lyeT BHECTH «eXXerofHyH KOH(epeHI[HI TI0
Mpo/ia’kaM» B CITMCOK MPOEKTORB?).

 [TamsTHBIe AATHI [/ BBIJAOIIMXCS JIIOAEM, KOTOpble TpeOyroT OT Bac
Kakux-mmbo  fedicTBui  (OHU  POXKAEHWS,  TOMAOBIIWHBLI,  Mpa3JHUKH,
ripe/rio/iararoliyie BpyueHue TofAapKoB, U T. 11.).

MeponpusaTusa, B KOTOPBIX BbI X0Te/JIH 0bI MOy4acTBOBATh. [J0myCTHM,
Bbl TIOCTOSIHHO TIO/lyyaeTe YBeOMJIeHUSI O CeMMHapaX, KOH(epeHIUsX,
BBICTYIIJIEHUSIX, @ TaKKe MyOTMUHBIX U KY/JIBTYPHBIX MEPONPHUATHSAX, B KOTOPbIX
BaM XOUeTCs TIPUHATH yJacTHe 10 Mepe UX MpuO/mkeHus. Tak uTo ompeenuTe,
KOI7la HaCTYIIUT 3TO «IpUOMKeHWe», W TIOMEeCTHUTe COOTBETCTBYHOIIlee
HallOMUHaHWe M0/, Hy>KHOMW JJaTOU — HarpuMep:

* 3aBTpak C mMOpeACTaBUTENSIMM TOPrOBOM IMajaThbl, HaMeEUeHHbIM Ha
CNeAyroLIAN IeHb.

 3aBTpaliHss pacripofiaka OWIeTOB Ha Wrpbl KOMaHAbl Tigers B 3TOM
ce30He.

* Paporniepesiaua 1o KaHany «ABCTpa/vsi» CeroiHsi Beuepom.

* Tanuibiku /11 EPKOBHOTO MPUX0/ia B BOCKPECEHbE.

Ecimv BaM B TrofioBy TIPUXOJST TOJ00HBIE H/IeH, KOTOpPble BbI Obl XOTEH
TIOMEeCTHUTb B CUCTEMY, Cpa3y TaK U C/ejauTe.

Karanu3aTropsl NpPUHATHA pemeHu. Bo3MOXHO, Bbl MNepuoAueCKU
CTa/IKUBaeTeCh C BAKHBIMU pPeIIeHUsIMU, KOTOPble He B COCTOSIHUM TIPHUHSTH
cpa3y (WM y Bac MPOCTO HET TAKOTO ’KejlaHusi). B 3TOM HeT HUYero CTpaiHoro,
€C/M Bbl TMPUIIIM K BBIBOAY, UTO HeoOXouMasi [OTIO/IHATeIbHasi UHhOpMaI[s
JIO/DKHa TIOCTYNIUTh K BaM CKOpee W3 BHYTPEHHEero, HeXXKeu W3 BHEIIHEero
WCTOYHMKA (MHBIMM CJIOBaMH, YTpO Beuepa wMyzdpeHee). (EctecTtBeHHO,
vH(OpMalMI0 U3 BHEIIHUX HCTOUYHWKOB BaM CjiefjlyeT TOMEeCTUTh B CIIMCOK
JMaTbHeNIINX AeMCTBUM WK okugaHuid.) Ho uTtoObl Bac He 6eCIIoKoM/I OTKa3 OT
CPOYHOTO TPHUHATHS peIlleHus, Jydille TIOACTPAXOBaThbCA: BaM TOTpedyeTcs
HaJle)KHasl TapaHTHsl, MO3BOJISIIONAst B HaJ/IeXKalllid MOMEHT COCPeIOTOUUThCS
Ha npo6neme 1

PeweHue 06 omkaze om npuHsmus pewleHusi 8nojHe 0ONyCmMumo, ecau y
8ac ecmb cucmemda, NO380/I0WASl €20 ONM/IOHCUMb.

TunuuHble MNoApas3/ie/ibl JaHHOW KaTeropyuyd BKJ/IKOYAKOT TaKWe CIIOPHbIE
BOIPOCHI, KaK:



* HaHSITh/YBOJIUT;

* 00beIMHUTBCS/KYTIUTh/TIPOJaTh/U3bSATh KaIluTall;

* CMeHUTh paboTy/HauaTh Kapbepy 3aHOBO.

OueBUHO, 5 ye/s0 C/IMIIKOM Majio MeCTa CTOJ/Ib CEPbe3HOM TeMe, HO BaM
CTOUT COpoCUTh cebsi: «ECTb /M Kakoe-TO Ba)KHOe pellleHue, AJisi KOTOPOTO
HeobX0IMM KaTajiM3aTop, MO3BOJISIOIIUNA €My MPOCTO «IIOBHCETb B BO3ZyXe»
HeKoTopoe BpeMmsi?» Ec/iu OTBeT yTBepAuTeNbHBIM, MOMeCTUTe B KajieH/apb
Kakoe-HMOyIb HarlOMMHaHWe, YTOObl MOXKHO OBIIO BEPHYTbCA K mMpobiemMe
To37Hee.

00600wWeHHas NaMAMHAA KHUNCKA

OmvH w3  30hdeKTUBHbBIX WHCTPYMEHTOB  3anucyd  npobreM, He
TIPeTIo/ararluX CPOUHbIX AeWCTBUM, HO CHOCOOHBIX TIOTpeboBaTh OT Bac
AKTMBHBIX 11aroB B OyzylieM, — mamaTtHas Krwkka.l2l Bynyuu TpexmepHoii
Bepcuel KajeH/apsi, OHa M03BoJisieT (PUKCUPOBaTh (pu3nueCcKre HallOMUHaHUS O
TOM, YTO Bbl 3aXOTHTe YBUETb WIM BCIIOMHUTHL (He ceiiuac, a B Oyayiiem).
[TamsiTHast KHWKKa BecbMa 3¢ (eKTUBHbIM WHCTPYMEHT, C TOMOIIbI0 KOTOPOIO
Bbl CMOXKeTe CO03/laTb COOCTBEHHOe TIOUTOBOE OT/efleHue U «OTTPaBISATH»
TOC/IaHusl caMoMy cebe [7Isi TIONy4YeHUs] B Ha3HaueHHbIA JieHb. 1 UCTOMb3YHO
TIaMSITHYIO KHYKKY TOZIlaMU U layke He TpeICTaB/Isiio, uTo Obl fiesian 6e3 Hee.

Kak mipaBwio, 00600ljeHHasi MaMsTHas KHWKKA TIpeACTaB/isieT coboi
MPOCTYIO0 CHUCTEMY TaroK, IMO3BOJISIIOLIYI0 PacCOPTHPOBaTh Oymaru U JApyrue
dbusnueckre HaOMUHAHUS TakuM oOpa3oM, uToObl HH(MOpMalus, KOTOpas
HY)KHa BaM Ha KOHKDEeTHYIO JlaTy B OyayliieM, «aBTOMaTHUeCKn» OKa3biBajach B
KOp3WHE B Ha3HAUeHHbIN J1eHb.

Eciu y Bac eCcTh cekpeTapb WM aCCUCTEHT, Bbl MOXKeTe XOTsl Obl YaCTUUHO
TepeJIOKUTh [JaHHYH0 3a/lauy Ha Hero Wiv Ha Hee, MpU yCJIOBUH, UTO Y Hero (y
Hee) T0J, PYKOW uMeeTcsl OfiHa W3 pabourx Bepcuil aHa/JIOTUYHOW CUCTEMBI.
TUNMUYHBIMY TIPUMEPaMU MOTYT ObITh C/ie/lytoIliie HallOMUHAHUS:

* «[lepesaliTe MHe 3Ty TTOBECTKY JHSI YTPOM B [leHb COBEILIAHUSI».

* «BepHUTe MHe 3TH MaTepuaJibl B MOHe/IeTbHUK, UTOOBI 5 MOT UX 067ymMaThb
3aHOBO: OHU KaCarOTCsl COBEIllaHKs], HAMEUEHHOTO Ha Cpejfly».

* «Hanmomnaute MHe o noe3ake B [OHKOHT 3a /iBe HeJie/iu 10 BblIeTa, UTOOI
MbI MOIJIM PacIlJlaHUPOBaTh JeTain».

Takum obOpa3om, B TeueHue paboueli Hefenu Bbl OyjieTe W3B/E€KaThb U
MPOCMAaTpHUBaTh Narnky, MOCBALEHHYI0 COOTBETCTBYHOILIEN JaTe.

[TockonbKy Bbl Mo)eTe (M, BepOATHO, [OJ/DKHBI) YIOPSJOUMBAaTh



MaTepuasbl, 4YTOObI KMeTb BO3MOXXHOCTb XPaHUTh CTOJIbKO WHGbOpPMaIIWH,
CKOJTbKO HY>KHO, S PEKOMEHZYI0 BaM BeCTH COOCTBEHHYIO TMaMSTHYIO KHHXKKY,
€C/IM Bbl B COCTOSIHUU CJle/laTh ee aTpuOyTOM CBOEro >KM3HeHHOro CTuis. OHa
MOXKeT BBITIO/IHSTh MacCy T0/ie3HbIX (DYHKIUH, JieXKall[ux 3a TpejenamMu Kpyra
o0si3aHHOCTel Balller0 AaCCUCTEeHTa, KOTOPbIMH BbI, BO3MOXXHO, 3aXOTHTe
BOCIIO/Ib30BaThCsA. S MCMOMB3y0 MAMATHYIO KHWKKY ZJIsI XpaHeHHs1 OW/IeTOB U
TO/ITBEPXKAEHU pelicoB, OpOIIOp W KapT C MapIIpyTaMyd MyTelleCTBUH,
TOUTOBBIX  YBEJIOMJIEHUM O  TPAAYIIUX  COOBITMSX, HH(OpPMaMM O
pPa3HO00pa3HbIX «BO3MOKHBIX TTOKYTKaxX», KOTOpble HAMETH/I Ha Oyzylilee, U T. [.

WTor: melCTByrOIas MaMsITHAasi KHA)KKa OTHUMaeT Y BacC MO OJIHOU CEeKyH/ie
BPEMEHHU €)XeJHEBHO, HO OTJada Ha TMOPSJOK IPEeBbIIIAeT 3aTpaTbl BpEMEeHU U
YCUITAMA.

Co3ganne 0000IeHHOW MAMATHOM KHIDKKH — KapToTeku. Bawm
TOHA/I00MTCST COPOK TPH TIAlIKU — TPHU/IATh OffHA, IIOMeUeHHasi YiciamMu oT 1
o 31, u emle ABeHajllaTh — C Ha3BaHUSIMHU MecsileB. «E>kefHeBHbIe» Manku
CTaBAATCA CIIepe/iv, HauMHasi C 3aBTPaIlIHel JjaThl (€C/IM CerogHs — 5 OKTSA0ps, TO
HOMep TepBour mnanku — 6). Craeayroliye 3a HeW Tarkyd COOTBETCTBYIOT AHSIM
Mecsitia (ot 6 mo 31). 3a mankout ¢ umciaoM 31 pacnosiaraeTcsi mamnka 3a
cnemyromnmi Mecsr] (HosIOpb), a 3a Hell — TMarKu, MOCBSIIeHHbIe YrcaaM C 1 1o
5. 3a HUMH WYyT TalKW, OTBe/IeHHbIe IO/ OCTajbHble MecsIbl (C JeKabps TIo
okTsi6pb). Cofiep)KMoe TarKy 3a C/IeAYIOIMUKN J1eHb e)KeJHEBHO TTepeHOCUTCS B
KOP3UHY, 3aTeM Tlarka CTaBUTCA 3a TOC/AEJHIOI0 U3 eKeJHEeBHBbIX Marnok (B
HallleM CJTyuae Tiarka 3a 6 okTs0psi cTaHeT marnkoi 3a 6 HosI0pst). AHAIOTMUHBIM
obOpa3om, Korzia Tarmka 3a CaeAyIol[Ui Mecsl] AOCTUraeT Hauasia crmcka (31
OKTsIOps1, TIOC/Ie TOTO, KaK Bbl 0CBOOO/AWTE AHEBHYIO TAIKy, B Hauajae OKayKeTCs
nanka «Hosibpb», a 3a Hell — e)kegHeBHbIe Manky ¢ 1 mo 31), ee cofep)kuMoe
MepeHOCUTCS B KOP3WHY, M OHAa 3aHUMaeT MeCTO B KOHI[e CITHCKA eKeMeCSUHbIX
narnok (teriepb OHa OyzmeT OTBe/ieHa IM0[ HOSOPLCKHMeE JaHHbIE Ha CJIeAYIOLIUM
rog). Takyro cuUCTeMy MOKHO Ha3BaTb «BEUHOM»: B KaXK/bld KOHKDETHBIU
MOMEHT B HeM COJlep’Karcs Marku Ha C/IeyoIIui TPU/LATh OJWH JIeHb UM Ha
crenyrolye IBeHa/laTh MeCsLeB.

CyllleCTBeHHOe TPeHMMYIIIeCTBO WCIIOMb30BaHUSI TIAarloK B 00001eHHOMN
MaMsSITHOM KHW)XXKe B TOM, YTO OHHU MO3BOJISIFOT XPaHWUTb peasibHble JIOKYMEHThI
(opMa, KOTOPYIO HY)KHO 3allO/IHUTh B OMpe/le/ieHHbIN JieHb, 3arrckKa, KOTOPYIO
HY)KHO TPOCMOTpeTb TOI/la-To, TeyseoHOrpaMmMa, TpeOyromass OT Bac
KOHKDETHBIX JIEMICTBUM B KOHKPETHOE BpeMms, U T. [.). [Ipumep Ha puc. 7.2.

Yrobbl cucteMa paboTana, ee HY)XHO e)KeQHEBHO OOHOB/SThb. Eciu Bbl
3a0yzeTe OCBOOOJUTHL TMArkKy 3aBTpAIllHEro0 [HS, TO HE CMOXeTe 0BepsiTh
cucteme: OyayT yhOyijeHbl Ba)KHble CBe/leHUs, C KOTOPbIMH TIPUJIETCS



pasbuparbcs Apyrumu criocobamu. Eciv Bbl yekaeTe (UM He MMeeTe [OCTYIIa
K TaMsITHOM KHIKKE Ha BBIXO/JIHBIX), TO C/Ie[IyeT /10 OThe3/ia MPOBEePUTH Marku 3a
Te [IHU, B TeUeHUe KOTOPBIX Bbl OyZieTe OTCYyTCTBOBATh.

Puc. 7.2. Obpa3zey opeaHuzayuu namsimHol KHUXcku (5 okmsbps)

KOHmpO/leble cnucku. coaepofcame/lbuble HANOMUHAHUNA

[TocnenHsis TeMa, AOCTOMHAsi PaCCMOTPEHUs] U OTHOCSIIASICS K CUCTEMe
JIMYHOM OpraHv3aluy, — 3TO BeJeHUe U COCTaB/IeHWe KOHTPOJIbHBIX CIIMCKOB,
T. €. TepeuHell BO3MOXXHBIX COCTaB/SIFOLIUX /i1 MPOEKTOB, MEPOIpUSITUN U
HarpaB/IeHUW [1eATe/IbHOCTH, TIPe/ICTaB/ISIOIMX LeHHOCTb, UHTEpPeC WU KpyT
00s13aHHOCTeH.

Camble cofiepKaTe/ibHble KOHTPOJIbHBbIE CIHMCKM UYaCTO COCTaB/ISIIOTCS B
KOHIIe TPaMOTHOM KOHCY/IbTal[iM, TPOBeJIeHHOW C paboueil rpymnmon WM
KOMaH/I0¥. XOpollre CIUCKU TakKe yKa3blBalOT MPUOPUTETHbIE HarlpaB/ieHUs
TIOJITOTOBKY TIepCOHasIa Wiu Habopa HOBBIX COTPY/JHUKOB.

Korma s1 BMecTe C KIMEHTaMU BbIUMILAKD WX T[IOUTOBbIE KOP3WHBI U
3HAKOMJ/TFOCh C Tpo0sieMaMu, KOTOpbie X OeCIOKOsIT, Mbl UaCTO HaThIKaeMCsi Ha
3alMCKY, aZipecoBaHHbIe Ye/IOBEKOM camMoMy cebe, TIPUMEpPHO CJieAyIOIIero
CoZlepyKaHusL:

* «Yalle Oe/1dTb 3apAOKY»;

* «1103a00TUTBCS O TOM, UTOOBI KaXK/[bIi TDEHUHT MOXXHO OBIIO OLIEHUThY;

* «IIPOBOZUTH O0JIbIIIe CBOOOAHOTO BPEMEHH C I€TbMU»;

* «COCPeJOTOUNTD YCU/IUS Ha HarlpaB/eHUH MPOEKTHOTO M/IaHWPOBAHUSI»;

* «TI0/J|JIeP’KMBaTh BBICOKMI MOpa/bHbI YPOBEHb B KOJIJIEKTHBEY;

* «1103a00TUTBLCSL O COO/MIO/IEHUM KOPTIOPAaTUBHBIX CTPATeruii»;

* «CBOEBPEMEHHO 0(OPMJISAT OIJIaTy CYETOB KJIMEHTAMU».



Kak ObITh C TakuMH, O0/iee pacIlIbIBUaTBIMUA TUITAMHM BHYTPEHHUX TTPo6/ieM
Y aKLIeHTOB?

CHauana ymouHume cyujecmeeHHbleé NpoeKmbl U oelicmeus

Inst  OGOJIBITMHCTBA PYTUHHBIX MPO0JEM TaKOro THUIMA [O-TIPEKHEMY
0CTaeTCsl MPOEKT W/WIN IeUCTBUE, KOTOPOEe HY)KHO OrpezenuThb. «Yaile menarb
3apsAKy» 711 OOJIBIITMHCTBA JIFofiel B eMCTBUTENIbHOCTU 03HauaeT: «CoCTaBUTh
MPOrpamMMy DPETY/ISIPHOTO BbITNOJIHEHUST yIIpaKHeHUW» (TIpoeKT) U «I103BOHUTH
Cannm, utobbl OHa TOCOBeTOBasia TpeHepa» (peajibHOe aKTHBHOe JelicTBue). B
MOJIOOHBIX CJ/TydasiX CyIlleCTBeHHbIe IMPOEKTbI U [IeHCTBUS BCE PABHO HYXKHO
YTOUHUTH U YIOPSIZIOUUTh B TMUHYIO CUCTEMY.

Ho ecThb HeKoTOpbIe BeIlW, KOTOpble HeJb3si 0e30roBOPOYHO OTHECTH K
JTAHHOU KaTeropuu.

BbideneHue Kawoueebix cd)ep desime/IbHOCMU U 0MeemcmeeHHocCmu

Takve Uenu, Kak «mofajep>XaHue xopolleil (u3nueckord (OopMbl» WU
«(u3nueckoe 370pOBbe U >KU3HEHHasi SHEeprusi», BePOSITHO, BCé PABHO HY)KHO
OyzieT BHECTU B KAaKOW-TO CTMPAaBOUHBIM KOHTPOJbHBIA CIUCOK, K KOTOPOMY BBI
OyzeTe perynsipHO oOpailjaTbCs. B BailieM CO3HaHUU TIOCTOSIHHO (pOPMUpYeTCs
MHOKECTBO HOBBIX TpPe/ICTAaB/IeHU O >KeJlaeMbIX pe3y/bTaTax, CTaHZApTOB U
a/lbTePHATUBHBIX BaPUAHTOB TIOBe/IeHUs], U 3HaTb, YTO OHU COOOM Tpe/[CTaB/IsSIIOT
B KOHKDEeTHbBI MOMEHT, BCeT/ia MoJie3Ho.

PaHee si TIpe[TIO/IOXKWI, YTO CYI[eCTBYeT KaK MUHUMYM II€CThb YeTKUX
YPOBHeM «paboThl», KaXK/bI U3 KOTOPLIX TpeOyeT OT[e/IbHOTO PaCCMOTPEHHs U
aHasu3a. [To/HBINM NlepeueHb BCEro, YTO Ka)KeTCsl BaM BaXKHbIM 1 3aHMMaeT Ballie
BHMMaHUe Ha KaXJOM U3 3TUX YypPOBHeHW, MOr Obl COCTaBUTh OTrPOMHbIN
KOHTPOJ/IbHBIN CMIMCOK. B HEero MoryTt BoUTH:

* KapbepHbIe 11e/y;

* paborTa;

* CeMbfsl;

* B3aUMOOTHOIIIEHUSI;

* 00111eCTBO;

* 3J0POBbE U KU3HEHHAasi SHEePTUsl;

* (JuHAHCOBBIE PeCYyPChI;

* TBOpUECKOEe CaMOBBIPaKeHUe.



A 3areMm, KorJa BbI CIYCTUTECh Ha YPOBEHb HIKE, BaM MOTYT
NOTpeb0BaThCsl HATIOMUHAHUS, KACAOIIeCss OCHOBHBIX C(ep OTBETCTBEHHOCTH,
COTPY/JHUKOB, IIEHHOCTeH U T. /. VX mepedyeHb MOXET COZEep)KaTh CJIeAYIOIIHe
ITYHKTBI:

* MOPAJIbHBIN KJIUMAT B KOJUIEKTHBE;

* TIPOIIECCHI;

* CPOKU;

* aCTeKThbI Ka/[POBOU ITO/IUTHKY;

* pabouasi Harpy3Ka;

* coob1reHue.

Bce 3T MyHKTBHI 10 OYepeAr MOTYT ObIThb BK/IIOUEHBI B CIMCKM Balllei
WHIVBH/1ya/IbHOM OpraHW3alJMOHHOM CHUCTEMBI B KaUeCTBe HAallOMHHAHHWM O TOM,
Kak IMOCTYIIaTh, YTOOBI HE COMTHLCSA C Kypca U yAep)KaTbCsl HarllaBy.

Camble HenpueblyHbie cumyayuu mpe6ymm Haubo/1ee HcecmKoz20 KOHMPpOo/is

YpoBeHb Hallleii MOTPeOHOCTH B COCTaB/IEHUM KOHTPOJIbHBIX CIIMCKOB U
CO3/laHMM  BHEIIHMX  pbluaroB  0OpaTHO  TPOMOpPIMOHANEeH  Hallei
OCBEeIOM/JIEHHOCTU B 3aJJaHHOUM c¢epe OTBeTCTBEHHOCTU. EC/M BbI yXKe [aBHO
3aHMMaeTeCh OIHUM U TeM >Ke JIeJIoM, U CUTyallusi He TpeOyeT OT BaC HUKAKUX
V3MeHeHuM, TO, uToObl COXpaHAThb HAJ Hel KOHTPOJb, HeobXoaum
MHHHMAaJIbHBIM YDOBEHb BHeEIIHeN MepCcoHa/bHOW OpraHu3auyd. Bbl 3HaeTe,
KOI/la UTO JO/DKHO MPOMCXOAUTh W KakK BBIMNOJHATH MOCTaB/AeHHbIE 3aJaud, a
Ballla CUCTeMa BIIOJIHe TIPUTO/HA /iJisi paboThl B CBOEM HBIHEIIIHEM COCTOSHUMU.
Ho 3auacTyto ckiajpiBaeTcss oOpaTHasi CUTyarusl.

Bbl OueHb 4YacTO oOlllyllaeTe TMOTPeOHOCTb B KOHTPOJBHOM CIIMCKe
oripefie/IeHHOTO pO/ia, KOTOPBIM MOMOT Obl BaM COCPe/JOTOUMTHCS, TIOKa Bbl He
BHUKHeTe B CyTb 3ajlaui. Hampumep, eciu Obl Balll JUPEKTOP BAPYT OTIYUYMIICH,
Y BbI BHE3aIHO OKa3a/Juch Obl Ha ero MecTe, TO BaM MOHaA00U/ICs Obl 11e/IbIN psif
TIpe/iCTaB/IeHU U TIPUHIUIIOB, KOTOpbie Obl Ha TEpBBIX TOpax TMOMOITIM BaM
pa300paThkCsi CO BCeMU acrieKTaMu B paMKaX HOBOUM pabOoThbI. A ec/ii BaC TOMBKO
YTO HAHSTU Ha HOBYIO JIO/DKHOCTh, C HOBBIMU 00SI3aHHOCTSIMU, C KOTOPBIMU Bbl
OTHOCHUTEJILHO MaJjio 3HAKOMbI, TO BaM ToTpebyeTcst HAOOp pbIUaroB U CTPYKTypa
JesiTe/IbHOCTU XOTsI ObI Ha TiepBbie HECKOIBKO MeCsIIIeB.

MHe npuXogunoCh COCTaB/SATh CIUCKU HarpaB/ieHUuN [esiTebHOCTH,
KOTOpbIe HY>KHO OBLJIO /lep)KaTh T0f, KOHTPOJIeM, MOKa BCe He CTAaHOBW/IOCH Ha
cBOoM MecTa. HanprMep, Korjja MbI C )KEHOW pelluiv CO3/aTh paZuKaabHO HOBYHO
CTPYKTYDY [lesiTeIlbHOCTH, KOTOPOM 3aHMMasuCh Z0Tye TOfbl, s B3si/1 Ha cebs



KpYr 00s13aHHOCTe, OTHOCUBILMXCS K COBEPILEeHHO HOBLIM Jijist MeHs cdepam, a
UMeHHO: OyXraaTepCckoil, KOMITbIOTEDHOW, MapKeTUHIOBOM, TIPaBOBOU W
aJJMUHUCTPAaTMBHON. Ha MpOTsykeHWH HeCKOJIbKMX MeCSIL|eEB MHe MPUXOAUI0ChH
Jlep)KaTb TI0J] PYKOW KOHTPO/bHbIE CIUCKU 00s3aHHOCTeH, uToOBl TI0 Mepe
BO3MO)KHOCTeHd  BOCIIOJIHATb ~ BO3HUKAOI[Me Mpobesbl ©  OOpOThCS  C
TIPeBPATHOCTSIMHU TlepexoAHoro nepuoza. Koraa gesiTebHOCTh UaCTUYHO BOIIIA
B MPUBBIUHOE pyC/I0, $ Tlepefan yIpaB/ieHWe «aBTOMWIOTY» W Ilepecrasl
olIyl[aTh He0OXOUMOCTb B KOHTPOJIBHOM CITHCKe.

KonmponbHble cnucku mo2ym Obimb 8eCbMd NOAe3Hbl: OHU NO360/5H0M
NOHSIMb, 0 YeM He c/iedyem 6ecnoKoumbCsi.

KOHmpO/leble CNUCKU pa3/1iuvyHbIX ypoeHeii

B cnyuae HeoOxomuMocTu OyabTe TOTOBBI K CO3/aHHI0 KOHTPOJBHBIX
CTITMCKOB 000r0 THma. YKcIo BO3MOXKHBIX BapUAHTOB OeCKOHEUHO: OT CITHMCKA
6a30BbIX >XKM3HEHHBIX LIEHHOCTeN [0 CIMCKa Belleid, KOTOpble HY)KHO B3SIThb B
TasIaToOuHbIN ropoziok. CocTap/ieHre CIMCKOB 110 Mepe HaZloOHOCTH — 3TO OfIHA
13 CaMbIX MOIIHBIX U B TO K€ BpPeMsI CaMbIX 3JIETaHTHBIX U TIPOCTHIX MPOLIeAYD,
KOTOpbI€ Bbl MOKETE BHEJPUTD B CBOIO >KU3Hb.

Pa3BUTh TBOpUECKOE MbIIIEHHME BaM TOMOXKET CJIeIVIOIIUN CIIUCOK TeM
KOHTPOJIbHBIX CITUCKOB, KOTOPHBIE S YCITeIITHO UCITO/b3YI0 B CBOeM pabore.

* JTuunble yoexxaeHus (MHIUBUIyalbHbIe )KM3HEHHbIE [IeHHOCTH).

* Cdepnl npodeccroHanbHOM OTBeTCTBeHHOCTU (Wiv KiitoueBbie cepbl
OTBETCTBEHHOCTH).

* KOHTPOJIbHBIM COMCOK [IJIs1 TIOe3[KU (Bce Jiesia, KOTOPble HY)KHO HauaTb
WJIY 3aBepILUTH /10 OThe3/a).

* ExxeHenenbHbIM 0030p (BCce cCBefeHHs, KOTOpble HeoOXOJUMO
repecMaTpUBaTh UM OOHOB/IATH KaXK[yHO HEZIeIi0).

* OnemMeHTBbI TMpPOTrpaMMbl TIOATOTOBKH (BCe MpobemMbl, KOTOpbIe
HeoOX0MMO peInTh TP OpraHW3allid MEpOIPUSTHS, [0 WIA TIOC/Ie ero
TIPOBE/IEHUST).

» KiteHTHL.

* KOHTpO/MBbHBIM CNMCOK KOH(epeHIUM (BCe, O ueM CTOUT IOAyMaThb TpU
opraHu3aiuy KoHhepeHIUH).

» OCHOBHBI€ aKIIeHThI (0CHOBHBIE KU3HEHHbIE POJIM M 00513aHHOCTH).

 KnroueBbie urypbl B Moeii xxu3HH/padboTe (OTHOIIeHMs], KOTOPbIe C/IeyeT
Pery/sipHO MepecMaTpyBaTh C Le/bI0 JOCTH)KEHUST COBEPIIIEHCTBA U peau3aluu
BO3MOYKHOCTEH).



* OpraHuzaioHHasi Tabmuila (OCHOBHble CyOBeKTbI U cepbl
TIPOU3BO/|CTBA, KOTOPBIMU HY>KHO PYKOBOJUTb Y 3aHUMAThCs).

* WHpuBugyanbHOe pa3BuTHe (UepTbl XapakTepa, KOTOpble HYXXHO
peryJsipHO TepeoLleHUBaTh [Jisi [OCTV)KEHWs] BHYTPEHHEro paBHOBECUsI U
Pa3BUTHUS JIMYHOCTH).

[Tycts obpailleHre ¢ KOHTPOJbHBIMU CIIMCKaMH, CTIOHTAaHHBIMU WK Oosee
MOCTOSIHHBIMU, He TPeJCTaB/sieT [J1s1 BaC CJIOKHOCTU. By/bTe roToBbI CO34aBaTh
U yaansaTh UX B ciydyae HeoOxoaumocTd. Mcmomb3yidTe WX HaAJeXalum
oOpa3oM, M OHH CTaHYT TIPeKPACHbIM CpeACTBOM TIOBLIIIEHUSI JIMUHOU
TIPOAYKTUBHOCTH.

Ecmu Bbl cobpanmu BOeAMHO BCe [iefia, KOTOpble MpeCTaB/sOT CoOoi
He3aMKHYTble LMK/Ibl B Baillell >XU3HU W paboTre, obpaboTanu KaK[bli u3
HaMeueHHbBIX MyHKTOB B KOHTEKCTe WX 3HaueHUs [ijist BaC U TpeOyeMbIX [1eHCTBUi
Y YIIOPSOYW/IA Pe3y/IbTaThl B L|eJIOCTHYH) CHUCTeMY, COZeprKalllyl0 aKTya/IbHbIN
U TIOJMHBIM 0030p (00mMi ¥ TOAPOOHBIM) BCEX TEKYIMX U «BO3MOMKHBIX»
MPOEKTOB, 3HAUWT Bbl TOTOBbI K C/eAyHOLeld CTaJuud OCBOEHHUsI WCKYCCTBa
JNOCTVKEHUS] BBICOKOM TPOAYKTUBHOCTH 0e3 BHYTPEHHEro HaripsbKeHusT —
Tripoljecca repecMoTpa npobsem.



I'naBa 8. IlepecMOTp AaHHBIX: KaK MOJ/AePKUBATH
cUCTeMY B paboueM COCTOSHUM

3ajiaua BCell MeTOJ0/IOTUN YTIpaB/ieHHs pabounM TIPOI[eCCOM COCTOWT He B
TOM, 4YTOOBI OCTaBUTb MO3r 0Oe3 jiefa, a, CKOpee, B TOM, UTOObI TIOBBICUTH
3 eKTUBHOCTb ¥ Ppe3y/abTaTUBHOCTH ero paboTel. Ho UTOOBI TIOMYUHUTH
IIUPOKYI0 CBOOOAY, CO3HaHWE [O/DKHO TIOCTOSHHO AaHAJM3WPOBATh 3aZiaul U
JeicTBusi. Bbl [TO/DKHBI OBITh yBEpeHbBI, UTO 3aHWMaeTeCb UMEHHO TeM, UeM
HY)KHO, W MO)KeTe TI03BO/IMTL cebe He /enaTb TOrO, Yero He [eJiaeTe.
[ToCTOSIHHBIA ~ TIEPeCMOTP  COZIEP)KUMOTO  CHCTEMBI,  IOJJep)KaHue  ee
aKTyaJIbHOCTH ¥ (PYHKI[MOHATILHOCTH SIBJISIFOTCSI HEeOOXOAWMBIMU Y CJIOBUSMU
KOHTPOJIs1 HaJ| pob/ieMaMu.

K ripumMepy, ecyid y Bac eCThb CITMUCOK 3BOHKOB, KOTOPbIe HY)KHO COBEPIIIUTH,
TO, KaK TOJIbKO BbI 3a0yzieTe BHECTH TyJa XOTS Obl OJUH HAMEUEHHBIN 3BOHOK,
Ballle CO3HaHUE TIepecTaHeT JIOBEPSTh CHUCTEMe W He CMOXKET OTBJ/IEUbCS OT
MBIC/IEHHBIX 3a/laHui 60jiee HU3KOrO YpOBHs. EMy mpuzieTcs CHOBa BCTIOMHHATh,
obpabarbiBaTh CBe/leHWS] W HAllOMUHAaTb BaM O HHUX, a 3TO, KaK BBl YXKe
ybeuInch, yaaeTcs: He BCETA.

Bce BbIlIleCcKa3aHHOE CBUZIETEbCTBYET O TOM, UTO Ballla CUCTEMA He MOXKET
OBbITH cTaTMUHOW. UTOOBI BBl CMOIJIM BEPHO OMpe/eNATh JajbHelIe JeicTBYS,
HY)KHO ITOCTOSTHHO OOHOBJISATE ee. CHCTeMa J0/DKHA TIPeATo/araTh MoCTOSHHBINA
Y TPAMOTHBIN aHa/IN3 Balllel >KU3HU ¥ PabOThI C HECKOJIBKUX PaKyPCOB.

Ha faHHOM 3Tarte cjiefiyet 3a[athCsi IByMsI BaXKHBIMU BOTTPOCAMH.

* Ha uTo BBI 0OpalljaeTe 0OCHOBHOE BHUMaHHe B CHCTEMe U Koryia?

* UTo HY>KHO Jie/1laTh 1 KaK 4acTo, 4ToObl crucTeMa Oecriepe6oiitHo paborara,
a BbI MOIJIM BBIWTH Ha HOBBIM yPOBEHb MBIIIIEHUS U IeATETbHOCTUA?

['paMOTHBIN TIPOIIECC TIepeCcMOTpa IMO3BOJIUT BaM JIOCTHUb HOBBIX BBICOT
TBOPUECKOTO MBIIIEHUS B OCHOBHBIX cC(epax [esiTelbHOCTH U >KU3HU. Ha
OIMMCAHHBIM YPOBEHb MBIIUIEHUS TIOMOTAlOT BBIATH Kak I0JTHAasi KOHIIEHTPALys
BHUMAaHUS, TaK M CIIOHTAaHHBIA MO3TOBOM INTYPM, KOTOPbIE YCHUIMBAIOTCS U
TIOZI3apsDKalOTCsl  Omaroziapst  TIOCTOSTHHOMY — JIMUHOMY — TIepeCMOTpPY  CITHCKA
[leCTBUM U TIPOEKTOB.

Ha umo csnedyem o6pawjamb 6HUMAHUe U K020d

Bamia cucrema wu AeATe/JIbHOCTh [OOJDKHBI OBITE OpPrdHM30BdHBI TdKHWM



obpa3om, uToOBI Bbl MOIJIM BU/IETb BCe BO3MOYKHbIe BapHaHThI [IeCTBUN TOT/Ia,
Korja OHM HeoOxoaumbl. Ha camoMm [flele  TIpUHLUIT  TIPOAMKTOBaH
coobpakeHHsSIMUA 37IpaBOTO CMBIC/Ia, HO Maji0 KTO OTTauMBaeT MacTepCTBO
00paboTKM ¥ COPTUPOBKKM UHGOPMALUK A0 MaKCUMaibHO 3(h(EeKTUBHOTO
YPOBHS.

Wmest focTym K TenedoHy U HEMHOTO CBOOOJHOTO BPeMeHHU, MPOCMOTPUTE
CIUCOK Tesle()OHHBIX 3BOHKOB, KOTOPbIE HY>KHO COBEPILWTb, a 3aTeM BbI/Ie/TUTe
CaMbIMl Ba)KHbI M3 HMX MO0 BOOOIIe TIpeKpaTuTe OeCTOKOWUTLCS HacueT
3BOHKOB. Korja Bbl TOTOBUTeCh K Oecelie C HauaJlbHUKOM WU [I€JIOBBIM
MapTHeEpPOM, TIpoJymManTe caMble Ba)KHble BOIIPOCHI, KOTOpbIE IIPeACTOUT
o0CyuTh: TOTZAa Bl OyZieTe yBepeHbl, UTO C MaKCHMasbHOU 3()()eKTUBHOCTEIO
ucrnonb3yete pabouee Bpemsi. Ecii BaM HY)KHO 3aexaTh B XUMUMCTKY 3a
OfIe>KI0M, CHauasa Oeryio MPOCMOTPUTE CIMCOK OCTaJbHBIX [ieJl, KOTOpbIe,
BO3MOXKHO, CMOJKeTe BBITIOJIHUTH 110 JJOpOore.

O6biuHO 07151 0630pa npobnem OOCMAMOUHO BCE20 HEeCKONbKUX CEKYHO 8
OeHb, ec/U 8bl NpOCMampueaeme CNUCKU HYHCHbIX 0e/l 8 HyHCHOe 8peMsl.

JIromu vacTo cripaimmBaroT MeHs: «CKOTbKO BpeMeHM Bbl TpaTUTe Ha 00630p
cBoer cucteMbI?» Mou OTBeT TMpoCT: «POBHO CTOJIBKO, CKOJIBKO MHe
HeoOXoAMMO AJjii  TOro, uroObl CIIOKOWHO [leflaTb CBOM  Jlefia». B
JleACTBUTEIBHOCTU 3TO HECKOJIBKO pa3 I0 HeCKOIbKY CEeKYHJ B TedeHue JHS.
BOnBIIMHCTBO rOfer He MOTYT MOHATh, YTO MOU CIIUCKHA — 3TO, B HEKOTOPOM
poze, opuc. Bbl MoXXeTe fiep>KaTh CaMOKJIEIOIIUECs JIUCTKU U Terie()OHOTrPaMMBbl
Ha paboueMm MecTe, a s IepXKy UX B CIMCKaX JanbHEHIMX AercTBUi. Eciu B
TIOJTHOCTBIO coOpasiv, 06paboTanu U yopsiIoUn/IM CBOU MaTepualibl, TO, CKopee
BCEro, BaM IPUJETCS BpeMs OT BpPeMeHU TPaTWThb JIUIIb HeCKOJIbKO CeKyH7, Ha
oOpailjeHue K chUCcTeMe 3a e>KeZJHeBHbIMU HalIOMUHAHUSIMU.

CHauasa nocmompume @ KaseHOapb

BeposiTHO, uyallle Bcero Bbl OyJeTe IPOCMaTpUBATh €XeJHEBHUK W
000011[eHHYI0 TIaMSATHYI0 KHWKKY — KapTOTeKy (ec/iv Bbl ee 3aBejM), UTOOBI
pasris/leTb «<HePOBHOCTU penbeda» U MoAyMarhb, UTO HY)KHO cZesarb. CHauasia
BbI JIOJDKHBI Y3HATh MapaMeTphbl MecTa U BpeMeHHU. Eciiui BbI OyzieTe 3HaTh, UTO C
BOCBMHU yTpa /|0 IIeCTH Beuepa BaM IPeJCTOST CIJIOLIHbIEe BCTPEUX W BPS, U
yIACTCS BBIKPOUTH T10/4aca Ha 00e/l, 3TO TIOMOXKeT BaM ITPUHATH HEOOXOZUMbIe
pellleHus], KacaroIuecs TI00bIX IPYTUX J1eHCTBUM.



...NOMoOM — 8 cnucku oes

Korzma Bbl nepecMoTpuTe 3a/lauM, HameueHHble Ha KOHKpDeTHble JHU U Ha
KOHKDEeTHOe BpeMsi, U TMpeArpuMeTe BCce HeoOXoJWMble Ilard B paMKaxX MX
BBITIOJTHEHUS, C/IeAYIOIIMM 00beKTOM 0030pa CTaHYT CITUCKU /ieJl, KOTOPbIMU BbI
MOT/IA ObI 3aHSITHCS B CJIOXKUBIIIEHCS cUTyalmu. Haripumep, Haxofsick B oduce,
Bbl OyzeTe oOpaljatbCsi K CITMCKaM 3BOHKOB, OTepalviii 3a KOMIBIOTEPOM U
oucHbIX Jen. DTO COBCEM He O3HauaeT, UTO Bbl 00s13aTeNIbHO [IOJKHBI
TIpeINPUHUMATh Kakue-u00 W3 IeMCTBUM, YMOMSHYTBIX B CITUCKAX; HY)KHO
OyzZeT TOJIbKO CPaBHUTH WX C MOTOKOM JIPYTMX HaMEUeHHBIX [ie/l: 9TO T03BOJIUT
BaM 3aHATbCS Haubojiee TPHUOPUTETHLIM HarlpaBJIeHWEM JesiTelbHOCTU. Bam
Hy)KHa YBEpPeHHOCTb B TOM, UTO Bbl He yIyCKaeTe U3 BUAY HUUEro
CyLL|eCTBEHHOT 0.

Ecnu BBl ZioBepsieTe CBOeMY KaJieHZapio U MOCTOSSHHO OOHOB/IsieTe CIUCKU
Jlen, TO, KpOMe HUX, B Ballell cucreMe He Oy/eT OOBEKTOB, K KOTOPBIM
TOHa[00UTCS 0OpallaThCs yaille, YeM pa3 B HECKOJIBKO Hel. briBaiu AHU, Korja
MHe He HY)KHO ObLJIO 3ar/IsiibIBaTh HU B OZIUH W3 CITUCKOB, TIOTOMY UTO C CAMOTO
Hauasa (13 KaneHjapsi) ObLIO SICHO, Yero s He CMOT'Y BBITIO/THUTb.

0O630p mamepuasoe, coomeemcmaylwWjux cumyayuu

B m000fi MOMEHT BpeMeHH BaM MOXET ITOHAOOUTLCS KaKOW-TO U3
criickoB. Koryia BBI 1 Ballla TIOJIOBHMHA pacciiab/sieTech B KOHIle pabouero /Hs, 1
BaM XOUeTcsl yOeAWThCsA, UTO Bbl HaJjIeXKalliM 00pa3oM 3a00TUTeCh O Balllem
00I1IeM «Jiesien, T. . 0 IOMe U CeMbe, BbI TIOZIlyMaeTe O HAKOMMBILINXCS BOITPOCAx
Apyr K apyry. C Apyroii CTOPOHBI, eC/IM HauaIbHUK 3ar/ITHET K BaM U TTPUI/IACUT
Ha JIMUHYI0 Oecefly O TEKyIeM COCTOSTHUHM [ieJl, TO BeCbMa TI0/Ie3HO UMETh TIOf
PYKOM CIMCOK aKTyasIbHbIX IPOEKTOB W IMOBECTKY JHS /11 UX BCECTOPOHHETO
00Cy>K/1eHuSI.

Kak 06Hoe1ssmb cucmemy

['naBHBIA (OKYC, JeXall[uii B OCHOBe TMOAJep)KaHusl HaJie)KHOCTU BCei
OpraHM3allMOHHON CUCTEeMBbI, COCTOUT B TOM, UTOObI pery/isipHO OOHOB/SITH CBOE
CO3HaHWE U CaMy CHUCTeMY, paccMaTpuBas ee B 0Oojiee IIIMPOKOM pakypce.
BripoueM, BamM He y/IaCTCsl 3TOTO C/ie/iaTh, €C/IA Ballld CIIMCKU CUIIKOM CHJIBHO



OTCTalOT OT AelicTBuTenbHOoCTH. CaMoOOMaH TyT He TIOMOXKET: eC/id Ballla
cUCTeMa ycTapesa, TO MO3Ty MPUETCsS CHOBA MOJIHOCThIO TIpOpabaThiBaTh BeCh
TIPOL[eCC 3aTIOMUHaHUs Ha 0oJiee HU3KOM YPOBHE.

YT0OBI CaeqaTb 3HdHUA  IIPOAYKTHMBHBIMH, Mbl  OOJ/IXHBI
HayuuTbCA BHIETbL MW JieC, W [OEPEBbA. HEO6XO,[[I/IMO YUHUTLCA
BBICTPAWBATb B3dMMOCBA3U.

Ilumep /Ipykep

BeposiTHO, yKa3aHHast 1pobsieMa — camasi cepbe3Hast. Ec/ii BbI OLYTHITH,
YTO O3HAuaeT IIOJIHAsi CBOOO/JA CO3HAHWS M KOHTPO/b HaJi BCEMU TEKYII[UMH
JielaMy, CMOYKETe JIM Bbl TIPeANpUHUMATD 11ar¥, He0OX0JUMbIe /sl COOJTIOIeH s
9TOT0 CTaHZApTa B MOBCEAHEBHOM JesaTebHOCTU? MHOIHe rofibl, IOTpaueHHbIe
Ha UCC/IeZioBaHMe U BHeJJpeHHe MeTOZ0/IOTHH B paboTe MacChl JIFO/ieH, 3aCTaBUIN
MEHSI TIOHATD, UTO 30/I0ThIM K/TFOUMKOM K ITOCTOSIHHOM 3(h(heKTUBHOCTH mporiecca
SIBJIIETCSI e)KeHe/le/IbHbIN 0030p mpobsem.

Cuna edxceHede1bHO20 0030pa

Ecmu Bbl Mof0O6HBI MHe U OOJIBIIIMHCTBY JIPYTUX JHO[eH, TO, KaKUMU ObI
OnaruMu HU OBLIM Ballli HaMmepeHWs, MUD Oy/leT BpbIBaTbCs B Ballly >KU3Hb
ropaszo ObicTpee, ueM Bbl CMOXeTe ero o0y3zaarh. [Toxoyke, MHOTHE W3 HAC OT
TIPUPO/bI  CKJIOHHBI HArpy»katb ce0si MHOXeCTBOM mMpobseM, 3HauWTe/bHO
TIPeBBIIAIIMM 00beM paboThl, C KOTOPOW Mbl B COCTOSIHUM CIIPAaBUTHCS. MBI
KaKIbld JleHb Ha3HayaeM JieJIOBble BCTpeUM, WAyIIUe BILIOTHYIO, OJHA 3a
JpYyTOM, ToceljaeM MepOTMpUSATHSs, TIPOBOJMMbIe TOCTe OKOHuUaHusi pabouero
[IHS1, TOe POXK/AI0TCS UIeU U CTaBSITCS BOMIPOCHI, KOTOPble HAaM HY)KHO pelllaTth, U
BTSTHMBAaeMCsl B 3aMbIC/IbI U TIPOEKTHI, CIIOCOOHBIE BO3HECTH Hallle TBOPUECKOe
MbILIIIeHYe B 3a00/1auHbie BBICH.

MMeHHO STOT BOAOBOpPOT OypHOW [lesTelbHOCTH U 00yc/aBivBaeT
KpaliHIOI0 Ba)KHOCTh e)KeHe/lelbHOTO 00630opa. OH [JlaeT Bpemsi Ha 3aluCh,
TiepeolieHKy U TiepecMOTp TipobsieM, pellieHHe KOTODBIX T03BOJISIET COXPaHUTh
paBHOBecue. [Ipyroro crocoba BbITIOJHUTE HEOOXOAUMYIO TeperpyrnipoBKY
3a/jau, OJHOBPEMEHHO MbITAsICh CIPaBUTLCS C TTOBCEAHEBHBIMU Jie/laMU, TTPOCTO
He CyLLeCTBYeT.

Bbl obs3amenbHO Oydeme xgamambCsi 3a MAcCCy B03MOMcHOcmell, C
KOMOPbIMU 8alUd CUCMEMA He CMOX#Cenm Cnpas/simbCsl e#e0He8HO.



E>keHe/ie/TbHBINA 0030p MM03BOJISIET KOHI[EHTPHPOBaTh BHUMAHHE HA Ba’KHBIX
TIPOEKTax C TOSIB/IEHHEM HOBBIX BXOJHBIX [JaHHBIX M OTB/IEKAIOLIUX (haKTOPOB,
BO3HUKAIOI[UX B TeueHHe Hejend. Bam MpUAETCA HAayUMTbCS TOBOPUTH «HET»
ObICTpee M yalle, YTOObI OCTaBaThCsSl HAIUIaBy M He UCHBIThIBATH BHYTPEHHErO
nuckombopTa. HayuMBIINMCH MBIC/IMTh KaTeropHUsIMH ITPOEKTOB, Bbl CMOXXETe
3HAUUTE/ILHO 00/ieryuTh cebe pabory.

Ymo makoe exiceHede/1bHbIU 0030p

OueHb TPOCTO: eXKeHeleMbHBIH 0030p — 3T0 /mobasi Tpoueaypa,
TI03BOJISION[Asi BaM CHOBa 0CBOOOAUTHL co3HaHWe. OH 3aTpardBaeT BCE CTavU
yrpaB/ieHuss pabouum TipoiieccoM — cOop, 00paboOTKy, COPTHPOBKY H

TIepecMOTpP BCEX BalllMX HepelleHHbIX 3aJjad — U JIJIUTCSA [0 TeX I0p, TI0Ka BbI
He CMOKeTe C yBepeHHOCTBIO CKa3aTh: «5 UeTKO 3Hai0 BeCh IepeueHb [iel,
KOTOPBIMH He 3aHMMaroCh celiyac, HO MOr OblI 3aHATHCA, OyZlb Y MEHsI Takoe
KeJlTaHUe».

B OyaHUYHOM, TTPAaKTUYeCKOM KOHTEKCTe, TpeOyemast 1oc/ie/loBaTelbHOCTD
JeNCTBUIN BBITISIAUT CeYIONUM 00pa3oMm.

Pa30epuTtech ¢ HeNpUKAasAHHBIMH Oymaramu. IloBeITacKuBaiiTe
BCEBO3MO)KHbIE KJIOUKM Oymar, BU3WTK{, KBUTAHIIMH, 3aBajIsIBIIAECS B
3aKoy/ikax pabouero ctosia, B KapMaHaxX M APYTHUX MecCTaX. Y/IOKHUTe BCe, UTO
HalizieTe, B KOpP3UHY /17151 00pabOTKHU.

OoOpaboraiiTte cBou 3ammcu. [lepecMoTpuTe BCe 3alkMCd B YyUYeTHOM
)KypHaJsie, 3aMeTKH C COBeI[aHWW WJIW 3aIlTMCKH, HallapaliaHHble Ha JIMCTKAX U3
OmokHoTa. PasfokuTe WX 10 COOTBETCTBYIOIIMM KaTeTOPHUSIM: [OKYMEHTHI,
TpeOyroIIrie aKTUBHBIX JAeUCTBUH, TTPOEKThI, OXKUJAHUsI, KaJeHAapHbIe COOBITHS
u «Korja-HuOyb/MOXKeT ObITb». YTOpsL0UbTe JF00bIe CIIPABOUHBIE 3aIlTUCH U
MatepHasbl. PacctaBbTe Marepuanbl «IIpouecTh/IpocMOTpeTh». OTHECHTECh K
Jiesly € IOJDKHOM CTPOTOCTBIO: MpopaboTaiiTe BCe 3alTUCH U U/IeH, Kacarolrecs
CBSI3€H, TPOEKTOB, HOBBIX 3aMbIC/IOB, M BXOJHbIE MaTepHasbl, HAKOITUBIIINECS C
MOMEHTaA T0C/Ie/IHEH 3arpy3Ku, BCe HEHYKHOe — BBIOPOCHTe.

KaneHjapHble  JaHHbIE MPOUUIBIX  MEePUOAOB.  BHMMaTe bHO
TIPOCMOTPUTE TPOIIIe/IINe AaThl B KaJeHAape, TPOBepbTe, He 0CTaoCh Jid B HEM
HAITOMWHAHUKM 00 aKTUBHBIX IIaraxX, CIIpaBOYHOM WH(MOpMaIUY, W TepeMeCTUTe
JAHHBIE B [IEHCTBYIOIYIO CUCTEMY. BbI [O/DKHBI OBITH B COCTOSIHAY TIePEHECTU B
apXx¥B BCe KajieHJjapHble JIaHHbIe 3a TPOIIIYI0 HEeZIe/I0, He YITyCKasi HU4ero 13
BUTTY.

Ka/ieH/japHble aHHBIE OyAyIIMX MEPHO/0B. B3I/IsTHUTe Ha OTMeueHHbIe B



KaJjieHziape TIpe/iCTosiIe COObITHS (ZONT0- U KpaTKOCPOuHbIe). 3adUKCUpyUTe
JeNCTBUs, Kacaroluecs OpraHu3aldd U TOATOTOBKMA  MPeACTOSIIUX
MEepOMPUSITUH.

Bobi0pocbTe BCe U3 roJI0OBBIL. 3anuiiiuTe (B COOTBETCTBYIOIE KaTeropum)
noOble HOBbIE TIPOEKTHI, Aa/bHelIIe AeiCTBYs, OXKU/IaHus, BO3MOXKHBIe I11ary,
KOTOpBIE ellle He 3a()UKCHUPOBaHbI.

IlepecMoOTpHUTE CIMCKH MPOEKTOB (K Cyl[eCTBeHHBIX pe3y/bTaroB). [1o
ouepey OL€EHWTE COCTOSIHWE BBITIOJIHEHHWSI TIPOEKTOB, [OCTMXKEHUs Liefer U
pe3y/ibTaToB; ybeauTecb B TOM, YTO B CHCTeMe OTMeUeHO XOTsi Obl OfHO
pelliaroiiiee JeMCTBYE M0 KaXKJOMY 3aMbICITY.

IlepecMoTpUTe  CHUCKUH  [JajbHenmmux  fAedictBuM.  OTMmeTbTe
BbITIO/IHEHHbIe feicTBUs. [IpoBepbTe Ha/MuMe HAllOMWHAHUM O [la/ibHEUIINX
aKTUBHBIX I1araxX, KOTOpPble HY>KHO TIPeNPUHSITh.

IlepecMoTpUTe CHHUCOK OXH/JAHUM. 3anuiiuTe JtOOble AelCTBUSA, 3a
KOTOPbIMU HY)KHO m0pociaeauTb. [IpoBepbTe, Kakue OKWJaeMble [1elCTBUS
BbITIO/THEHHBI.

IlepecmoTrpure ciucok «Korga-Hulyab/MoxeT 0bITh». [IpoBepbTe, Kakue
TIPOEKThl MOIJIM CTaTh aKTyaJbHbIMU U, €C/IU TaKOBble UMEIOTCsI, IePeHeCUTe UX
B CIIMCOK TIPOEKTOB. BbIUepKkHWTE TyHKThI, KOTOpble Bac Oosibliie He
VHTEPEeCYIOT.

IIpocmoTpuTe copgepxuMoe mamnok «IloaBelieHHbIe MPOO/IEMbD» |
«ConyTcTByomge Marepuaabi». [IpocMoTpuTe Bce BCIIOMOTrare/bHbIe
MaTepuasibl, Kacaroiuecsi TeKyieli paboTbl, 4TOObI HaMeTUTb HOBbIE IIIary,
CBepIlIeHUsI U O>KUIaHUS.

IlogxoauTe K [eady TBOPUYeCKH M [JeWCTByHTe pemuresabHo. He
MOSIBU/IOCh JIM § BaC KakKUX-HUOy[b HOBBIX, UYy[ECHBIX, CyMacCIIe/IInX,
TBOPUECKUX, 3apa3uTe/IbHbIX, DUCKOBAHHBIX W/[Iel, KOTOpble MOXXHO J00aBUTH B
cucTemy?

[Tpoueaypa nepecmMoTpa MPOAUKTOBAHA 3/IpaBbIM CMbIC/IOM, HO MaJio KTO U3
HacC BBIMIOJIHAET ee C MaKCMMajbHOW 3((eKTUBHOCTBIO, COXpaHssi SCHOCTb
MBICJIe U OlllyllleHre BHYTPEHHET0 paBHOBECHS.

«Touka 3peHusi» — 3TO TO camMoe Cyrybo uesioBeueckoe pelieHue
npo6sieMbl MHGOPMAIIMOHHOW Tieperpy3ku, WHTYUTHUBHAsI Tpolieypa
COKpallleHust 00beMa JIaHHBIX /10 CyI[eCTBEHHOTO Y KOHTPOJUPYEMOT0
MUHUMAJILHOTO YPOBHSI B MUpe, KOTOphIN U300MIyeT cofiepXKaHUeM,
TOYKA 3pEHUsI CTaHeT CaMbIM JIe PULIUTHBIM PECYPCOM.

IMonb Cacpcpo



ITooxo0sujee 8pems u mecmo 015 0630pa

E>keHeslebHBIA  0030p HACTO/IBKO Ba)keH, UTO Bbl TPOCTO 0Osi3aHbI
BOCTIUTaTb B cebe TPUBBIUKYA, CO37aTh OOCTAaHOBKY U  TIOATOTOBUTH
WMHCTPYMeHTapui i1 ero npoBefieHusi. Korzja OyzneT co3faHa 30Ha CIIOKOMHOTO
KOHTPOJ/Is, O KOTOpDOW TOBODUTCS B KHUTe, BaM YXe He TIpujeTcsi 0cobo
GecriokouThbCsi 00 0630pe — BbI JO/DKHBI Oy/leTe CHOBAa BEPHYTLCS K CTaHjapTaM
IIepCOHAJILHOM OpraHu3aLiu.

A 110 3TOr0 MOMeHTa KaXK/yI0 HeJle/lto JlejlaliTe BCe, YTO CUUTaeTe HY)KHbIM,
yTOoObI 3acTaBUTH Ce0si abCTparupoBaThCsi OT MOBCEAHEBHBIX TMPOOeM Ha Tapy
YacoB — He OTCTPAHUTHCS, a MOAHATLCS X0Ts 61 Ha 10 000 (yTOB 1 HaBepcTaTh
yhylleHHOe.

Ecnu y Bac ecTh Takasi poCKOllb, Kak paboyee MpocTpaHCTBO B oduce, Tae
MOXXHO KakK-TO abCcTparvpoBaTbCsl OT Jitofleld 1 MOBCeJHEBHOTO OOIIeHus], U eCu
Ballle pabouee Bpemss XOTSi Obl OTAA/eHHO HANOMUHAeT OOBIYHYIO
COpOKauacoByI0 pabouyro HeJe/o, COBETYIO BbIAE/STh /il 0630pa mpobieM 1o
[iBa Uaca KaKAyl TISITHUIY B TepBOW TOJIOBUHe [Hs. Takoil BHIOOD BpeMeHU
orpeziensieTcsi TpeMsi (aKTopamH.

» CoObITHsi mpolefiieli HeJenu, CKOpee BCEro, elje He YCIeBalT
3a0bIThCSA, ¥ Bbl B COCTOSTHUU TIPOBECTHU JieTa/lbHOe BCKPbITHE («AX Jia, HY)KHO He
3a0bITh 3aliTH K HEM U CTIPOCHUT. ..»).

» Korya BeI (0Osi3aTesibHO) HAaTKHeTeCh Ha [MCTBUS, KOTOpble TpeOyroT
CBSI3aTbCsl C JIOABMU Ha paborte, y Bac elje OyzeT BpeMsi 3TO cjenaTh /I0 TOTO,
KaK OHM yeJyT Ha BbIXOJHbIE.

* JTO TIPEKPaCHO — OYMCTUThH BCe YPOBHU Balller0 CO3HaHUs, UYTOObI OBbITH
B COCTOSIHUM Pa3BeATbCS M OTJAOXHYTh Ha BBIXOJHBIX, KOI/la HUUTO He 3aHMMaeT
Balllkd MBICJ/IH.

BripoueM, ObITb MOXeT, Bbl OTHOCUTEChb K THUITy JIHO[iel, Y KOTODbIX HeT
TPA/IUL[MOHHBIX BBIXO/IHbIX. MHe, HarpuMep, 4acTo TIPUXOAUTCS Mo cybboTaM u
BOCKpeceHbsiM paboTaThb He MeHbIlle, 4eM 10 cpeiaMm. Ho y MeHs ecCTb
NpeuMy11eCcTBO (BO3MOKHO, COMHUTE/IbHOE, Ha MepPBbIM B3IVISI) — YacTble U
[0JITWe aBuariepesieTbl, KOTOpble IIPeJOCTaB/SIOT IIPEKPacHYH0 BO3MOXKHOCTb
JJisi TOro, 4yTOObl HaBepCTaThb yIiylleHHOe. Mol [M00Opeiii [ADYyr U KJ/IUEHT,
COTPYJHUK KpyITHeiilleli B Mupe a’3pPOKOCMHUeCKOM KOMIlaHuH, CobmoaeT
0Cco0ObIM pUTyan penakcalyy: Kax/blii CyOOOTHUII Beuep OH yCTpauBaeTcsl B
cBoeM JomailiHeM oduce U oOpabaTbiBaeT COTHM 3alvcel, cJe/naHHbIX Ha
TIPOTSDKEHUU HeJle/d BO BpeMsi MHOTOUHCJIeHHBIX /1eJIOBbIX BCTPeU.

HesaBucuMO OT o0Opa3a »XU3HH, BaM HY)KEH PpUTyall eKeHe/elbHOU



TIeperpyIUpOBKY TTpobsieM. BeposiTHO, BBl yke coOstofaeTe Hekoe TofobOue
Takoro (uau Onu3Koro) purtyana. B Takom ciyuae pasBeiite B cebe 3Ty
TIPUBBIUKY, N00ABUB K Hell rpotiearypy 0030pa rpobsiem ¢ 00JibIlieid BHICOTHI.

TpyznHee Bcero Bbiie/UTh BpeMmsi /ijisi 0030pa, KOTZa uesioBeK MOCTOSTHHO
BOCTpeOOBaH Ha paboTe WM HAXOJUTCS B JIOMalliHeli 0OCTaHOBKe: Takue U
COBCeM He pacrojaraloT BpeMeHeM Ha TepecopTUpOBKY Tipobnem. Cpenu
CTelMaTUCTOB, C KOTOPbIMU 51 CTajKWUBAsCs, CUbHEe BCEro IO/IBepP>KeHbI
CTpeccy Te, KTO ZIOJDKeH MOCTOSIHHO pearvpoBaTh HAa U3MeHeHUs B CUTYyallud Ha
paboTe (areHThl MO MpOJa)ke aKI[Mil WIM HauadbHUKU 11TaboOB), a MOTOM —
BO3BpalllaThCsl IOMOW K Tlape MajojeTHUX JeTeld W Cymnpyre, KOTopas TOXKe
paboraer. Camble Be3yuuMe W3 HUX MOTYT TIO3BO/UTH ce0e Ha 4YacoK
pacciabuThCs, TIOKa eiyT B oe3/ie.

Ecmu Bbl y3Hanmu cebsi B TIPUBE/IEHHOM OIMCAHUM, TO CaMOM Cepbe3HOMU
npobsieMoii  fyiA  BaC CTaHeT HajJaKuWBaHWe T[pollecca  pery/sipHOMn
TIepecopTUPOBKM Tpo6/ieM B Te MOMEHThI, KOTZla Bbl He CTaJIKUBaeTeChb C
YKU3HEHHBIMU TSITOTaMU HETIOCPeAiCTBeHHO. Bam mpuzietrcss mb0o CMUPUTHCS C
HeoOXOZMMOCTBIO BbIIE/IUTh BpeMsi TIOC/Te OKOHYaHus pabouero [Hs TIO
TNISITHULIAM, MO0 OTBECTHU MeCTO U BpeMs [Ijisi CIIOKOWHOTO repecMoTpa pobiem
3a paboTOM, KOTOPYIO BbI BBITIO/IHSIETE IOMa.

Bpems 15l oniepaTUBHOr0 0030pa B cdepe pykoBoacTBa. 51 coBeTOBan
MHOTUM PYKOBOJSIIMM PabOTHHWKAaM BbIIEIUTh B CBOeM rpaduke 1o JiBa yaca
KOKIyI0 mATHUIY. 118 HUX caMol cepbe3Hol IpoOsieMoii ObL1o coOsofieHue
PaBHOBECUSI MEX]y KaueCTBEHHBbIM MbIIIJIEHHeM U CPOYHBIMU TPeOOBaHUSIMU
KPUTUUECKU Ba)KHbIX TEKYIIMX WHTEPAaKTUBHBLIX 3alad. JTO — CJAOXKHbIN
MOMEHT. BripoueM, cambie OIBITHbIE W MYApble OCO3HAKT 3HAYUMOCTh
TIDUHECEeHUsI CPOYHBbIX, Ha TePBbIA B3MVIsAJ, [lel B KePTBY HCTUHHO Ba’KHBIM
3ajlauaMm, U CO37Ial0T OCTPOBKM CBOOOHOTO BpeMeHH [Ijisi IPOBe/ieHust 110/[00HOM
TIPOLeIYPHhI.

Jlyuwue udeu, kacarowuecs pabombl, He nocemsim 8ac, NOKA 6bl
pabomaeme.

Ho pake HaualbHUKH, KOTOPbIe PETY/ISIDHO BBIJIE/SIFOT BpeMsi /IJisi aHa/ln3a
paboTbl, YacTO TIPOBOJSAT «CKOMKAHHBIM» TepecMOTp mpobnem Ha Oosee
TIpU3eMJIEHHOM YDOBHe, WM TPUXOAUTCS TIpeojosieBaTh Tpoben, uTOOBI
noHATbCsA Ha BbicoTy 10 000 ¢yToB. Mexay CIJIOIIHBIMYA BCTPeUaMU U CyeTOu
BOKDYT SITIOHCKOTO TpYyZa BO JIBOpPe, BO3/ie KOTOPOTO MOXKHO TUTh IIap/ioHe Ha
3aKate, JIO/bDKeH ObITb HeCKOIbKO Oosiee BBICOKMN YpOBEHb aHa/lM3a U
TepecopTUPOBKU TIp0o0sieM, HEOOXOAWMBIN il KOHTPOJISL [IesiTeIbHOCTH U
KOHILIEHTpAallud BHUMaHusi. EC/IM Bbl CuuTaeTe, UTO TIOJIHOCTBIO OTIpejeUIy,
YSCHUU U TIPOAHA/IM3UPOBA/IM BCe HEe3aMKHYThIe IUKJIbI, a TaKKe Orpe/ienuiv



I,Z[El]'IbHEI‘/'IHlI/Ie ,Z[EﬁCTBI/IH B pAdMKdX HX 3dBeplieHud, TO, HdBE€PDHOE€, BbI
3aHMMaeTeCh CaMOOOMaHOM.

MebinieHue — 5TO0 cama CyTb, CaMoOe CJOXKHOe 3aHsTHe B
ObusHece u B Oku3HU. CTpouTe/Nd UMIIEPUM  TpaTIT Ha
VHTeJI/IeKTya/lbHble YCU/MS T10/14aca... M0Ka OCTa/lbHble MpefaroTcs
yBecesieHUsiM. EC/iu Bbl He UyBCTByeTe, UTO MOCTOSIHHO COBepIIaeTe
CaMOCTOSITe/TIbHbIe YMCTBEHHbIE€ YCW/US... 3HAUUT Bbl TOJJAaeTech
JIeHU, U y>Ke He BIaCTHbI HaZl CBOel )KU3HbIO.

138u0 Kekuu

00630p ¢ mouku 3peHust od6ujeti KApMUHbI

a, B ompe/ie/IeHHbIM MOMEHT Bbl JJOJDKHBI YSICHUTH 0oJiee CyiileCTBeHHbIe
pe3y/bTaThl, JOATOCPOYHBIE 11e/TH, 1[eHHOCTH U MPUHLIUIILI, KOTOPbIE TTO/THOCTBIO
OTIpeZieJISIIOT U TTPOBEPSIIOT BAIlI PeIIeHMs.

KakoBbI, 10 BallleMy MHEHMIO, K/TlOUeBble I1e/Id M 3aJjaud Bailieid paboThI?
Kakux pe3ynbTaToB Bbl XOTHUTE OCTUYL uepe3 roj uau Tpu? Kak mpozaBuraercs
Ballla Kapbepa? [1o3BosisieT /v Balll )KW3HEHHBI CTH/Ib TTOJIHOCTHIO PeaM30BaTh
ceOs1? Bbl 3aHSATHI TeéM, ueM JeWCTBUTE/bHO XOTHTE, WM JO/DKHBI 3aHUMAaThCS
9TUM C TOUKU 3PEHUSI [[0JITOCPOUYHBIX TT€PCTIEKTHB?

Ypoau 30 000 wiu 50 000 ¢dbyToB Henb3si Ha3BaTh SIBHBIM IIPeMETOM
pPacCMOTpeHUsI JaHHOM KHUTH. Ho ee CKphbITasi 1je/ib COCTOMT UMEHHO B TOM,
yTOOBI 3aCTaBUTL BaC [1eHCTBOBaTh MCXO/s1 U3 Oojee IIMPOKUX TIEPCIIEKTHB,
TIOMOYb BaM TPEeYCIeTh B CAMOBBIPAXXEHUU U JOCTH)KeHUU 0ojiee 000011[eHHBIX
JKU3HEHHBIX Iiejiell, K KOTOPbIM MbI BCe CTpeMHMCs. IIo Mepe TOro Kak BbI
YBEJIMUHTE CKOPOCTb U TEMITbI OCBOOOK€HHST «B3/IETHOM TT0/IOCKI» U YPoBHS 10
000 dytoB B cCBOel >Xu3HM U pabore, He 3abObiBailiTe BpeMs OT BpeMeHU
obpaiarecss K JpPYyrdM YPOBHSIM JesiTelTlbHOCTH, UTOOBI COXpaHSTh $ICHOCThb
MBICJIEH.

Hackonbko 4YacTo cefyeT 3a/ilaBaTbcsi 0Oosnee OOIMMU  BOMPOCAMHU
OMMCAHHOTO XapaKTepa, MOJKeTe 3HaTh TOJILKO Bbl CaMH. B 3Tol CBs3M 51 XOTes
ObI TTOTUEPKHYTh C/IeYIOIUI TIPUHLIUIT: PaclieHuBalTe CBOIO »KU3Hb U paboTy C
HY>KHBIX TIO3UI[WH, TIPUHUMAaKNTe HY>KHbIe peIlleHUs] B Hy)KHOe BpeMsi, UToObI T10-
HaCTOSIIIIEMY 0CBOOOAUTHLCS.

Wtak, MbI TOAOIIIM K KOHEUHOM TOUKe, K 3aBepIlalolied CTafuu
MeTO/]0JIOTUM WHAMBUAYaJLHOTO cOopa, 06pabOTKM, COPTUPOBKY M IepecMOoTpa



nipo6sieM: ceituac cpejia, Bpemsi — 9:22 yTpa — 4TO /ie/iaTh?



I'naBa 9. /leicTBUA: KaK BbIOpaTh JIy4Illlii BapHMaHT

Tak ueM >ke 3aHATHCS, KOTZA [1eJi0 TOXOAUT 0 peasbHOro pabouero JHS U
HY>KHO «IlaxaTh», 3aCyUlB pyKaBa?

Moli coBeT mpoOCT: MPUCIYLIAWTeCh K rojI0Cy cBoero cepzaua. Wmu mymu.
Wnu, ecnu y Bac anieprusi Ha nofloOHbIe CJI0Ba, TONpoOylTe Apyrue: « HyTPOM
UyI0», «CIIMHOM UYBCTBYIO», «MHTYHI[US TI0/|CKa3bIBaeT».

Bce20a u nonHocmbio 0ogepslime cgoelli uHmyuyuu. Bnpouem, ecmb macca
Wwazo8, KOmopble 8bl MOJceme NpeonpuHsimb, Ymobbl 3Mo 0ogepue yCUuAUAOCh.

OTO He 3HAuMuT, UYTO HY)XHO IyCTUTh BCKH >KHM3Hb Ha CaMOTeK, XOTS,
BO3MOJXHO, /IJI BaC CMBIC/I TIPUBEEHHBIX BbIDa)KEHUM MUMEHHO TakoB. 1 U cam
Ha Ompe/leJIeHHOM >KWU3HEHHOM 3Tarie U3 MeCTH MOIIe/a M0 3TOMY IMyTU U MOTY
TIOK/ISICTBCS, UTO YCBOEHHBIE TOT/la YPOKHM ObLTH, 0e3yC/I0BHO, I[eHHBIMM, XOTS,
BO3MOXKHO, 1 Heobsi3aTenbHbIME. L3

51 oOHapy)Ku/ TpU TIPUOPUTETHBIX HarlpaBleHHs, KOTOPble TIPeKpPacHO
TIOMOTaloT MPU OTpe/ie/IeHUH JaTbHEeUIINX AeuCTBUM (CM. IJ1aBy 2):

*» UeThipe KpUTepHs BbIOOpa TEKYIIUX JAeMUCTBUM.

* Mogiesib aHa/iM3a MOBCeIHEBHOM pabOThI.

* [[TecTuypoBHeBasi MO/ieJib aHa/M3a COOCTBEHHOM paboThI.

PacKpbITHe [JaHHBIX HallpaBJIeHUM IMPOUCXOAUT B 0OPaTHOM MepapXuueCKOM
ropsifike — 3T0 00OpOTHasi CTOpPOHA TUITMYHOTO CTPATerHUecKoro TMozxoja K
aHa/M3y JlesTeIbHOCTU CBepxXy BHHU3. [lpujep)KuBasicb CYyTU METO/IOJIOTHH,
U3/0kKeHHON B KHure «Kak crmpaBisiTbCsi € fleflaMu», s CUMTaK, 4uTo Oyaer
TI0J/Ie3HO ellle pa3 MPONTU CHU3Y BBepX, TO €CThb HauaTh CjiefiyeT C HauboJsiee
TpU3eMJIEHHBIX YPOBHEM.

Yembipe Kpumepusi 8b100pa mekywjux deticmeuti

[ToMHuTe, BLIOOD Aa/nbHENIIUX [eHCTBUIM CTPOMTCS Ha OCHOBe 4YeThIpex
C/IeIyIOLIUX KPUTEepHEB, PACIIONIOXKEHHBIX B TAKOM MOPsIJKe:

1. KoHTeKCT.

2. 3ariac BpeMeHH.

3. 3arac sHepruu.

4. TIpuopUTeTHOCTS.

,HaBaI;'ITe paCCMOTPpUM K&)K,Z[blﬁ N3 HUX W BbIACHHM, KdK JIydlle



CTPYKTYpUPOBaTb CUCTEMbI M AEUCTBUS, UTOObI B JWHAMHKe BOCIIO/Ib30BaThCS
TperMYyIlleCTBaMy KPUTEPUEB.

KoHTekcT

[TepBoe, 0 UeM CTOUT 3alyMaTbCsl, — UYTO MOXKHO TIPeATIPHUHSTL Ha JaHHOM
jTarie, ¥MMesi B pACHOpPSDKEHWU 3alaHHbIA WHCTPyMeHTapuu? Y Bac eCThb
TesiepoH? BbI MO)KeTe CBSI3aTbCsl C UeI0BEKOM, C KOTOPbIM XOTeIu Obl JTMUHO
o0CyIUTh TPH IyHKTA MOBECTKU AHS? Bbl HaXoAuTeCh B MarasuHe, e J0/DKHbI
yTO-TO KynuTh? EcCIM Bbl He MOXeTe COBepIIWTb [eUCTBUSl, MOTOMY YTO
HaXOo/JJUTeCh He B TOM MeCTe WM He pacroJjiaraete HYy>KHbIM UHCTPYMEHTOM, TO
00 3TOM He CTOUT 6eCrOKOUTHCS.

CrapauiTecb Bcerjja yHOopsJO4YyMBaThb HAllOMWHAHUS O JaJbHEMIINX
JIEUCTBUSIX MO KOHTEKCTYy — «3BOHKW», «[loma», «KommbroTtep», «Bbie3gbi»,
«Borpocsr gy obcyxaenus ¢ [Ixo», «IloBecTka 3acefiaHus IepcoHaia» U T. [.
[TOCKO/TbKY KOHTEKCT SIBJISIETCSI MIEPBbIM KPUTEpPHEM, KOTOPbIM BCTYMAaeT B CUTY
TIpY BbIOOpe [Ja/bHeNIMX AeMCTBUM, OTCOPTUPOBAHHBIE 10 KOHTEKCTY CITUCKU
TIO3BOJISIIOT M30e)KaTh HeHY)KHbIX COMHEHUH, KOr/ja Bbl pelllaeTe, ueM 3aHSThCS.
Ecmm y BaCc HaMeueHO HeCKOJIbKO [ieJl, 3alIMCaHHbIX B OJHOM CITMCKe, HO MHOTHe
Y3 HUX Bbl HE MOXETe BBINOJHUTh B OJJHOM M TOM >K€ KOHTEKCTe, TO BaM
TIPUXOJUTCS TIOCTOSIHHO I1epe0CMbIC/IMBATh 8€Ch IepeyeHb.

Eciu BBl 1onany B TIPoOKy Ha [0pore W eJUHCTBEHHOE, UeM Bbl MOXKETe
3aHSITHCSI, — 3TO 3BOHKU MO MOOWUIbHOMY TeneoHy, paboTaiiTe CO CIMCKOM
3BOHKOB. [IpopabaThiBaiiTe CITUCKU Ja/bHEMIIINX I11ar0B TaKMM 00pa3oM, 4TOObI
repe/ 11a3amMu ObUIA TOMBKO Te ZeMCTBHS, KOTOPbIe Bbl MOXKETe BBITOTHUTH B
JTaHHbI MOMEHT.

BTopoe cymjecTBeHHOe MPEUMYILLeCTBO, KOTOPOe MO3BOJISIET YIIOPS0UYUTh
BCe Ballli /IeWCTBUS B 3aBUCUMOCTU OT HEOOXOAUMOTo (PU3MUeCcKOro KOHTEKCTa,
COCTOMT B TOM, YTO [JaHHas TIpOlieAlypa TOMoOraeT BbIOpaTh Cjefyrollee
aKTHMBHOE [leliCTBYe B HallpaB/IeHWM pellleHUs] PYTHHHBIX mpobsem. CTpyKTypa
MOHUX CITUCKOB Jla/IbHEUIIUX JeMCTBUM TTO3BOJIIET OMNPE/e/isSTh TTIepBOOYEPEIHOE
dbu3nyeckoe JieliCTBUe [J0 TOTO, KaK 5 MOTY PeIluTh, B KAaKOW CITUCOK IOMeCTUTh
HarloMUHaHWe (MHe T0HAJ00UTCsA KOMIbIoTep? TeseOH? HY)KHO 3aexaTb B
MarasuH?). JI1oy, KOTOpble COCTAaBJISIOT CIIMCOK Pa3HbIX AeUCTBUM (T. e. CIUCOK,
He TIPDMBSI3aHHBIM K KOHKDETHOMY KOHTEKCTY), 4aCTO He MOTYT OAHO3HAauHO
PellnThb, KaKOB OyZIeT UX TIepBOOYepeIHOM IIIar.

YacTo s 3aCTaB/isit0 KJIMEHTOB CTPYKTYPUPOBaTh CIIMCKKU MO KaTeropusiM Ha
paHHeM 3Tarie 00pabOTKU KOP3WHBI, TIOCKOMbKY 3TO aBTOMaTUUeCKU CTaBUT
TPOEeKTbl Ha TBep/blii (yHJaMeHT U3 peasibHbIX II1aroB, KOTOpbIE HY>KHO
TIPeITIPUHSTD, YTOOBI OHM MPO/[BUTA/TUCh.

3amnac BpeMeHH!



Bropeim ¢akTopoM Tipu BbIOOpe [1eWCTBUSI SIB/ISIETCS 3arac BpeMeHW,
KOTOPBIM BBl pacriojiaraete 40 MOMeHTa, KOrja TMpPUAETCS 3aHATbCS YeM-TO
apyruM. Eciy yepes fecsiTb MUHYT HauMHAaeTCsl COBeLllaHKe, TO Bbl, BepOsiTHee
BCero, 3aiiMeTech He TeM, UeM 3aHsIMCh Obl, Oyzb y Bac /Ba CBOOOJHBIX ydaca
BIIepe/y.

EcTecTBeHHO, T0/Ie3HO 3HaTh, CKOJILKO BPEMEHH Yy BaC B PacCIiOpsKeHUH
(MMeeT CMbICI akKLEHTUPOBaTb BHUMaHWE Ha KajleHJape W Ha uacax).
VIHCTpyMeHTBbI HallOMUHAHHWS O Ja/JbHEUIINX JeUCTBUAX Ha BCe CJlyyau JKU3HU
TIPeJJOCTaBIT BaM MaKCUMyM HH(GOpMal[uM U 3HauMTesbHO obseryar 3ajauy
COTJIaCOBaHUsI HaMeUeHHBIX fieJl U cBOOOHOTO BpeMeHU. IHbIMU C/I0BaMu, eciu
y BaC eCTb [jeCSTb MUHYT [0 C/leAyoled BCTpeud, HaujuTe J1eCATUMUHYTHOe
neno. Ecnu B BalllMX CMMCKax 3HAuaTCsl TOJBKO OOJblMe WK Ba)KHBIE Jiefia, TO
He WCK/IIOYeHO, UYTO B HUX B0OOIle He HaM/eTCs TMOAXOASILero 3a/jaHusl,
pPacCUUTAaHHOTO Ha [JeCATUMHUHYTHBIM MPOMEXYTOK BpemeHu. Ecin Bam Bce
PaBHO TMPUXOAUTCS 3aHUMaThCsi 0Oojlee KpAaTKOBpPeMEHHBIMU [Jle/laMH, TO
Haubosiee TIPONYKTUBHBIA CMOCOO CIpPaBUTbCS C HUMU — UCIO/Ib30BaTh
HeMpOo/I0/DKUTe/TbHbIe OKHAa 0ecX03HOrO BpeMeHU, KOTOpble BO3HUKAIOT B
TeyeHue JIHS.

3amnac 3Heprum

MO)XHO HayuyuTbCS YyBe/JMUMBaTh CBOW 3arac TBOPUECKHUX CUJI TyTeM
V3MeHeHHs1 KOHTeKCTa U TepeHoca BHMMaHUs, HO CJle/laTh 3TO y[AeTCsl JayeKo
He Bcerjia. KoHertl Hs1, 60sibIliasi YacTh KOTOPOTO MOTpaueHa Ha «MapadoHCKoe»
3aceflaHyie OHPKETHOTO KOMUTETa, He Jiyulllee BpeMmsi [ijisi TOTO, UTOObI 3BOHUTH
TOTEHL[Ma/IbHOMY K/IMEHTY WM HauuMHaThb [UIAHUPOBAHWE CTpaTeruy OLIeHKU
TIPOM3BO/IUTENIBHOCTU. B Takoe Bpemsi Jyuiie OyneT TI0O3BOHUTb B
aBUaKOMIIaHWI0, uTOObI W3MEHUTb [JaTy, Ha KOTOpPYyH 3aOpoHUpOBaH Owurer,
o0paboTaTh  HECKOMbKO  [UJIaTe)KHBbIX  KBUTAHI[MM  WIM  TIOJUCTaTh
CrieLajTn3uPpOBaHHbIN >XypHaJI.

Y kax/i0oro u3 Hac ObIBaeT BpeMs, KOTZlla OH MBICJIAT OoJiee
TIPOAYKTUBHO, 1 BpeMsi, Korjia BooOIIie He c/iefiyeT HU O UeM /IyMaTh.

/lsHuen KoysH

Ecmu y Bac mepep riasamu OyzeT IepeueHb BCEBO3MOXKHBIX flel, TO BbI
cvoxeTe 3((dEKTUBHO HCIOMb30BaTh pa3HOOOpa3Hbie TPOMEXYTKA BpEeMEeHHU.
TouHO Tak >ke, ec/iu BbI OyzieTe 3HATh BCe 3a/lauu, KOTOPbIe IO/KHBI 00paboTaTh
U BBITIOJHUTh B KOHKDETHbIE MOMEHT, TO CMOXeTe COIJIacOBaTb CBOMO
TBOPUYECKYIO JIesiTe/IbHOCTh C 3ar1iacOM YKU3HEHHBIX CUJI.



Bcerga mep>xute moj pykoi mepeueHb HAMeUEHHBIX [lefl, KOTOpbie TpeOyroT
OT BaC MUHUMAa/bHBbIX WHTE/JIEKTya/JlbHbIX U TBOpUECKUX ycwiui. Korza Bbl
HaxoJWTeCb B OJHOM M3 HU3KMX 3HEpPreTUUecKUX COCTOSIHUW, MOXKeTe HMU
3aHATbCS. UTeHWe C/iydallHO TOMABIIMXCS Ha [/la3a J>KypHAJIOB, CTared U
KaTasoroB, BBOJ, Te/le()OHOB U a/[peCHBIX JAHHBIX B KOMITbIOTEpP, UMCTKA Marok,
oOHOB/IeHHe TIPOrpaMM Ha HOyTOyKe, TIOJIMBKA paCTeHUi WK 3aMeHa CKDEToK B
CKOpOCIIIMBaTe/ie — BOT HECKOJBbKO M3 MHOXeCTBa MPUMEPOB Zie/l, KOTOPbIMU
BaM BCe PaBHO HY)XHO KOT/Jja-HUOY/Ib 3aHUMAaThbCH.

Hadgice ecnu 8bl He 8 syuwell hpopme, 5mo He npuyuHa 0/ Mo20, umobbl
CHUJCamb ypo8eHb NpOOYKMUBHOCMU.

B 3TOM COCTOUT OfiHA W3 OCHOBHBIX TPUUWH, TI0 KOTOPhIM HEOOXOAUMO
HaMeTUTb UeTKHe TPaHULIbI CUCTeMbI MepCOHAIbHOM OpraHu3aluu: BaMm Oyaert
nierye Nofep>kK1uBaTh BBICOKUM YPOBEHb MPOU3BOAUTEIbHOCTH, 1a)Ke eC/IU Bbl He
B jiyullield ¢popme. Ecu Balll 3amac sHepruv Ha MCXojie, Marepuasbl [/is1 UTeHUs
— B Oecriopsifike, KBUTAHI[UU BaJISIFOTCS TI0 BCEMY [IOMY, TAliKd PacCTaB/eHbl
XaOTMYHO, a KOp3WHA BXOJSAIUX MaTepyajoB He BbINOJHSAET OCHOBHBIX
(GYHKI[MH, TO COPTUPOBKA HAMEUEHHBIX ZleJ1 KayKeTCsI C/IUILIKOM TPYAHOW 3a/iadyeil.
[ToaToMy BbI HM3beraere Kakux-1m1bo AeMCTBUM U OT 3TOTO UyBCTByeTe ceds elrle
xy>ke. OIUH U3 JyYIIUX CIOCOOOB yBEJMUYUTH 3arac )KU3HEHHOW SHepruu —
3aBeplLIMTh HEKOTOpble He3aMKHyTble LUK/bL. CriejoBaTe/lbHO, UMEEeT CMBbICI
BCer/la JiepKaTh Mo, PyKOW HeCKOJIbKO MPOCTBIX LIUKJIOB.

OnucaHHble BbIllIe TIePBbie TPU KPUTEpHsl BbIOOpa [ajbHEMIIMX I1aroB
(KOHTEKCT, Bpemsi W SHeprus) oO0yCaB/IMBalOT HEOOXOAUMOCTb 1[eJI0CTHOU
CUCTeMbl HalIOMUHAHWK O TepBOOYEpeAHbIX JeWCTBUSX. MIHOora y Bac MpocTo
He OyZieT Cu Ha pa3MbIIUIeHHsI TAaKOTO pojia: CUCTeMa JI0/KHAa ObITh TOTOBA K
5ToMy. Ecu 5TO Tak, TO Bbl MOXeTe [|eliICTBOBaTb «B paMKaX [JOMYCTHUMbIX
I1aroB» U BBIOMPATh OT/e/bHbIE 3a/laud, KOTOpbie BBLITIOTHUMBI B JAHHOMN
CUTYyaluu.

IIpUOpUTETHOCTD

Eciv 3aZlaH KOHTEKCT, B KOTODOM Bbl HaxOAUTeChb, 3ariaC BpPeMeHU W
9HEepPru, TO, eCTeCTBEHHO, CAeyIOIIUM KpPUTepueM Tpu BblOope JambHenInx
JeNICTBUM CTaHeT WX OTHOCUTEe/bHasi BaXKHOCTb: «Kakoll W3 OCTaBLIMXCS
BapMaHTOB [ePBOOYEPEJHBIX I1ar0B CaMbI Ba’KHBIM /1J1S MEHSI?»

Kak ompefenuTbCcsi B MpuopuTeTax? ITOT BOMPOC S YAaCTO CJIBIY OT
nofel, ¢ KotopbiMM pabortato. OH 0OyC/TOBNEeH OIlyllleHWeM, 4YTO Ha HUX
BO3/IO’KeHO Oosblile 3ajjau, YeM OHU CIIOCOOHBI BBIMOJHUTE. OHU 3HAIOT, UTO
TIPUJIETCS C/lesiaTh HeTIPOCTOM BLIOOD, a HEKOTOPbIe TIPO06/ieMbl, BO3MOXHO, TaK U
He YacTCs PellUThb.

Bbl He modiceme Obimb yeepeHbl 8 c80eM 8blOOpe, ecau He 3Haeme, 8 uem



cocmoum sawa pa6oma.

K KOHLIY OHA, YTOOBI He UCIIBIThIBATh ,[[I/ICKOMd)OpTa HN3-34 TOro, 4To 4ero-To
He YyCIIe/I, Bbl OOJ/DKHBI IIDUHATHL DAL, CO3HATE/IBHBIX pEEEHHﬁ, KdCdrOIMNXCsA
CBOHUX O6H38HHOCT€I>1, I.[EHEﬁ n Haeaaos. OTOT rnmponecc, HECOMHEHHO,
rmpeariojidraeT 3d4dCTyrO C/I0XKHO€ IIepervieTeHue B/IMSIHUU HEHEﬁ, naeasios,
HaHpaBJIEHI/Iﬁ AedATe/IbHOCTU Ballleu OpraHM3dlnHY, He6e3pa3n1/1qulx BaM J'[IO,Z[EI‘;I
1 B&XKHOCTH OTHOILIEHU C HUMHU.

Moodenb aHanu3a noeceoHeeHol pabombl

PaccTaHOBKAa TIPUOPUTETOB TIpeAriojaraeT, YTo HEKOTOphble Belyd OyayT
Ba)kKHee JIPYyTUX, HO BaKHee C TOUKU 3peHus uero? B maHHOM C/lyyae — C TOUKHU
3peHus Baillell paboThI, T. €. /IeITe/IbHOCTH, KOTOPYIO BbI B3s/IM Ha cebs w/umm
KOTOPYIO BO3/IOKW/IU Ha Bac Apyrue yiogd. ViMeHHO Ha JaHHOM 3Tare B BallleM
CO3HAHWHU [JOJDKHBI BCTYNUTh B JIEHCTBUE ellje ABe CTPYKTypbl. OHM KacaroTCst
oripezieieHyst Barielr paborbl. [loMHHTE, UYTO HECMOTpS Ha TO, UTO B
3HAUUTE/ILHOM Mepe JaHHasi MeTO/[0JIOTUsI OyZeT OTHOCHUTLCA K cdepe Barieid
npodeCcCHOHA/ILHOM  /leATeNIbHOCTH, S HUCTOMb3yHD TepMUH «paboTa» B
YHUBEPCa/JIbHOM TOHMMAaHUW: OH O3HadaeT Jit00Oble pe3y/bTaThl, B [[OCTHXXKEHUH
KOTOPBIX Bbl 3aMHTepeCOBaHbl — KakK B UaCTHOM, TaK ¥ B MpodeccroHaTbHON
cdepe.

B mocnenHee Bpemsi TOBCe/iHeBHasi paboTa Kak TakoBas CTaBUT Tiepef
OOJIBIIMHCTBOM TIpO(eCcCHOHaNIOB CPAaBHUTE/ILHO HOBYHO TIpobsieMy: B Hell OyzeT
T0JIe3HO pa3o0paThCsi B TIpoIlecce TOMCKAa Haubosee TPOAYKTHUBHBIX CHUCTEM
TePCOHA/ILHOM OpraHu3allii. A 3TO 3HAUMT, UTO B TeueHHe pabouero AHS, B
33/laHHBIM MOMEHT BDEMEHHU Bbl 3aHSThI OJJHUM W3 TPEX TUIIOB [IeITe/TbHOCTH:

* BBITIOJITHEHWEM 3arylaHUPOBAaHHOW PabOThI;

* BBITIO/THEHWEM PabOThI 110 Mepe ee TOsIB/IeHHS;

* [VIaHWPOBAaHUEM /Jla/TbHeHIIIer paboThbI.

Bbl MOXeTe 3aHMMAaThCsl [e/aMH, 3allMCaHHbIMU B TEePEeUHsX Aa/TbHEeUIINX
JeNCcTBUM, pellatb Npo0/seMbl TI0 Mepe TIOCTYIUIeHHsT WiId oOpabaTrbiBaTh
BXO/IHbIe MaTepuasibl, UTOObI PellIrTh, KaKue I1ard HY>KHO TIPeJATPHHSTh, Cpa3y
WJIY 1103Ke, B COOTBETCTBUHU CO CITUCKAMMU.

OTH cooOpakeHUs1 TIPOJUKTOBAHBI 3/IpaBbIM CMbICJIOM. Ho MHOrue mroau
MO3BO/ISIIOT cebe YBSI3HYTH BO BTOPOM THIIE [leATeTbHOCTH — B pabore,
BO3HUKAIOIIEM CITOHTaHHO, — ITPAKTHYeCKH 0e3 BCIKOro CONPOTHB/IEHMS, a /iBa
OCTa/IbHBIX THIIA, K BAIIEMY COXKaJIeHHIO, OCTAIOTCs 663 BHUMAaHMSI.

HomyctuM, ceituac 10:26 yTpa, TOHeeTbHUK, Bbl HaXOJUTeCh y cebs B



oduce. Bbl TOJBKO UTO 3aKOHUYW/IM HeMNpeABUAEHHbIM M0y4aCOBOM pas3roBOp C
TOTeHI[MalbHBIM KIMeHTOM. B pe3ynbrarte OGecefibl y BaC HAKOMUIOCh TpU
CTpaHULbl 3anvceil. Ha opvHHa[UaTh y Bac Ha3HAuUeHO COBellaHue C
COTpPYAHUKaMH, T. €. 10 Hero OCTaeTcsi MPUMepHO Tosiyaca. Buepa Bbl 0mo31Ha
3aCUZIeNUCh C pOAUTENSIMA CBOed »KeHbl W UyBCTByeTe ceOsi HeCKOJIbKO
MOTPernaHHbIM (BbI CKa3au TECTIO, UYTO CBSKETECh C HHAM M0 TOBOAY... Uero?).
Balll acCUCTeHT TOJIbKO UTO pas3/ioKWI I[epei BaMU LIeCTb Tejie()OHHBIX
coobijeHuii. Yepe3 [Ba [HA BaM TIPeJCTOUT Ba)KHOe COBelljaHWe TIO
CTparernueCckoMy MjaHMPOBAHUIO, K KOTOPOMY HY>KHO TMOJrOTOBUTH Uzied. Korza
yTPOM BBI eXanu Ha paboTy, Hauaa MUTATh aTUMK TOTIIMBA B MallliHe. A KOrza
Bbl BCTPETWIMCh B KOPHU/IOpe C HauajbHUIIEH, OHAa HaMeKHy/a, UTO XOTesa Obl
yCJIBIIATh Ballld WJIe TI0 TIOBOAY COOOIIeHuUs], KOTOpOoe OTIIpaBW/ia BaM Buepa,
[10 HayaJia BCTpeuy, Ha3HaYeHHOW Ha TpU uaca JHsl.

Bamm crcTemMbl HaCTPOEHbBI JOCTAaTOYHO XOPOIIO /i TOTO, UTOOBI TIOMOYb
BaM JIyullliM 00pa3oM COB/aJjaTh C CUTyaljuel, cyioxuBiieiics K 10:26 yTpa B
noHeie/IbHUK? Eciu Bbl MO-TIpeXKHEMY ZiyMaeTe HaJ, mpobjeMaMu U TbITaeTecCh
BbIZIE/IUTh W3 CIIMCKOB TOMBKO CaMOe Ba)KHOEe, TO, OUeBUJHO, OTBeT
OTpULIaTeTbHBIN.

S 3ameTwn, 4UTO JIIOAU yCIellIHee CIPAB/SIOTCS C HeTpeBUIeHHbIMU
nipo6sieMamMu ¥ KPU3UCHBIMU CUTYalUsIMU, ueM ¢ 00paboTKoH, yrnopsiioueHreMm,
MepecMOTPOM UM aHa/lW30M TOW YacTU paboThl, KOTOpas He JIeXXUT Ha
noBepxHOCTU. OueHb IIPOCTO COCKOJIB3HYTh B DEXHUM «3aHATOCTU», WU
«CPOUHOCTH», 0COOEHHO eC/iM y Bac Ha paboyeM CTosie, B 5/IEKTPOHHOM SIIIUKe 1
B TOJIOBé Hakomwiach Macca  HeoOpabOTaHHbIX W TPaKTUUYeCKU
HEKOHTPOJIMPYeMBbIX 3a/iau.

Yacmo 3aHAMbCA CPOUHbIMU NpobaeMamu mekyuje2o MoOMeHma npouje, uem
pazbupambcsi ¢ cO0epHCUMbIM KOP3UHbI, 31eKMPOHHO20 AWUKA U C OCMA/AbHbIMU
He3aMKHymMbIMU YUKAAMU.

dakTUueCcKu U3psiiHas 4YacThb Halllell >XU3HM U paboThbl BO3HUKAET
CMIOHTAHHO W Cpa3y CTAaHOBUTCSl HAUBBICIIUM MPUOPUTETOM. [leliCTBUTE/bHO, B
OTHOILLIeHUU OOJBIIMHCTBA TIPO(heCCHOHA/IOB CIpaBe//IuBO YTBEPKJeHUe, UTo
npupofia ux paboTel TpebyeT OT HUX TOTOBHOCTH 3aHUMAThCSi HOBBIMU
3aJjauaMu, KOTOpble TTOCTOSIHHO BO3HUKAIOT B Pa3HbIX (popMaTax. Hamprmep, Bbl
JOJDKHBI ye/IUTh BHUMaHUe HaualbHUKY, eC/Id OH 3arvisiHeT K BaM U MOMPOCUT
3aliTh Ha HECKOJIbKO MUHYT. Bbl MOXKXeTe MOJTyUrTh pacropspkeHre OT CTaplliero
COTPYJHUKA, KOTOPOe BHE3alHO OTO[BUHET Ha BTOPOM IIaH BCE OCTaJbHbIE
nena. [losiBUMMCH cepbe3Hbie TPOOIEMbl C BBIMIOJTHEHWEM 3aKa3a Ba)XHOTO
KJ/IMeHTa — TOr/la TIPUZeTCS Cpa3y 3aHSATbCS UX PeLleHHEeM.

Bce 3T0 — 30B monra. Ho BHyTpeHHUI AUCKOM(OPT BO3pacTaeT, eC/iv Bbl



He TlepecMaTprBaeTe OCTaJbHBIE [IEMCTBUS B CIIMCKAaXx U He 00OCyX/aeTe WX C
ApyruMu. [ToCcTOsiHHBIE >XEPTBBI M OTKA3 OT BBLITIOJIHEHWS ITYHKTOB CITMCKa
JOMYCTUMBI TOJTBKO B TOM CJTyuae, KOTZIa BbI 3HaeTe, Uero He fiesiaere. st 3Toro
HeoOxofMa perysisipHasi 00paboTka Kop3uHbI (oripeeneHue ¢poHTa pabor) u
TIOCTOSTHHBIN TIePeCMOTP TOJTHBIX CITUCKOB BCEX HAMEUEHHBIX JIeMCTBUM.

Ecmi BBl CO3HATE/ILHO TMPETIOUNTAeTe PEIIeHHe TOJBKO UTO BO3HMKIINX
npo0ieM  BBLIMIOJIHEHWIO HaMeUeHHOW paboThl, PYKOBOZACTBYSCH JTyUITMMU
NoOY>KJeHUsIMH, TO 3TO — JIyulllee pellieHre B CJAOKHUBIIeNCs cutyaruu. Ho
OOMBILIMHCTBO JIFOAel HYXK/Jal0TCsI B CePbe3HOM yCOBepILIeHCTBOBAaHUM CITIOCOOO0B
ysSICHEHUsI, COPTUPOBKU U TepecMOTpa BCETO TepevHsi HaMeUeHHBIX MPOEKTOB U
neiictBuii. Ecnu BBl 3alyTaivCh B CPOYHBIX [le/IaX, UYBCTBYeTe AWCKOMOOPT,
TOTOMY UTO Yero-To He YCIieBaeTe, TO pe3ylbTaroM OyAyT oOTJasHue U
BHYTpeHHee HarpspkeHue. CJIUIIKOM YacTO TPUUYMHBI CTpecca U CHIDKEHUS
3¢ PeKTHBHOCTU yCMaTpPUBAIOTCS B Cropripu3ax. Eciv Bbl 3HaeTe, UTO fiejiaeTe U
yero He JiejiaeTe, TO CIOPIPU3bI MPEJOCTAB/SIOT BaM ellle OJHY BO3MO)XXHOCThb
151 TBOPUECKOM peas3aliii U CaMOCOBePIIeHCTBOBaHUSI.

K ToMy >ke, eCM C/IMIIIKOM [IO/IT0 WTHOPUPOBAaTh KOP3WHY BXOZSIIUX
MaTepuasioB U CIHWCKU JeMCTBUM, TO C/ydaiiHble MPOOJeMbl, MOTaBIIHe TYZa,
MOTYT TIO®KE BCIUILITH HA ITOBEPXHOCTh B BUJIe aBApUHHBIX CUTYal[UH, C
KOTODBIMH HY)KHO pa30MpaTbCsi TI0 Mepe BO3HMKHOBEHHS: OHH TOJIBKO
TIO/I/TMBAIOT Macjia B OTOHb.

MHorve  JIFOMW  TIOJI3YKOTCS ~ HEOTBPAaTUMOCTBIO  TIPAKTUUeCKH
HEHMCCSKaeMOro II0TOKa CIOHTAaHHBIX TpPoO/ieM Kak IIUTOM, [103BOJISIOIIAM
CKPBITbCS OT OTBETCTBEHHOCTU 3a OIpejiesieHHe 00beMOB pabOThl U BefieHHe
CIIUCKOB fiesi. MOXKHO JIETKO TIO//IaThCsl WCKYIIIEHHIO W YBJEUbCS He CTOJb
Ba)XHBIMU TIPOOJIEMaMH, JIeXKall[UMH TIPSIMO Ha TTOBEPXHOCTH, 0COOEHHO ecu
Ballla KOp3WHA /i BXOASAIMX MaTepyajioB U CUCTeMa JIMUHOW OpraHW3alvu
BBIIUTA W3-TIOZ, KOHTpOJisi. C/MIITKOM YacTO XOXKIEeHHe BOKPYT [la OKOJIO
CTAaHOBUTCS TIPEJIOTOM [jisi TOTO, UTOOBI 3a0bITh 0 OecOpPMEHHBIX CTOIKaX
PYTUHHBIX TIpo6/ieMm.

MIMeHHO B TakKWeé MOMEHTBI CHUJIBHO OLIYI[aeTCss HeOOXOANMMOCTh HABBIKOB
WHTE/UIEKTYaTbHOM paboThl. BO/IBIIMHCTBO TFO/iel BOCTIMTHIBA/IMCE B MUPE, T7e
He HY)XHO OBIJIO yCTaHaBNMBaTh UeTKWe TI'DAHUIIbl BBHITIONHAEMOUW pabOThI U
YIIPaB/IsATh MHOTOYMCIEHHBIMHA He3aMKHYTbIMH [MK/JamMu. Ho ecid BBl
BOCIIUTA/IM B ceOe HaBLIKK U YMEHUsI, TI03BOJISIIOIHE ObICTPO BHEZIPSTH BXOZHbIE
CBeJleHHSI B UETKO OIpe/le/IeHHYI0 CHCTeMy, TO BaM OyzleT ropas3io Jjerue
JIOBEPSITb CBOEMY BHYTPEHHEMY T'0JIOCY, IIPUHUMAsI PellleHre O TOM, UTO [ie/1aTh,
Kakue /lefia OpOCHUTB U UeM 3aHATHCS BMECTO HUX.



ITocmosinHo noddepiicugatime pagHogecue Mexcdy HaANPaeAeHUsAMuU
dessmesibHOCMU

OO6saziaTesli  «4UepHOTO TIosiCa» TI0 CaMOOpraHW3alluk CIOCOOHBI  C
OBICTPOTOM MOJIHWY TEePeK/FUaThCsl C OIHOM Mpo0sieMbl Ha JIPyTy0 U 0O6paTHO.
Hanpumep, Bbl oOpabaTbiBaeTe CoOfiep)KUMOe KOpP3WHBI, U TYT BXOJAWUT Ball
TIOMOIIIHMK W CO000IljaeT 0O cuTyaluu, TpeOyrolleii Baillero HeMe/IeHHOTO
BMelllaTe/IbcTBa. Bac He OpocaeT B X0/I0[jHBIN TIOT — Balll JIOTOK C JOKYMeHTaMH
OCTaeTCs Ha TIpeXXHeM MecTe: Oymaru je)aT B OJHOW CTOMKe, TOTOBble K
JanbHelielt o06paboTKe Tiocie Ballero Bo3BpailjeHusi. Pa3sroBapuBasi 1Mo
TenedOHy, Bbl MO)KeTe IPOCMAaTpHBaThb CIMCKU JalbHEUIUX [JelCTBUM U
pelliaTh, ueM 3aliMeTeCh, Korja moBecute Tpyoky. Oykuzast Hayasa COBelljaHus,
Bbl MOXKeTe TipopabaThiBaTh CTOMNKY «IIpouecTb/IpOCMOTPETH», KOTOPYIO
TIpUHEeCTU ¢ co0oM. A eciiu HeTpeJiBUIeHHast Oecefla C HAYaTbHUKOM COKpalljaeT
ocCTarolleecs 10 Caeyrolell BCTpeuu BpeMsi 10 ABeHaJL[aTh MUHYT, Bbl MOXKeTe
6e3 Tpyza mpyUayMaTh, KaK UCII0J/Ib30BaTh UX HAWTYUIIIMM 00pa3oMm.

I/IFHOpHpOBaTb HellpeaBuAeHHbIe 3d1d4Yr (,qax(e eC/in X MOXXHO
pEIJ_[I/ITb) O3HauaeT >XUThb 0e3 BO3MO)KHOCT€I>1, 0e3 CIIOHTAaHHOCTU U
HaCbIIIEHHBIX MOMEHTOB, W3 KOTOPLIX, CO6CTB€HHO, N COCTOMT >XU3Hb.

CmueeHn Kosu

Bbl MoyKeTe BBITTOHUTD JIMIIL OJHO JleliCTBUe 3a pa3. 3aBepiivB beceny c
KeM-To B oduce, Bbl He OepeTeCb MOMEHTAJbHO 3a BBIMOTHEHHE MTYHKTOB
CTIMCKOB WM 00pabOTKy BXOAHBIX MarepuasioB. [IpoGsemMa B TOM, UTOOBI
00pecTH YBepeHHOCTb B CBOEM PeIlleHUH, KacaroIlerocs AaJbHeNIX 1efCTBUM.

Tak Kak >Xe NpUHUMaTh perieHre? OMNATb TIPUAETCS MCIIO0/b30BaTh
WHTYUTUBHBIE JOTaJKU — HACKOJIbKO BakHa HempeaBu/eHHass paboTra 10
CpPaBHEHMIO CO BCeM OCTalbHBIM? Kak /10/r0 Bbl MOYKETe TI03BOJIATh KOP3WHE /IS
BXOJSIINUX JOKYMEHTOB OCTaBaThCsl 0e3 BHUMaHHsA, a pyTUHHBIM TTpob/ieMaM —
7ie)KaTb MEpPTBBIM T'PY30M, W TIPH 3TOM /IOBEPSTh CBOMM pEIIeHUsIM O TOM, UTO
JlefqiaThb Jasblie?

JIromy 4acTo >Ka/lyroTCs Ha OTB/IeKaroIue (hakTopbl, KOTOPbIe MPEPLIBAIOT
ux paboty. Ho B Hatei >xu3HU MpepbiBaHUs Hen30exXHbl. Korzia Bbl JOCTUTHeTe
COBEpIIIEHCTBA B YyIMpaB/eHUH BXOJSIIMM MaTephasioM U CTaHeTe /0CTaTOYHO
OpPraHW30BaHHBIM UE€JIOBEKOM /i1 TOro, 4toObl 3(h(deKTUBHO HCII0/Ib30BaTh
BO3HUKAIOIIFe OKHA CBOOOZIHOTO BPEMEHHU, Bbl CMOXKeTe ObICTPO IepeK/ouaThCsl



C OAHOTO 3aJaHWs Ha JApyroe. Bbl cMoXeTe IPOCMATPHUBATL 3/I€KTPOHHBIE
coobirieHust B Tiporiecce TesiehOHHOTO coBeljaHust. Ho criepBa HY)KHO HayUUTbCS
TepecKakuBaTh C OFHOM 3aZiaud Ha [PYTyi0, 4TOOBI MO/Eep>KUBaTh 370POBOE
pPaBHOBeCHe MKy HarpaB/eHUsIMH J1eATelbHOCTH. Barll BbIOOp MO-TIPe)KHEMY
OyzeT ompezie/iATLCSI B COOTBETCTBHM C TEM, HACKOJILKO BaM ITOHSITHBI CYII[HOCTb
Y 1]e/TM Bailieii paboThl.

3aHumatimecb cnoHmawHol pabomoli NO Mepe ee BO03HUKHOBEHUs He
nomomy, 4mo makoe nymb HAuMeHbWe20 CONpomue/aieHusl, d NOMoMy, Umo OHA
A6/151emcsl CaMbIM B8AXCHbIM HAnpagaeHueM OesimeAbHOCMU NO CPABHEHUID CO
8CeM OCMA/bHBIM.

Barra criocoOHOCTh TaJUTh C CIOPIIPU3aMHU JaCT BaM MPEMMYIIeCTBO Ha[
KOHKypeHTaMu. Ho ec/ii BBl He cCMO)KeTe BOBPeMsI CIIPaB/ISThCSI C HAMEUEHHBIMU
JlelaMy U yTPaTUTe KOHTPOJIb HaJl CUTYal[iel, TO B KAKOH-TO MOMEHT ITPUBBIUKA
3aHUMATbCS TOJILKO TEKYL[UMH Ipo0/seMaMH CHHU3UT 3(h(eKTHBHOCTh BallleH
paboThl. I HakoHell, YTOObI PEIlNTb, HE CTOUT JId OPOCUTH TEKYIIHe feja W
3aHSITBCSI YeM-TO JIPYTUM, HY>KHO UETKO 3HaThb TPeOOBaHMs, HajlaraemMble Balllei
paboTOM, ¥ TIOHMMAaTh, KaK OHH COUETAIOTCA C JPYTMMU AaclleKTaMu Bariei
KU3HU. EMMHCTBEHHBIN CI10Cc00 3TOro JOCTHUYbL — BHUMATe/IbHO aHATU3HMPOBaTh
CBOO >KH3Hb 1 PabOTy Ha MHOTHX YPOBHSIX.

IIlecmuypoeHesas modenb aHaau3a pabombl

[ITecTe ypoBHeH [esiTeTbHOCTA MOXXHO MpPeJCTaBUTb B TEPMHUHAX BbICOT
(cm. rnaBy 2):

* 50 000 dyTOB U BbIlLIE: BCS XKU3Hb;

* 40 000 ¢yTOB: BpeMeHHOV TTPOMEXXYTOK OT TPeX /10 MSTH JIeT;

* 30 000 ¢yToB: Lie/H, A/ AOCTHXKEHUSI KOTOPBIX TpeOyeTcst OT OHOTrO /10
JIBYX JIeT;

« 20 000 dyToB: cdhepbl OTBETCTBEHHOCTY;

* 10 000 ¢yTOB: TeKylue NpOeKThI;

* B3sieTHas noJsioca: TeKyliye J1elCTBUSI.

Jlyuitie cfienath Tak, yToObl KaXk/asi BEICOTa coueTasach U rapMOHUPOBaa
CO BCEMU OCTaJbHbIMA YPOBHSIMUA. VIHBIMU C/IOBaMH, Ballld TIPUOPUTETHI
BBICTPOSITCSI B MepapXWueCckoM MOpsike CBepXy BHMU3. B KOHIle KOHLOB, eciv
Tesie()OHHbIM 3BOHOK, KOTOPBIM BbI JO/DKHBI COBEPILIWTD, UAET Bpa3pe3 C Lie/bio
Ballleil >KW3HU WIW WJieajiaMd, TO, YTOObl He BCTyMHaTh B KOH(MIUKT C CaMUM
coboii, BbI He Oyznere cHuMarb TPyOKy. Eciu cTpykTypa Baiiedi paboTbl He
COOTBETCTBYeT pe3y/ibTaTaM, KOTOpbIe Bbl XOTUTE TOIYUWUTh 4yepe3 rof, TO BamM



ceflyeT TMepeoCMBIC/IUTG PAaCCTaHOBKY aKIeHTOB M 00s13aHHOCTeM, uTOOBbI Kak
MO>KHO OBICTpee 10CTHUYb LIeJIH.

[aBaiiTe [BUraTbCsi CHU3y BBepX: pPACCMOTPUM TIePBbIA  TpUMep.
[Tpencrosiiuii TesieOHHBIM 3BOHOK (/IeMCTBHE) KacaeTCsl 3aK/rdyaeMOu BaMU
czesiku (TIPOEKT), a OHA MO3BOJIUT YBETUUUTD TIPOAAKU (00s13aHHOCTh). VIMeHHO
3Ta KOHKpeTHasl C/ieJika IIpefloCTaBUT BaM BO3MOKHOCTb TMPOABUHYTHCSA MO
cny>xeOHOM JleCTHUIIE B psijlaXx TOProBOTO TiepcoHana (KapbepHasi Iiefib),
TOCKO/IbKY OHa CBsi3aHa C OCBOEHWEM HOBOTO pbIHKA Ballled KoMraHuein
(opraHu3aiioHHOe BHJEHHe). A TIPOABI>KeHHe TI0 CIy»K0e TMpHOMU3UT BaC K
CTUMK0 >KWM3HM, K KOTOpPOMY Bbl CTpeMuUTeCb B (HMHAHCOBOM U
ripode CCOHA/IbHOM OTHOILLIEHUM (JKU3HB ).

Bamia pa60Ta COCTOHUT B TOM, YTOOBI BBISICHUTHL, B UeéM COCTOUT
Bdllla pa60Ta, d 3daTeéM — BCeLleJIO ITIOCBATUTb ce0s1 el.

Byooa

C [pyroii CTOpPOHBI, Bbl MOIVIA TPHHATH PEIIEeHHEe CTaTh XO3SUHOM
COOCTBEHHOM J>KU3HM M PACKpPbITb YHUKA/JbHbIe [AapOBaHUSI W TaJlaHThl B
KOHKPeTHOM 00/71aCTH, KOTOPYIO CUMTaeTe CBOMM IpU3BaHUEM (JKU3HB). IToaToMy
BbI CO3/laeTe COOCTBeHHOe Jieyio (BHI€HWE) W TIpeciieflyeTe KPaTKOCPOUHbIe
orepalMoHHbIe e/ (Kapbepa). JTO OIpefeisieT HEeCKOTbKO KPUTHYeCKUX
3ajlay, KOTOpbIe BBl [IO/DKHBI BBIMOJHUTB, UYTOOBI CABHUHYTH Jefa C MecTa
(OTBETCTBEHHOCTh), W JOCTUYb OIPe/Ie/IeHHbIX KPaTKOCPOUHBLIX Pe3y/IbTaToOB
(mpoekTthbl). IIo KakgOMy M3 S5THX TMPOEKTOB Yy Bac OyAyT HaMeueHbl
HeoOXOZMMEBIE IIIard, KOTOPbIe HY)KHO TPeANpPUHATL KAaK MOXHO CKopee
(JanbHeuUIIe T1eUCTBUS).

Haubonee 3apaBbiii 1MOAXOA K 00peTeHHI0 KOHTPOJIS Haj, TipobsieMamu Ge3
BHYTPEHHET0 HAIpsDKEHUS U K IOCTH)KEHUIO BBICOKOM MPOJYKTUBHOCTH COCTOUT
B MO/I/IeP’KaHUM PABHOBECHS MEXKy YPOBHSIMH. Ha m000M ypOBHE KpUTHUECKH
Ba)XXHO MaKCHMajbHO UETKO ONpee/UTh BCE He3aMKHYThIe I[UK/IbI, BCe
He3aBepIlleHHbIe 3aJjaud U BCe Jlefla Ha JaHHBIH MOMEHT. be3 yscHeHust W
0ObEKTUBHOM OIIEHKH TEKYIIUX peai CJI0XKHO MOAHATH Mapyca U OTIIPaBUThCS
K JasekuMm Oeperam. UTo 3amMcaHo y Bac Ha aBTOOTBeTuMKe? Kakue 3aTed Bbl
cobupaeTech peanr3oBath C ZieTbMU? KakoBbl Ballik 00si3aHHOCTH B oduce? Yto
HY>KHO M3MEHUTD B MEPBYIO OUepeb U UTO BBl XOTe/M ObI CO3/aTh B O/miKaiiie
MeCSLbI UK ToAbI? Bce 3TO — He3aMKHYThIE LUK/IbI B BallleM CO3HAHMMU, XOTS,
3auacTyro, I TOTO, UTOOBI OIpeZiesUTh Oojiee CyIlleCTBEHHBIE TieJd U Ooree
cepbe3Hble HAMepeHHs1, Heo0X0IUM TTyOOKHI U BHUMAaTeIbHBIN aHa/T!3.



Bomiie6HOe TIpaBHUI0O — JKATh CETOAHSAIIHKMM JHeM. MeHs Bcerza
Nopa)kaeT yMeHHe UeTKO YSICHUTb TOJIbKO TO, UTO TIPOMCXOAUT celuac, |
SB/ISIETCSI WCTUHOW Ha [JaHHBIM MOMeHT. KOHCTDYKTUBHBIMH, €C/ld He
pelIalIMU IIaTaMM MOTYT ObITh TakKue JeHCTBHUSA, KakK JleTalbHbIM aHasIu3
(GbHHAHCOBOrO TONOXKEeHUs, A00blua HCTOPUUYECKUX CBeJeHWH O KOMITaHHH,
KOTOPDYIO BbI TOKYIlaeTe, WM BbISICHEHHMEe KOHKPETHOI'O COJep)KaHUsl PervivK
Ka)K/IOM CTOPOHBI B M@X/TMYHOCTHOM KOH(JTHKTE.

qume BCero n0CTuub ycCIiexa TaM, rjie Bbl HAXOAUTEChH, U TEMHU
CpeacCTBaMH, KOTOPBIMH PACIIO/IdrdeTe.

Yapnw3 I11eab

HocTwkeHne pesynbTaTa W MOpajJbHOE YJOBIETBOPeHUe, KOTOpOe OH
TIPUHOCUT, O3HauyaeT TOTOBHOCTh K OCO3HAHUIO, BOCIIPUSITUIO U TPAaMOTHOMY
pelleHrI0 Bcex MpobsieM, KOTOpble 3aHMMalOT Ballll MbICIU. [JaHHOe COCTOsIHKe
HeoOXOAMMO  [Jii  OB/aZieHUss  WCKYCCTBOM  JIOCTMDKEHUsI  BBICOKOM
TIPOM3BO/IUTETbHOCTH 6e3 BHYTPeHHero HarpsyKeHUs.

YsicHeHue np06/1eM C CAMO020 HUJICHEe20 YypOBHs

dopmupoBaHUe  TIPOAYKTUBHOM  CHUCTEMbl >KM3HEHHBIX  I[€HHOCTeH
BO3MO)KHO TIPU yCJIOBUM peliieHust 1pobeM BepxHero ypoeHs. CHauajsia MOXKHO
ObI0 OBl BBISICHUTH, 3aUeM BbI >KMBETe Ha 3emse. BbIICHUTH, Kakol oOpa3
JKU3HU, CTWIb CYIIeCTBOBAaHMS U [IeITeIbHOCTH TIO3BOJIAT BaM JIydIlle
WCTIOJIHATL CBOE TIpeHa3HaueHWe. Kakue 3aHATHS W JIMUHbIE OTHOIIEHUS
TIOMOT'YT W/TH TI0 >KU3HW B HY)KHOM HaripaBjieHuu? Kakue K/roueBble 3a/lauM
HY>KHO DEIIWTb U 3aBepIIUTb KaK MOYKHO CKOpee W KaKue CPOYHbIe IIaTv BbI
MOJKeTe TIPeITPUHSATE, UTOObI CAABUHYTD 3TH 3a/jaud C MecTa’?

Y eac ecezda npedocmamoyHO B03MOMCHOCMell 0451 pacCmaHosKu
npuopumemos Ha mobom ypoeHe. Obpawaiime @HUMAHue HA MO, 8 KAKOM
HanpaeneHuu 8am xouemcsi 08U2ambCsl.

B [1eiCTBUTETbHOCTH, BbI MOXKETe B JIF000M MOMEHT 3aHATHCS KaXKIbIM U3
ypOBHel. Y MeHsl BCeria 3aroToBleHbl KOHCTPYKTHBHBIE I1aTH, TTO3BOJISFOIIHE
YCWINTDH aKI[eHT U COOCTBEHHYIO OCBeJJOM/IEHHOCTb Ha Ka)KJOM U3 ypoBHel.
HUKOI/Ia He MCTIBITHIBAIO He0CTaTKa B He3aBepIeHHBbIX MbICIEHHBIX KapTHMHAX
pe3ynbTaToB, B 1[e/IsIX, KOTOpble XOuy IIepeCMOTpeTb, B TMPOEKTax, KOTOpbie
HY)KHO HaMeTWUTb WM 3allJlaHUPOBaTh, WM B JEMCTBUSIX, TPeOYIOIIMX MOEro



peiiieHust. @OKyC B TOM, UTOObI HayUMThCSl BBIJENSATh UMEHHO Te M3 HUX,
KOoTOpble TpeOylOT Balllero BHWUMAaHUSI B KOHKDETHBIM MOMEHT, UTOOBI
TMO/IEP>)KUBATh CUCTEMY B PABHOBECHHU.

[TockombKy  Bce  3afiaud  OyAyT  OMpeAeNnsaTbCs  HCKIIOUMTE/BHO
TIPUOPUTETHBIMU ~ HallpaB/lIeHUssMM  Oojilee  BBICOKMX  YPOBHEH,  JrO0yIO
pacCTaHOBKY TIPUOPUTETOB, €CTeCTBEHHO, pa3yMHee BCero HadyuHaTb CBEpXY.
HarmpumMep, eciu BbI [ymMaeTe HaJl paCCTAaHOBKOM ITPUOPUTETOB B paboTe, a 3aTeM
oOHapy)KHBaeTe, UTO 3TO He Ta paboTa, KOTOPOM Bbl JO/DKHBI 3aHUMAThLCS, TO
MOJKET OKa3aTbCsl, UTO BbI 3psi IOTPATU/IM BPeMs U CHJIbI, KOTOPbIe Jiydiile ObI10
ObI TIOCBSATUTDL TIOMCKaM TOXO0/sIIlero 3aHsaTus. [IpobseMa COCTOUT B TOM, UTO
€CJIM Bbl He UyBCTBYeTe KOHTPOJISI HaJl CUTyaljuel Ha HYJIEBOU BbICOTe (TEKYIIUX
TIPOEKTOB U [JIeHCTBUI) M He BepUTe, UTO CMOCOOHBI HajJIeXaluM o0pa3oM
peliath MMpobiemMbl JaHHOTO YPOBHSI, TO TIOMBITKH YIIOPSJOUMTL CBOIO >KM3Hb
CBepXy BHH3 YaCTO MPUBOASAT BaC B OTYasiHUE.

BMecTo 3TOro s, HCXO[s M3 TIPAKTUUYECKHUX COOOpakeHHWH, COBETYIO
JIBUTaThCSl CHU3Y BBepX. S yumsI /Itofielt TIpoABUTaThCS B 000MX HaIlpPaB/IeHUSIX U
MOT'y C YBEPEHHOCTBIO CKa3aTb, UTO, C TOYKW 3PEHHUS JOJTOCPOYHOM BBITO/IbI,
TOT, KTO HauWHa/A ¢ oOpeTeHWs] KOHTPOJIA HaJ| TEKYIIIMMH NpobsieMaMy B CBOe
TIOBCEITHEBHOM >KU3HH, a 3aTeM IepeHOCH/T aKI[eHT Ha 0oJiee BBICOKHE YPOBHH,
HUKOTI/Ia He ommubarncs.

ITonbimKu ynopsioouumsb €800 HCU3Hb C8epXYy 8HU3, KO20d HUMCHUE YPOBHU
8bIX00sIM U3-N00 KOHMpO/Si, MO2ym OKA3ambCsl CambiM Hed3(deKkmusHbiM
NnoO0X000M.

OcHOBHas TIpUUYMHA, 10 KOTOPOW HWMEEeT CMBICI [IBUTaThCsl CHU3Y BBEPX,
COCTOUT B TOM, UTO JJaHHBIM TIO/[X0/] TIO3BOJISIET TIEPBBIM /IeJIOM 0CBOOOAUTH BCe
YPOBHHU CO3HaHUS, UTOOBI TBOpPUECKasi MbIC/Ib MOIJIa COCPe/JOTOUNTLCS Ha Gosee
3HAaUMMBbIX, HO pacCIUIbIBUaTbIX MPE/CTaBJeHUSIX, IJisi KOTOPbIX BaM CJie[lyeT
orpezie/IuTh YeTKHWe TrpaHuIlpl. JlaHHasg MeTo[o/ioTust 00/afaeT BbICOKOH
CTeneHbl0 THMOKOCTU U CBOOOABI W BK/IOUaeT BecbMa 3¢ GheKTUBHbBIE
yHUBEpPCa/bHble MBIC/IUTE/IbHBIE W OpPraHW3alluOHHbIE TIPUEMbI, KOTOpbIe
JIeHCTBYIOT He3aBUCHMO OT BbIOOpa OCHOBHBLIX akKIIeHTOB. [103TOMYy MeTOAUKY
CTOUT OCBOWUThH BHE 3aBUCHMMOCTH OT peajlbHOrO COZEpP)KaHWs BalllUX TEKYIUX
npobsiem. V3mMeHUTe CBOe CO3HaHWe, W JlaHHAsi TIPOLelypa TO3BOJIUT BaM C
MaKCHMaJIbHOM CKOPOCTBIO TIPUCTIOCOOUTHCS K repeMeHe. 3Hasi 0 CBOMX HOBBIX
CTIOCOOHOCTSIX, BbI CMOJKETe TI03BO/IUThH cebe ToydacTBOBaTh B Oojiee KPYMHOM
urpe. [lepes BaMu OTKPOETCSI MOMCTHUHE MacCa BO3MOXKHOCTE.

B t0 Bpems kak ypoBeHb 50 000 ¢dyTOB, HECOMHEHHO, SIB/ISIETCSI CaMbIM
B&)KHBIM KOHTEKCTOM PaCCTaHOBKM TMPUOPUTETOB, MOM OIBIT MOKa3bIBaeT, UTO
€CJIA Mbl ONpPe/IeJIMM Y BBIMOJIHUM 3a/laud, C KOTOPbIMH CTaJKMBaeMCsl Ha BCeX



ypOBHsiX, 0ocobeHHO Ha B3neTHoli mosnoce u Ha Beicore 10 000 dyToB, TO
MIOJTYYUM JIOTIO/IHUTE/IbHBIE PeCypChl [Jisl pellleHusi 6osiee cepbe3HBIX MMpo6sieMm.
XOTsl [BWKEHWe CHU3y BBEPX He SB/SETCS K/KYeBbIM TOAXOAOM, C
MPaKTUYeCKOW TOUYKW 3PEHHsI OHO TpeACTaB/sieT KPUTUUECKU Ba)KHbIN (hakTop
JOCTV>KEHUS paBHOBECHUS, BbICOKOW MPOAYKTUBHOCTH U KOM(OPTa B JKU3HU.

B3eTHas mosioca. [1epBbIM fie/ioM HY>XXKHO yOeQUThCSl, UTO Ballld CIIMCKU
JleMICTBUI 3aBepllieHbl, a 3TO Y)Ke MOXKeT OKa3arbCsl BeCbMa CJIOKHOMW 3ajjaueit.
Te, KTO cocpefioTauMBaeT BHUMaHKe Ha cOOpe 1 HerpeB3STOM 3anuck rnpobisem,
00OHapy>KMBaIOT, UTO HAKOIK/I0Ch MHOTO fieJl, KOTOpble OHU 3a0blIN YTIOMSIHYTh,
TIOMeCTWJI He B Ty KaTerOPHUIO WK MPOCTO He 3aMeTU/IH.

Ecmu y Bac, TOMUMO KajeHJaps, He OTMeueHO XOTs Obl MSThbAeCcsT
MepBOOUYepeIHbIX U OXHUJAaeMbIX [eUCTBUM, BK/IIOUas TIOBECTKU [JHA U
COBelaHus, TO 1 COMHEeBatOCh B TOM, UTO Bbl [|eMCTBUTE/IBLHO 3alvcasiy BCe Jea.
Brpouem, eciv Bbl BHHMMATebHO C/e[0Ba/IM PEKOMEHJALUsIM U BBINOJIHSIN
11ary, npuBezieHHble B yacty 11, To, BO3MOXXHO, Ballli CIIMCKU U BIPaBAy IOJHBIL.
Eciu 3TO He Tak U BbI IeMCTBUTEIBHO XOTUTE /10 KOHIIA pa300paThCsi C JaHHBIM
YPOBHEM, TO BaM CJie/lyeT BbI/|e/TUTb HEMHOTO BpeMeHU U 0TpaboTath r/iaBkl C 4
1o 6 B aKTWBHOM pexume. Korpa rnprBejeTe [JaHHbIM YPOBEHb YyIIpaBIeHUS
[leATeJIbHOCThE0 B COOTBETCTBHE C TeKyIlel CUTyalyel, Y BaC Cpa3y MOSBUTCS
Oosiee 4YeTKoe TMpeACTaB/eHWe O CPOUHBIX TIPUOPUTETAX: TMO-APYroMy
pa300paThbCsi B HUX MIPAKTUUECKU HEBO3MOXKHO.

10 000 d¢yroB. IlpugaiiTe 3aBeplIeHHYIO (QOPMY CIIMCKY IIPOEKTOB.
[eiicTBUTETLHO /7M1 OH OXBaThiBaeT BcCe TIpo0OsiemMbl, TpeOyrole OT Bac
BBITIOJIHEHUSI CpPa3y HeCKONbKUX [eWCTBUM? VIMEeHHO OH oripeziesisieT IpaHULIb
e)XeHeJle/IbHbIX Orepaluii ¥ T03BoJisieT 0CBOOOXKAAaTh CO3HaHWe Ha Oosee
TIPOZIO/DKUTEJIBHOE BpeMsl.

MHoezoypoeHesblil aHanu3 mekyweli pabombl agmomamuyecku yayywium
8auly KOHYeHmpayuro, 6HympeHHUlU NopsiooK U 4y8CME0 NpUopumemos.

Ecim Bbl cOCTaBUTe MOJIHBIN [epeyeHb BCeX pe3y/bTaTOB, KOTOPBIX XOTUTE
JOCTUYB Ha ZJAHHOM YPOBHe B paboTe U B >KU3HU, TO 0OHapy>KuUTe HeoOXoAuMbie
[leMCTBYS, O KOTOPBIX Aake He rozo3peBaar. OfHO TOIBKO COCTaBIeHUe TaKOro
O0ObEKTUBHOTO TepeuHsi YIPOUHUT 0a3y [/s1 TIPUHSTUS pelleHUd O TOM, 4eM
c/ielyeT 3aHUMaThCsl B cBoOoAHOe BpeMsi. Korjja tofu 0OHOBISIOT CBOU CIHUCKU
TIPOEKTOB, OHU 00s13aTe/lbHO 0OHAPYKUBAOT HECKO/IBKO I1ar0B, KOTOPhIe MOXKHO
TIPeATIPUHATE CPa3y, UToObI CABUHYTH HaMeueHHbIe fiejia C MecTa.

Masio KTO XpaHUT YeTKyr0 HWH(GOpMAl[Mi0 O TIPOeKTax B OOBeKTUBHOU
dbopme U UMeeT K Hell TIOCTOSTHHBIN A0CTym. [Ipexk/ie ueM HauWHaTh KaKyr ObI
TO HU OBLIO JAMCKYCCHUIO O TOM, UTO CeAyeT CAe/aTb 3a CerofHsILIHUI [ieHb,
HY>KHO CHauasia 06ecreuunTsb A0CTyn K TpeOyeMoi uH(popMaluu.



[ToBTOpSItO: €C/au Bbl BHEAPSIA METOZAOJOTUI0, OMMCAHHYI0 B KHUTe, Ha
TIPAaKTHKe, TO Balll CITUCOK TPOEKTOB Oy/leT UMeHHO TaKWM, KaKUM OH JI0/KeH
ObITh. BOMBIIMHCTBY yYaCTHUKOB HAIIMX TPEHWHTOB HY)KHO OT [eCSITU [0
MISITHA/ILIATU 4acoB, 4ToObl cobparb, 06paboTaTh M OpraHM30BaTh [laHHbIE B
CUCTeMY, KOTOPYI0 OHU MOTYT C YBepEHHOCTBIO Ha3BaTh MOTHOM.

20 000 d¢yroB. OTO — YpOBEHb «TEKYILIUX MPOQeCcCHOHaNTbHbIX
obsi3aHHOCTel». Kakue pomu Bbl urpaete? B rmpodeccroHanibHOM CMBICTE
BOTIPOC TMOZipa3yMeBaeT Baille TeKylllee Cay)xeOHoe TonoxkeHue. Ha ypoBHe
JIMYHOCTU TIOJIOXKEeHHe To/[pa3yMeBaeT Ballly pojib B CeMbe, B 0OIIeCTBe W,
eCcTeCTBeHHO, COOCTBeHHOe TIpe/CcTaBieHHe O cebe Kak O JeecriocobHOM
cyObeKTe.

B03MO0)KHO, BbI yKe OTpe/ie/IiIN 1 BBINKMCAI HEKOTOPhbIe U3 CBOUX POJIei.
Eciu Bbl HeJJaBHO 3aHSUTM HOBYIO JIO/DKHOCTh U CYIIECTBYeT COIVIallleHWe WId
KOHTPAKT, pa3rpaHuuvBaroiuii cdepbl Bailleli OTBETCTBEHHOCTH, TO 3TO,
KOHEYHO, Xopolllee Hauaso. Ecnu paHbllie Bbl BBIMOMHSIN YIPaKHEHUS T10
orpeZieJieHHI0 1jeflell YW WjeajoB W Yy BaCc OCTaauChb COOTBETCTBYHOL[ME
MaTepHaJibl, TO UX TOXKE MOXXHO 100aBUTH B KOMILJIEKC.

CocraBbTe U BeAuTe CHUCOK Mof Ha3BaHueM «Cdepbl KOHLIEHTpaluu
BHUMaHUsI». Bbl MOXKeTe pa3zieuTh ero Ha nogacnucku «lIpodeccroHanbHbie» U
«YacTHble»: B 3TOM CJiydyae TIOCTapailiTeCh pery/sipHO TMepecMaTpvBaTh 00a
repeyHsi. OTO — OJJUH U3 CaMbIX TOJIe3HBIX KOHTPObHBIX CIIUCKOB, KOTOPbI@ BbI
MOJKeTe CO37IaTh [Ijis TIOBBIILIEHUsS] YPOBHSI JIMUHOM OpraHu3oBaHHOCTU. OH He
norpebyeT OT Bac TakOW >kKe e)KeHe/leJbHOW TIepecOPTUPOBKH, KakK CITMCOK
TIDOEKTOB; CKOpee BCero, OH OyfeT TMpeAHa3HaueH /i MeHee YacTbhIX
oOpaiijeHuii. B 3aBUCUMOCTHM OT CKOPOCTH W3MEeHEeHWM, MPOUCXOAAIUX B
Haubosiee Ba)kKHBbIX cdepax Baillell KU3HU U paboThl, JaHHBIA CIMCOK C/IeAyeT
WCTIONb30BaTh B KaueCTBe HAMlOMUHAHUS O TOTeHI[Ma/lbHbIX HOBBIX TPOEKTaXx,
oOpalijasick K Hemy € epUOJJUUHOCTBIO OT OJJHOTO /0 TPEX MeCsIIeB.

Ecnu ebl He umeeme uemko2o npedcmaesneHusi 0 MoM, 8 UeM cocmoum 8awua
paboma, oHa 8cez0a bydem dasumb Ha 8dac.

Y Bac, BepOSITHO, HAaCUUTHIBAETCS OT UeThIpeX [0 CeMU KIIHOUeBBIX cdep
OTBETCTBEHHOCTU B paboTe U MPUMEPHO CTOJILKO ’Keé — B YaCTHOM >KW3HU. Baiiia
paboTa MOJKeT Tpe/irosiarath Takve HarpaB/ieHus, KaK yrpaB/ieHue TepcoHaioMm,
CUCTeMHOe TIPOeKTUPOBaHUe, [I0JITOCPOUHOe TJIaHUPOBaHue, a/[MUHUCTPAaTUBHAs
ToJiiep>KKa, MapKeTWHI U COCTaBieHHWe pabouux TrpaduKoB; Bbl MOXKeTe
OTBeYaTh 3a KOMMYHaJIbHbIe YCYTH, BBITIOJHEHUE 3aKa30B, KOHTPOJIb KaueCTBa,
yrpaBjieHde aKTuBaMH U T. /. Eciiu y Bac coOCTBeHHOe [/iesio, TO HarpaB/ieHuH,
TpeOyIOIMX Balllero BHUMaHUs, OyneT ropasfo Oosibille, ueM ecau Obl BbI
BBITIO/THS/TA KOHKpEeTHbIe 00513aHHOCTU B KpPYyMHOUW opraHu3aiuu. OcTasbHble



cthepnl Balllel >XM3HA MOTYT TMpeArosiaraTb Hajuuve TaKWUX MPHUOPUTETHBIX
HarpaB/eHU, Kak pOAuTesbCKUe O0053aHHOCTH, ydYacThe B TMapTHEPCKUX
COT/IAllIeHUsIX, 11ePKOBb, 3/I0POBbe, 00IjeCTBeHHas /leATebHOCTb, COZiepXKaHue
Zioma, yIpaB/ieHue (dburHaHCcamu, camoobpa3oBaHue, TBOpUECKOe
CcaMOBbIpaykeHue.

[TpenHa3HaueHue crivcka «Cdepbl KOHLIEHTpalid BHUMAaHUS» COCTOWT B
TOM, 4TOOBbI IaTh BaM BO3MOKHOCTb UETKO OTpEe/e/IUTh BCE CBOM TIPOEKTHI U
JanbHelIe AelcTBUs, 4TOObI BbI MOIJIM Ha/jijie)KallluM 00pa3oM BBITIO/HSATh
cBou obOsizaHHOCTU. Eciu Obl BaM MOHaZ0OMIOCh BeCTU yueT OOsi3aHHOCTed U
00bEeKTUBHO OLIeHUBATh UX C TOUKU 3PEHUs TOTO, UTO BbI /le/laeTe U UTO JI0/DKHBI
Jenatb, TO Bbl Obl 00si3aTe/sIbHO OOHAPY)KWIM TIPOEKThbI, KOTOpble HYXXHO
n00aBUTh K OHOMMEHHOMY CIMCKY. [IpocMmarpuBasi ClIMCOK, MOXKHO TIDUMTH K
3aK/IIQUEHUIO, YTO B HEKOTOphIX c(epax He HYKHO HUUEro MEHSITb, OHU
HaXo[ATCs 10/, KOHTposieM. Ec/ii »ke Bac «Ipbi3eT» Kakasi-To Ipobiema, peliTh
ee MOXKHO C TIOMOIIbI0 pa3paboTaHHOTO TpPOeKTa B COOTBETCTBYHOINel cdepe.
«Cdepbl KOHI[eHTpAaI[UM BHUMaHMsI», 110 CyTH, SBJSIOTCA JIUIIbL 0Oosee
abcTpakTHOM U coBepileHHOW ¢opmoit criucka «CIyCKOBble MeXaHU3MbD»,
OMMCAHHOI'O paHee.

Kak[plii K/TMeHT U3 TeX, KOTr0 s TPeHUPOBa/l Ha TPOTSUKeHUU TOC/IeSHUX
QBaZiliaTH JieT, oOHapy>KuBas XO0Ts Obl O/IUH CyIlleCTBeHHbIN Npoben Ha JaHHOM
yPOBHe aHaju3a JesTeqbHOCTU. HarprMep, cTaHAapTHBIM BUJ, [eSTeIbHOCTH,
KOTOPDBbIM 3aHUMAeTCsl MeHe/)Kep WIM DPYKOBOJAWUTe/b pa3BUTHE IepCoHalIa.
[TopasMbIC/IUB, OOMBIIMHCTBO JIFO/IEM TIPUXOAST K BBIBOAY, UTO HY)KHO Z00aBUTH
K [lJaHHOM KaTeropuvd OJWH W/IM [JiBa T[POEKTa, TaKWX KakK, HarpuMep,
«YCcoBep11eHCTBOBaHUE MPOLIeAyPbl OLIEHKU MPOX3BOJUTE/IbHOCTUY.

OO6cyxeHre TIPUOPUTETOB JIO/DKHO OOBEeUHSTH BCE YPOBHU TEKYI[UX
KOMITDOMUCCOB, KOTODbI@ Bbl 3aK/l0uaeTe ¢ CaMUM COOOM U C OKPY>KaOILMMHU.
Ecu BBl OyzeTe 1o/iiep>KUBaTh akTyaJbHOCTb KOHTPOJILHOTO CITUCKA «OTMUCAHUS
paboT» U OOHOBISTH €ro, TO, BEPOSITHO, TOUYBCTByeTe cebsi CIIOKOWiHee U
yBepeHHee, ueM OOJIBIIIMHCTBO TIpeCTaBUTe/e Halllell Ky/JbTYyDHOU Cpefbl.
HecoMHeHHO, BaM TOHAZIOOMTCST TMPOWTU MAOMATUN MyTh OT HAAeXAbl [0
yYBEPeHHOCTH, YTOObI OBICTPO BHIOMpATh BepHbIe HarlpaBIeHUs [IesiTeIbHOCTH.

Ot 30 000 o 50 000 ¢pyToB M BbIle. B TO Bpemsi Kak TpY HWKHUX YPOBHSI
B OCHOBHOM KaCarOTCSl TeKYILero TIO/IOJKeHUsT Belrer (BallvX JIeMCTBUM,
TIPOEKTOB U Cep OTBETCTBEHHOCTH), HauMHasi C YKa3aHHOW BbICOTHI Ha TMEPBbI
TIJIaH BBIXOJAT (haKTOphl OyAyIl[ero, BO3MOXKHBIX HarpaBIeHUN [1esiTeIbHOCTH U
HamepeHu. UTOOBI B35ITb 3TU BBICOTHI, TO-TIPE)KHEMY HY)KeH CIiel[ia/IbHbIi
VHCTPYMEHTapui, HO KJ/IOUeBOW BOIPOC 3BYYUT NpPUMEPHO Tak: «Kakue
TeKyLye [JelCTBUS ONpaB/JaHbl C TOUKU 3peHUs] HAMEUEHHBIX pe3y/bTaToB, U KaK



s cobuparoch MX AOCTUUL?» BOMpoc MOXKeT KacaTbCs pa3HbIX BpPeMEHHBIX
VHTEpBaJ/IOB: OT KapbepHbIX IJIaHOB Ha ciefytoiuid rof («30 000 dyTtoB») Ao
KapTWHBI Balllero Cay)keOHOTO M MaTepHasbHOTO TIOJIOXKEHHUSI uepe3 TpU Toja
(«40 000 ¢yTOB») M UWHTYUTHUBHBIX JOTaJOK O 1[elM Ballleld >XU3HU U
Harpap/ieHUsIX ee Haubosee ycrertHoro AocTwkeHus («50 000 ¢yToB U BbIiie»).

Ecau 6bl moakom He 3Haeme, K 4eMy cmpemumecCb, MO HUKO20d He
notimeme, k020a HY#CHO OCMAHOBUMbCSL.

S1 oObequHU TPU BEPXHUX YPOBHS, IMOTOMY 4YTO 3a4acTyiO pa3/MYHbIe
CUTYal[id MOTYT OBbITh OTHeCeHbI KakK K OFHOM, TakK U K APYroi M3 yKa3aHHBIX
Kareropuii. K TOoMy ke, TOCKO/JbKY KHUTa «Kak pa3obpaThcsi C zeaMu»
paccka3sbiBaeT CKopee 00 MCKYCCTBe JOCTHD>KEHMs], a He OIpe/ie/ieHus 1jefied u
)KellaeMbIX pe3y/lbTaTtoB, s He cobupatoch TpebOOBaTb OT BacC /[I€TaabHOTO
H3ydyeHUs 3TUX ypoBHeil. Ho mo cBoeii cytw momo6HOe HMCC/ieJoBaHHE MOXKET
3aTPOHYTh OYeHb TIyOOKHWe W CJIOXKHBIE TUIACTBI, CPeAW KOTOPbIX MOTYT
OKa3aTbCsd KOMMepYeCKue CTpaTeruu, pa3BUTUE OpraHu3alyiy, MJIaHUPOBaHUE
Kapbepbl U Orpe/le/ieHre XKU3HEHHbIX OPUEHTHUPOB U UIeasloB.

[ns  orpeseneHus 1iefiel  AocTtarouyHo OymeT COCpPeOTOUMTBCS Ha
BbISICHEHUM TEKYIIUX MOTUBOB, KOTOPbIE DACKPBIBAKOT UCTMHHOE COZAEep)KaHUe
paboTel B [aHHBIE MOMEHT. Bompoc 0 TOM, CTOMT /M BaM W3MEHHUTb
HarpaB/ieHWe JesaTelbHOCTU M 1/, WCXOoAs W3 [yOMHHOTO aHa/iM3a |
WHTYUTUBHBIX COOOpakeHHH, Mor Obl CTaTh TPeJAMETOM OTZAE/bHOMN JIUCKYCCUU.
Ho paxke B 3TOM Cjiyuae, Bbl CMOKETe Ha3BaThb HECKO/BbKO aCIMeKTOB, KOTODhLIE
TIOMOT'YT BaM IPOSICHUTE COOCTBEHHOe TIpe/iCTaB/eHre O CBOoeli paboTe U 0 TOM,
YTO B HEW CaMOe Ba)KHOE.

Ecu 661 BaM HY>KHO ObI7I0 00pHCOBaTh CBOE Mpe/CTaBIeHHe O TOM, UeM Bbl
Mor/v ObI 3aHUMAThCS Uepe3 ro/| UM MOoATOPa WK O CYTH Balliell paboThl Ha TOT
MOMEHT, 0 ueM Obl BbI rogymManu? Ha 3ToM, 6osee TOHKOM YPOBHE MOTYT OBITh
Bell[d, KOTOpbIe BbI JIO/DKHBI BBIODOCHTH W3 TOJIOBBI, a TaKXe — JIIOAU U
CHUCTEMBI, C KOTOPLIMH HY)KHO B3aMMOZIEMCTBOBATh, UYTOOBI JOCTUUDL KEJIaeMOro
pe3ynbrata. A TOCKOMBKY camMa paboTa sB/SeTCS ABWXKYIEHCS MMUILIEHBIO,
TOCKOJIbKY B HalllM JHU TpodeCcCHOHaNbHBIA MHP 3TO 3bI0yune T1eCKH,
BO3MO)KHO, TIOHAZIOOMTCA HaMeTHUTh TPOEKThI, ObecrieurBarolie BepHOe
JOCTW>KEeHUe pe3y/IbTaToOB B 3a/JaHHOM 00/1acTH.

Ha pgaHHOM ypoBHe 3ajjaud MOTYT OBITb caMble pa3Hble: «Mosi Kapbepa
OyzeT CToATb Ha MeCTe, eC/I s UeTKO He M3/I0)KY CBOM LieJd HauaJbHUKY» WJ/IH:
«Kakue HOBbIe 3aHSITHS TOSIBATCSL Y MOUX JleTel uepe3 TOf, U UTO sl JOJKEeH
TIpeiINIPUHATL B 3TOM CBsi3u?» wWin: «Kakue mnpoduiakTuyeckre mMepbl HY)KHO
TIPeAITIPUHSATL, YTOObI 00eCIIeunTh BepHOe pellleHre BO3HUKIIIeH MpobieMbl CO
3,0POBbEM ?»



B 0Oomnee TIpOAO/DKUTE/ILHOM KOHTEKCTE Bbl MOKeTe TIofymMaTb Haj
C/eAyrLMMM BOIMPOCAMU: KakK TPOJBUraeTCsl Ballla Kapbepa, Kak IpPOTeKaeT
Ballla yYaCTHasl >KU3Hb, KaK Ballla OpraHW3alusl pearupyeT Ha BHEIIHUE
W3MEHeHUsI M KaK 3TO OTpakaeTCsl Ha Bac JIMUHO? Ilepeunc/ieHHbIe BOIPOCHI
KacaroTCsl BDEMEHHOTO TIPOMEKYTKA TPO/IO/DKUTETbHOCTBI0 OT OJHOTO 10 MSITH
JIET: KOr/a 1 UX 3a/lar0, OHM 3aCTaBJISIOT JIFOJleW [laBaTh pa3/iiuHble, HO BCerja
Ba)KHbIE OTBETHI.

HemaBHO s  TpeHMpoBan  KiWeHTa, paboTaBillero B KPYITHOM
MeXXIyHapogHOM OaHKe, KOTOPBIM TOC/Ie HECKOJIbKHUX MeCSIeB MpHUMeHeHUs
Halllel MeTOZO/IOTMM M 00peTeHMs] KOHTPOJS Haf TOBCEeJHEBHLIM pabourM
MPOL[ECCOM PEIW/, YTO MPUIIUI0O BPEMS BJIOKUTh KalUTal B OTKPBITHE
cobCcTBeHHOM (hHMPMBI 10 CO3/IAaHUIO BBICOKMX TexHosioruid. CHavasia 3artesi Oblia
C/TUIIIKOM CMeJIOH, uTOObI IyMaTh O Hell BCepbe3, HO /IBW)KeHHEe BBEPX C «YPOBHS
B3/IETHOM TI0JIOCKI» CJleflaji0 3aMbICe/l Topa3zfo Oosiee JOCTYIIHBIM, W OH CTal
eCTeCTBeHHBIM pe3y/IbTaToM 0030pa JiesiTeTbHOCTU C OOJTBITION BBICOTHI.

Ecnmyu BBl 3aHATBI JIe/IOM, OCYLIECTBJEHHWE KOTOPOTrO pacTSIHeTCS Ha
TIPOZIO/DKUTE/IbHOE BpeMs (CBazibba, eTH, Kapbepa, KOMIaHMs, UCKYCCTBO), TO C
Ballleil CTOPOHBI OyZleT pa3yMHO IMOiyMaTh O TOM, UTO BaM MOXKET ITOHaZ00UTLCS
JI/IS1 TIDOZIBVMKEHUST B 3a/JaHHOM HarnpaB/IeHUU.

Borpockl, KOTOpbIe Bbl MOXKeTe 3a/]aTh cebe Ha ZJAHHOM 3Tarle, TaKOBHI.

* B yem COCTOAIT IOTOCPOYHBIE 1Ie/IA U 33/la4uX MOEeM OpraHu3alivyd U Kakue
TPOEKThI, HalpaB/JeHHbIe Ha JOCTW)KEHUE >Ke/laeMbIX pe3y/bTaTOB, S [IO/DKEH
OCYIIeCTBUTD, UTOOBI BHITIOJIHUTL CBOM 00S13aHHOCTH?

» Kakue ponrocpouHble 1ied W 3a/laud S HaMeTWU/ i cebs M Kakue
TPOEKThI, HalpaB/JeHHbIe Ha JOCTW)KEHUE >Ke/laeMbIX pe3y/bTaTOB, S [IO/DKEH
OCYLL[eCTBUTB?

» Kakue elrje cyijecTBeHHble COOBITHSI MOTYT TIOB/IMATHL Ha OIpejiesieHue
BO3MO>KHBIX HarpaB/eHU MO€eU JesTeIbHOCTH?

[Tepeunc/t0 HECKOBKO BO3MOXKHBIX AaCIeKTOB, KOTODbIE BBLICTYMNAKOT Ha
TIePBBIM IJ1aH Ha IaHHOM JTarie 00CyXIeHMUs.

* l3MmeHeHHMe CyIIHOCTA Ballled pabOThI 1107 [JAeMCTBHEM CMeIlleHUs
TIPUOPUTETOB KOMIIaHWW. BMecTo yrmipaB/ieHHss pa3pabOTKOM COOCTBEHHBIX
MporpaMM TPEHWHTOB B KOMIIAHMK BaM MPUAETCSA TepelaTb WX CTOPOHHUM
areHTaMm.

» HampaBnieHue, B KOTOPOM, Ha Balll B3IV, CJeAyeT JBUraThCs, UTOOBI
cziesiaTh Kapbepy. Bbl X0THUTe Uepe3 Toj BIMOMHATE APYTYI0 paboTy, BaM HY>KHO
COBEpIIWTh MEepexo/, OT TeKYIIUX 3aHITUKM K HOBbIM 3ajZlauaM W TIpU 3TOM
BHUMATe/IbHO W3YUWTh BO3MOXHOCTU TepeBO/la Ha Jpyruve [JO/DKHOCTA U
Tpe/I/I0’KeHUsT HacueT TMOBbILIeHUH.



 HaripaBnieHue iesiTe/TbHOCTU OpraHU3alliy B KOHTEKCTe Tiobanu3aiuu u
paciupenusi. [IpegcTouT macca 3apy0eXXHbIX TMOe3[0K W, UCXOAsS U3 Balllux
JKU3HEHHbIX TPEeNOYTEeHU, BaM HY)KHO T[OAymMaTb O I[IepecMOTpe CBOMX
KapbepHbIX MJIaHOB.

* JKusHeHHbIe TIpeATIOUTeHUs] U W3MeHeHue noTpebHocTelt. [To mepe Toro
Kak Ballld /IeTH B3POC/EI0T, YMEeHbIaeTcsl HeoOXOAUMOCTb B TOM, UTOOBI Bbl
cuield C HUMH JiOMa, M pacTeT Balll MHTepeC K pas3IUuHbIM cdepam
KarvTa/ 0B/I0KeHUs U 0(OPMJIEHUIO TTeHCHH.

Ha HauBbICIIEM ypOBHe MBbILIJIEHUS] BaM TNPUJETCS 3a[aTb HECKOJIBKO
cakpaMeHTa/IbHbIX BOIMPOCOB. [l uero cyiecTByeT Bailla KommnaHusi? [s uero
cylecTByeTe Bbl? B ueMm CyTh Balllero CyleCTBOBaHHs, BJIMSIIOLLAs Ha Balll
BbIOOD Kak JIMYHOCTU U KaK OpraHu3aiuu? JT0 — KOHIIeNiys 00Iell KapTHHBI,
COTHHU KHUT Y yUuuWTesIel MbITaloTCs IOMOYb BaM YCBOUTS ee.

«3auem?» — BOT IJIaBHbIH BOIIPOC, Hafl KOTOPLIM ObeMCsi BCe MBI.

Bbl MO)KeTe akKypaTHeMIuM 00pa3oM YIopsij0unTb, PAaCCOPTHMPOBaTh U
OpraHu30BaTh BCe OCTa/ibHbIe YPOBHU CBOeU »K13HU U paboThl. Ho eciu Bbl XOTh
Ha MOTY OTK/JIOHUTECh OT KypCa, KOTOPhIN Ompefie/isieTCsl BalllUMU T7TyOMHHBIMU
yCTpeMJIeHUSIMUA WM UCTUHHBIM TIpe/IHa3HaueHreM, TO Cpa3y MoTepsieTe MOKOU.

Kak ebibpocumb u3 20/106bl Npo6/1eMy paccCmaHO8KU Npuopumenmos

Ynenute x0Ts1 ObI HECKOJIBKO MUHYT (eC/Ii Bbl 3TOTO ellle He C/ie/iain) TOMY,
yToOBbI CZlesiaTh HECKOMbKO HedopMasbHBIX 3aMeTOK O BelljaX, O KOTOPBIX Bbl
AyManu, uuTtas 3Ty miaBy. Kakuve Obl MbICIM He TOMajfajyd B paciipeHHbIN
pajiiycC JefCTBUS Balllero BHYTPeHHero pajiapa, 3adukcupyite ux Ha Oymare u
BbIOPOCHTE U3 TOJIOBHI.

3areM obpaboraiiTe cBou 3anucu. PelinTe, 1eIICTBUTENIBHO JIX BaM XOUeTCs
3aHUMAaTbCs JleJlaMH, KOTOpble Bbl 3anvcaau. Ec/iu O0TBeT OTpUllaTesbHBIN,
BbIOpPOCHTE JIUCTOK, TIOIOXKUTE ero B CTOTKY «Korma-Hubynb/MokeT ObITh» WM B
Tanky Tof, Ha3BaHueM «MeuThl U 11e/i1, K KOTOPbIM s MOTY BepHYTbCs B KaKOU-
TO MOMEeHT». Bbl Mo)XeTe MpOAO/KUTb HAKOILJIEeHWe TMOJO0OHBIX MbIC/e O
OyzylieM W mpujaath mpoieccy Oosiee QopmanbHbiii Xxapaktep. Hampumep,
MoyKeTe HabpocaTh HOBbIM OU3HEC-TIJIaH CO CBOMMM MapTHepamMu, MpoJyMaTh U
BBIMUCATh WJIeW TPsAylled CIafIkol >KU3HU CO CBOeW TOJIOBUHOM, HAauepTUTh
Oosiee mOAPOOHYIO KapTy KapbepHOro poCTa Ha Cjefyroljue TPU Troja.
[TomecTTe HOBble 33/jlaul B CIMCOK TPOEKTOB U OIMpefiesiUuTe Ciiefytoliee
JieficTBUe. 3aTeM BBITIOJIHUATE ero, TiepeHecuTe B CIIMCOK OXKUZAaeMbIX [1eHCTBUi
WA TIOMeCTUTe HallOMUHAaHKUe B COOTBETCTBYIOIIUM CITUCOK.



Terepp MoOXKeTe 3aHATbCS pa3pabOTKON HAeM B paMKaX KOHKPETHBIX
IIPOEKTOB, KOTOpbIe YK€ HaMeueHbl, HO, Ha Balll B3IVIA[, eIle He
chopMyIMpoBaHbBl B TIOJHOW Mepe. HacTpauBaiiTechb Ha «BEepPTHKA/IbHYIO»
00pabOTKy MpPOEKTOB.



I'naBa 10. KouTposis Haj npoeKkraMu

B raBax ¢ 4 mo 9 peub Ila O TMOAXOJAX U MeTO[aX, TO3BOJISIOLIUX
BbIODOCUTL BCE W3 TOJIOBbI U UHTYUTUBHO BbIOpaTh HY)KHOe 3aHsATHe B /1000
MOMEHT BpeMeHHU. JTO Obljia TOpU30HTa/bHasl TVIOCKOCTh — BCe, UTO TpebyeT
Balller0 BHUMAaHWS U JEeMCTBHUH Ha «TOPWU30HTA/ILHOM ITOBEPXHOCTW» Balllel
xusHu. [locneaHuii ¢parMeHT TOIOBOJIOMKHA — BepTHKajbHasi TIJIOCKOCTh —
o0pa3 MbIlIeHHs], TI03BOJISIIOIIUI TOKOIAThCsl 10 CYTH, AOCTAYbL 3a00/auHbIX
BBICOT ¥ Pa3BUTh TBOPUECKUM MoTeHIMasl. Takum o6pa3om, Mbl BO3BpalllaeMcsi K
OTTUMU3AaLIMK U YCOBEPIIIeHCTBOBAaHUIO TIPOIiecca MPOeKTHOT0 TJIaHUPOBaHUSI.

ITompe6bHocmb 6 MeHee (popmasibHOLU npoyedype NAAHUPOSAHUS

[TpopaboTaB foirve TOABI «B TIOMIEBBIX YC/IOBUSX» C  ThICTYaMH
npoecCcMOHAOB, 1 MOTY C MOJHOM YBEPEHHOCTHIO 3asiBUThb, UTO MPaKTHUYECKU
Ka)K/IbIi U3 Hac MOT ObI TIOCBSIIATh TIJIAHUPOBAHUIO TIPOEKTOB 0O0JIbilie BpeMeH!
CBOEM KW3HM, Yallle 3aHMMaThCsl UM U MIpU/IaTh MpoLeaype MeHee (hOpMasbHbIN
xapakrep. Eciu Ob1 3T0 yzanoch czienarb, Mbl CMOI/IU ObI CyIIeCTBEHHO CHU3WTh
TICUXOJIOTUUECKOe HarpsbkeHue W O0CBOOOAUTb OrPOMHBIN 3arac TBOpUeCKOM
SHEepPruu, NO3BOJISIOLIMK JOCTUTaTh Pe3y/IbTaTOB C MUHUMAJIbHBIMU Y CUJTUSIMHU.

A 0OHapy>XKu, 4TO camast CylLL|eCTBEHHas BO3MO)KHOCTb
yCOBepILIeHCTBOBAHUS TIpoliecca TJIaHUPOBaHUSI He TpebyeT TeXHOJ/IOTHYeCKUX
TIPUEMOB, HEOOXOIUMBIX [IJisi OCYII[eCTB/IEHHSI CaMbIX MaCIITaOHBIX U CJIOXHBIX
TIPOEKTOB, KOTOPbIMU MHOTI/Ia T0JIb3YIOTCS MpodeCcCroHaibHble MeHeKephl (K
npumepy, JAuarpammbl ['aHTTa). bBOABIIMHCTBO J/tO[el, KOTOPbIM OHU
HeOoOXOZMMBI, y’>Ke TIO/Ib3YIOTCS WMU WM, IO KpaidiHel Mepe, o0majaroT
JOCTYTIOM K MeTOAaM TOATOTOBKM U  KOMIIBIOTEPHBIM T[IpOrpammam,
TIO3BOJISIIOIIUM UX OCBOUTb. B /1eHiCTBUTE/ILHOCTM HAM HY)XHa CIOCOOHOCTH
3a(yKCcHUpoBaTh U 3a/1efiCTBOBATh 0OJIbIlle TBOPUECKUX, KOHCTPYKTHUBHBIX U/JIeH,
YyeM MbI UCI0JIb3yeM (WM MOIJIM UCII0/Ib30BaTh) Ha MIPAKTHKe.

OcHoOBHasi TpUYMHA, IO KOTOPOM HaM TakK He XBaTaeT 3()(eKTUBHOTO
MBILIJIEHUsT — Je(ULIUT CHUCTeM YIpaB/ieHUsl TOTeHLUaabHO OeCKOHEeUHbIM
o0beMoM TI0AIPOOHOI MHGbOpPMaIK TI0 IPOeKTaM, KOTopasi BO3HUKAeT B XOfie UX
ocyljecTBaeHusi. IMeHHO 1O3TOMYy MOW MOAXO[ MpeArosaraeT JBUKeHUe CHUA3Y
BBepx. EciM Bbl UyBCTByeTe, UTO YTPaTWIM KOHTPO/Ib HaJ TeKYLIUMU
nipo6sieMamu, TpeOyIOIMMU aKTUBHOTO PellieHus], TO Bbl Oy/ieTe COTPOTUBISTHCS



1[eJIeHarpaB/IeHHOMY  TJIAHUPOBAHMIO. [Tpousouzer  MOACO3HATe/bHOE
oTTop>)keHWe. Ho 1o Mepe TOro Kak Bbl HauHeTe TPHUMEHSITh IIpe/JiIoKeHHbIe
MHOIO MeTO/Ibl, BbI OOHapy)XuTe, UTO OHU BBICBOOOKIAIOT OTPOMHBIN 3ariac
TBOPUECKHUX W KOHCTPYKTHBHBIX HZei. Ec/iM y Bac eCTb CUCTeMbI U TIPUBBIUKHY,
TI03BOJISIFOIIME BHEAPSTH Ballld WJeHr, TO MPOAYKTUBHOCTb MOXET CYIl[eCTBEHHO
yBeTUUUTHCSI.

M3HYTPH KaXK/IbIM yCITEIITHBIN ITPOEKT KaXKeTCsi KaTacTpodoii.
Pozabem Mocc KaHmop

B maBe 3 g A0CTaToOYHO TOAPOOHO OIMMCas MATh 3TANOB IJIAHWUPOBAHUS
TIPOEKTOB, KOTOPbIE TI03BOJISIOT BOTIJIOTUTD 3aMbICe/T B XKU3Hb.

[lanee TMpUBOAWUTCS TepedyeHb MPAKTUUECKUX COBETOB M TEeXHUUEeCKUX
TIPUEMOB, TI03BOJIIOIINX 00/1eTYnTh HedhopMasbHYHO MPOLelypy €CTeCTBEHHOTO
TIJITAHUPOBAHUSA, KOTOPYIO $I COBETYHO IIPUMEHSATh. XOTS BCE MOH COBEThI
6a3upyroTCsa Ha COOOPa)KeHHUSX 3/IpaBOT0 CMBIC/IA, JIFOAU CIeAYIOT UM J1ajieKo He
TaK 4acTo, Kak Moriu Obl. Ilonb3yiiTech UMH BcCerja, KOrJa 3TO BO3MOJKHO,
BMECTO TOT0, UTOObI Oepeub MbICH [i71s1 hOpMabHBIX 3ace/JaHuM.

Heo0x0auM0 Ha/IafiUTh CUCTEMBbI U MPHEMBbI, KOTOpPbIe MOMOI'YT BaM
yamie, ObICTpee W IVIy0)ke aHA/IM3MPOBATh MPOEKThl H CJIOKHUBIIHECS
o0cTOoATE/ILCTBA.

Kakue npoekmbl n/iaHUpoeamb

Bosbliiasg yacTh 3a/iay, KOTOpble Bbl MOMETW/IM B CIHCKe MPOEKTOB, He
notpedyer OT Bac 0COOBIX ycWIMi B cdepe TeKyllero IaHMPOBaHUsS: BaM
TIOHAJIOOUTCSI TONMBKO HAMETUTb B yMe [ajbHeillliie Ilaru B paMKaxX UX
ocyirecTsieHusi. EAWHCTBeHHOe, UTO BaM TIOHAJOOUTCS CesaTh, K MPUMEDY,
nnst «TexocMOTpa MallliHbD» — 3TO HaWTU B Teed)OHHON KHIKKe OvbKaiIinyto
CTaHLIUIO TeX00CTy)KUBaHUsI, IO3BOHUTD TYy/la Y Ha3HAUUTh BPEMS.

BripoueM, ecTb [iBa TUIa TPOEKTOB, KOTODble 3aCTY)KUBAOT XOTS Obl
MHHHMAJIbHBIX yCUIUK B cdepe TiaHUpoBaHust: (1) MpoeKThbl, 3aHMMaroLye
Ballle BHUMaHUe Jiake TMOC/e TOro, Kak Bbl OMNpeAe/niv AajibHelllie AeiCTBUs
10 HUM, U (2) TIPOEKTbI, 0 KOTOPbIM CMTOHTAaHHO BO3HUKAIOT MOJIe3HbIE U/eU U
BCIIOMOTraTe/ibHble CBeZleHUs.

[lepBblii THUM — TIPOEKTbl, O KOTOPBIX BbI 3HaeTe, UTO [ UX
OCylIllecTB/ieHUs HeoOXOAMMO COI/IacoBaTb U PeIIUTb psiJi BOMPOCOB —



notpebyet 6ojiee AeTaIbLHOIO MOAX0/a, UeM MPOCTOE OIpezie/ieHre JaTbHeHIITNX
JNeNCTBUM. BaM Mpe/iCTOUT BBIIOIHUTL OJUH WJIX HECKOJILKO M3 UETHIPEX 3TAIloB
eCTeCTBeHHOW MOJIe/IM TUIAHMPOBAHUS: 1IeJTM W TIPUHLIUIILI, BUEHYe/pe3y/bTar,
MO3TOBOM IIITYPM H/WUIA COPTUPOBKA MaTepPHUasIoB.

BTopoii THUI — IIPOEKTHI, TI0 KOTOPbIM HEeW BO3HUKAIOT CIIOHTAaHHO: B
MallliHe, Ha TUISDKe WIA BO BpeMs J/IeJIOBOM BCTpeud — TpeOyeT co3jaHus
Ha/IJIe)Kallero MecTa, Ijleé MOXKHO 3a(pMKCHPOBaTh COIYTCTBYIOIWe uzen. Tam
UZied MOTYT XPaHWUTLCSA ZI0 MOMEHTa Ja/bHEeHIIero HCIOoIb30BaHMS I10 Mepe
HaZ0OHOCTH.

HpOBKmbl, oa/bHeliwue 0elicmeus no KOMOpbIM C8513dHbI C N/lIAHUPOBAHUEM

HaBepHoe, 111 BaC He COCTaBUT TpyZa CXOJy Ha3BaTb Cpa3y HeCKOJIBKO
TIPOEKTOB, KOTOpbIe, Ha Balll B3MJisAJ|, TPeOYIOT yTOUHEHUs, KOHKPeTH3allud U
Oosiee >KeCTKOTO KOHTPOJIs. BaM TIpeJiCTOMT Ba)kHasi BCTpPeua, U Bbl 3HaeTe, UTo
JOJDKHBI COCTaBUTh MOBECTKY JHS W MOATOTOBUTHL Marepuasbl s Hee. Ha Bac
TOJIbKO UTO CBaJIM/iach paboTa Mo opraHu3aly e;KeroffHoro cobpaHusi JeaoBbIX
TapTHEPOB, TaK YTO BbI [JO/DKHBI KaK MOXKHO ObICTpee YyMOpSiIOUUTh TPOLeCC
TIOJITOTOBKHU, UYTOOBI MOXXHO OBL/IO Tiepe/iaTh MOAUMHEHHbIM KOHKDETHbIE 3a/jaui.
BaMm Hy)>XHO COCTaBUTh YeTKYH) XapaKTePUCTUKy HOBOW [JO/DKHOCTH B BalleM
KOJUIEKTHBe, KOTOPYIO CjleflyeT repefath B OTzen KafpoB. Eciu BbI 5TOrO elje He
cZlesiany, cerlyac ke orpejie/IuTe CaeyrOIIUN 1Iar, C KOTOPOro HauHeTe MpoLiecc
MJIAHUPOBaHUsl, U TIOMECTUTe €ero B HaJJ/ieXallldd COUCOK [JaibHEeMIINX
JleMCTBUM. 3aTeM MpoJesanTe CaeAyroLe 3Tarbl NpoLeAyphl IJIaHUPOBAHUS.

TunuuHble cmaduu npoyecca n/idaHupoeaHus

Camble pacIipocTpaHeHHbIe JEMCTBUSI B paMKaxX IIpollecca IJIaHHPOBaHUS
— 93TO Baill COOCTBeHHBI MO3rOBOM INTYpM U COPTHPOBKA MaTepuala,
opraHu3allys Jie/IoBbIX BCTpeu ¥ cbop nHpopmaruu.

Mo3roBoii mTypM. [l OCYyIIeCTBJAeHUS] HEKOTOPBbIX ITPOEKTOB,
3aHMMAIOIIUX Ballle BHUMaHWE B [AHHBI MOMEHT, Bbl JIO/DKHBI HayUMThCS
MBIC/IUTh CBOOOAHBLIMH KaTeropusiMd. B TiepByl0 ouepenb 3TO KacaeTcsl TeX
TIPOEKTOB, 10 KOTOPBLIM BbI, HA MOMEHT MPUHATHS peIleHus, UeTKO He YSICHUIH
nepBbId 1m1ar. [TepBoouepeHoe AEMCTBHE B PaMKaxX TaKUX MPOEKTOB [O/DKHO
dbopmypoBathcs Tak: «Habpocathb ujieu 1o MmpoekTy X».

B [gaHHOM ciy4yae cie[yeT PpeIluThb, TZie W KaK Bbl XOTUTE COBEpPIIUTH



yKa3aHHOe [leficTBHe, UTOOBI 3HaTh, B KAKOUW CITMCOK €ro MoMeCTUTh. Bam HyXeH
KOMITBIOTED [IjIsT MO3TOBOTO IIITYypMa WX JTydilie 3armicaTh MbICJM Ha Oymare OT
pyku? $ wmory BbiOpath 060N HOCHTeNb B 3aBUCUMOCTH OT TOTO, UTO
TO/ICKa3bIBaeT WHTYyMIUs. [laHHOe feiicTBUe [O/DKHO TMOMacTb B CIIMCOK,
o3ar/iaB/ieHHbIN 00 «3a KOMIbIOTepoM», b0 «I/je yrogHo» (TTOCKOMBKY S
MOTYy PUCOBaTh KapThl MbIC/Iel He3aBUCUMO OT TOTO, T7ie HaXO0XKyCb: ObLIM Obl
TOJIBKO pyuKa u bGymara).

CopTHpoBKa MaTepua/ia. Y BaC MOTYT ObITh TIPOEKTHI, 10 KOTOPbIM yrKe
coOpaHbl 3aMeTKU U Pa3/inuHbie COMYTCTBYOIIME MaTepuasbl, 0CTal0Ch TOMTbKO
paccopTUpoBaTh WX W TIpUjaTh UM 0Oojiee CTPYKTypuUpOBaHHYI ¢opmy. B
JAHHOM CJlyuae CJIefyIOIIUM I1aroM, BeposiTHee Bcero, OyieT yropsiZijoueHue
3ameToK 10 TipoekTy X. Eciu fnsi ero ocyijecTBieHus HeoOXOAWMO Ballie
TIPUCYTCTBUE B oduce (MMOCKOIBKY UMEHHO TaM HaXO/STCS Marku), OH TOMa/eT B
COMCOK T0J, Ha3BaHUeM «B oduce». Eciu Bbl HOCUTe 3aMeTKU TIO0 TIPOEKTY C
coboii — B marike, O/JIOKHOTe WIM TIAaMSITU TIOPTAaTUBHOTO KOMIIbIOTEpa, TO
«¥YmopsijoueHre 3aMeTOK I10...» TomnaZieT B crucok «[me yroaHo», «PasHoe»
(o1 cyuasi COPTUPOBKM BpYyYHYH) uiu «KomrmbioTep» (ec/iii BaM HYXeH
TeKCTOBBIN Pe/IaKTOP, 3/IeKTPOHHbIN TIJIAHUPOBIIWK WU APyTHe TIPOrPaMMbl).

Opranm3anusa JenoBbIX BcTpeu. YacTo mnpeycrieTh B TJIAHUPOBAHUU
TIPOEKTOB TIO3BOJISIeT OpraHu3al[yisi BCTPeUM C JIFOAbMU, KOTOPBIX Bbl XOTHUTE
TpuB/eYb K MO3roBoMy IITypMy. OOBIUHO 3TO TIpeArionaraeT OTIIPABKY
coobiijeHust Bcell paboyeil TpyTire WM MOMOIIHUKY, KOTOPBIM BHECET BCTpeuy B
KajieHlapb WU TO3BOHUT TI0 Tesie()OHY BBICOKOTIOCTAB/IEHHOMY JIULIY, UTOOBI
Ha3HAUWTh BPeMsI BCTpPeuH.

OOHuM U3 eeauualiwiux npensmcmeull HA nNymu  NOBbIWEHUs
Op2aHU3AYUOHHOU  NpOOyKMueHOCMu  518Aslemcsi ~ omcymcmeue  pelueHust
Hauaabcmeyruje2o Auya o Heobxooumocmu npogedeHuUs: 8Cmpeuu U 0 cocmase
ee yuacmHukos, Komopoe mpebyemcsi 0451 mo2o, umobbl COBUHYMb NpoeKm C
mecma.

Coop wnHbopmanuu. Creayroijeli 3aziaueli B paMKax IMPOEKTHOTO
MBILIIJIEHUsT MOKeT ObITb COOp HOBBIX CBefleHW. B03MO)KHO, BaM HY’>KHO
o0CymuTh C KeM-To ero unu ee coobpakeHusi («Ilo3BoHuUTh Bumny, uToOBI
y3HaTb, YTO OH JiyMaeT O COOpaHWUM MeHe)KepOB»), TPOCMOTpeThb (alibl,
KOTOpbIe OCTa/IUCh C mpolioroaHeli KoHbepeHiyu («IIpocMOTpeTh apXvBHBIE
MaTepuasibl C COOpaHUsi /IeJIOBbIX TIApPTHEPOB»), HAaWTU B 37€KTPOHHOU CeTH
JlaHHbIe TI0 HOBOM Teme, KOTOpyio uccienyerte («HayuHo-TioMCKOBBIe (DPUPMBI,
TIPeJJOCTABJISIFOLIME YCIYTU PYKOBOASIIMM paboTHHUKaM chepbl pojax»).



CnoHmaHHoe nNpoeKmHoe mMbiul/1ieHue

He ynyckailTe HU OAHOW WJleH MO TPOEKTY, KOTOpas MOXeT OKa3aTbCs
rosie3Ho. MHOro pa3 Bbl OyzleTe BCIIOMMHATh O BelllaX, O KOTOPbIX He XOTHUTe
3a0bITh, HAXOASCh B pa3/MYHbIX MeCTaX, He WMEIOL[UX HU Maseuiiero
OTHOIIIeHUs] K mpoekty. Harpumep, Bbl efeTe B Maras3dH U BaM B TOJIOBY
MPUXOJUT TIpeKpacHasi ujes O TOM, KaK HayaTb CJjie[ylollee COBeIllaHUe
nepcoHasa. Bel mepemellriBaeTe COyC JJis CriareTTd Ha KyXHe U AyMaeTe, UTO
MOKHO ObUIO OBl pa3aTh BCeM ydacTHUKaM KOH(epeHI[UU XOpollue Oosbliiue
CyMKU. BbI cMOTpUTe BeuepHUe HOBOCTHU U BAPYT BCIIOMUHaeTe eille 06 0HOM
BaXXHOM UeJiOBeKe: €ero MOKHO Obli0 Obl BK/IHOUUTH B TMPEACTOSIUN
KOHCY/IbTal[MOHHbIN COBET.

[axe ecnu 3TU UJieN He SIB/ISIOTCS HEMOCPeACTBEHHbIMU 1l1araMu, KOTOpbie
MOTYT TIOTACTh B CMUCKU /aJbHEHNIINX /[eHCTBUM, BaM BCe PAaBHO MOHAZ00UTCS
3a(MKCUpOBaTh U YIOPSAJOUYUTh UX KaKUM-HUOyAb 3(hdeKTUBHBIM CcriocoboMm.
KoHeuHo ke, caMbIM HeOOXOJUMbIM UHCTPYMEHTOM, TO3BOJISIFOIIUM HUYETO He
yIyCTUTh W3 BUJY, SIBMsieTCS Bailla cucrteMa cbopa uHbopMmaluu — Ballla
KOp3WHa [I/Is1 BXOASIUX MaTepuasioB, OIOKHOT U Oymara (WIu UX 3KBHUBAIeHTHI)
Ha paboTe U /ioMa, a Tak)Ke TOPTaTHMBHAsl Bepcus (ydeTHasi KapToOukKa), KoTopas
BCerjla y Bac Moj, PyKoul B fopore. BaM HY)KHO TZie-TO XpaHWUTb CBOU UJEU [0
TOTO MOMEHTA, MOKa Bbl HE pellInTe, KaK C HUMU TOCTYIIUTb.

BcnomozamesbHble UHCMPYMeHMbL U CMPYKMYyPbl 07151 N000epHCKU
NpoOeKmMHO20 Mblul/1eHUsl

He Ba)kKHO, Ha KaKOM YpOBHe BO3HMKAIOT U/ler 10 MPOEKTY: BCerja Moje3Ho
UMeThb TIOf PYKOW yAoOHbIe Cpe/iCcTBa, TO3BOJISIIOIIME UX 3adUKCUPOBaTh, Kak
TOJIbKO OHU MPUXOAAT B rosioBy. Eciiv ujen 3aMKCUpOBaHbl, HY>KHO Clle/iaTh UX
JNOCTYTHBIMU /1J1s1 00palljeHust 0 Mepe HafloOHOCTH.

HHcmpymenmbl mbluiieHust

OauH U3 BeMUYAMIIMX CeKPeTOB TeHepaluu Wjeld U TOBBILIEHUs
TIPOU3BOJUTEIBHOCTU 3aK/IF0UaeTCsl B MCIO/Ab30BaHWM MPUHLMIA «(QyHKLIWA
orpeziesiITIOTCsT (OpMOM»: yAOOHBIM MHCTPYMEHTAapHid MOKET CIT0COOCTBOBATh
TIPOJlyKTUBHOMY MblIllieHUt0. (HekoTopble M3 caMbIX TPOAYKTUBHBIX U/el



MOCeTWIM MeHs, KOorja 5 WCCAej0oBaJl BO3MOXXHOCTH CBOero LiM(poBOro
cekpetapsi Palm, cuisi B a3poropty B o)kuZilaHuu camoJietal)

Ynaua BnusieT Ha Bce. Bcerma 3abpachiBaiiTe Kprouok: pbiba
OKa’)KeTCsI B TOM pyube, I7le Bbl MEHbIIIe BCEro OXKU/laeTe ee YBUIETh.

Osuoduti

Ecnu Bbl HUUEro He 3amnuchiBaeTe, TO BaM OueHb TPY/HO OCTaBaTbCsl
COCpe/IOTOUEeHHbIM Ha TipobsieMe [o/ibllle  HEeCKOTbKHUX MHHYT, 0COOeHHO
HaeanHe ¢ coboil. Ho eciu BbI 3ajielicTByeTe (pu3nueckre WHCTPYMEHTHI ISt
TOTrO0, YTOOBI Ballld MBIC/IK He pa3berasvch, TO MOXKeTe yacaMd KOHCTPYKTHBHO
JlyMaThb HaJl 3aJjadyei.

CpeacrBa 3anucu

[TocTosSIHHO fEep)KUTe TIOJ, PYKOW XOpOollve THIIYI[he CPe/CTBa, UTOObI y
BaC HUKOT/Ia He BO3HUKAJIO TI0/JCO3HATE/IbHOTO COTTPOTHB/IEHUS] MBIC/TUTE/IEHOMY
TIpolLieccy M3-3a TOrO, UTO HeueM 3anucath ujaeu. Ecim y MeHs 11of pyKoi HeT
HUKAKUX TUIIYIIUX CPeJCTB, TO 51 UYBCTBYIO AUCKOM(OPT M He MOT'y TT03BOJIUTh
cebe 3agymMaThCs HaJ pobeMaMu U 00CTOSITE/IbCTBAMU.

M HaoOOpOT: WMHOIZIa MHE B T'OJIOBY TIPUXOWIN TPeKpacHble 3aMbIC/IbI U
M7IaHbl TOJIBKO TIOTOMY, UTO MHE XOTe/JIOCh BOCITO/Mb30BaThCsl CBOEH HOBOM
GnecTsIel apuKoBoii pyukoi! Bo3Mo)KHO, POCKOIITHbIE TIHIITYII[e CPe/ICTBA He
B/IOXHOBJISIIOT BaC, KaK MeHs, HO €C/IM Bbl ITUTaeTe K HUM CJ1a0OCTh, OKa)XKUTe
cebe yClyry U KyIuTe KaueCTBeHHbIe MHCTPYMEHTHI 3aITUCH UIeH.

Yacmo ¢pyHkyuu onpedenstomcst ¢popmoti. Co3datime ycnosus 045 3anucu
uodeli, u 8 eawell 20/108e HAUHYM POHCOAMbCS 3AMbIC/bl, O KOMOPbIX 8bl U He
nooo3pesasnu.

PekoMeH/Iy10 BaM ZiepKaTh KpacCHBbIe IIIapUKOBLIE PYUKU B T€X MeCTax, I7e
BaM, CKOpee BCEro, 3axX0ueTcsi /iefiaTb 3aMeTKU, Harpumep Bo3je Tesie(OHHBIX
anrapaToB, HAXOASIIUXCS B BallleM JJOMe.

Bymara u 0/I0KHOTBI

Kpome mmmymmx CpeAcTB, BCerjja HY)KHO WMeTb TIOff PYKOM
dbyHKI[MOHa/MbHBIe OyMakHble O70KHOTHL.  IIIMpokodopMaTHble OTPBLIBHBIE
GI0KHOTBI BITO/THE TOASATCS ISl HAIlIMX Iiesieid, IOCKO/IbKY Bbl MOXKeTe 6e3 Tpyza
BLIPBIBATh CTPAHUI[LI C UJIeSIMU M 3alMUCSIMHU U OpocaTh UX B KOP3UHY BXOJSIIUX
MaTepuasjioB, MOKa y Bac He TIOSBUTCA IaHC obOpaborath ux. I[lomoGHbIe
OIOKHOTBI TIPUTOJSATCS, €C/IM HY)KHO OyZieT COXPaHWTh KapThl MbICTIEM — BbI
CMOyKeTe TIOMelllaTh 3TH pa3po3HeHHbIe JIMCTKU Oymaru B Hajiekallye TIarKy,



HUKYZIa UX He TIepernvchIBasl.
I'de y 8ac nexcum baudxcatiwuti 61okHom? ITonoxcume e2o euje baudice.
CTeHJBI U JOCKH /A/IA 3aMUCel
Ecmu y Bac ecTb JJOCTaTOYHO MeCTa, TO BOCIIO/Ib3YHTeCh CTEHZOM W/WId

JIOCKOW [i/is 3armucell — 3TO BecbMa 3()(eKTHUBHbIE UHCTPYMEHTbI MbILLIIEHUS,

KOTOPBIMU MOJKHO T10/1b30BaThCsl BpeMsi OT BpeMeHU. OHU Mpe/IoCTaB/ISIFOT MacCy

MeCTa, T7ie Bbl MOXKeTe 3a(pyKCUpoBaTh Uzien: mose3Ho OyzeT Jep)KaTb HAOpPOCKU

Triepe/i T7la3aMu, TMOKa Bbl pa3MbIlIIsieTe HaJl JaHHOW TeMoW. [Jocku Jjist 3amuceit

yHnoOHO BelllaTb Ha CTeHax O(UCOB U 3a/i0B 3ace/laHUM, ueM OHU OOoJblile, TeM

nyuiie. Ecnu y Bac ecTh [1eTH, TO 51 COBETYHO BaM TOCTaBUTh [JOCKY y HUX B

crniasibHe (s1 ObI U caM XOTen pacTu B 0OCTaHOBKe, KoTopasi Obl criocobcTBOBasa

reHepaliui MaKCUMa/bHOTO KomuuecTBa ufeit!). I[Mo3aboTerech 0 TOM, UTOOBI

TI0/], KO} MOCTOSTHHO Ob1I0 M3001/IMe CBeXXKUX MapKepoB; 00MIHO, KOTZIa HY>KHO

YTO-TO 3aMucaTh Ha /JOCKe, a BCe MapKephl BLICOX/IM U HU Ha UTO He TO/ISTCS.

Kak s y3Hato, UTo Jlymaro, oKa He YCJIbIITY, UTO TOBOPIO?
3. M. ®dopcmep

Wcrnosib30BaHre CTEH/I0B WM [IOCOK [JIsl 3alMcell Ha COBelllaHWHd OYeHb
yno6Ho. [Jaxke ecnu uepe3 HeCKOJIbKO MUHYT Bbl 3a0yzieTe, 0 4eM JiymMaeTe, caM
TIPOL[ECC 3alMCU HJiel CriocoOCTBYeT KOHCTPYKTUBHOMY MBIIILJIEHUIO KaK HUUTO
npyroe. (5 oOHapykun, 4TO BecbMa I10JIe3HO WHOT[A PHUCOBATh TMPOCThIe
rpadvKu U JienaTh 3aMeTKu Ha OyMakKHbIX CKaTepTsX, KOBPUKaX WM Ja)ke Ha
candeTkax B pecTopaHax, eC/u o/ PyKoi HeT COOCTBeHHOTO G/I0KHOTA).

KoMmnerotep

YacTo 6biBaeT ym0OHO 3amMchiBaTh MBIC/IM Ha TIOPTAaTUBHBINA KOMIIBIOTED B
TEeKCTOBOM peZlakTope. Y MeHsI MHOXKeCTBO 3aMbIC/IOB, KOTOPbIe BIIOC/IE[CTBUU
MOTYT OBITh BOILIOLEHBI B >KU3Hb, T03TOMY OYeHb yHAOOHO, KOTZa OHU YrKe
odopm/ieHbl B HeKOW LU(PPOBOM (hopMe: MX MOKHO BbIpe3aTb W3 (paiiioB U
BCTaBJISITb B pa3/iMuHble NpuwiokeHUs. Kak TONMBKO 3aKaHUMBAeTCsl 3arpy3ka U
repeio MHOW 3aropaeTcs 3KpaH, MbICIUTENbHbIM TIPOLIECC HAauMHAeTCsl CaMm
coboii. DTO elle ofHA Beckas MPUYMHA, TOUEMYy HY)XXHO COBEpIIIeHCTBOBAaTh
HaBbIKM TleuaTaHusi W oOpallleHuss C K/IaBUATypOl: OHU [OJDKHBI  ObITh
JOCTaTOYHBIMU [T TOTO, UTOObI paboTa Ha KOMIIbIOTEPe eC/d U He SIB/siIaCh
pa3B/ieueHreM, TO XOTs1 Obl He Tpe/ICTaB/IsiIa /1Jisl BaC CJI0KHOCTH.

CosepweHcmaylime Hagblku pabombl Ha KoMnbiomepe, umobbl 0bne2uumsb
UHMe1eKmya/abHbll mpyo.



BcnomozamesibHble CMpyKmypbl

Kpome 3(Q¢deKTUBHBIX WHCTPYMEHTOB, HaxXOJSLUXCS TIOJ, PYKOM, BaXKHO
pacrosaratbe AOCTYIMHBIMU (opMamu [/s1 3allMCU  pe3y/bTaTOB IMPOEKTHOrO
MbIlTeHust. Tak ke, KaK HaJiMuuve pyuykd v Oymaru y Bac B pyKax CrocoOCTByeT
MO3TOBOMY IITYpMY, yAOOHbIE WHCTPYMEHTbI COPTUPOBKU U XpaHeHUs JeTasiei
TIPOEKTOB CMOCOOCTBYIOT YTPOILEHUIO Tpollecca TUIaHMPOBaHUS, KOTOpOe
HeoOXOZMMO /1JIsl pellieHUs] MHOTUX 3aZiay.

ITo Mepe HagOOHOCTH CO3/iaBaliTe MANKH WK OTPbIBHBIE 0JIOKHOTHI

Xopoliiasi cMCcTeMa XpaHeHHsl CITPABOYHBIX MaTepuasioB 00IIero xapakrepa
He TOJIbKO MMeeT KPUTUUeCKOoe 3HaueHWe [jis yrnpaBiaeHUs o0iuM pabounm
TIPOLIECCOM, HO U SIB/IsSieTCsl BecbMa 3()(eKTUBHBIM MHCTPYMEHTOM ITPOEKTHOTO
MbIlsIeHUs1. YacTo MNpoeKT HauvMHaeT O(OpMIIATBCS MO Mepe HaKOIUIeHUs
COOTBETCTBYIOIIUX CBeJeHUM, 3anuceil U pa3HOOOpa3HbIX MaTepUasoB, IO3TOMY
CTOUT CO3/laTh TArKy IO TeMe, KaK TOJLKO Y Bac OyZieT, UTO B Hee TMOJIOKHUTb.
Eciv cuctemMa COPTUPOBKM CAMIIKOM (popmasibHa (WM OTCYTCTBYET), BeCbMa
BepOsiITHbI TpyOble He/oueThl TPOEKTa Ha [JOCTAaTOYHO paHHeW CTaguu ero
BHezipeHusi. [To3ToMy Jyutiie OyzieT cpasy CO3JaTh Marnky U COXPaHSITb 3aMeTKU B
Hel (eCcTeCTBEHHO, MOC/Ie TOr0, KaK HAMeTUTe Ja/TbHEUIIINE [AeHCTBUSA).

MHoro pa3, paborasi Cc KiveHTamMu, s OOHapy>KuBaja, 4TO TIpoleAypa
CO3[,aHUSl MaNKWA i CJIy4YyalHbIX 3alvced W MaTepuasioB, KOTOpPble MOTYT
OKa3aTbCs MOJIe3HbIMM, Cpa3y MpujaeT JIIOASAM YBEPEHHOCTb B CBOMX CHJIAX.
[aHHbI MeTo[ TO03BO/SIET (PU3WUECKH, BU3ya/JbHO M TICUXOJIOTUYECKU B3AThb
CUTYaLUIO B CBOU PYKHU.

Ecim y Bac HeT yAo0HOW cuCTeMbl AJIA 3amMCU IUIOXHX HJIeH, TO,
BepPOSATHO, U CUCTEMBI /I/Ifl XOPOLIUX U/iel y BaC TOXKe HeT.

Ecmu BaM HpaBuTcsi paboTratb C  OTPLIBHBIM  OJIOKHOTOM WU
IJIAHWPOBLUKOM, Jlep)KWATe TM0J, PYKOM 3armac YUCThIX JIUCTOB THMCYeN WU
MUJUTUMETPOBOM Oymary, KOTODYIO MOXKHO MCIOMb30BaTh [Jisi CO3[aHusl
CTpPaHULbl TI0 TeMe WM TPOeKTy MO0 Mepe ero BO3HUKHOBeHUs. HekoTopeie
TIPOEKThI MOTYT TO3/jHee pa3pacTUCh 0 11eJIor0 pasfiesia i OI0KHOTa, HO
HAuMHAIOTCST OHU Bce C Hebosbioro obbema uHGopmaimu. s 60MbIITMHCTBA
)Ke TIPOEeKTOB, BO3MOYKHO, TOHA/0OWTCS TOMBKO OJHA WM JIB€ CTPAHUI[bI [IIs
3arrCH Uziel, KOTOpble Heslb3s YITyCKarTh.

ITIporpammHBle cpeacTBa

[IporpammHOoe obecrieueHre B HEKOTOPOM CMbBIC/IE SIB/ISIETCS «UYEPHOMU
JBIPOi», KOTOPYHO MOXKHO OeCKOHEUHO WCCAeloBaTb B TIOMCKAX XOPOIIUX
VHCTPDYMEHTOB yIIpaB/ieHHs TpoeKTamMu. boJsibllleld 4acTbi0 TIPUIOXKEHUS,



pa3paboTaHHbIe CrieljianbHO [T OpraHU3aliyi MPOEKTOB, CMIIKOM CIOXKHBI U
00maat0T M30BITOUHON MOIIJHOCTBIO /711 TOTO, UTOOBI BBIMOMHATHL 3a/IauH,
crositue nepen, 98 % nropent. [lakeTbl MOAXOAAT JIUIIL HE3HAUUTE/IBHOMY UMCTY
npoeCCUOHA/IOB, KOTOpble B HMX JeMCTBUTENbHO HYXAatoTcsa. OcTanbHbIe
MOTYT HaliTH (pparMeHTbI M 4YacTH MeHee (OpMasbHBIX TPUIOXKEHHM Oonee
MOAXOASIIMMU /I T0J/Ib30Baresield. B Moel rpakTuKe ellje He BCTPeyaaoCh JIBYX
TIPOEKTOB, KOTOPbIe TpeboBa/v Obl OIMHAKOBOM /leTa/IM3allui U CTPYKTYpH3aLuH
[T TOTO, YTOOBI MMW MOXKHO OBbIZIO yMpaB/siTb. [103TOMYy BecbMa CJIOKHO
co3/aTh eQuHOe TIPWIOXKeHWe, KOTopoe Obl TOAWIOCH [Jisi yTpaBIeHUs
OOMBIIMHCTBOM MPOEKTOB.

J/IeKTPOHHOEe CTPYKTypupoBaHHe. CTPYKTypHUpOBaThb IMPAKTUUYECKUA BCe
MBIC/IM TI0 TIPOEKTaM, C KOTOPbIMH CTajKHWBaeTCs OOMBIIMHCTBO JHOfeH,
TI03BOJIsIeT JitoO0e MporpaMMHOe TIpU/IoXkeHue, obiajaroliiee MpoCTou QyHKIyeh
vepapXyuueckoro yropsijodeHus. $l paHbllle MO/Ab30BajCid TPOrpamMMOu
KoMIaHuM Symantec roj Ha3BaHueMm Grandview, a Terepb 4acTo Tipuberar0 K
oMot Microsoft Word psi BbirosHeHUsT 3afiad 11ojo0HOr0 pozsa B cdepe
TJlaHMpOBaHus. BoT dparMeHT CTPYKTYyphbl, KOTOPYIO s CO3/la/l ZJisi OAHOTO U3
CeaHCOB MJIAHUPOBaHMUS.

Camoe cyllleCTBEHHOE MPEUMYIeCTBO MPOrpaMM I0 CTPYKTYPUPOBAaHUIO
COCTOUT B TOM, UTO OHH MOT'YT 00/1a/laTh TpeOyeMoi CTeneHbI0 CJIOKHOCTH WU
nmpocTtoThl B oOpairieHuu. CyllecTByeT MacCa KOMIBIOTEPHBIX IPOTpaMM,
obecrieunBarolMX TOJ00HYHO 0a30Byl0 HepapxXUuecKyl CTPYKTYpU3al[uio.
doKyc B TOM, UYTOOBI HAUTH CPeIl HUX UMEHHO Ty, C KOTOPOM BaM OyJeT yno06HO
paboTath, UTOOBI MOXKHO OBbIZIO OBICTPO HAyUMTHCS BCTAB/IATh 3aro/JIOBKU U
T10/]3ar0JIOBKM U TIepeMelliaTh MX I0 Mepe HaZoOHOCTH. [loka Bbl HE OCBOUTE
rporpaMmy, Bbl OyzneTe I10/ICO3HATeNbHO COTIPOTHB/ATHCS €e 3arpyske U
WCI0/Ib30BaHUIO B MPOLIECCE MBIIIEHUS U YIIOPsI0YeH s MaTepuara.



:_-] Nepre s et i - Microraalt Woed

Pon fpaers B Borgess Fopuwr Copmc Iatn

DA SQ_AY {BRS 9=
< Otarenss w TesNewFoman = 12 = X |
:ig""'""'.""'."""E"".‘"".‘".";"""?"'";
n [lepeesp
o Yacrea u yhopaa
o Ynavosa
» [lepecramoBus i MepeMeiEiesine
& Hopofon
* PyyEBEe TEReEKR
* [lnenxa
® Fymara

= Pacnmcanme
= Homoe Mecto
o Pacnonckenie
o DRexTponpomogKa
o Maprowxa
o Ceer
o Oupaxa
s OEycrpoReToo HoBoro odica
o Mebem
o Pacnonexenie croncm
o Obopynoeanie
* Eommaoteps
= CosmuHeHRa
* Teaedoum
= Daxc
» Jpyrie masieien ua
o Cragmorapuos
s CpencTea CEAR

I @
el
Meacyma [ Amowpou- S\ 2 DO E 41 2
Cp. 1 Pana 1 i1 Ha 182 Cr 27 Mon

He wmeer 3HaueHus, Kyza Bbl [IOMECTUTE CBOM MBIC/IMA 10 IIPOEKTaM:
I7IaBHOe, uTOObl OHU ObUIM [AOCTYMMHBI U UX MOXHO OBbUIO [IOTIONTHUTH U
MIPOCMOTPETh B C/Iyyae He0OX0UMOCTH.

IIpuiokeHusi Jjisi MO3roBOro mrTypma. HekoTopble TIpUIoKeHUs] ObuA
pa3paboTaHbl CrieLuasbHO [jIsi TOro, 4ToObl YCOBEpLIEHCTBOBATh IIPOLiECC
MO03roBoro 1typma. IIporpamma Inspiration («BpoxHoBeHue») Obljia OCTpOeHa
Ha WCII0/Ib30BaHUU TEXHUKU KapT CO3HaHUS, NpeayiokeHHOW TomoM BrrozeHOM.
Omna o0safjaeT HEKOTOPBIMU T10J/Ie3HBIMU KaueCTBaMH, HO s BePHYJICS K Oymare u
KpacuBOW pyuke, uToOBI, KaKk 00bIUHO, OBICTPO U HedOopManbHO TeHepUPOBATh
yJieu.

[Ipobnema, BO3HMKaOLasi B Tpoliecce IepeBojia MO3rOBOrO LITypMa B
1iubpoBoi Gopmar, COCTOUT B TOM, UTO, KakK IPaBWIO, HeT HEOOXOAUMOCTH
COXpaHATb ero pesysbTarbl B TOM BH/E, B KOTOPDOM OHM IIOJIyYeHbl: I[JIJaBHOe —
BbIBOZIbI, M3BJIeKaemMble B TIpoLiecce TreHepalyM ChIpbIX HJed. V3diiHbie
VHCTPYMEHTHI 3allMCH pe3y/IbTaTOB MO3IOBOIO LITYpPMa, TAKUe KaK 3JIeKTPOHHbIe
JOCKA U 1udpoBas amnmaparypa CKaHUPOBaHHWs MOYEPKOB, BPsJ, /U TPUHECYT
TPOU3BOAMUTENSIM TOT YCIeX, Ha KOTOpbId OHU HaJesyIuCb. PsmoBoMy
T10/1b30BaTe/II0 HY)KHO XpPaHWTh He TBOPUYeCKWe HJied, a CTPYKTYpbl, KOTOpbIe



TosiyueHbl Ha WX OCHOBe. Mexay cOopom, o0OpaboTkoil U yropsijoueHuem
MaTepuasioB eCTh Cyll[eCTBeHHbIe pa3/iMuusi, U OOBIUHO [I/IsT KaXK/I0TO Mpoliecca
HY>KHbI pa3/iiuHble MHCTPYMeHThI. Bbl MoykeTe € TeM ke yCIeXOM 3aroHsITb CBOU
Wjiey B TeKCTOBBIA peflaKTop.

IIpunoxeHusi JiA TUIAHMPOBAHUA NPOeKTOB. Kak yXe 0TMedasnoch,
Gonblllas YaCTh MPOTrpaMM /[ijIsi TUIAHWUPOBAHUS TIPOEKTOB C/IMIIIKOM TOUHA ISl
IIPOEKTHOTO  MBIIIJIEHUs] U TUIAHWUPOBAHHUS, C KOTOPBIM MbI  OOBIUHO
CTaJIKUBaeMcsl. 3a To/ibl paboThl MHe TIPUXOAWIOCH uallle Hab/roaTh MPOoLieCChI
TeCTUPOBAHUS U TpeKpallleHUs UCTI0/Ib30BaHUs TIPOrpaMM, a He WX BHe/IpeHHs B
KaueCTBe CTaH/IJapTHbIX UHCTPYMEHTOB. EcC/iM OHM yCIelHO MPUMEHSIFOTCS, To,
KaK TpaBW/IO, UMeeT MeCTO CTporasi MOATOHKa MPUIOKeHUM T0J] KOHKpeTHbIe
HY>K/Ibl KOMIIaHWUHW WU OTPaC/Iu.

YBepeH, uTo B O/mKaliiive rofbl MOSBATCS MeHee (opmanbHble U Oosee
(dyHKIMOHA/IbHbIe TIPUIOXKEHUSI, OCHOBaHHbIE Ha eCTeCTBEHHBIX MexaHW3MaxX
MBIIIJIEHUST U TIJIaHUPOBaHUs. [0 3TOro BpeMeHM Jyullie M0/b30BaThbCsl KaKUM-
HUOY/Ib XOPOIIIMM U IPOCTBIM TJTAHUPOBII[AKOM.

IIpukpenienue HHGppoBbIX 3anucen

Ecim BBI T0/Ib3yeTeCh 3/IeKTPOHHBIM OpraHai3epoM WX O/I0KHOTOM, TO
3HAUMTeNbHYI0 4acTb Wjleld B cdepe TJlaHUPOBaHUs TMPOEKTOB, KOTOpble BaM
HY>KHO 3a(PMKCHpOBaTh 3a MpejlejlaMd CO3HAHHUsSI, MOYKHO YCIIeIITHO XPaHUTh B
TIPUKPEIJIeHHOM Tiosie [iisi 3arnuceid. Eciu Bbl MOMeTWIM TIPOEKT B CIMCKe Ha
udpoBoM cekperape Palm wiM mnoMmecTWIM ero B KauecTBe 3aJjlaHUsI B
nporpaMmMmy Microsoft Outlook, MoXeTe OTKpPBITb COIMYTCTBYIOLMNA pa3zes
sariceii (Note) ¥ HaOpocaTb WM, BCTaBUTh TMOAMNYHKTBHI W I10/3ar0/I0BKH
npoekTa. I7laBHOe, He 3a0bIBaiiTe pery/isspHO ITPOCMATpPHBaTh IIPUIOXKEHHE,
YTOOBI OHO MMPUHOCUJIO TI0JTB3Y.

Kak npumeHumb ece 3mo 6 Cc0O0CMEeHHOl HCU3HU

Kak W CIucoK JanbHEeHIMX [eHCTBUM, CITMCOK TPOEKTOB He O/DKeH
ycTtapeBarb. Korzia Bl 0OHOBHUTE €ro0, BbIJ|e/IUTe BpeMsl (JKeaTebHO, OT OZJHOTO
JI0 TpeX YacoB), UTOObI CreHeprupoOBaTh MAKCHMMaJbHO BO3MO)KHOE KOJIMUECTBO
UZIel 110 KaXKJJOMY IPOEKTY B «BEPTHKA/ILHOM IJIOCKOCTH».

IIpueomoebmechb k pabome, co30aiime He0bx00UMble yC/A08Usl U MBOPUeCKU
nooymatime Hao npoekmom Hekomopoe epems. To20a 8bl cModceme onepedumsb
6o1bwuHCMBo Atooell.

[TporpaMma MUHUMYM: y[eJIWTe BHUMaHUE€ Cpa3y HEeCKOJIbKHM Ba)KHbBIM
MPOeKTaM WJ/IM 3aMbIC/laM, B OCYII[eCTBJIEHHH KOTOPBIX Bbl MaKCHMa/IbHO



3aMHTepeCcoBaHbl: MOlyMaiiTe HaJ, HUMH, cOOeprTe MaTepuasbl, YIIOpPsJ0UbTe UX
C MOMOII[bI0 Haubosiee TMOAXOASIIMX, Ha Balll B3IJIsA]l, UHCTPYMEHTOB.

CocpeznoToubTech Ha KaXK[OM IPOeKTe, IPOABUrasACh M0 CIIMCKY CBepXy
BHU3. Cripocute cebsi: «UTo s Xouy y3HAaTh, 3aMucaTh WM 3allOMHUTH TI0
[lAHHOMY BOIIPOCY?»

B03M0KHO, BaM TOTpebyeTCst TOJLKO 3a(MKCUPOBAaTh HEKOTOPhIe MBIC/IU Ha
NMUCTKe Oymaru, B3sITb Marky U YJIOXKWTb TyZla CBOM 3amucu. MoxeTe J00aBUTh
HEeCKOJTbKO TO/ITTYHKTOB B CITUCOK 3aMeTOK B CBOEM 37IeKTPOHHOM OJIOKHOTe W/
co3zaTh (paiin B pefaktope Word 1 HauaTh CTPYKTYpHUPOBaHUE C Hero.

[Tyctb rpeXx/ieBpeMeHHOoe OeCrokoicTBO CTaHeT
3ab/1aroBpeMeHHbIMU pa3MbILIJIEHUSIMU 1 TJIaHaMU.

YuHncmoH Yepuuiib

I'maBHOeE — HAYUUTLCA reHeprupoBdThb n HCIIOJ/IB30BATh naeu,
KOHLIEHTDHUPOBATL CO3HUA4ATE€/IbHYH0O SHEPIUIO0 Hd IIOCTAdB/IEHHLIX 3dd4dX M
HE3dMKHYTBIX LIUKJ/IdX 40 TOI'0, KdK BdM TdK W/IM MHA4e IIPDUAETCA OTO CAe/IdTh.



YACTD III. Cuna Ki1roueBbIX IPUHLMIIOB




I'naBa 11. ITone3Hasn npuBbIYKa COOMPATh MaTepHaJl

OmvcaHHbIe TPOCTbIe TEXHUUYECKHEe TIPUeMbl W MOJENU TasiT Tropasfo
OosibIlle  BO3MOXKHOCTEM, YeM MOXKET TI0Ka3aTbCs Ha TepBBIM  B3IVISI.
[IpeniokeHHbIe CUCTEMaTUYeCKre MeTOZbI TO3BOJISIOT yOepeub pacCy[oK OT
BIUSHUSL  OTB/IEKArOIUX  (pakTopoB, obecrieurBasi BBICOKHE TeMIIbl U
3¢ peKTHBHOCTL PabOTHI. Y3ke OIHO 3TO MOIJIO ObI CTaTh OCTAaTOUHON TIPUUYUHOU
IJIST TOTO, UYTOOBI TPUMEHSITh OTIICAHHYI0 METO/I0JIOTHIO.

O/[HaKO OCHOBHbBIE TIPUHIUMBI PAabOThI, OMUCAaHHBIE B KHUTE, UMEIOT U
Oosiee cylecTBeHHbIE TIPEMMYILECTBA. B CieyIOMX Tpex I71aBax s TOZeHCh C
BaM{ OIBITOM, HAKOIJIEHHBIM MHOK 3a TOC/IeHUe ABajlaTh jeT: Oosee
U30IlIpeHHble U 3auacTyto 0Oosnee 00001jeHHbIe pe3y/ibTaTbl BHEPEHUS
OCHOBHBIX TNPHUHLIUIIOB. [I0NTOCPOYHbIE pe3y/bTaThl YaCTO MOTYT CYIIleCTBEHHO
TIOB/IUSITh Ha WH/AVWBUAYYMa, a TaKXKe TOJIOKUTETHHO OTPa3UThCS Ha KY/IbType
OpraHu3aL{iy B I1eJIOM.

Korza /itoiy, ¢ KOTOPBIMHU BbI COTPYAHUYAeTe, BUAST, UTO BbI Oe3 TiepeboeB
nonyuaere, obpabaTbiBaeTe U COPTUpPYeTe CAENKH U J0r0BOPa, 3aK/IFOUeHHbIe C
HUMH, HUUETO He YITyCKas W3 BH[Y, UX [JOBepHe K BaM pacTeT. TakoBa BJacTh,
KOTOPYIO /laeT yMeHHe (DUKCHUPOBATh HAallOMWHAHUS 000 BCEX He3aBepIIeHHBIX
WIM HEBBITIOJHEHHBIX fiesiaX. OHO 3aMeTHO y/ydlllaeT YMCTBEHHOE 3/[0POBbe,
TIOBBIIIIAET KAaUeCTBO OOIIeHWS ¥ OTHOIIIEHUH C OKPY>KAIOL[UMH KaK B UaCTHOW,
TaK U B MpodecCcroHaIbHOU cepe.

JTuuHas ebI12oda

Kakvmu ObLM BalllM OlilyIleHus B Tiporjecce cbopa M BBOZla MaTepuana?
BO/IBIIMHCTBO JitOfield 0TMEYar0T, UTO TpolieJypa JOCTaB/iseT MacCcy XJIOTMOT, HO
TIPUHOCUT OIPOMHOE YZI0BOJIbCTBHE. Kak 3T0 MOXKeT ObITh?

Ecmu Bbl TIpUHA[IEXUTe K OOMBIIMHCTBY JitOflel, KOTOpble TOTHOCTBIO
TIpojiesiaiv mporielypy cbopa CBeZieHUid, TO Bbl, BEPOSITHO, OILyTU/IN HEKOTOPOe
GecriokoticTBo. Korzma s mpollly yuyaCTHMKOB CeMHWHAapa OIMCaTh OLIYIeHus,
BO3HUKIIIME B XOfle BBIMIOJIHEHWSI COKPAIlleHHOM TIPOLeAyPhI, S UaCTO CJIBIITY B
OTBeT TakKue CJIOBa, KaK «I0/]aBleH», «[TaHUKa», «0TUasHre», «0e3bICXOIHOCTh»
U «OTBpalljeHue». A Bbl HUUET0 He OTK/IaAblBall «Ha TIOTOM», KOTZa
obpabatbiBanu marepuan? Eciu 3To Tak, TO ZjaHHasi mpobiemMa aBTOMaTHueCKU
OyzeT BbI3bIBaTh y BAaC UyBCTBO BUHbI — «SI Mor Obl, s JO/DKeH ObUI, MHe



CeoBajio CenaTh 3TO (paHbIiie)».

YBepeH, O/lHAKO, UTO B Tipoljecce cOopa MaTeprasna Bbl TAKXKe HCIBITAIN
YyyBCTBO O0OsierueHusi, CB0OOO/bI U KOHTPOJISI HaZl cuTyaleid. Kak 3T0 BO3MOXKHO?
BbI ripakTUUeCKU 0JJHOBpeMeHHO TipeObiBaeTe B aOCOMIOTHO MPOTHUBOIOIOXKHBIX
SMOLIMOHANBHBIX COCTOSIHUSIX, BBIMOJHSIE OAHY M Ty JKe TMpoLeaypy:
GecriokolicTBO U obsierueHre, MO/IaBeHHOCTb U YBePEHHOCTb B CBOMX CHJIAX.
UTO Ke MporCXoaUT?

Korzia BbI noliMeTe, B 4eM MPUYMHA OTPULIATEIBHBIX SMOLIUM, KOTOPbIE BBbI
UCTIbITBIBaeTe 10 OTHOIIIEHHIO K PYyTMHHBIM Tpo0sieMaM, Bbl, KakK U s, HalijieTe
cnocob6 oTr HuUXx u30aBUTBCA. A TO, UTO Bbl WCIIBITANU TOJIOKUTE/IbHbIE
ollyllleHusi B Tipoljecce cOopa Mmarepuasa, O3HayaeT, YTO Bbl Hauaau
130aB/SITbCS OT HETaTUBHBIX IMOLIUH.

HcmouHuk HezamueHbIX IMoyull

Otkyna 6epyTcs HeratvBHbIe SMoIMHU? CIUIIKOM MHOTO paboTthi? [la HeT,
paboThI BCeraa C/IMIITKOM MHOTO. EC/TM BbI PaCCTPOMIUCH TOMBKO M3-3a TOTO, UTO
paboTel ObLIO Oosbllle, YeM Bbl MOIJIM BBITIOJIHUTH, TO BaM HUKOTZA He
130aBUTHCS OT 3TOTO OlyileHus. M30bITOK paboThl He SIBASIETCS WCTOUYHHUKOM
HeraTMBHbIX MoK, OHU BO3HUKAIOT 110 MHOW MPUUKHE.

Kakue ouyujeHuss BO3HUMKA/IM y BaC, KOrja KrTO-TO  Hapyllasl
JIOTOBOPEHHOCTH C BamMu? Ha3Hauus BCTpeuy B ueTBepr B 4 yaca MOMOJIYAHH, a
caMm He SIBWICA U He riepe3BOHUI. UTo BbI UcribiTaM? HaBepHO, pa303/UIUCh.
IleHa, KOTOpY!O JIFOAM TIATAT 3a HapyIlleHHWe JOrOBOPEHHOCTEN B 3TOM MUpe, —
Kpax J/IOBepHsl B OTHOILIEHHSAX C OKPY)KaloI[UMHW — BCerza HeceT 3a coOoi
OTpULlaTeTbHbINA pe3y/bTar.

Uyecmeo mpego2u U 8UHbl 00yCA081€HO He u30bimKoM pabombl; OHO
803HUKAem aemomamuyecku, ko20a 8bl Hapywaeme 002080peHHOCMU C CAMUM
cobol.

A uro nmpeAcTaBiaseT CcoOOM  COAEp)KUMOe — Balllel  KOP3WHBI?
ToroBOpeHHOCTH C caMUM CO0OOoM. Ballii oTpuljaTe/ibHbIe OITYIEeHUS SBJISIOTCS
MPSIMBIM  Pe3y/IbTaTOM HapyIlleHUs 3THUX [JOrOBOPEHHOCTEM — CHUMITOMaMU
pa3nokeHusi JoBepusi K camomy cebe. Ecmu Bbl cobupanuch HabpocaThb
YEepPHOBUK CTPaTeruueckoro IJjiaHa U He CZejaayd 3TOro, TO Bbl, eCTeCTBEHHO,
pacctpavBaetech. [IpukakuTe cebGe OpraHW30BaThCsl, WHAde: 3APABCTBYMU
TpeBora U camobuueBanve. CobMpaarch MPOBeCTU 0OJIbIlle BpeMEeHU C JIeThMH,
HO He CMOIVIW — W BOT, TIO)KaayWcTa: 4yBCTByeTe cebsi pa3OUTBIM W
T10/|aB/IeHHbIM.



Kak npedomepamumsp HapywieHue 6HympeHHUX 002080peHHOCmel

Ecmu oTpHliaTe/IbHbIe 5MOLMHU o0yc/1oB/IeHbI HapyllleHuemM
JIOTOBOPEHHOCTel, TO y BaC eCThb TPU IyTH, TO3BOJISAIONIMX YCTPaHUTb UX U
130e)kaTb HeraTUBHBIX TOC/Ie[CTBUM.

* He 3ak/touath OrOBOPEHHOCTH.

* BBITNO/IHUTD I0TOBOPEHHOCT.

* [IlepecMoTpeTh cornallieHue.

Bce Tpu JieiicTBUS 1O3BOJISIOT W30aBUTHCSI OT BHYTPEHHEro JuckoMdopTa.

He 3aKk/1104aTh JOrOBOPEHHOCTH

CoracuTech, MPUSATHO B35ITh B PYKHU TAuKy CTapbIX Oymar, pelivThb, UTo C
HUMHU BaM /[lefiaTh OoJbllle Heuero, U C YKWCTOM COBECThIO BLIODOCUTHL UX B
MycopHoe Befipo. OAuH U3 crocoboB CIIPaBUTHCS C He3aBepIeHHbIM [IeJIOM B
Ballleil )KU3HU — MPOCTO CKa3aTh «HEeT»!

OnycTtuTe MIaHKy — U Bbl B3ZloxHeTe ¢ obneryeHveM. Eciu Bac He oueHb
3a00TUT [OCTWKEeHUe OIpe/ie/IeHHOTO YPOBHS BO BCEM — B BBITIOJIHEHUU
poauTenbCKUX 00s13aHHOCTeN, B cucTeMe OOyueHUs, B TIOA[€P’KaHUU BbICOKOM
MoOpasu B KOJIJIEKTHBe, B KaueCTBe IMPOrPAMMHBIX MPUIOKEHUN, — TO 3afay
cpasy craHeT MeHbie. 14

CoMHeBarCh, UTO Bbl cMsirunTe TpeboBaHust K cebe. Ho, Kak TO/BKO BBI T10-
HaCTOsIIIIeMy OCO3HaeTe, UTO 3TO 3HAYMUT, Bbl OXOTHO YMEHBIIUTE YHCJIO
o0si3aTesibCTB Tepes; coboii. §1 3Hato, MOTOMY UTO caM TIpOIles yepe3 3TO.
PaHbllle s 3aK/TF0Ua Maccy JJOTOBOPEHHOCTel ¢ camMuM co00i TOMBKO /ISt TOTO,
yToObI 3aCIYXKUTh Ofl0OpeHre OKpy»Karwolux. Korma s oco3Has, KakoBa lieHa,
KOTOPYIO TIPUXOAUTCS TUIaTUTh 32 UX HEBBITIOJHEHUe, s CTajl TOpa3/io cephesHee
OoTHOCUTbCSI K HUM. OJuH CTpaxOBOW areHT, C KOTOpPbIM s pabotan,
OxapaKTepu30Baj TIPeUMYIlleCTBa UCII0/Ib30BaHUSI JJAHHOW METOAVKU TaKUMU
cyioBamu: «PaHbliie s TOBOPUI BCEM, UTO, MOJI, «KKOHEUHO, BCe C/ie/ialo», MOTOMY
yTo He 3HaJ, Kakod 00beM pabOThl AeUCTBUTENHHO TIPUJIETCS BBIMOHUTS.
Teriepb, KorZla BCeé MOM MaTepuajbl OTCOPTUPOBAaHbI U  TOJHOCTBIO
YTIOPSIIOUeHbl, /1Jis TOTO UTOOBI COXPAHUTB 1]€JI0CTHOCTb CBOEM CUCTeMbI TUUHOM
OpraHu3alvy, MHEe TIPUXOJUTCS TOBOPUTH «HET, U3BHUHWUTE, S HE CMOTY 3TOTO
caenatb». UTo camoe yauBUTENbHOE: BMECTO TOTO, UTOObI OropuaTtbCs H3-3a
MOMX OTKA30B, JIOAW WCIBITHIBAIOT yBa)KeHWe K MOell BHYTpeHHe
JucuurviuHe ! »

Hmess nod pykoli ob6vekmueHblli cCnucok 3aday, 20paszo0o npouje CcKazamb
«Hem», He ecmynas 8 KOHGAUKM ¢ camum coboll.



Elje oguH MOW K/IWEHT, TIpeATNPUHWMATe/ b B cdepe WHIWUBHIYaTbHBIX
TPEHWHIOB, TIPHU3HA/, YTO CO3[jaHWe CIMCKa 3a/lau CYIIeCTBEHHO CHHU3UJIO0
ypOBeHb 0eCITOKOMCTBAa U BHYTPEHHETO HANpsDKeHUs B ero >KW3HU. [IpUBBIUKa
K/IaCTh BCE, UTO TIOIVIOIIA/I0 €r0 MBIC/H, B KOP3UHY, 3aCTaBWIa €r0 3a[yMaThCs
Ha/l TeM, KakuM mpobsieMaM OH JIeMCTBUTE/ILHO XOUeT yAeTUTb XOMmb Kakoe-mo
BHUMaHUe. Ec/iM y Hero He BO3HUKAlO JKeaHUs K/IacThb HAllOMUHaHUE B
KOP3UHY, TO OH MPOCTO 3abbiBas o mpobieme!

Ha wmo#i B3mmsAa, 370 — oOpaser] BIojHe 3pesioro obpa3a MbBIIUIEHUS.
Ba)kHOe TIPeUMYIIIeCTBO BCEM MeTOJ0/IOTUH COCTOMT B TOM, UTO, B35IB Ha Cebs
00s13aTeNIbCTBO (DMKCUPOBATh W OTCJIE)KUBATh MPOOJIEMBI, 3aHWMAIOIIe Ballll
MBIC/TA, BBl HAUHETe Cephe3HO 3aZlyMbIBaThCs HAJ| TéM, KaKre 3a/]aul Bbl XOTHUTe
Oparb Ha cebs;, a Kakre — HeT. OTCyTCTBHE YeTKUX Mpe/ICTaB/IeHu 00 o0bemax
paboThl HAlIOMUHAET He3HaHWe OajlaHCa W JIMMHUTA KPeJUTHOW KapTOUKH — B
TOZOOHBIX C/Tyuyasix TOpas/io Jierue MposiBUTh 6€30TBETCTBEHHOCTh.

BbINO/IHUTH /JOTOBOPEHHOCTD

KoHeuHo ke, OJHIM U3 CITOCOOOB TPeo/10/IeHNst HeTaTUBHOTO OTHOIIIEHHS K
npobsieMaM  SIBJIIETCSI WX  pellleHde, TI03BOJISIOINEee OTHEeCTH 3aflaud K
BBITTOJTHEHHBIM. JII0I OXOTHO OepyTCs BBIMO/IHATE 3a/]auH, €C/IA BIOC/Ie/[CTBUN
BO3HMKAET OIIyII[eH’e, UTO OHU Yero-To AOCTUIIK. EC/M Bl Haua iy BHITIONHATh
3a/laHusI, 3aHUMAMOI[e MeHee IBYX MHHYT, TI0O Mepe WX TIOSIBJIeHHs, yYBepeH,
Ballle TICUXOJIOTUYeCKOe COCTOSTHHE 3aMeTHO Y/IYUIIUTCS. BOMBITMHCTBO MOHWX
K/IMEeHTOB, TIOpaboTaB CO CBOMMH CTOIKaMU Oymar, UyBCTBYIOT cebsi peKpacHO
TOMLKO TIOTOMY, UTO CMOIJIM Ha OCHOBE TpaBWIA /IByX MHUHYT ITOKOHUWTH C
Maccou JieJl.

Or HalIpsKeHUd BBITIO/THAEMOI'O K YMHUDPOTBOPEHHIO
BBITTIOJTHEHHOI'O.

Jcynus Jlyuc Byopagg

[TocBsiTUTe OAWMH W3 BBLIXO[HBIX BBITIOJIHEHHWIO MacChl MEJKUX [Jlel U
3aJjlaHul, KOTOpPble HAaKOMU/IUCh M0 IOMY W B Balllel uacTHOU »ku3HU. Koraa Bbl
3a(puKcupyeTe BCe HE3aMKHYTble LIMK/bl, KPYIIHble U MeJIKUe, U YBUIWUTE UX
niepesi cob60ii B OIHOM CITMCKe, KaKasi-TO YacCThb Balllero CO3HaHusi 00si3aTeslbHO
OLyTUT TIDWIWB BJOXHOBEHMUs (TBOPUECKOTO OTBpALLEHUs WM YyrKaca),
JIOCTaTOYHOTO [IjIsi TOrO, UTOObl HayaTh MX 3aBepilieHue U BblUYepKUBAHUE U3
TIepeyHsl.

[Toxoxke, Bce Mbl CTpeMUMCs K mobesamM. ITy TMOTPeOHOCTb MOXKHO
YCIIeITHO YyIOBAETBOPUTh, €CJIU CTaBUTH Tepes; cOOO0M BBITIOJHUMBIE 3ajjaui,



pellieHre KOTOPLIX MOKHO 0e3 Tpy/ia HauaTh U 3aKOHUUTb.

Bb1 kora-HuOyAb BBITIONHSUIA 33/jaui, KOTOpble U3HauaJlbHO He BXOAW/IU B
CTIMCOK, TaK YTO WX HY)KHO ObIJIO 3amucaTh U Cpa3y BbluepKHYTh? Eciiv 3T0 Tak,
TO BbI [IOHMMaeTe, UTO s1 UMeI0 B BUAY.

Y [aHHOTO TMOAXOAA eCTh ellle O/IUH acreKT. YTo Obl BbI OILYTHIH, eC/ii Obl
TIOJTHOCTBIO, YCTeIHO pa30bpaniuch CO BCel CTOMKOM JOKYMEHTOB U OTpaboTanu
BeCb CIUCOK rpobsieM? HaBepHoe, Bbl Obl MphIrajud [0 TOTOSKA OT CUACThS,
TIOUYBCTBOBA/IM MPUJIMB TBOPYECKOM 3Hepruu. EcTecTBeHHO, uepe3 TpU [JHS Y
Bac nosiBUTCA... Uto? [IpaBuibHO — el1je OAUH CITMCOK, BEPOSITHO, ellle J/IMHHee
nipeapigyiero! Bel OyzeTe B TakoM XOpOIlleM HaCTPOEHUM, pa30bpaBIIMCh CO
BCeMHU TpoOsieMaMu, YTO BaM 3aXOyeTcsl 3aHUMaTbCs Oosiee Cepbe3HbIMU
BelllaMU U CTPOUTH Oosiee cMeJible TIIaHBbl.

Bonee Toro, Kak Bbl iyMaeTe, UTO CZe/aeT Ball Haya/JbHUK, YBUZEB CTOJIb
BBICOKME YDPOBHH Ballleld KOMITETeHTHOCTU U MPOU3BOAUTETbHOCTH? [IpaBuibHO
— pmact Bam Oosbiie  pabotel! 310 — «YhoBKa-22» B cdepe
npocheCCHOHAILHOTO Pa3BUTHS: YeM Ooibliie Bbl CTapaeTech, TeM 0oJibIlle BaM
c/nedyem CTaparbCsl.

[ToaToMy ecv Bbl He cOOMpaeTeCh CyIieCTBEHHO CHMXKATh CBOU CTaHZAPThI
WIM TpeKpalarb COCTaBleHue CIMCKOB HOBBIX 3a/lay, TO BaM Jiyyllle YCBOWTb
TpeTHii BapUaHT: MHaue pUCKyeTe CTOpeTh Ha paboTe.

IlepecmoTpeTh coriallieHHe ¢ caMuM 000t

Honyctym, g CKasajl BaMm, UTO BCTpeuyCb C BaMu B 4yeTBepr, B 16:00, HO
BCKOpe TIOC/ie TOTO, Kak s Ha3HauWl BCTpeuy, HeoOXoAUMOCTb B Hell OTmasa.
Tenepb, C yueTOM HOBBIX IIPUOPUTETOB, 1 IPUHUMAIO pelleHre He BCTPedaTbCs C
BaMU B YeTBepr B ueThbipe. BMecTo TOro, 4ToObl MPOCTO HE SIBUThCS, UTO MHE
Aydilie cfiesiaTh, UTOObI He HApYIIUTh 1IeJIOCTHOCTb OTHOIeHui? BepHo —
TI03BOHUTh BaM Y U3MEHHUTH JOTOBOPEHHOCTh. [lepeCcMOTp OrOBOPEHHOCTH He
SIBJISIETCS ee HapyLLeHUeM.

Tenepb Bbl MTOHMMaeTe, NOUeMy BaM Cpa3y CTAaHOBUTCS JIyullle, eC/Iu Bbl
BbIOpachiBaeTe M3 rOMIOBLI BCe TIPOOJIeMbI, BHOCUTE UX B CIIMCOK U MOMeIllaeTe
ero repes miasaMu? Bel aBTOMaThueCcKy repecMarpyBaeTe COIVIallleHUs: C CaMUM
coboif, Koraa CMOTpUTe Ha HUX, W JiMOO cpa3y TMpeArpUHUMaeTe KaKue-TO
JeuictBusi, MO0 TOBOpUTe: «HET, He celuac». [Ipobnema B cieAyroIeM:
JIOTOBOPEHHOCTU C camMuM €000l HEeBO3MO)KHO TIepeCcMOTpPeTh, eC/id Bbl He
MOyKeTe BCTIOMHUTBb 00 UX 3aK/IroueHun!

MiMeHHO TIpOlljeHMe OTKpbIBaeT eJWHCTBEHHYI0 BO3MOKHOCTh
TBOPUYECKU Pa3MBIILISATh O OyAyIIeM.



Omeuy /lecmoHO Buacou

ToT ¢akT, yTO BBl He MO)KeTe BCIIOMHMUThL O COI/IallleHWH, 3aK/IF0UeHHOM C
caMuM co0OM, He O3HauaeT, UTO Bbl HE UYBCTByeTe OTBETCTBEHHOCTH 3a €ro
BbITIosiHeHWe. CripocuTe MH000T0 TICUXO0JI0Ta, KaKue MpeZCTaB/IeHUs O MPOIILJIOM
u OyaylleM y TOW 4YacTM Balllero CO3HAHUSA, T[e XPaHATCA CITHCKH
HEeBBITNIO/IHEHHBIX 3a/]a4; OTBeT — HUKaKUX. TaM BCe B HACTOsILLeM BpeMeHU. JTO
O3HauaeT, UTO KaK TOJbKO Bbl CKakeTe cebe, UTO HY)KHO UTO-TO C/ie/laTh, U
TIOMeCTUTe HAllOMUHAHWEe B KPaTKOCPOYHYIO MaMATh, 4YaCTh Balllero CO3HaHUSA
Oymer mymaTh, UTO BBIIOJIHEHWEM [AHHOW 3aJjaud HY)XKHO 3aHUMAaThbCs
NOCMOSIHHO. A 5MO 3HAUUT, UTO €C/IM Bbl IOCTaBWIU Tiepe]] coOoM ABe 3a/1auM 1
TIOMECTU/IM UX TOJILKO B COOCTBEHHYIO OMepaTHBHYIO IaMsATh, TO y BaC Cpasy
BO3HUKHET OLlYyIIeHWe T[IOpakeHus U CTpecca, IOCKOJIbBKY Bbl He MoXKeTe
OJHOBPEMEHHO 3aHATHCS UX BBIIOJIHEHHEM.

Ecv BbI IpUHAIEXUTE K OOMBIIMHCTBY JHO/lel, TO, BEPOSITHO, Y Bac JloMa
eCTb KaKoe-TO CKJaZICKoe TIOMellleHhe — MOXKeT ObITb, Tapa)k, KOTOPBIM BbI
pelIi yopaTtb ¥ paCUMCTUTh (BO3MOXKHO, 3TO yrKe JJIUTCS 11eCTh JieT). B Takom
C/lyyae 4yacTh Balllero CO3HaHUsA [yMaeT, YTO BaM C/leyeT YHUCTUTh rapax Ii0
[BaJLaTh yeTbipe yaca B CYTKU B TeueHue 11ectd Jjetr! He yauBuTesbHO, 4TO
MHOTH€ JIFOAU Takue ycTajable! A pasBe Bbl He CJIBIIIATE TUXWKA BHYTPEHHUU
rojloC B CBOEM «MbICJIEHHOM COBETe», KOTODPbIM KaXK[IbId pa3, Korja Bbl
MPOXOAWTe MUMO rapaska, cripamusaet: «[Ilouemy MbI TpOXOAUM MUMO Tapaka?!
Pa3Be MbI He [IO/DKHBI 3aHMMAaThCsl ero yOopKoi!?» [ToCKO/MbKY Bbl HE MOXKETe
BBIHECTU STOrO CKYJIe)Ka, KOTOPBIM TIJIOKET BaC W3HYTPU, BbI, 1O Mepe
BO3MOXKHOCTH, BOOOIIle He 3axouTe B rapak. Ec/iyd Bbl XOoTUTe, UTOOBI TO/OC
3aTKHYJICSI, TO y BaC eCTh TPHU Criocoba, To3BoIstoIe pa3o0parhbest ¢ coboii:

1. CHM3UTL CcBOM TpeboBaHUs K Tapaxky (BO3MOKHO, BbI 3TO y»Ke Cjie/iajn).
«/a, y MeHsI 3axJlaM/IeHHbIY rapaXk. A KOMy Kakoe J1eJio?»

2. BBITIOJIHUTB JOTOBOPEHHOCTh — BBIYMCTUTD rapax.

3. XoTsi ObI MOMeCcTUTb YOOPKY rapaka B cnMcok «Korga-HuOyab/MoKeT
ObITh». B TakoM cyuae TpH e)keHeZieJIbHOM 0030pe 3TOr0 CIHMCKa Bbl CMOJKETE,
3aMeTHB 3TOT MYHKT, CKa3aTh cebe, «He Ha 3TOl Hezmene». VI B ouepegHOM pas3,
MPOXO/iS MUMO Tapaka, Bbl YCJBIIIATE, KaK Balll BHYTPEHHUN TOJOC CKaXKeT
TOMBbKO: «Xa! He Ha 3TOH Heziene».

A roBopro coBepieHHO cepbe3HO. [loxoxke, yacThb Halllero CO3HaHUS He
MOXKET OT/TMYMTb BHYTPEHHEW [JOrOBOPEHHOCTH O UMCTKE rapaka OT pelleHUs O
MOKyIKe KOMMaHWM. B co3HaHuM o00a coriaiieHuss — BCEero JMIilb
JIOTOBOPEHHOCTH, COOJIIOZieHHbIe WM HapyllleHHbIe. Ecii BbI XpaHuTe nmpobaemy
TOJIBKO B CBOEH I'0JIOBE, TO OHA CTaHeT HapYIIeHHOM JJOrOBOPEHHOCThIO, TaK UTO



HOCTapaﬁTECB Cpa3y 3dHATLHCA e€ pelleHHueM.

Paduka/ibHbIll 0MKa3 om mpaouyuoHHOU MemooOuKu ynpae/ieHusi BpeMeHeM

ITaHHBIA TIOAXOZ, CYIIIECTBEHHO OT/IMYAeTCS OT BCeX TPaAMLIMOHHBIX
METO/MK yTpaB/ieHUss pabouruM BpeMeHeM. BOJIBIITMHCTBO UMEIOIUXCS Moziesei
ybeXK1al0T Bac, UTO eC/IM 3a/laua, KOTOPYIO BbI NPHKa3biBaeTe cebe 3aBepIINTh,
He OYeHb Ba)KHA, TO, COOTBETCTBEHHO, HE TaK Y>K B)KHO YIPaB/IsATh, PYKOBOJUTh
U C/IeJuTh 3a ee BbimojHeHueM. OIHAKO, KakK IMOKAa3bIBaeT MOI OIIbIT, JaHHOE
ybexxieHre OIMOOYHO, M0 KpaiiHel Mepe, ec/id pacCcMaTpUBaTh MpoOIeMy C
TOUKH 3PeHUsI TO/ICO3HATe/IbHLIX MEXaHU3MOB. BIipoueM, UMEHHO Tak paboTaeT
Hallle CO3HaHHWe, MO3TOMY KaXK[0e COIVIAllleHHe JIOJDKHO OBITh CO3HATeIbHBIM.
OTO 03HAuaeT, YTO €ro HY)KHO 3adHKCHPOBaTh, OOBEKTMBHO OL€EHHUTh U
PEry/sipHO, CO3HATe/bHO IIepecMaTpuBaTh, uTOObBI HMETh BO3MOKHOCTH
TIOMECTUThb €r0 B HaJ|jIeKalllylo STUEHKy B CUCTEMe JIMUHOH opraHu3anuu. Eciu
9TOT0 He C/ie/1aTh, TO MpobaeMa OyleT OTHUMATh ropaszio O0JIbIie TICUXUUEeCKOU
SHEepPIrvy, YeM OHa TOTO 3aC/Ty)KHUBAET.

Bce mpob6siembl, XpaHsIIMecs B «IICUXHUYECKOM OIePAaTUBHON MaMsTH»,
noryiomialoT Mbo Oosbiile, MO0 MeHbIlle BHUMAaHUS, UeM 3aCTy)KHBAIOT.
[TpyunHa, IO KOTOPOM HY)KHO COOHMpaTh MpoO/JeMbl, He B TOM, UTO BCe
npo0jieMbl  OZIMHAKOBO Ba)kKHBI, @ B TOM, UTO 3TO He Tak. Pa3po3HeHHbIe
He3aBepIlleHHbIe 3aJjaud ITPUHUMAKT (OPMY CKYUYHOH OJHOPOJHOM MacChl,
KOTOpasi IaBUT Ha YejIoBeKa U TOIVIOL[AeT ero BHUMaHHe.

Paboma no co6opy uHgopmayuu

[TocTapaiiTech cobpaTh r00bBIe, ellle He coOpaHHbBIe, MaTepuabl. Korma Bel
roBopuTte cebe: «AX 7ia, HY>)KHO KyITUTh Mac/ia B CJIEAYIOLIUH pa3, Korja 3aeay B
MarasvH» M 3aIrichiBaeTe HAallOMWHAHUE B CITMCOK IPOAYKTOB, Ha Jyllle Cpa3sy
cTaHOBUTCH Jierde. Korza Bel BcrioMuHaeTe: «$51 Jo/DKeH M03BOHUThE OAaHKHUPY 10
TIOBO/Iy TPacTOBOro (pOHZ@» W 3aMKChbIBaeTe HAIIOMUHAHHE Ty/a, T7le HaBepHsKa
YBUIUTE €ro, HaXOAsCh PSfoM C TejedoHOM, BbI UyBCTByeTe obseruenuwe. Ho
BaIllM OIIYIIeHHsI KapIMHAIbHO U3MEHSITCS, KOT/ia Bbl OyzieTe 3HaTh, UTO COOpasu
8ce.

OTo He 0O3HauaeT, UTO Ballle CO3HaHWe OyzreT TycTo. Ec/u BBl B CO3HAHUH,
TO OHO Bcerza Oyger Ha uYeM-TO cocpegotodeHo. Ho ecid  BoI
cocpe/ioTaurBaeTeCh Ha KaXKJol MpobsiemMe OT/AeNbHO, TO Bbl — JIeHCTBUTETHBHO



B «paboueii 30He».

CoBeTyl0 BaM TIOMEHbIIle AyMaTb O TpoOsieMax, W mobosibiiie — 06 uX
pellieHUH. BbI Beflb XOTHUTe, UTOOBI Ballld Pa3MBIIIJIEHHUs] O JIFOASX W MPOEKTax
TIPUHOCW/TM NO/Mb3Y, A He TOJILKO HAllOMUWHA/IM BaM 00 WX CyIl[eCTBOBAaHUH.
YTOoOBI IMOJTHOCTBIO PACKPBITH BO3SMOXKHOCTH 3TOW Oosiee TPOAYKTHBHON YacTh
CO3HaHWS, BaM IMOHAMO0UTCS 3adukcupoBath BCiO wuHGOpMaruioo. HyXHO
HAyUUTHCS COCPEeJ0TAauMBaThbCsl WU WU3MEHATb CBOE IIOBeZieHWe, UTOObI ObITh B
COCTOSIHUM pacrio3HaBaTb U (DUKCUPOBATh Jlayke CaMble He3HAUHTe/bHBI
JIOTOBOPEHHOCTH C CaMUM CO0OW TI0 Mepe WX BO3HUKHOBEHHSI B BalleM
CO3HaHWM. MaKCHUMaJIbHO TIOTHOE BBITTOJTHEHHE TPOoLieAypbl cOopa MH(OpMaIiu
Y TIOC/Ieytolliee BHeJPeHWe MTPUBBIYKY 3alChIBaTh BCe HOBBIE Ziejia 0 Mepe UX
BO3HUKHOBEHMS MPUAACT BaM CHJI M YBEJTMUUT Ballly [POU3BOJUTE/ILHOCTD.

BHedpeHue npoyedypbl coopa uHgpopmayuu Ha ypoeHe op2aHuzayuil u
omHoweHutl

YTo MpOUCXOAUT, KOTrJa KaXKAOMY YUaCTHUKY TPYIIIbI — CYIIPY>KeCKOM
raphbl, OTZesa, TlepCoHasia, CeMbH, KOMIIAHUU — MOXXHO JI0BepsiTh, He 00sICh 0
TOM, UTO OH MOXKET YTO-TO YMyCTUTb U3 BUAY? UeCTHO roBops, €C/u Bbl 3TOTO
JOCTUT/H, BbI BPsifi i1 OyzeTe 3alyMbIBaThCSl O TOM, KTO KaK «BJIa/Iee€T MSUOM»:
y Bac TosIBATCSI ropa3zio 6osiee cepbe3Hbie TIPeAMETHI /IJIs1 Pa3MbIIILIeHUS.

Ho ecnu mipoGesibl B 0011[eHUM MO-TIP@XXHEMY COCTaBJISIIOT Mpobiemy, To,
BEPOSITHO, B OPraHU3al[MOHHOM KY/BTYpe MPUCYTCTBYeT Orpe/ie/ieHHbIN yPOBEeHb
OecriokolicTBa ¥ HepBO3HOCTU. JIO[M yBepeHbl, UTO Oe3 MOCTOSHHOUM OMeKu U
Hazi3opa MpobeMbl MPOCTO UCYE3al0T B CUCTeMe, YTOObl TIOTOM B30pPBAaThCs B
moboii MomeHT. OHM He TOHUMAKOT C/eJYIIero: CTpax BbI3BaH TeM, UTO
JaHHOe TIOJIo)KeHWe Bellell TIyDOOKO YKODEHWIOCh B MX CO3HaHWHM, MO00HO
dbyHIamMeHTa/NbHBIM TIDUHLIMIIAM MUPO3/laHUsl, TAaKUM, KakK 3aKOH 3eMHOTO
npuTsbKeHUsl. Takoe MosioKeHre Belllel Hy)KHO MeHSITb.

S ybenusics B 3TOM 3a Jjonrve ToAbl pasMbliiieHuid. Korjja mopsiouHbie
JIIO[M, He BHE/IPUBIIIME OMMCAHHBIX MPUBBLIUEK B CBOE TOBe/ieHUe, TIOSIB/ISIOTCS B
MOeW KU3HH, OHU cpa3y OpocaroTcsi MHe B I71a3a U HallOMUHAIOT 3a0MHTOBaHHbIN
HapbiB Ha OOnbIIOM Tanblle. S TPOXKWAM y)Ke [BajliaTh JieT, PYKOBO/ICTBYSICh
CTaH/lapTaMu CBOOO/IHOM MICUXWUeCKON OrepaTUBHOMN MaMsITU U UeTKUX U SICHBIX
TIpe/ie/IoB COZIEPXKUMOr0 KOP3UH BXO/AIMX MaTepuanoB. Korjga HeobpaboTaHHast
3amuch JIXKUT Oe3 fiesla B Ubeli-TO KOpP3WHe WK Korja oH (OHa) B Xofie Oece/ibl
KUBaeT U TOBOPUT «/a, S TaK U Cjle/lal0», HO HUYEro He 3aruchbIBaeT, MOU
VH/JUKaTOp «ak-aili-ail» cpa3y 3aropaercsi. B MoeM Mupe Takoe TOBe/ieHUe



Hezoryctumo. EcThb flesia ropasgo 6osiee cepbe3Hble, yeM 3ab0ThI O rpobenax B
cucTeMe.

BobluepnbIBaHHE BO/JbI U3 JIOAKH OTHUMAET CWIbI, KOTOPbIe HY)KHBI [JIJIsl
rpeosim.

S momkeH OBITH yBepeH B TOM, UTO JitoOasi mpocb0a WM akTyasbHas
uHbopMaIsi, KOTOPYIO § 3aluChiBal0 Ha AaBTOOTBETUMKe, [epechliato I10
9JIEKTPOHHOU TI0UTe, JOBOXY /10 CBe/leHHs1 cobeceJHMKA WM BBITTMCHIBAaID Ha
nucte Oymaru, momafieT B CUCTeMY JApPYyroro uejioBeka, OyzeT o6GpabotaHa,
OTCOpPTUPOBaHa U [IOCTYyIHA [ijisi oOpailleHusi B KaueCTBe BapUaHTa JabHeNInx
nevicteuil. Eciu nonyuatenib 06pabaThiBaeT TOMBKO T0OJI0COBBIE COODIIeHMs], a He
9JIEKTPOHHYHO TOUTY WM 3alUCKU Ha Oymare, TO si BBIHYXK/IEH OTPaHUUMBAThCS
TOJIBKO €ro WM ee MHOOUMBIM HocuTesieM. Takoe MoBefieHUe HEIOMYCTUMO [IJist
OopraHu3aliiy, KoTtopas 3aboTUTCS O TOM, UTOObBI ee JesiTe/IbHOCTh
XapaKTepu30BajiaCb MUHUMA/TbHBIMU 3aTpaTaMH.

Ec/u Hy)XHBI MepeMeHbl, TO BaM IOHAa/I00UTCS YBePEHHOCTb B TOM, UTO
HeoOXoZiMble UHULIMATUBBI HAWAYT HaZljiexalllyto Tofiep>kKy. KauecTBo /ir000it
3aMKHYTOM CUCTeMbl OyZieT orpeiesisiThCsi KaueCTBOM ee caMOro ¢jiaboro 3BeHa,
YacTO axXuIeCOBOM TSATOM  OpraHu3al[uu  SIBASeTCS  Bsjlas  peakiust
DYKOBO/ISAIIETO JIUI]Aa HA UHUIUATHBLI, KOTOPbIE POXKAAKOTCS B CUCTEME.

S 3ameuato mo/00HBIE siBieHUSI OCOOEHHO 4YacTo, Koria paboTaio B
OpraHu3alysX, rjle KOP3WHBI BXOASIIUX MaTepranoB 1160 BooObIle OTCYyTCTBYHOT,
mbo TieperoyiHeHbl U JI0/IT0 CTOAT HeobpaboTaHHbIMU. Takue KOpropaTUBHBIE
CTPYKTYPbI YaCTO CTPA/Ial0T OT MpepPbIBaHUM, MOCKOJIbKY HeJb3sl TIOJIOXKUThCS Ha
00bsIB/IeHUS, IOMEIlleHHbIE B CUCTEMY.

Ecnu kopriopaTvBHasi Ky/bTypa TIpeAriosaraeT Haluuue Hafle)KHbIX CUCTEM,
TZie BCe TIPOC/Ie)KHMBAeTCsl [0 YPOBHSI OT/ieNIbHbIX [JOKYMEHTOB, B Hell cpasy
YyBCTBYeTCSl sSCHOCTb. Bce omepaiuu B cucTeMe BBLITIOJHSIOTCS Ha
TO/ICO3HATe/TbHOM  YDPOBHE UM  BHHMMaHHWe KaXJ0ro pabOTHMKA  YeTKOo
chokycrupoBaHo Ha mnpobnemax. To ke camoe KacaeTcsi ceMel, CO3/aBILIUX
KOpD3WHBbI [I7I1  BXOASIIMX MaTepuaioB — pOAUTesiel, JeTeld, HsHeK,
JIOMOBJ/IJie/iblieB U BCeX OCTa/IbHBIX TIpe/iCTaBUTe/iell TIOCTOSTHHOTO Kpyra
o0I1leHYst U/leHOB ceMbU. JIFOAM YacTO HeJJ0yMeBaloT, KOTZa s TOBOPIO UM, UTO
MbI C MOe# >keHOM K9TpuH KjiafieM pa3Hble Bell[d B KOP3UHBI IDYT K APYTY, Jaxe
KOTJla PAaCCTOsIHE MeXK/y HaMU COCTaBJIsieT BCETO HeCKOJIbKO (PyTOB; mpoliieaypa
Ka)kKeTCsl UM XOJIOIHOM U MexaHuueCKo. Kpome Toro, uto mofoOHbIe MOCTYIIKU
SIBJISIFOTCS TIPOSIBJIEHWEM BEXK/TMBOCTH, TIO3BOJISIIOIIUM He OTPbIBaTh JIPYT /pyra
OT TeKyllei paboThl, Takas TIPAaKTUKA YKpeIviseT Hallld OTHOIIeHUs Wu
pacimpsieT Hallly cBoOO/y, TTOCKO/IbKY MeXaHWdeCKue /1eliCTBYS BLITIOHSIIOTCS B
paMKaX CUCTeMbl, He OTHUMasi BHUMaHUsI HUA y KOTO M3 Hac.



K coxaneHWio, HeBO3MO)KHO pa3paboTaTh 3aKOHOZATeIbHYHO 06a3y s
CUCTEM MepCOHaTbHOW OpraHM3aIivH.

Kaxkzaplii 1o/DKeH TIPUAYMaTh COOCTBEHHBIM CIIOCO0, KOTOPBIM ITO3BOJISIET
CTIPAB/IATLCS C BO3HMKAIOI[UMU 3afiadyaMd. BripoueM, MOXXHO BO3/IOXKMThH Ha
nrofleld OTBETCTBEHHOCTh 3a Pe3y/bTaThl AeSTeJIbHOCTU W 3a OTC/Ie)KUBaHUE M
yIopsi/loueHre BCeX BO3HUKAIOIIUX Jiefl. Takke Bbl MOXKeTe TIOZIeIUThCS C HUMH
yvHdOopMalrel, KOTOPYIO TIOUePHHY/IN U3 3ToW KHUTH. [To KpaliHeli Mepe, B 3TOM
c/lydae y HUX He OyzleT orpaBJaHusl, eC/IM OHU YITYCTST YTO-TO U3 BULY.

Opeanuzayuu OOMX*CHbI 80CNUMbIBAMb  Ky/AbMypy, OONYCKAwyo, umo
KajcooMy compyOHUKY NOM0X#CeHO coenamb 00/nblle, yeM OH 8 COCMOSHUU
coenamb; donyckaemcsi makdce nepecmomp 002080peHHOcmell o mom, ue2o HE
Oenaem Kaxcoblli COMpPYOHUK.

OTo He 03HauaeT, UYTO BCe JIO/DKHBI JiefaTh Bce. S HaJerCh, UTO OIMMCA
MOjJle/Tb, KOTOPYIHO MOXKHO BHEJIPDUTb B HallleM CPaBHUTEIbHO HOBOM
MH(MOPMAaILIMOHHOM 0011[ecTBe: OHA TIPeOCTaB/seT KaXKJOMY BO3MOXXHOCTH ISl
BBITIOJTHEHUSI HAMHOTO OO0/BIINX 00beMOB paboThl, UeM OH WM OHA CNOCOOHbI
BBLITIOJIHUTL. Ba)kHeMield 3ajjaueii OyneT oOT/afKa Iporiecca MOCTOSTHHOTO
repecMoTpa 00s13aHHOCTEM BCeX 3aMHTEePeCOBAaHHBIX JMI], UTOObI HHUKTO He
TIePe>KUBaJI O TOM, UTO Yero-To He jiesiaeT. TakKoB peasibHbIN WUHTE/IIEKTYaTbHbIM
TP/ Ha Oosiee c/10)KHOM ypoBHe. Ho Ha 3TOT ypoBeHb HET [0CTyIla TOMY, KTO He
pacrionaraeTt JelCTBeHHOW «ITy/ieHerpoOrMBaeMoii» CHUCTeMOM cOopa CBe/leHHUH.
[TomHMTE, BBl He CMOXKeTe I€PeCcMOTpPeTh COIIallleHhe C CaMWM CO0OM, o
3aK/IFOUEeHUH KOTOPOTO Bbl HE B COCTOSIHUM BCIIOMHHUTB. V1 KOHEUHO >Ke, BbI He
MOJKeTe TepecMaTpHBaTh TOTOBOPEHHOCTH C JIPYTUMH JIIOAbMU, €C/IU UX HUThb
yTpadeHa.

Korzma rpyrmimbsl rofeld MOTO/IOBHO BHeAPsiIOT TpeboBaHWe cOopa cra
TIPOLIEHTOB MHGOPMalMi, OHU MOTYT CMeJI0 OTTIPaB/IsATbCSA B IJIaBaHHEe. JTO He
3HAUWUT, UTO OHU ITI/IIBYT B TPABU/LHOM HallpaBJeHWM WIW Ce/d Ha HY>KHbIN
Kopabsib. ITO NMIIIb O3HAUaeT, YTO KOpab/b, Ha KOTOPBLIM OHW CeJ, IILIBET B
BbIOpAHHOM HarlpaB/ieHUH Ha BCeX Iapycax.



I'1aBa 12. Ba)XKHOCTDb onpe/ie/ieHUs Ja/IbHEeHIInX
NeHCTBHH

Mosi uHAMBHMAya/lbHas 3aj7adya — KOOPAMHMPOBATL Ty  CTaHIO
MBIC/TUTETLHOTO TIPOI[ecca, Ha KOTOPOU CTaBUTCs BONpoC «KakoBbI fasibHeHIHe
JNeNcTBUS?» B MeuTax s BUXKY MHp, TJie HU OJJHa BCTpeua, HM OfIHA JAUCKYCCHUS U
HU OIMH CeaHC OOIeHWS He 3aKaHUMBAETCs, TOoKa He OyleT ueTKO PpelleHo,
HY)KHBbI /I KaKWe-TO KOHKDEeTHbIe IIard W, ec/Jid 3TO TakK, TO KakKue IIaru
HeoOXOAMMBI WM, II0 KpaWHel Mepe, KTO 3a HHUX OTBeuaeT. I BUXKY
OpraHu3alvy, BHEAPSIOIINe CTaHJApT, COIJIACHO KOTOPOMY BCe, UTO
OKa3bIBaeTCsI HA yUaCTKe KaXKJO0r0 COTPYAHUKA, aHA/IU3UPYETCSI C TOUKU 3PEHMUS
HEOOXOAMMOCTH TPHUHATHS aKTUBHBIX MEp M COOTBETCTBYIOIWE pelIeHHUs
obpabarbiBaroTcsi HazjexamuMm obpa3om. IIpencraBere cebe, UTO MoKeTe
CBOOOZIHO COCPeZIOTOUNTRCS Ha 60Jiee cephe3HbBIX MPo0eMax ¥ BO3MOXKHOCTSIX.

3a rTombl paboThl s HaOmoman HeObIBajible CABUTHM B paboTe W
MIPOM3BOIUTEILHOCTA TEeX OpraHu3alivid, TAe WHAWUBUAYYMbI M  TPYMIbI
TIOCTOSTHHO 3a/iaBa/iid K/IF0UeBOi BoIpoc: «KakoB ciiemyromui mar?» Kakum Obl
MIPOCTLIM HU Ka3aJicsl HaM BOITPOC, €ro peko MOXKHO YBUJETh Ha HaJIeXKall[eM
MeCTe B CICTeMe OpraHW3allMOHHBIX IIPHOPHUTETOB.

Kozda eonpoc «Kakog caedyowjutl wiaz?» eHedpsiemcs 8 0peaHu3ayUuoHHYHO
Ky/bmypy Ha 6a3080M ypoeHe, asmomMamuuecku nosbliiiaemcs 3¢ppeKmusHocmb
pabombi, npou3eo0umenbHOCMb, 3a0auyu CMAHOBAMCS SICHee U No3eo/som
Ayuwie cocpedomouums HUMAHUe.

OmHa w3 Haubosiee Cephe3HBIX IMPO0eM, C KOTOpOM BB MOKeTe
CTO/NIKHYTbCS, KOIJla TIPUBBIKHETE 3a/laBaTh >3TOT BOMNPOC caMoOMy cebe U
OKPY’KaOII[UM, COCTOUT B TOM, UTO OOIIeHHe C JIIOAbMU, He CO3HAIOU[UMH ero
Ba)XHOCTH, MOXXET BaC CHJILHO Pa303/1uTh. OH HACTOJBKO OBICTPO MPOSICHSIET
CUTYaIMIo, yTO paboTa C /JHObMH M OpPraHU3al[MOHHLIMHU Cpe/laMU, KOTOpbIe He
BHEJIDU/IA €T0 B CBOIO JIeSITE/IbHOCTh, MOXKET I0KAa3aThCsl HOUHBIMH KOIIIMApOM.

Bce Mbl 00si3aHbI pelllaTh, KAKUX pe3y/JbTaTOB XOTHM JOCTUYL (eciu
BOOOII[e eCTh Takass HEOOXOJUMOCTb) CaMOCTOSITe/IbHO W B Xofie OOIIeHusi C
ApyruMu. VI B KakOW-TO MOMEHT HaM IIPUXOAMTCS OIpPeJeNsTh C/IeAyIolee
¢du3nueckoe AeWCTBHE B PaMKax JJOCTYDKEHHs JIFOOOTO pe3ysbTara, B KOTOPOM
MbI 3aWHTepecoBaHbl. HO CyIiecTByeT OorpomMHasi pa3HMIIA MEXIY MPUHSATHEM
TAaKOrO peIleHHss B MOMEHT BO3HMKHOBEHHsI MpoOJeMbl U OMpe/e/eHueM
TIepPBOOYEPEe/IHBIX 111ar0B, KOT/Ia CUTYal[|Usl CTAHOBUTCSI B3PhIBOOMACHOM.



Hcmoku moeti memoouKu

$1 HayuuCs 3ToM IPOCTOH, HO HeoObIUaliHO TT0/IE3HOM MEeTO/[UKe /IBa/IlIaTh
JIeT HazaZl y CBOero JaBHero [pyra U HaCTaBHUKA B KOHCYJIbTAl[MOHHOMN cdepe
[uHa AuecoHa (HMKAKOTO POZICTBA C OBIBIIIMM TOCYZAPCTBEHHBIM CEKPETapeM).
[vH ponroe BpeMsi KOHCY/JbTUPOBa/l [IO/DKHOCTHBIX JIMI[ W BBISCHSII, UTO
HeoOX0MMO /ISl YCTpaHeHHUsI TICUXOJIOTUUeCKUX OaphepoB, BO3HMKAIOI[UX B
CO3HAHUM MHOTHUX JTFOZIeM 10 OTHOIIIEHUIO K TIPOeKTaM U CUTYallUsiM, B KOTOPhIX
OHM OKa3a/Mcb. B oAMH mMpekpacHbIM [eHb OH IIPOCTO Hadaa IO ouyepeau
1o/[0MpaTh MMCTKY OymMaru Co CTojia OZJHOTO COTPYJHHWKA, 3aCTaBJ/IsAsI €ro pelars,
KakuM JIOJDKHO OBITh TepBoouepesHOe JelcTBHe, Heobxomumoe s
TIPOABYKEHMS KaXKZI0T0 MpoeKTa. Pe3y/ibTaThl He 3aCTaBU/IN Ce0si ZI0/TO XKAaTh U
OKa3a/JiMCh HACTOMbKO 3HAUUTE/NbHBIMM, UTO [IMH TIOTpaTWwi TOAbl Ha
COBepIIIeHCTBOBaHWE MeTO/I0/IOTHH, MCIIO/b3ys OAWH W TOT e BOMpOC AJIs
00paboOTKM KOp3WHBI BXOJAIMX MaTepuasoB. C Tex Tiop Mbl 00a
TIPOKOHCY/ILTUPOBA/IM U HaTPEHUPOBA/IM THICSUW JIFOfleM, U Hallla TeXHUKa T0-
Tipe>kHeMy OCTaeTCsl HeTpeB30iiieHHOW. OHa IoMoraeT 3HauUUTe/IbHO YIYUllluThb
KaK TIPOU3BOAUTENBHOCTh, TaK U [yIlIeBHOE COCTOSIHWE JItOfiel, T03BOJIsIsl eMy
oTpeZie/IuTh TIepBOOUEpeIHOe eMCTBHEe, HeoOXOoAWMOe [Jig TOro, uToObI
CABUHYTbH Jie/I0 C MePTBOM TOUKU.

Bb160p 803M03CHbIX AKMUBHDIX Oelicmeuli

A Temepb HaM TIPeACTOMT OTBeTUTh Ha CJIeAyOLIWK BOMpocC: «KakoBbl
JlaJIbHerIIre JeUCTBUS?»

YroObl OTBETUTH Ha 3TOT BOIIPOC, Mpe/jiarai0 BepHYThCS K CIMCKY, Ky/la Bbl
TOMECTU/IM MBIC/IEHHbIM Matepuan (cm. miaBy 5). Wnu, mo KpariHeu Mmepe,
1o/[yMaTh 000 BCeX MPOEKTax, KOTOpble MOTYT 3aHMMAaTh Ballli MBIC/IA. Y Bac He
BO3HUKAET OIYIIeHUs], YTO UX OCYIeCTB/IEHHE MPOABUTAaeTCsl He TaK YBEPEHHO
U He Tak 3hdeKTMBHO, KaK MoIJio Obl? BriosHe BeposTHO, UTO 3TO Tak:
HEeCKOJIbKO MIPOEKTOB HEMHOT'O 3aCTPsL/IA Ha MeCTe.

Eciu 6b1 Bbl He 3HA/M HaBePHSKA, YTO BaM JIEMCTBUTE/IbHO HE0OXOJUMO
TIEePBLIM [JIeJIOM TI03BOHHUTbL KOMY-TO, OTIIPaBUTh 3/IEKTPOHHOE COO0O0IIeHue,
MPOCMOTPeTh Kakue-TO MaTepuasibl WIA KyNUTb YTO-TO B MarasvHe, TO He
BBITIOJTHUMM ObI 3TUX JleficTBUi. CaMoe CMeIITHOe, UTO Ha Orpejie/ieHHe TTepBOro
I11ara MpakTUUeCKH T0 KaXKOMY MYHKTY CITMCKa BaM MOHAa[06umock ObI BCero
JIMIIb OKOJIO JeCsiTh CeKyHZ. HO MMeHHO 3TU JecATh CEKyH/| pa3MbIIIJIEHUA U



eCcTb Ta IMpoLefypa, KOTODYIHO OCHOBHas Macca JHo[ed He TpoJenblBaeT C
OOJIBIIIMHCTBOM MYHKTOB CITHCKA.

Haripumep, B crivcke MOero KueHTa MOKeT OKa3aTbCs TaKOW IYHKT, Kak
«IUHBI».

A cnpammBato: «4YTo UmeeTcs B BUAY ?»

OH otBeuaeT: «Hy, MHe HY>KHO TIOMEHSITh IIIMHLI Ha aBTOMOOUIe».

«Tak KakuM OyzieT Balll epBbIif I11ar?»

Ha sTOM 3Tarme KaueHT OOBIYHO MOPIIUT J100, AymaeT Mapy CeKyHA U
NpUXOAUT K 3akmtoueHuto: «Hy, HaBepHOe, Haj0 MO3BOHWTHL B MarasvH
aBTO3aryacTer ¥ y3HaTb pacLIeHKW».

[lpuMepHO CTOMBKO BPEMEHU HY)KHO, UTOObI  pelluTh, KaKOBO
repBoouepeiHOe [IeHMCTBUe TIpaKTUUeCKHW MO0 KaKJOMy IyHKTy. Bcero sumib
HECKOJTbKO CeKYH/]] COCpeIOTOUEHHBIX PpacCyX/eHuM, KOTOpble OOJIBIIIMHCTBO
JIFOZle! ellle He MPOJesiaiv C OCHOBHOM MacCOW Marepuasa.

Takrke, BeposiTHee BCero, MO)KHO yTBeP)K/aTb, UTO Ue/I0BeK, KOTOPbIM X0oueT
TIOCTaBUTh HOBBIE IIIMHBI HA CBOM aBTOMOOU/Ib, yKe I0CTaTOUHO /JaBHO 03ab0ueH
3TOM TIpo6siemMoii. U, BeposiTHO, OH y»ke He pa3 Haxo[uics y TenedoHa U UMesl B
CBOEM pacropsDKeHHH J0CTaTOUHO BPeMEeHHU W/WUU CUJ [IJIst TOTO, UTOOBI C/iesiaTh
HeoOXoAuMbIN 3BOHOK. [loueMy >ke OH Tak W He mo3BoHWUA? [loTomy uTO
rocsiefiHee, UeM €My XOTeJI0Ch 3aHSATbCS B TOT MOMEHT, OblL MepecMOTp BCex
TPOEKTOB, BK/IKOYAsl 3aMeHy IIWH, U Orpejie/ieHue JalbHeWIlInX [elCTBUM TI0
sTOMy TioBozy. [1poiije roBopsi, 0H BoobI1[e He ObLT HACTPOEH Ha pPa3MbIIILIEHUS.

EMy Hy)KHO ObLI0 3apaHee ompefiesiuTh TpeOyembie gAeiicTBus. Eciv oHu
yXKe oripejie/ieHbl, TO, KOT/la Y Hero MOsIBUTCS TISITHA/LATh CBOOOAHBIX MUHYT
Tiepe/; HauajioM COBeIIlaHMUsl, a 3arac SHepruu 1o JiecATuOaNIbHON 11Kane OyaeT
paBeH 4,2, OH CMOXeT B3IVIAHYTb Ha CIIMCOK BO3MOXXHBIX BapWaHTOB U C
pPaZloCTbI0 YBUJeTb B HeM NYHKT «II03BOHUTh B MarasuH 3aryacTed M y3HaTb
pacLeHKn». «ITy 3a/jauy s MOT'y C YCIeXOM BbITIOJITHUTb», — MOAYMaeT OH, U Y
HEro TIOSIBUTCS PeasibHbIM MOTHUB IJis TOTO, UYTOObI I03BOHUTH U 3aTe€M Oy TUTh
BKYC 100e/IbI TT0C/Ie 3aBepIiieHUs 10Jie3HOro fiesia Py TeKylleM 3ariace BpeMeH!
u sHepruu. [Ipu [aHHBIX 00OCTOSITENILCTBAX OH He MOXeT HadaTh TOJTOTOBKY
YepHOBMKA Cepbe3HOr0 J0roBopa C K/JIMEHTOM, HO peCypChbl MO3BOJSIIOT eMy
HabpaTb HOMep U OBICTPO TIO/NyUWTh TI0/Ie3HYI uH(opmalo. BnonHe
BEPOSITHO, UTO B CKODOM BpeMeHU OH, B3IVISHYB Ha HOBbIe IIMHBI CBOErO
aBTOMOOWISI, TIOUYBCTBYeT TIPUTUB TOPZAOCTH.

OnpeneneHne  coflep)KaHUs  KOHKDETHBIX  JIEMCTBUM Ha  CaMOM
TIpM3eMJIEHHOM YPOBHE U YIIOPSiJ0UeHMe Ha/|e)KHbIX BellleK-HallOMUHAaHUU O HUX
SIBJISIFOTCSL K/TFOUeBbIMM CPeJICTBaMU TOBBILLIEHUS] TIPOU3BOAUTEBHOCTH.



CekpeT 3aBOeBaHHUsI TIPEMMYILeCTBA COCTOMT B TOM, 4YTOOBI
Hauath. CeKpeT YCIIeIIHOrO0 Hayajia — B TOM, 4YTOObI pa30bUTh
CIOKHBbIE HEMOCW/IbHBIE TIpo0/ieMbl Ha MasleHbKHe BBITTOJIHUMbIE
3a/laHUs U HauaTh C CaMOTI'0 TIepBOI'0 M3 HUX.

Mapk TeeH

OTO0 — [OCTyINHasi MeTOAMKA, KOTODYI0 MbI B COCTOSIHUM TIOCTOSTHHO
OTTauuBaTh.

YacTo faxke camble MPOCThIe 3aTer 3aXOAsT B TYIHK, MOTOMY UTO Mbl He
MOyKeM OKOHUaTeJIbHO PellvTh, KaKUM OyZIeT C/ie/IyrOIIUiA I11ar. Y UaCTHUKU MOUX
CEMUHApPOB UYaCTO BHOCST B CIUCKWA Takue 3aflaHus, Kak «OTnafuTh paboTy
aBTOMOOW/IsI». SIB/IsSIeTCS /I OT/ajika TepBoouepeiHbIM fieiicTBueM? Het, ecnu
BbI He HZieTe K MallilHe B paboueii ofiexk/ie, C Ta€UHbIM K/TFOUOM B DYKe.

«Tak KakuM ke OyJeT Balll C/IeAYIOLH 111ar?»

«O#i... Hy, Ha/1o 0TBe3TU MalllMHY B rapak. AX /ia, CHauasa Hy>KHO y3HaTb,
BO3bMYT /M1 ee B peMOHT. HaBepHO, cjieyeT MO3BOHUTh B MAacCTePCKYI U
Ha3HAUUTh BPEMSI».

«Y Bac eCTb HOMep?»

«Yept, HeT... Y MeHs HeT HoMmepa rapaka. ®pej; MOCOBeTOBa/ MHe
XOpOIIyI0 MacTepCKyr, HO HOMepa y MeHsl HeT. $1 3Han, YTO B ypaBHEHUU
CJIMIITKOM MHOTO HEU3BeCTHBIX».

Ecau He onpedeneH caedyrowjull waz, mo mexcoy mekyuwum NoAoXCeHUem
gewjell U JicenaemMbiM pe3yibmamom 0cmaemcsi HeCOKpamumblil paspble.

YacTto UMEHHO 3TO U TPOMCXOAUT C Maccoi TpoOsieM, BO3HUKAIOLIUX Y
Pa3IUYHBIX JItofield. Mbl CMOTPUM Ha TPOEKT, ¥ YaCTb HaIllero CO3HaHUs yMaeT:
«Y MeHsl eCTb He BCe CBeJleHUs, He0OXOAUMbIe [Ijisi OCTVXKEeHUsSI pe3y/ibraTay.
MbI 3HaeM, UTO Uero-TO He XBaTaeT, HO He 3HaeM Uero, M03TOMY OTKa3bIBaeMcsl
OT OCYIIleCTBJIeHUsI POEKTa.

«TakK KakoBbI Balllv a/IbHEHIIIe JeUCTBUS?»

«MHe Hy>XHO y3HaTb HoMep. HaBepHO, MOXXHO y3HaTh ero y ®peza».

«Y Bac ectb HoMep Ppezna?»

«Y MeHs ectb Homep ®pepal»

Takum obpa3om, Ha camoM jiefie riepBbIM 11arom Oyzet «Ilo3BoHuTs @pepy,
YyTOOBI Y3HAaTh HOMEP MaCTepPCKOM».

BBl 3aMeTU/M, CKOJIBKO TIPeJBIAYIUX I1aroB HYXXKHO OTC/I€AUTh AJis TOTO,
yTOObI UETKO OTpe/ieNIuTh Creytollee AelCTBUe M0 TPOeKTY? OTO TUITUUHBIMI
clyuail. B criMckax GOMBIIMHCTBA JiFOAed TPUCYTCTBYeT Macca TMPOEKTOB
no/jo6HorO poja.



Houemy camble 2eHUd/IbHble U3 HAC MewKaom 0o/blie 8cex

[TouctHHe, y caMbIX YMHBIX 13 Hac OO/bIIle BCETO HETIPUHATBLIX PeIleHUH 1
HeobpaboTaHHBIX MyHKTOB B CIMCKaX. B uem npuumHa? [lomymaiiTe o ToM, Kak
Hallle Tejl0 pearvpyeT Ha o0Opa3bl, BO3HUKalOI[Ue B co3HaHUU. OKa3bIBaeTcs,
HepBHas CHCTeMa He OT/IMYaeT SIPKOro npejCTaB/leHUs OT peajlbHOCTH.

Yrobbl [0Ka3aTb 3TO caMoOMy cebe, TMpeACTaBbTe, KaK Bbl BXOAWUTE B
cyriepMapKeT W WjieTe 10 SIPKO OCBellleHHOMY OTZeny (PYKTOB U OBolljel. BrI
yxe Tam? XOpOllIo, Tenepb MOAOUAWUTE K JIOTKaM C LUATPYCOBbIMM —
arne/lbCMHaMH, JIMMOHaMHU, Tpefirippyramu. Tereps HalijuTe TaM OOJIBIITYIO Kydy
MUMOHOB. PsijloM ¢ HUMM — [l0CKa /151 Hape3Kd (PYKTOB M HOX. Bo3bmuTe
OAWH W3 3TUX OONBIIMX >KENTHIX JUMOHOB U Pa3peXKbTe ero Ha TOJIOBUHKHU.
Ougytrure MMMOHHBIA apoMar! T1101 HaCTOMBKO COYHBIM, YTO COK ITPOJIMBAETCS
Ha J0CKY. Tereps BO3bMUTE MMOJIOBUHKY JIMMOHA U pa3peskbTe ee Ha MOJIOBUHKY,
yTOOBI y BaC B pyKax OCTa/laCh YeTBepTh. XOPOIIIO, TellepPh BCTIOMHUTE, KaK BbI
eJIi JIMMOHBI B [1eTCTBe... Bo3bMUTe CBOKO JIMMOHHYIO [I0JIbKY B POT U BOH3UTE B
Hee 3y0b1! XpycTh!

Ecm Bel jiejoBaii MOMM MHCTPYKLUSIM, TO, BEPOSITHO, 3aMeTHJIU, 4YTO
coZiepyKaHue CJIFOHBI Y BaC BO PTY XOThb HEMHOTO YBe/JIMUYWIOCH. Baill opraHusm
TI0-HACTOSIIIEMY TIBITAJICS YCBOWUTDH JIMMOHHYIO KucaoTy! Ho oHa Gbl1a TO/BKO B
BallleM BOOOpayKeHHH !

Be/luKue JII0U CIIOCOOHBI PHCOBAaTh KapTUHBI B CBOEM BOOOpa)keHHH,
Mpe/ICTaB/IATh COOBITHS ObICTPee U KPacouHee, YeM BCe 0CTa/IbHbIE.

Ecmm Ballle Tesio pearvpyer Ha KapTUHBI, KOTOPbIe Bbl pUCyeTe B CBOEM
CO3HAaHWH, TO KaK Bbl MOKeTe ce0sl IMOYyBCTBOBaTh, CKakeM, BCTIOMHUB O
pacuete HasioroB? Kakue KapTuHbl Bbl mnpezctasisiete? «IllneBoe pemno»,
«Bnepen», «Cocts3anusi», «Ycrnex», «5 mobenun!»? Bpsa mu. Ecin ucxoauthb
TOJTBKO W3 TaKWUX COOOpakeHWH, KTO OyJeT CuibHee COIPOTHUB/ISATHCS
HalIOMUHAHUSIM O MOZ0OHBIX MMPOEKTaX — TO eCTh KTO OyJeT MeIlKaTh C JieJlaMu
Jonbliie Bcex? EcTecTBeHHO, CaMble TBOpYECKWE, UYBCTBUTe/IbHbIE U
WHTe/UIUreHTHble Jiroau! VIX BriedatriuTesibHOe CO3HaHUe I103BOJIsIeT UM
SABCTBEHHO CO3/[jaBaThb KOILIIMAapHble CLIeHapUU [eATeJIbHOCTU [0 BHEJPeHUI0
MpoeKTa W UeTKO T[IpeJCTaB/IATb BCe OTpULiaTe/]bHble TOCIe[ACTBUS €ro
HEIoJIHOro ocyiectsneHuss! OHU cpa3y HauMHAKOT BOJIHOBATHCS U OITyCKAroT

pyku!

$1 — crapbiii uesoBeK, MO3HaBILWN Maccy 6efi, HO OOJIBIITMHCTBO
Y3 HUX HUKOI/Ia He POUCXOU/I0 Ha CaMOM Jierie.



Mapk TeeH

Kto He omyckaeT pyk? YacTo 3TO — TOJICTOKOXKHE yBa/lbHU, KOTOPbIE
OepyTcsi 3a [el0 U YIIOPHO TIPOJIBUTAlOTCSl BIiepe/l, He Ti0/03peBasi O
BCEBO3MOKHBIX OMACHOCTSIX. A BCe OCTajlbHble CK/JIOHHBI BelllaThb HOC TIO
nmroboMy TIOBOZTY.

Cuutate Hanoru? Hy, yk Her! OT0 OygeT He Tak IIPOCTO CAenarhb. $1
yBepeH, uTo B 3TOM rofy Bce OyaeT He Tak, Kak paHbiie. S Buzaen Gopmbl
JIOKYMEHTOB — OHH BBIIVIAAAT WHaue. HaBepHO, MpHayMasayd HOBBIE TIpaBW/a, B
KOTOPBIX MHe TpuieTcsi pa3duparbcsi. Bo3Mo)KHO, MHe TIpUJeTCsi pouecTh BCe
3TU YepTOBbI Marepuasbl. [lnvuHHas ¢opma, KpaTtkas ¢opma, cpeaHsisi ¢popma?
CnoXxuTb BCe BMeCTe WM PacCOPTUPOBATh MO OTAeIbHbIM Mankam? bbuio ObI
HETUIOXO TOTPOCUTh O CHIDKEHUUW HaJIOTOB, HO [/l 3TOTO [IO/DKHBI OBITH
OCHOBaHWUS, a 9TO 03HAYaeT, UTO MOHAA00ATCS BCe yeku U KBuTaHuu. O, Ooxe
— s He 3Hal0, Ha MeCTe JIM BCe HY>XHble KBUTAHILIUU, a €C/TU MbI HE CMOXKEM UX
HalTH, HO TIOTMIPOCKM O CHIKEHWH HaJIOroB, HaC MOTYT TTpoBepuTh! [IpoBepUTh?
BuyTtpennsis HAJIOTOBAS cnyx6a, THOPBMA — HeT, ciacu6o!

Bor Tak Macca /el yxe caguTcs B TIODbMY, e[lBa B3IVITHYB Ha
HanoroBele ¢dopmbl 1040. TonbKo MOTOMY, UTO OHU TakKWe BIlEUaT/IUTE/bHbBIE,
YyBCTBUTE/IbHbIE U TBOPUYECKHe HaTyphl. 1 He MOMHIO, CKOMBKO pa3 s Hab/rozan
1oZio0HBI 00pa3 MBbIIILJIEHUs] 3a TO/Abl TPEHUPOBKU CIELUaJUCTOB: OOBIUHO
MMEHHO CMbIIIJIeHble M 0Opa3oBaHHbIe /O HaKaryiiBaau camble Oosbliive
ropbl HeoOpaboTaHHOTO MaTepuasa B CBOMX oducax, JoMax U rojoBax. Y
OonbIMHCTBA MpOodeCCUOHAIOB, C KOTOPBIMU s paboTas, HaXOAU/I0Ch XOTs Obl
HECKOJTbKO OOJIBIINX, CJIOXKHBIX U 6eCc(OpPMEHHBIX MMPOEKTOB, 3arPOMOKIAROIINX
CTOMUKU st Oymar wWiuM co3HaHWe. B uX coO3HaHWM Bcerjila TeTUISTCS
KpamoJjibHble MbIC/U: «Eciu Mbl He OydeM CMOTpeTb Ha 3TH TIPOEKThI WU
JyMaTh O HUX, TO, BO3MOXKHO, OHU He OyayT Hac 6eCrioKOuTh!»

«3anupaHue» HecamueHblx 06pazoe ecez0a byoem npudasamb 6am CUL.

Tak rae >ke BBIXOZA? Bcerja MOXKHO TIPOITYCTHUTh PIOMOUKY. [IpUTYIUTH
cTpax. 3aTKHYTh BHYTpeHHUI rosoc. [TocMoTpuTe, UTO MPOUCXOUT CO MHOTUMHU
JIOBMU, €/lBa a/IKOro/ib AOCTHUTraeT UX Mo3sra. [lo ujee, OH [O/DKeH cpasy
CHW)KaTh 3arac uX 3Hepruu, MoTOMy UTO 3TO — JielpeccaHT; HO YacTo JIOAU
OLIYILIAIOT TPWIWB CHU/, TI0 KpaiiHell Mepe, Ha TMepBbIX mopax. I[louemy?
AJKOTO/Ib  1eHICTBUTE/IbHO TIDUTYTUISIET KOEe-uTO: OH Ha BpeMs CIJIaKHWBaeT
BHYTPeHHHe KOH(WIMKTbI W 3aTeMHsieT OTpHljaTe/ibHble KapTHHBI Oymyliero,
KoTopble (OPMUPYIOTCSI B CO3HAaHUU Jitofie. KoHeuHO, MO 3amac SHepruu
YBEJIMUUTCS, €C/IU s TiepecTaHy TpaBMUDOBaTh Cebsi 3/10BelUMU KapTHHaMU
Oyayiero, Te s He CIpaB/siioCh C fAenamu. Ho peliileHusi, HarpaB/ieHHble Ha



TIDUTYIIJIEHWE OTPULIATe/IbHBIX SMOLMM, B JIydllleM C/ayuyae, HOCSIT BPeMeHHbIN
xapakrep. «PyTuHa» HUKyma He ucye3HeT. M K COXaJIeHHIO, KOTZA MBI
TIDUTYTI/ISIEM CBOU OIIYIeHWs, Mbl He MOXKeM CcjieflaTb 3TO W30UpaTesbHO:
BZIOXHOBEHUE, SHTY3Ma3M 1 TBOPUYECKOE PBEHHE TOXKE MOTYT MPUTYIIUTHCS.

FpamomHoe ycmpdaHeHue Hee2amue@HbIX 3M014u1‘1

EcTb [pyroe pellieHyde: MOXHO TpPaMOTHO 3arjIyLIWTb BHyTPeHHee
OecrioKoliCcTBO, HAMETUB JlajibHeldlliee AeiicTBrUe. Bbl 06s13aTelbHO TTOUYBCTBYeTe
obsierueHue, Korjja ompefie/IUTe repBoouepesiHOe NeiicTBHe, HeoOXoAuMoOe st
TOTO, UTOOBI CZIBUHYTH C MEPTBOUM TOUKHU MIPOEKT, B paMKax KOTOPOT'O BbI JIO/KHEI
YTO-TO CZe/laTh WIM Kak-TO W3MeHUTh cutyaiuio. [lo cyTu, B OKpyKarolem
MUpe HUYero He usMeHMTCs. Ho mepeHOC akijeHTa Ha Jie/lo, KOTOpoe Balle
CO3HaHMEe BOCIPMHUMMaeT KaK BbIMIOJIHUMOE, OCYIIeCTBUMOe 3ajJjaHue,
3HAUUTE/SbHO YBEJWUUT Ball 3arac SHeprud, TMpuAAcT BaM 4YyBCTBO
HarpaB/IeHHOCTH U MOTUBaLMU. Eciu Bbl eHCTBUTENBHO 3a()UKCUPOBAIU BCe,
YTO 3aHMMaeT Ballle BHHMaHWe, BO BpeMsi «OUMCTKU CO3HAHWs», TTPOCMOTPUTE
CIIMCOK W OfpefiesiuTe MepBbIM IIar Mo Kaxaomy MyHKTy. [TocMoTpurte, 4TO
MIPOM30i1/leT C BalllMM 3arlacoOM SHepryu.

Kakoii Obl cepbe3HOM U CJIOKHOM HU Oblia Tmpo6Gsema,
TpeofiofieiiTe 3aMelaTe/bCTBO, C/le/laB MaJleHbKMH IIaXOK K ee
perienuto. Cesaiite XOTb 4TO-TO.

copooc d. HopoeHxonbm

[TyHKTBI Balllero crvcka aub0 KaXKyTCsi BaM TIpPUBJ/IeKaTebHBIMU, MO0
BBI3bIBAIOT OTBpAIlleHWe: TPOMEeXYTOYHOTO COCTOSIHUSI He CyIeCTByeT. Bam
xoueTcst MO0 3aBeplKTh 3ajauy, 1160 BooOlLe He iymMaTh O TOM, YTO OHa Coboii
TIpe/ICTaB/ISIeT, ¥ HU TIPU KaKKUX 00CTOSITe/IbCTBAX He MPUCTYIIATh K ee PellieHuto.
YacTto eAVHCTBEHHBIM pa3iuudeM MeXAY [ABYMsI KPaWHOCTSIMU SIBJISIETCSI
OTCYTCTBUE PellieHusI O Aa/bHeNIINX 1elCTBUsIX.

Bce, umo Haxodumcsi 8 eallux ChUCKax u cmonkax, Aubo npueiekaem edac,
nubo 8bi3bigaem omepaujeHue — Koz20a 0eao0 0o0xXxooum 00 «pPYMuUHbL»,
NPOMEeNCYMOUYHO20 COCMOSIHUS He cyujecmayem.

PaboTasi c /OAbMH, KOTOpbIe CJIyIIad MOW CeMUHapbl WU TIPOXOJWIN
TIOJITOTOBKY C MOWMMHU KOJIIeramMu, si 0OHapy’>KWJ/I, UTO OJJUH U3 HeJ0CTaTKOB, He
TI03BOJISIFOIIUX UM YJep)KaTbCsl B Ceijie, COCTOUT B TOM, UTO OHU TIpPeBpalljatoT



CBOM CMUCKU JaTbHEUIINX JeUCTBUM B CITUCKU 3a7jad WU TTOAIIPOEKTOB, BMECTO
TOro, uTOObI OrpaHWYMBATBLCS KOHKPeTHbIMH IlaraMu. OHM BCe paBHO
oriepe)karoT OOMBIIMHCTBO /HO/lell TI0 TeMIlaM pabOThl TOJILKO TIOTOMY, UTO
3aMMChIBAKOT HAllOMMHAHMS, HO YaCTO 3aCTPeBalOT Ha MeCTe W MEIIKalT C
JleJlaMH, TIOCKOJIbKYy BHOCST B CIIMCKM Takue TIyHKThl, Kak: «BcTpeua c
OprkoMuTeTOM 0OaHKeTa», «JleHb poxzaeHus [koHHU», «[IpuemHas»,
«IIpe3eHTanyst cnaujoB».

VHbIMM C/IOBaMH, fiejia CHOBA CTaHOBSITCS OechopMeHHBIMU, PYTUHHBIMU, a
He OCTalOTCsl Ha YPOBHe JeUCTBUM. 110 mepeunciieHHbIM MYHKTaM He HaMeueHO
UETKUX [JaJbHEHIINX JeWCTBUI, WM TOT, KTO 3allOJHSET CITHCOK IT0J00HBIMH
33/IaHUSIMM, TIOCTOSTHHO Teperpy>kaeT CBOe CO3HaHWe MPU KaK/IOM B3IVis/le Ha
Hero.

3T0 MO>KHO Ha3BaTh JIOTIOJTHUTEIbHOM paboToii? SBsieTcst 1 orpeiesieHue
JanbHENIINX II1aroB T10 KakAod IMpobiemMe IOTIO/JHUATEBHBIM — YCUTHEM,
KOTOPOrO0 MOXXHO He mnpwiaratb? KoHeuHo, HeT. Haripumep, ec/iid BaM HY>KHO
TIOYMHUTL aBTOMOOW/Ib, TO B OIpeZie/IeHHbIi MOMEHT BaM BCe PABHO MPUJIETCS
orpeziesiATh AajbHele aeicTeus. [Ipobnema B TOM, UTO OOMBIIIMHCTBO JIFOZEM
TSAHYT [0 MOCJeAHEer0o MOMEHTa, KOrJa MepBOOUepeHbIM I11aroM SIB/sSeTCS
«ITo3BOHUTD B aBTOK/TY0, UTOOBI OHM TIPUCIAIN TATaU!»

BbI MO)KeTe CIpaBUTLCS C Jle/laMH TI0 oueperd, HO BaM He TI0[
Culy pelath Mpob/emMbl OMTOM.

Bpok Kuconm

Tak Korzma >ke, Io-BalllemMy, OOJIBIITMHCTBO JIHO/iel Ompe/iensieT OCHOBHYHO
MacCy [JaJbHEWIINX [eUCTBUM B paMKaxX CBOMX IIPOEKTOB — KOIZa OHU
BO3HUKAIOT WA KOIJla CUTyalusi CTAHOBUTCS B3PbIBOOMACHOM? W Kak BbI
JiyMaeTe, YIYUILIATCS JIM KaUeCTBO MX >KU3HH, €C/TU OHU OylyT 3aHMMATbCs 3TOU
WHTe/IeKTyalbHOM paboTod cpa3y, a He B mocienHuid MmoMeHT? Kakoii criocob
MBIIILJIEHUST TI03BOJIsIeT Oofipee Im1arath Mo >ku3HU? OrnipesesieHHe JajbHENINX
JIeCTBUM MO MPOEKTaM B MOMEHT MX IepBOr0 TOSIBJIEHUS] HAa KpaHe Balllero
VH/MKaTopa W UX Moc/enyoilee 3(QQeKTrBHOe Tofpa3je/ieHde Ha KaTeropyuu
JeNCTBUM, KOTOPbIe MOXKHO BBITIOJTHUTH B KOHKPeTHOH 00cTaHOBKe? Wu myuriie
He JIyMaTb O TOM, YTO HY)KHO CZie/iaTh, 0 MOMEHTA, KOrJa MPUXOJUTCS UTO-TO
Jlenarhb, a 3areM OpocaTb MOHETY, MbITasChb HaBepCTaTh yMYI[eHHOe W 3aMa3aTh
JbIPbI?

OTka3 oT BbIOOpA Ja/IbHEAIINX JeHCTBHHA /10 TOC/IeHeH, KpUTHUECKOU
MHHYTBI CyIIeCTBeHHO CHIKaeT 3((eKTHBHOCTH PpPabdoTbl MU CO3/JaeT



U3/IMIIIHee BHyTPeHHee HanpshKeHue.

BOMBIIMHCTBO /HOZIe Ha MOM BOIMPOC O TOM, B KakOM MOMEHT B HX
KOMITaHUSIX MPUHUMAKOTCS pelleHus] O JaJbHeUIIuX [TeUCTBUSIX, OTBeYaroT:
«Korza Bce BOT-BOT B30pBeTCs». OfHa MeXXyHapo/IHasi KOpriopalysi, C KOTOpOU
s paboTan, TpoBe/ia CpeAu COTPYAHHMKOB OIPOC 00 KMCTOUHHMKAX CTpecca B
OpraHu3allioHHOW KynbType. OCHOBHOM »kano0OoM oKa3zanach pabora B
aBapUUHBLIX  YCJOBUSIX  MOCJAEAHEr0  MOMEHTa, KOTOPYK  IOCTOSSHHO
TIpoTIaraHAMpPOBaIv PyKOBOAUTEN pabourx rpyIir, HeCIIoCOOHbIe Ha HaualbHOM
JTarie MPUHSITh HY>KHbIE PelleHUs.

IJenHocmb cmaHOapma npuHsMus peweHull 0 0aabHeUWuX delicmeusix

Hecko/nbkO MCKYIIEeHHbIX BBICILIMX DYKOBOAUTE/NEW OTMeuaad, uTo
BHeJpeHUe Bompoca «KakoB crefyrommii mar?» B KadeCcTBe CTaHJapTa
JesiTelbHOCTU B~ WX  OpraHv3alUsiX  paJIMKaJbHO  OTpasWioch  Ha
pe3y/ibTaTUBHOCTU paboThl. [locTaHOBKa BOMpoca HaBcerjla W3MeHWIa K
Jy4llleMy UX OPraHU3al[MOHHYIO KY/bTYpY.

[Touemy? IloToMy UTO BONPOC BHOCUT SICHOCTb, CTHUMYJIUDYET
00s13aTe/IbHOCTh, ~ yBEeJIMUMBAEeT  TPOWM3BOAUTENHHOCTb W pacIIupsieT
BO3MO)KHOCTH.

flcHocTh

[To OKOHYaHMU C/IMIIIKOM MHOTMX COBEI]aHHH OCTaeTCsl UyBCTBO, UTO MX
YUaCTHUKH HUMEIOT JIUIIb CMYTHOE TIPe/CTAB/IEHHEe O TOM, UTO PEIW/IM JIe/1aTh.
Ho 6e3 ueTKOro peliieHus1 0 TOM, HY>KeH JId C/Ie/IyIOI1H I11ar, a TeM 6osiee 0 TOM,
KakKOB 3TOT IIIar M KTO 3a HEro OTBeYaeT, MacCa PYTHUHBLI Yallle BCEro TakK M
OCTaeTCsl BUCETh B BO3/yXe.

MeHsI yacTO MpPOCAT MOMOYbL Ha COBeIaHusiX. S Ha COOCTBEHHOM OIBITE
ybeausics, uTo, He3aBUCUMO OT TOTO, Ha KaKOM 3Tarie TPOUCXOAUT 00CyKIeHue
3aZlaud, 3a [BajillaTb MHHYT [0 HCTEUEHWS BpPEMEHU COBEIaHUS MHe
TIPUXOIUTCSA TIPOTAJKHUBaTh BOMpOC: «MTak, KakoB ciefyromumi Imar?» Kak
TOKa3bIBaeT ITPAKTHKA, OOBIYHO /11 HAXOXKAEHUsI OTBETa HY>KHO OKOJIO JIBaZiljaTh
MHUHYT pa3bsCHEeHUH (a 3a4acTyro U >KapKHX ZiebaToB).

Bomnpoc oTpakaeT paJuKajabHBIN 3/IpaBblii CMBIC/: PaJUKAIbHbBINA, TOTOMY
YTO OH YacCTO TPOBOLIMpYyeT obOCy)kaeHue Ha Oosee ryboOKoM ypoBHe: «MbI
Cepre3HO HacTpoeHbl Ha 3T0? [loHMMaeM /i Mbl Ha CaMOM Jiejie, O UeM HJIeT
peub? TOTOBBI /M MbI BBIIEJIMTH Ha S3TOT IIPOEKT [AparorieHHOe BpeMs H
pecypchbi?» OueHb TIPOCTO 0OOUTU CTOPOHOM 3TU 1ie/leHaripaB/ieHHbIe BOTIPOCHI.



To/IbKO TIJIOAOTBOPHBIM MOMCK peLleHusl O JaJbHeHIIMX Lliarax He I03BOJseT
Tiepeunrc/ieHHbIM acreKTaM CHOBa TpeBpaTuThcsi B OecopMeHHyHO0 DyTHUHY.
Yacto, uToObl wucuepriaTh W30paHHYIO TeMy, HeoOXOAUMBI anbHeUIne
o0Cy»X/leHus1, UCC/IeIOBaHusl, aHa/IM3 U JUCKYCCUU. B Hallll JHU MUP CJIUIIKOM
Herpe/ickazyeM, YTOObl CTPOUTH MPEATIONIOKEHUsT O pe3y/bTaTax: HaM HY>KHO
B3ATh Ha ce0si OTBETCTBEHHOCTD 3a BHECEHHE SICHOCTH B Jiefla.

OpHUMM pa3roBopaMy PHUC He TTPUTOTOBUIIIb.
Kumatickas nocnosuya

To/mbKO COOCTBEHHBIH OMBIT IT03BOJIMT BaM I10-HACTOSIIIIEMY ITOHATH
3HauUe€HWe MOUX CJIOB. ECM OH y Bac ecTb, TO TpO ceOs Bbl, HaBEpHOe,
Bockmiiaete «Ja!». Eciu Bbl C TPYyIOM Tpe[CTaB/seTe, UTO s UMEI0 B BHUAY,
COBETYI0 BaM Ha CJIelyloIlled BCTpeue C KeM Obl TO HH OBbLIO 3aBepIIHTH
obcyxaeHre BOMpOCOM: «Tak KakoB cjeAyrolui Imar?» IlocMoTpure, 4TO
TIPOU30MJIET.

O0s3aTe/IbHOCTH

OTpuLaTe/IbHOM CTOPOHOM KOPITOPATUBHBIX OPraHW3aIJUOHHBIX KYJIBTYP
SIBJIIETCS TO, UTO OHW BOCITMTBLIBAIOT B COTPYAHMKAX He)KejlaHWe Oparh Ha cebst
OTBETCTBEHHOCTH 3a BBIMIO/IHEHKE 3a/iau. «Moe WM TBOoe?» — K COXKaJIeHUI0, He
CJIMIIIKOM PACIpOCTPaHeHHbIN BOIIPOC B JIEKCUKOHe opraHu3aiuid. Tam ObITyeT
MHEHHe, UTO I1000HbIe BOMPOCHI HEMPUIMYHO 3a/aBaTh. «MBbI BCE 3THM
3aHUMaeMCsi» — JIOCTOMHOE OTHOIIIEHHe, KOTOPOe, BIIPOUEM, PEIKO COBIA/IAeT C
PeasibHOCThIO B PYTHHHOM MOBCeAHEeBHOM padoTe. CIUIIIKOM MHOTO COBEIaHUM
3aKaHYMBAETCS] HUUEM: Y YUAaCTHMKOB OCTAeTCsl CMYTHOE OIIYII[eHHe, UTO HeuTO
JIOJDKHO TIPOW30MTH, U Cep/ilie TPeeT HajleXk/ia Ha TO, UTO TpeOyeMblii pe3y/bTar
He SB/ISIeTCS UX JIMYHOU 00843aHHOCTEIO.

Ha moli B3r1siz1, eCTBUTEIbHO HEBEXK/TMBO OTITYCKATh JTIFOIel C COBEIIaHuUs
Oe3 uyBcTBa SICHOCTW. HacTosirias CrUIOUeHHOCTb TPYIIbl BBIPAYKAETCS B
OTBETCTBEHHOCTM 3a TIOCTAHOBKY KOHKPETHBIX 3a7lad M HX IIOpyuYeHHe
OTZAE/NbHBIM JIIOASIM, UTOOBI KaXKIbli MOT W30aBUTLCS OT pa3fpakeHus,
BBI3BAHHOI'O HEOIIPe/1eJIEHHOCThIO.

OnsTh-TakH, eC/Id Bbl OBIIM Ha TAaKUX COBEIIAHUSAX, TO TOMMeTe, O UeM S
roBopio. Ec/iu He ObUIM — PUCKHUTE M CIIpocuTe: «VITakK, KaKoBbI Jla/TbHEHIITHE
JEUCTBUS TI0 JJaHHOMY IIPOEKTY?» B KOHI|e OOCYXK[EHHS JII0OOro TMyHKTa Ha
TIOBECTKE [THSI CJIeAYIOIET0 COBEIaHMs TepPCOHasa WM CeMeHHOro COBeTa 3a
00eIeHHBIM CTOJIOM.

TIpou3BOAUTE/THHOCTD



OObIYHO TIPOM3BOAUTENHLHOCTb OpraHW3allvii TOBBIILIAETCS, KOTJla OHU
MOJIe/IUPYIOT Y KY/JbTUBUPYIOT 3ab/iarOBpeMeHHOe TIPUHSITHE pelleHuid o
JanbHeNIUX JedcTBUsX. [lo mpuuvHaM, yKa3aHHbIM BbIlle, OMpe/esieHre
TpeOyeMoro obwrema (u3Mueckux pecypcoB, HEOOXOAUMBIX [Jisi BBITIOJTHEHUS
KOHKDETHBIX 3aJjau Cpa3y Mocjie TOro, Kak HaMmeueHa 1ie/ib, 03BOJIsIeT JOCTUUb
OOJBIIINX Pe3y/IbTaTOB C MEHBIIIMMU 3aTpaTaMH.

YMmeHUe TipeofiosieBaTh Oapbepbl U3OIIPEHHOTO TBOPYECKOTO MBbIIILIeHUS,
KOTOpOe CrMOoCOOHO CKOBaTh Hallld [JeMCTBUS, T. €. pa3pbiBaTb MbICJIEHHYIO
NayTHHY, KOTOPYIO Mbl BbeM B CBO€M CO3HAHWHU, SIB/ISIETCSI BEJTMKUM UCKYCCTBOM.

[Tpor3BOAUTENBHOCTD JECATUIETUSIMUA TMPEBO3HOCU/IACh KaK OCHOBHOU
ToKa3aresb, K MOBBIIEHUIO KOTOPOTO JO/DKeH CTPEMUTHCS KaKAbld. Bce, uTo
ToMoraet yBeUUUTD KOHEUHBIU pe3y/bTar, MOJKET TIOBBICUTD
MPOU3BOAUTENBHOCTb. OHAKO B COBDEMEHHOM MUPe MHTE/JIEKTya/lIbHOTO TPyZa
HU KOMIIbIOTEPbl, HU JOCTWKeHUs1 B cepe TeleKOMMYHUKALIW, HU CeMHHAaphI
10 PYKOBOACTBY He TIPUHECYT HUKAKWX pe3y/JbTaTOB B JAHHOM HalpaBJ/ieHUH,
MOKa He YBEJUUWTCS JesiTesibHas OT[laua MX yYUYaCTHUKOB. A /i 3TOrO HY)XKHO
AyMaTh 0 mpobremMax, KOTOpble BO3HUKAIOT B Ballleid >KW3HU, [0 TOTO, KaK BaM
TIPUZIETCS 9TO Clle/aTh.

[Tporpamma [efiCTBUI COIpsDKEHA C PUCKAMH M 3aTpaTaMu, HO
OHU TOpa3Zi0 MEeHbIIIe JOArOCPOUHBIX PHUCKOB M 3aTpaT, K KOTOPbIM
MOJKET TIPUBECTH yIoOHOe Oe3elicTBue.

loicoH D. KernHeou

OpuH u3 Haubosiee cyilecTBeHHbIX MMpobenoB B cdepe MPOAYKTUBHOCTU
HEKOTOPBIX OpraHu3al[iii — OTCYTCTBHE UYEeTKOW IIpOrpamMmbl [JeHCTBUN B
paMKax OCYIIeCTBJIeHUsI [IOJITOCPOUHBIX MPOEKTOB. JloroCpouHbiii He 03HauaeT
«Korma-uubyab/MoxkeT ObITb». [IpOEKThI, IjelM KOTOPBIX [a/ieKH, BCe PaBHO
HY>KHO BHE/IPSITb MaKCUMabHO BO3MO)KHBIMU TeMIIaMH; I0/ITOCPOYHBIN MPOCTO
03HauaeT «OOJibllle OTAe/NbHLIX IIIAarOB /0 MOMEHTa OCYIeCTB/IEHHs», a He
«3aueM OIpeZiesiATh AarbHeuIe AeHCTBUSA: Be[b Yac pacljiaThl TaK [1a/IeKo».
Koryia opranu3aijysi KOHTPOJUPYeT KaXK/bIii TIPOEKT M He3aMKHYTBIM I[UKJI, UTpa
nipuobpeTaeT COBCEM JIpDYroii XapakTep.

[IpouzgodumenbHOCMb NOBbICUMCSI MO/MBKO NOC/AE NOBbIWEHUS aKMUBHOU
omoauu pabomHukos. A 8 c/lyude UHMeNIeKMya/1bHO20 Mpyodd 3mo O3Haudem
3absazo08pemeHHOe, a He 3an030a/10e ymeepicoeHue npo2pammbl Oelicmeultl.

PaciiupeHue BoO3MO)KHOCTEH

BepositHo, Haubosiee  CyllleCTBEHHOe  TPEUMYI[eCTBO  BHeJpeHus



KOHLIEMNIMK Orpe/leJieHUsT JaJIbHENIIUX [JeUCTBUU COCTOMT B 3HAUUTETbHOM
pa3BUTHUM Balllell CrToCOOHOCTU AOCTUTATh Pe3y/IbTaTOB, KOTOPOE TI0JI0XKUTETEHO
CKa3bIBaeTCsl Ha BallleM CaMOYBaXKeHUU U KOHCTPYKTHBHOM MBIIIJIEHUU.

JItony TOCTOSIHHO 3aHUMAIOTCS [le/laMUh, HO OOBIYHO 3TO OO0YC/IOBIEHO
TIPUHYAUTEIbHOM 00s13aHHOCTBIO U JlaB/IeHHeM CO CTOPOHBbI COOCTBEHHOM
COBECTH WIM OKPYXKAloIuX. Y HMX He BO3HUKAeT UyBCTBA I00ebI, KOHTPOJIS
Ha/J| CUTyalel WIv TNOALep>XKU CO CTOPOHBI KOJJIer M OKpY’Karlero mupa. A
JTFOJISIM TaK HY>KHbI 3TH OLIYIE€HUS.

Heob6xo¥MO  MeHATb  TOBCEeJHEBHbIe  TPUBLIUKH,  OMpeJesoIiue
He3aBeplIlleHHbIe flefla U 1ard. JloOpoBobHOe pellieHre TIpobeM /10 TOro, Kak
BHellIHee JjaBjieHhe W BHYTPeHHUH AUCKOM@OPT 3acTaBST BaC MMM 3aHSIThCS,
T03BOJTUT BaM CO3/laTh KPemKuil yHAaMeHT [ijisi CaMOYyBayKeHUsI, U OTPa3uTCs Ha
BCEX acreKTax Ballleid KU3HU. Bbl caMy KoMaH/[yeTe CBOMM KopabsieM: ueM yaiije
BbI PYKOBO/ICTBYeTeCh 3TUM MPUHLIUIIOM, TEM Jierde BaM UJITH M0 >KU3HU.

Boripoc: «KakoB ciefyrooIuii 11ar?» moJpbiBaeT UyBCTBO »K€PTBEHHOCTH.
OH nogpa3yMeBaeT BO3MOXHOCTb W3MEHEHUs CUTyallud W CYyl[eCTBOBaHUE
nmyTeld K JOCTWKEHUIO pe3ysbraToB. TakoBa MpeANochUIKa AaHHOTO obpasa
ToBe/ieHusl. A Be/lb UIMEeHHO T10/j00HbIe TIPeTIOChITKA YaCTO OKa3biBalOTCs Hosee
JeCTBeHHBIMH Crioco0aMy  CO3ZIaHMST  TIOJIOXKUTETbHOM CaMOOILIeHKH, 4YeM
ThICSTUEKpaTHOe TOoBTOpeHHe ¢pasbl: «f — MoryijecTBeHHasi, CU/bHasi
JIMYHOCTB M CaM PacCIiopsKaroCh CBOEM KU3HBIO ! »

B Baieii KOMIaHWHM C/MIIKOM MHOTO >kayno6? B creayroiuii pas, kKorzaa
KTO-TO HaYHeT MPUYMUTAaTh, CIIPOCUTE ero: « Tak KakoB ciaeAyroluu mar?» Jlrogu
OymyT »KanmoBaTbCs TOMBKO Ha 00CTOSITeNILCTBA, KOTOPBIE, TI0 MX MHEHUIO, MOYKHO
W3MEHUTh K JiyulieMy. Bompoc o JajbHeMIux Iarax MNOJHUMaeT JaHHYH)
npobnemy. Ecm cuTyaldi0 MO)KHO H3MEHWUTb, TO €CTh KaKue-TO JeHCTBUS,
TO3BOJISIFOLIME 3TO CJe/aTb. B MPOTMBHOM Ciiydae ee cjeiyeT BOCIPUHUMATh
KaK HepPOBHOCTb JiaH/iiadTa, KOTOPYHO TpPH/ETCS YUWUTbIBaTh B CTpaTeruud U
TakThke. JKanmoObl TMOKa3bIBAlOT, UYTO UeJIOBEK HEe XOueT PHUCKHYTh H
TIPOAIBUHYTHCS B HAIlPaBJIEHUU peIeHus] TTPo0/IeMbl UM He >KelaeT YUWUThIBATh
OoueBHHbIE 0O0CTOSITENILCTBA B CBOMX IIJlaHaX. JTO — JIMIb BpeMeHHas U
obmaHHast popma caMOyTBepKIeHHsl.

JIromy Bceryia 0OBUHSIFOT 0OCTOSIT€/TILCTBA B TOM, UTO OHHM TaKOBBI,
Kakue ectb. S He Bepo B obcrositesnibcTBa. JIOAM, KOTOpBIE
n00MBalOTCST CBOEro B 3TOM MHpe, — 3TO JIFOH, KOTOPbIe BCTAIOT U
UIIYT TIOAXOsIe 00CTOATe/NbCTBA, @ eC/IM He MOTYT MX HalWTH —
CO3/Iat0T UX CaMH.



copooc BepHapo Illoy

XOTsl 1 M1 MOM KOJIJIeTH PeAKO 3aHWMaeMCsl MOoZ00HOM caMOpeKIaMou, s
3aMeuato, uTo JIFJI1 JeiCTBUTE/bHO ONIYILA0T NPUWIUB CU KaXKIbli JjeHb, KOTZia
TIPUMEHSIIOT MeTOAUKY Ofpejie/ieHHs CJie[lytolllero Iiiara, KOTOPOM MbI HUX
obyuaeM. VX B3r/sii CTaHOBUTCS CBeT/iee, TIOXO/IKa — Jierde, a B UX MbIIIUIEHUN
¥ MaHepax TOSIB/SIETCS TIOJNIOKUTeNbHasi HWCKOpPKa. Bce Mbl H3Haua/lbHO
JIOCTAaTOUYHO CUJIbHBI, HO pelieHue 006 3¢ deKTHBHOM yIipaBieHUH (hyU3ndeCKUMU
JefCTBUAMU, HeOOXOAUMBIMU /ISl TOTO, UTOOBI CAABUHYTS Jle/la C MEPTBOM TOUKH,
MOJKET YBeJTMUUTb Hallly CUJTYy, pacKpbiBasi Oosiee MO3UTUBHBLIE acTIEKThI Halllei
TIPUPOJBI.

Korzma Bbl HauHeTe AOCTUraThb pe3y/bTaToOB, BbI [eiCTBUTENBLHO TIOBEPUTE,
YTO CrioCcOOHBI U3MEHUTb CUTYaluio. A BeJjb IMEHHO 3Ta Bepa W T03BOJISeT ee
V3MEHUT.



I'naBa 13. IlenHOoe yMeHHe OpHEHTHPOBATHCA HA
pe3y/bTar

CriocoOHOCTh HArpaB/sSTh MBICJUTETBHBIE MPOLIECCHI U BOOOpa)keHHe Ha
W3MeHeHrWe CUTyallud W3ydyajioch W IIPOMaraHAdpoBajioch B CaMbIX
Pa3HOOOPAa3HbIX KOHTEKCTaX — OT TePBbIX KHUT I10 MO3UTUBHOMY MBIIIIEHUIO
710 TIOCJIeTHUX OTKPBITHH B chepe HeMpodU3noioruu.

JInuHO 51 OBUT 3aMHTEPeCOBAaH B TOM, UTOOBI MPUMEHHUTH TIPUHIIWIT B
KOHTEKCTe CBOe [IeATeJIbHOCTU W y3HaTb, TIOMOTAaeT /I OH CHPaBUTBCS C
JeaMH. A eC/i 3TO TakK, TO KaK HaM HaWIyuIlliM 00pa3oM HCIT0/Tb30BaTh €r0 B
yTIPaB/IeHUU CBOEU ZIeITeTbHOCTBIO U XKU3HBIO? [IeMCTBUTEILHO JTM MbI MOYKEM
WCTIONb30BaTh 3Ty UHQOPMaLMI0 TaKuM 00pa3oM, uToObI JOOUTHCS >KemaeMoro
pe3ysibTaTa C MeHBIIMMHU 3aTparaMu? OTBETOM Ha BOMPOC CTaji0 yBepeHHOe
«lal»

Opuenmayus Ha pe3yabmam u 6bicmpoe docmudiceHue yeau

3a rofibl paboTh 51 yOeausics, uTo MpuMeHeHre MeTO/I0/IOTUH, U3/I0KeHHOU
B KHWre, TIO3BOJISeT JIIOASIM [IOCTAraThb 3HAUMTEebHBIX pe3y/IbTaTOB B
noBcefHeBHOW pabore. Korza Bbl HauWHaeTe TIOCTOSTHHO —TPUMEHSITh
METOZIO/IOTUI0 KaK OCHOBHOUW TIOAX0J, K 000 cuTyaluu — oT 00paboTku
3JIEKTDOHHOW TIOUTHI /10 TIOKYNKM JOMa WM KOMIaHWM, OT OpraHu3alyu
JIeJIOBBIX BCTpeu o Oecesl C leThbMU — Ballla JIWUHAsi MPOJyKTUBHOCTb MOXKET
TIOZHSTHCS [I0 3a00/1aUHBIX BBICOT.

MHorve W3 MOUX K/IWEHTOB, BHEADUBIIMX JaHHBIM MeTo, B pabory,
CeroJHsi 3HAUUTETbHO MPO/[BUHY/UCH TI0 C/Iy>KOe MIn /laXke TIpeyCriesii B HOBBIX
BUJiaX JesiteibHOCTH. OmnucaHHble Tporefypbl 3Q¢eKTUBHO paboTaroT Ha
yPOBHE TIPOCTBHIX Belllel, C KOTOPbIMA HaM TIPUXOAUTCS CTaJKUBATbCSA
eKeJHeBHO, — B KOHTEKCTe Hallleii pyTUHHOW pabotbl. Ecau B
JeMOHCTpUpyeTe camMoMy cebe U OKpYKaroIIUM pacTyllyl0 CIO0COOHOCTh
COpaB/ATLCS C JlelaMu Ha TMepefjoBOM, TO, BEPOSTHO, Bbl He 3aZlep)KUTeCh
Haz0/To B ofHOM TpaHiee. 13 Mue 65110 OueHb UHTEPECHO yUUTHCS U 06yyaTh
JNPYTUX WCKYCCTBY peIlleHHsl TeKyIuX npobseM Ha ypOBHe B3/IeTHOM T0JIOCHI,
r7ie IIWHbI KacarTcs acdanbTa, W MPaKTUUeCKOTO TIPUMEHEeHHsl CIoCOOHOCTH
CO3/1aBaTh TMOJIOKUTEJIbHbIE KapTHHBI pe3y/JbTaTOB KO BCEeM acleKTaMm Hallel
TOBCeJHEBHOU JKU3HU.



YnorpebsieHre B 3arosioBKe TepMHHA «OBbICTpOe [JOCTIDKEHWe Liesu»
HECKOJIbKO OIMb0uHO. [111 HEKOTOPBIX JTk0/ieli OCHOBHasi TepeMeHa, BbI3BaHHasI
BHeJJpEHUEM METO/MKH, 3aK/I04aeTcsi Kak pa3 B TOM, UYTO OHM 3aMeJlJISIIOT CBOU
YKU3HEHHbIe DUTMBI, TIePeCTal0T KPYTUThCS, Kak Oeska B Kojiece, U HauWHalOT
ayMaTh 0 cebe. ['71aBHOe MPEUMYIIeCTBO COCTOUT B TOM, UTO ZlaHHasi MeTO/MKa
JenaeT Bac Oosee co3HaTeNbHBIM U TIPUCIIOCOOTEHHBIM K  /IOCTH)KEHUIO
)KeJlaéMbIX pe3y/IbTaToB U 1iefieid, KaKUMHU Obl OHU HU OBbLIH.

«Hatitu crioco6 perynsipHO TIpPOBOUTE 0O0JibIlle BpEMEHU C /I0Uephbio» —
TaKoM ke KOHKPeTHBIM MPOEeKT, Kak U JIto00M JPYroi, U OH, KaK U BCe OCTa/IbHbIe
3aMbIC/TbI, TpebyeT ompezeseHusi AanbHeWx IaroB. CMyTHOe, THeTYIIee
ollyllleHWe, UTO BaM HY)KHO UTO-TO WM3MEHUTh B OTHOLIEHUSIX C [I0Uephblo, B
CoYeTaHWU C TIONHBIM Oe3feiicTBUeM MoXeT Bac ybOuTh. $I uacto paboraro c
K/IMeHTaMU, TOTOBBIMM OTHECTU CBOM >KM3HEHHble 00CTosTeNbCTBAa J@HHOTO
YPOBHSI K He3aBepIlleHHbIM [ieflaM — 3arucbiBaTh UX Ha Oymary, odhopM/sSTh B
KOHKDeTHbIe TIPOEKThI U 3a00TUThCS 00 orpesiesieHUU JlabHEeNIX JeHCTBUM /10
caMoOil (DUHMILIHOM uepThbl. BeposiTHO, 3TO M eCTb HaWBBICILIEE TOPXKECTBO
VICTUHHOW MPOJYKTUBHOCTH.

BasicHocmb npumaanozo ues/s1ee020 Mmblul/1eHusl

Terneps st XoTes1 ObI TTIOTOBOPUTH O TOM, KaK yMeHHe aHa/IM3HMPOBaTh JeTalu
paboTbl M >KM3HU C TIOMOIIbIO YETKOM M COIVIACOBAHHOW CHCTEMBI MOXKET
OTpa3UTbCS Ha HAaC ¥ Ha OKPY>KAOIIMX CaMbIM HEOXKHJAHHBIM 00pa3oMm.

MTak, BHe/[peHre KOHLIETLIUU onpe/le/ieHrs Aa/JIbHeUIINX AelCTBU BHOCUT
SICHOCTb, CTUMYJIUPYeT 00s3aTe/lbHOCTh, YBeIMUMBAeT MPOW3BOAUTELHOCTh U
pacivpsieT BO3MOXKHOCTH. Tex Jke pe3y/lbTaToB II03BOJISIET  AOOUTHCS
MeTO/IMUHOe Orlpe/ie/ieHHe peasibHbIX liefiell, K KOTOpbIM Bbl CTPEMHUTeCh, U
KOHKPETHBIX MPOEKTOB, HEOOXOZMMBIX /I UX /10 CTHKEHUS.

OnpedeneHue KOHKpemHbIX NpoeKmos8 u Od/abHeliwux oelicmeutl 8 pamkax
PA3AUYHbIX ACNEKMOB8 JHCU3HEHHO20 YPOBHS $16/5emcsl B8bICLUUM NpOosiefeHUeM
AUYHOU NpoU3800UMEAbHOCU.

Bce B3anMocBsi3aHO. Bbl He MoykeTe UeTKO HaMeTWUTb HY>KHbBIW IIIaT, eC/u
BaM Heu3BecTeH TpeOyeMblii pe3ynbTaT, a TIOCTaB/ieHHasi 1ieJib Jajeka OT
peanbHOCTH, €C/Id Bbl He 3HaeTe, Kakue (pusnueckue AelcTBUS HeoOX0JUMBI /IS
ee IOCTWKeHUs. Bbl Mo)keTe TIOJOoWTH K Tpobieme c 11000 CTOPOHBI, U BaM
TIPUZIETCS 3TO C/le/iaTh, eCJIM Bbl XOTUTE CIIPAaBUTLCS C JleJIaMU.

Kak cka3zasn crneryanuct B 00/1aCTH KOMITJIEKCHOM TPEHWPOBKU CO3HAHUS U
Mot xoportuii fpyr, CtuB CHalijiep: «B >KM3HU eCTh TOJILKO AiBe Mpobsembr: (1)



Bbl 3HaeTe, Yero XOTHUTEe, HO He 3HaeTe, KaK 3TOTO JOCTUUb;, W/Wn (2) BbI He
3HaeTe, yero xoTute». Ecu OoH mpaB (a, TO-MOeMY, 3TO TaK), TO CYIeCTByeT
TOJTBKO /[BA PeIlleHHs:

* MPUYMaTh 11e/Ib;

* TOOUTBHCS LIeJIN.

MOXXHO HCTONKOBaTh CY)K/AE€HHWe C TOUKM 3peHHs MoJefie WHb W SHb,
TIPaBOTO W JIEBOTO TIOJyIlIapUid MO3ra, COo3ujaTesiell U pa3pylivTeneil — WIu
nmoboro SKBWBajeHTa, KOTOPbIM BaM 10 Ayiie. VICTMHA B TOM, UTO SHEPTUS
ye/lOBeUECKUX  CYIIeCTB, CKOpee BCero, UMeeT [AyaJuCTUUYecKyrd W
1[e/leHarpaB/eHHy0 TIPUPOAY — Ha BCEX YPOBHSIX CBOMX OIIYIeHUNA Mbl
co3ziaeM 0OOCTOSITe/TbCTBA, ellle He CTaBlliMe peasbHOCTbI0, U OTOX/EeCTB/sieM
cebss ¢ HAMU. A TIOCTe 3TOTO Mbl y3HaeM, KakK HY)KHO H3MEHUTb TeKylilee
TI0JIOKEeHUEe BeIlled, UToObl MUDP CTa/l TaKWM, KaK HaM XOUeTcs, U TojyuyaeM
CTUMY/I K IOCTYIKEHHUIO 3TOMU LIe/TH.

Mbi nocmosiHHO cmasum neped cobotl Yyeau u docmuzaem ux.

3ajjauy, 3aHUMaroIIMe Ballle BHUMaHue, TPeOyIOT OT BaC COOTBETCTBYOIIUX
HamepeHuli: «4To 3T0 03HauaeT /151 MeHs1? [ToueMy JaHHBIN TIpegMeT HaXOJUTCS
3nech? Kakux pe3y/nbTaToB s XOUy JOCTHYb B €r0 OTHOIIeHUH?» («UTo siBasieTcst
yCIelTHbIM ~ pe3y/ibTaToM?»). Bce gesna, KOTOpble Bbl OTHOCHUTE K
He3aBepIlIeHHbIM, JO/DKHBI  TIOZjpa3yMeBaThb  CYIIIeCTBOBAaHHE  KPUTEpHSs
3aBepILIeHHOCTH.

B xusHu He CymeCTBYET BBICIIErO0 HaACIdKIEHUA, YEM
HaC/ldXKaeHHue, KOTOPO€e HCIILIThIBACIbL OT IIpeodo/ieHHA TPYAHOCTEﬁ,
AJOCTIDKEHHMSA HOBBIX YCIIEXOB, CO3p€BAHHA HOBBIX JKeJTaHUM U UX
HUCIIO/IHEeHUS.

Comroan IHcoHCOH

Kak TO/MIbKO BbI peIlWIA, YTO XOTUTE W3MEHWUTh CUTYyal[ul0 U MpeaTh
obcTosITe/TbCTBaM OTIpe/ie/IeHHYI0 (hopMy, BbI CTIpailiiBaeTe cedsi: «A Kak >ke MHe
9TOr0 A0OUTHCSA?» («KaKoB Crie[yrOIIuiA 11ar?»).

Bairia »k13Hb W Bailla paboTa COCTOST W3 pe3y/bTaToB U JelicTBuil. Korga
Ballla /JeATeJIbHOCTb HarpaB/ieHa Ha TIOCTOSIHHOE —YIIOpsiJOUeHue BCero
Marepuasa, KOTOPbIM TOMa/laeTcss BaM MO/ PYKy Ha BCeX YDPOBHSIX, B Ballleu
paboTe TOSIB/ISIeTCS] TapDMOHUS U BbI JOCTUTaeTe HeObIBAIbIX pe3y/bTaToB. Baria
TIPOU3BO/IUTETBHOCTD JJOCTUTAeT HEeBU/IAaHHBIX BLICOT. Bl cTaBUTe miepes coOoi
L[e/T1 U [OCTUTaeTe UX.



I/chyccmeo cnpae/isimbcs C 3a6omamu

Mou K/IMeHTbl YacTO YUB/SIOTCS, KaK s MHOTAA MOT'y YyacaMu CUJIeTh B UX
oducax, MMOKa OHU OITyCTOIIAIOT SI[UKH CTOJIOB M CTapare/ibHO 0O6pabaTbiBaroT
Ka)KYI0 MeJIoub U3 TeX, YTO HAaKOMW/INCh B MX CO3HAHWM U Ha pabounx MecTax.
OOBIYHO OHM UYBCTBYIOT HEJIOBKOCTh U3-3a TOTO, UTO TIO3BOJIUIM cebe
6e30TBeTCTBEHHO OTHECTUCH K CTO/b OOJBIIIMM 0O0beMaM MaTepuasa, Ho, KpoMe
TOTO, OHU CUMTAIOT, UTO 51 yMUparo OT CKyKU. Kak pa3 HaoO0OpOT. YAMBHUTENBHO,
HO /UId MeHsl JaHHBIM TIPOIeCC SIB/ISIeTCSl CaMOM yB/eKaTe/lbHOM paboToid,
KOTOpOW $1 3aHMMalOCh C J/rOAbMW. MHe 3HAKOMBI UyBCTBA CBOOOABI U
obnerueHusi, KOTOpble OXKWUJAIOT KIMEHTOB TI0 OKOHYAHWU TIPOLeAYPbI
obpaboTku MarepuanoB. f1 3Hat0, UTO Jjisl TOTO, YTOOBI MPOOUTHCS CKBO3b BOPOX
JIOKYMEHTOB, BCEM HaM HeoOXO/IUM OTIbIT, TIO/ZIeP’KKa U UeTKO COCPeZ0TOUeHHOe
BHUMaHWe; TOJbKO B 3TOM CJ/iydae y HaC BbIpabaTbIBAlOTCS CTaHAAPThI U
TIDUBLIUKWA, KOTOpPble TIO3BOJISIFOT CIIPaB/sATbCSI C  TIOTOKOM  UHGbOpMaLuu
Hajyie)kaluM  oOpa3oM. $1  3Hal0, HACKOMBKO CYIIleCTBeHHas TiepeMeHa
TIPOU30M/IEeT B OTHOILLIEHUSIX STUX JIFOZIeN C Haua/IbCTBOM, CYTIpyTraMH, IeTbMU U C
COOCTBEHHBIM «sI» B TeueHWe CJeAyIOIUX HeCKOIbKHUX YacoB W, OyzaeM
Ha/lesITbCsl, HECKOMbKUX JIHeH U JeT.

MHe He ckyuHo. Takasi paboTta — ofjHa U3 CcaMbIX MHTEPeCHBIX 3a/iay, Ha/
KOTOPBIM U MOKET TPYZIUThCS YesIOBeK.

MHOZO_YPOBHCGOC ynpaesieHue pesy/jibmamamu

3adaua 8 mom, umobbl coenacoeamb UOEANUCMUUYECKYI0 KAPMUHY
Oydyuje20, cO30aHHYIO HA HAUBbICWEM YPOBHe, C N0BCeOHEe8HOL 0esimebHOCMbIO.
B koHeuHOM umoze u mo u opy2oe mpebyem 0OUHAKOB020 00pA3d MblULIEHUSI.

S1 3aHMMarOCh pacCTAHOBKOM akKI[eHTOB. Kak KOHCY/IBTaHT U TPEHep, S
3a/laf0 MPOCTHIE BOITPOCHI, Ha KOTOPbIE T10/yYald BeCbMa KOHCTPYKTHBHbIE W
pa3yMHbIe OTBETHI OT APYTHX Jitofield (4 Aaxke oT camoro cebs!), a OHU, B CBOIO
ouepe/ib, MOTYT OKa3aTbCs T10JIe3HBIMHM B C/IOKUBLIEHCS CUTYal[dd U B TEKYIIEH
pabote. ITopaboTaB cO MHOM, /IO He CTAHOBSTCS yMHee, UeM ObLIH, — OHU
TIPOCTO HATpAB/ISIIOT CBOM CIIOCOOHOCTH B HY)KHOE PYyCJ0 M HCIO/B3YIOT WX
6onee 3¢ peKTUBHO.

YHHMKa/IbHBIM TIPAKTHUECKMM acrleKToM KHHMrH «Kak pa3obpartbcsi C
JielaMy» SIB/ISIeTCS KOMOMHAIUS BBICOKOH 3((hEKTHBHOCTH U OBICTPBIX TEMIIOB,
KOTOPYIO OIHCAaHHbIE METO/Ibl TTO3BOJISIIOT BHEAPUTL Ha Ka)XK/IOM YPOBHE Balllei



»xu3HU. CylecTByeT Macca UCTOYHUKOB BJJOXHOBEHUS [/Is1 TBOPYECKOW MBIC/IH,
ODHEHTHMPOBAHHOW Ha «liejib, HWJeasbl, BUJIEHHWE», U MHOXECTBO MPOCThIX
VHCTPYMEHTOB, TO3BOJISIFOLMX He YIyCTUThb W3 BUAY TakKue MeJIoud, Kak
Tesie()OHHbIe HOMepa, PacClKCAHUsI BCTPeY U CIKUCKU MPOAYKTOB. A BOT 3arac
METOZIOB, KOTOpble OJWHAKOBO 3(¢deKTUBHO paboTaroT Ha 00OOMX YPOBHSX U
CBS13bIBAIOT WX JIPYT C IPYTOM, BeCbMa CKY/I€eH.

«UT0 3TO0 3HAUMT A1 MeHs? Kakux pe3y/ibTaToB 51 XOUYy AOCTUYb B JaHHOU
cthepe? KakoB ciiefyromuil 1ar Ha MyTU K WX [AOCTHKEHUIO?» — TaKOBbI
dbyHIaMeHTa/bHbIE BOMPOCHl, HAa KOTOpble HaM TMPUXOJUTCS OTBeYyaTb B
orpe/ie/ieHHbIi MOMEHT He3aBUCHMMO OT TOTO, YeM Mbl 3aHUMaemcsi. JlaHHbIN
o0pa3 MbIIILJIEHUs] U COMYTCTBYIOIME WHCTPYMEHTHI TMOMOTYT BaM B TaKUX
CUTyaLUsIX, O KOTOPBIX Bbl [la)Ke TIpe/ICTaB/IeHNsI He UMeeTe.

I/I,Z[eaJ'II/ICT CUHUTAET, YTO KPATKOCPOYHLI€ De3y/IbTdTbl HUYETO0 He
3HaudT. L[I/IHI/IK He IIprUAdeT 3HaueHHdA AOJIIOCPOYHLIM pe3y/bTdaTdM.
PeanucTt cuvTaet, 4yTo BCe, UTO Ce/IaHO MUJIK He CAe/IaHO 3d KOPOTKI/Iﬁ
CPOK, orpeaejdeT A0/JI'0CPOYHbIE PE3YyJ/IbTdThI.

CuoHu [lxc. Xappuc

BdJ(I)eKmU8HOCMb ecmecmeeHHO020 n/1dHUpoeaHus

[TpeumyIIieCcTBO BCe METOAWKUA €CTeCTBEHHOrO TUIAHUPOBAHUS TIPOEKTOB
COCTOMT B TOM, UTO OHa TIPeJOCTAaBIsieT HaM CpeACTBa /il THOKOWH,
COTJIaCOBAaHHOM OLIEHKH JTF000M CUTYyalWH.

CriocobHOCTh 6e3 cTpaxa A0OUBATLCS 1ie/id B Jit000i cdepe [esiTelbHOCTU
SBNISIETCST  TIPU3HAKOM  3/IDaBOMBIC/TUSI U 3DEJIOCTH. YMeHWe TIPeZCTaB/IsITh
BUZIeHHUsI M 00pa3bl YCITEIITHOTO UCXO/A ellle [0 TOro, KaK ompe/ie/ieHa MeTo/a, —
3T0 (eHOMeHa/lbHasi UYepTa, KOTOPYHO HY)KHO pa3BUBaThb. [ OTOBHOCTH
reHepyupoBaTh WJleH, XOpOIlMe W TIJIOXHe, BbIpaXaTh U (UKCUpPOBaTh WX 0e3
pa3bopa, cocTaB/isseT KPUTUUECKOE YCJIOBUE TIOJTHOTO OBJIA/IEHUSI TBOPUECKUM
MblieHueM. HeoOXOAMMBIM YMCTBEHHBIM HABBIKOM SIBJISIETCS O0beJuHeHue
Pa3/MUHBIX W€l W [aHHBIX B KOMIIOHEHTBI, I[I0C/Ie[IOBaTe/IbHOCTH U
TIPUOPUTETHBIE HAIIPAB/IeHHUs C [Ie/IbI0 ZI0CTH)KEHUSI KOHKPETHOTO pe3ysbrara. A
orpe/ie/ieHre 1 COBepIlleHre peaslbHbIX JadbHeUIINX AeCTBUM — (r3udecKoe
M3MeHeHHe CUTYal[Ui — COCTaB/IsieT OCHOBY TIPOJYKTUBHOCTH.

YMeHue HajaexamyM obpa3oM 00beMHUTH U COa/aHCUpPOBaTh BCE 3TH
COCTaBJISAOLI[Me, BEPOSITHO, SIBJISIETCSI OCHOBHBIM KpUTEpHEM Tpode CCUOHATBHOM



KOMIETEHTHOCTU B S5TOM ThicsAueseTd. Ho OHO elle He cCTalo HOPMOU
npoecCMOHANLHOTO MOBeIeHUs, 10 STOro elle Aaneko. BHeipeHue onmmcaHHbIX
HaBLIKOB BO BCe C(epbl YaCTHOW >XM3HU U TNPO(eCcCUOHANbHON AesiTeIbHOCTU
MO-TIpeXXHEMY  SIB/ISIeTCA  CAOKHOW 3azaue. Ho fgaxe @parmeHTapHOe
TIpUMeHEeHUe MOJe/IA JaeT OrPOMHbIe MTPeruMYyIleCTBa.

Ob6patHasi CBsI3b C KJIMEHTaMU, KOTOPBIX s KOHCY/ILTUPOBAJI, TPEHUPOBA U
yUWI TI0JIb30BaThCsl MOJe/bl0, TIOCTOSIHHO TIOATBEpXKJaeT, 4YTO Jaxe
He3HauuTe/lbHbI CABAT B Cdepe TpPUMEHEHUsI MOJe/NU eCTeCTBEHHOro
MJIAHUPOBaHUSI MOXKET CYL[eCTBEHHO V/yUllUTb CUTyaluio. MHe TMpUsITHO
BU/IeTb, UTO MO3TOBOM IITYyPM CTAaHOBUTCS CTaHJapTHbIM WHCTPYMEHTOM,
KOTOPbIM MPUMEHSIeTCS BO BCex cdepax >XKM3HM MHOTUX Jito[el. S paj| C/IblllaTh,
UYTO PYKOBOJUTEJIY, KOTOPble IPUMEHSUIU [Jis OpraHU3alid OCHOBHBIX BCTPeY U
00CyXX/leHUl TIpe/I/IOKeHHY0 MO/ie/ib, JOCTUIIM 3HAUMTEeIbHBIX C/IBUTOB. Bce
9TH (haKThI JIUILIb TTOATBEPKIAIOT, YUTO UMEHHO eCTeCTBeHHbI MeXaHU3M pabOThI
Halllero CO3HaHUsI HeoOXoUM IJisl TOCTVKeHUs TF000ro pesysbraTa B peaqbHOM
MHupe.

Mogens siBAsieTCs BCero /uillb 0a30¥l [/isi oripefie/ieHusi pe3ybTaToB U
JeNCTBUM B paMKax pellleHUsi 3afiay, KOTOpble Mbl CUMTaeM CBOeil paboToM.
Korza Be yka3aHHble KaTeropyMy YKODEHSTCSI B Hallleil MOBCEJHEBHOM KW3HU,
CTaH/apT TIPOU3BOAUTELHOCTA TiepeiileT Ha 0Oosee BBICOKHM YPOBEHb.
Mcnonb3oBaHWe MO3TOBOTO IITypMa — Haubosiee TBOPUECKOTO WHCTPYMeHTa
GhopMynMpPOBKY M (PUKCHUPOBaHUS HieH, MepCrieKTUB U JleTajied TTPOeKTOB —
co3zaeT HabOp W3SIIHBIX TIPUEMOB, TIO3BOJISIIOIIMX COXPAHSATH CIIOKOWCTBUE U
CTIPABJIATLCS C Jje/laMH.

ITepexo0 k no3umueHoli Op2AHU3AYUOHHOU Ky/1bnype

71 TIOBBIIIIEHUsI CTaHAAPTOB TIPOM3BOJWTENBHOCTH TPYIbl HE HY>KHO
0coObix M3MeHeHuU. §1 MOCTOsSIHHO yOex/arCh B TOM, UTO Jake YaCTUYHOE
BHeJIpeHUe MeTO/la TI03BOJISIeT CYI[eCTBEHHO YCKOPUTh W YIPOCTUTL pabounii
Tipoljecc.

KoHCTpyKTHBHasi OlleHKa [lesATe/lbHOCTH, pacripefie/ieHudss pecypcoB,
KOMMYHUKAIIUM, TTOJIMTUKA U CTPATeruii, KOTOpbie KacaroTCs 1iesieil U xKeslaeMbIX
pe3y/ibTaToOB, CTAHOBUTCSI BCe Oosiee BaXKHOM Ijisi OpraHu3aluii. B coBpeMeHHbIX
KOMITaHUSIX BO3HUKAIOT BCe HOBbIE M HOBbIE TIPOOJIEMbI: Ha CETOHSIIIHUNA [ieHb
UX OCHOBHBIMA WCTOYHUKAMM SIBASIFOTCS  1ioOanmm3aiiusi, KOHKYDeHLIus,
TeXHOJIOTUUYeCKoe pa3BUTHe, CMeHa DBIHKOB, a TaK)Ke TOBLIIIeHHe CTaH/|apTOB
TIPOM3BO/IUTETBHOCTH U BbITTyCKa MPOAYKLIUU.



«Yero Mbl XOTUM [IOCTHUb Ha 3TOM CcoBelljaHMH? KakoBO Ha3HaueHUe
naHHoOW dopmbl? Kakumu criocoOHOCTSMU [IO/DKeH 0071ajaTh  HjeabHbIA
KaHAWJAaT Ha 3Ty JAo/KHOCTH? Kakwe 3aziauM TIpy3BaH peliaTh JAaHHBIA
MPOTPAMMHBIA TIAKET?» — 3TH W MHOTO IO/00HBIX BOMPOCOB IO-TIPEKHEMY
CJIMIIKOM PE/IKO 3ByuaT B IITaO-KBapTHpaX MHOTHUX OpraHu3aiuii. Bo Bpems
OOJIBIIMX COBEIaHWM TPOMU3HOCATCS [ITUHHBIE PEeUM, KOTOPbIe JIUIIb KaXKyTCs
nenbHbIMU. CyllleCTBEHHBIX Pe3y/IbTaTOB OpPraHU3al[ii CMOTYT JOCTHUbL TOJIBKO
TOTZIa, KOTZIa HayuaTCs 3a7laBaTh BOTPOCHI: «[IjiT 4ero Mbl 3TUM 3aHAMaeMCs?
Kak Oyzer BBIVISIIETh YCIIEIIHBIA pe3yabTar?» W IMPUMEHSTh TOTyYeHHbIe
OTBETHI Ha YPOBHE TIOBCETHEBHOM JIeSITe/TbHOCTH.

['paHMIIbI HAIMX BO3MOXXHOCTEM 3HAUWTENBHO PaCIIMPSIOTCS, KOTZAa Mbl
TIepeXofiM OT Kajiob W )KePTBEHHBIX HACTPOEHUM K pe3y/bTaTtaM U JIeHCTBUIM,
HaMeUeHHbIM B 3aJIlaHHOM HaripaBjieHWH. Korza AaHHBIA TIOAXO[ CTAaHOBUTCS
CTaHJAPTHBIM B TpyIIe, KpPOMe pe3y/lbTaToB ee paboThl CyIeCTBEHHO
y/yuriaeTcst atMocdepa B Kosuiektrse. EcTh Macca mpo6sieM, KOTOpbie TpeOyroT
petiennst. OTpuIiaTeslbHOe OTHOIIIEHWE U TACCHMBHOE COTIPOTUB/IEHUE JOJDKHBI
BCETZla CMEHSIThCS KOHI[eHTpaljiedd BHUMAaHUSI Ha J>KeJIaéMbIX pe3yJbraTax
COOTBETCTBYIOIIIETO YPOBHSI.

MuUKpoypoBeHb, Ha KOTOpOM Jifoqu 00pabaThbiBalOT CBOM  KOP3WHBI
BXOJSIIAX MaTepuasoB, IeKTPOHHbIE SIIUKM W 3aMeTKH, C/leJlaHHbIe B XOfie
Gecen, OymeT oTpaXkaThbCsl HA MAaKPOYPOBHE WX KY/BTYPHI M OpraHu3aiuu. Eciu
YKOHIJIEPBI POHSIIOT MsIUM, 3a0jlaroBpeMeHHbIe DeIlleHUsT O JaJbHeHINX Iarax
BBI3BIBAIOT COTIPOTUB/IEHNE, a YaCTh He3aMKHYTBIX IMKJIOB He 00pabaThiBaeTCst
Ha/ljie’kalyM 00pa3oM, TO U CHUTyal[usi B TPyIie OyJeT COOTBETCTBYIOIIEH, a B
OpraHM3al[MOHHOM Ky/IBType YKOpeHWUTCS armocdepa cCTpecca, aBapUAHON
CUTyallud ¥ ocafbl. EciM WHAWBUAYYMbI, HAa000DOT, BHEJDSIOT MPUHLIUIILI,
W3/IO’KeHHbIEe B KHUTE, TO OPraHU3al[isi CMOXKET TIepeUTH U TiepeliieT K HOBBbIM
CTaHJApTaM BBICOKOH IPOW3BOJUTENHLHOCTH. [TpobieMbl ¥ KOH(DIMKTHI HUKY/A
He JIeHYTCS — OHU OCTAIOTCSI HA CBOMX MeCTax Jlayke TOT/Ia, KOT/a BbI TTbITAeTeCh
YTO-TO U3MEHUTH (WM COXPaHWTh) B 3TOM Mupe. Ho, TeM He MeHee, PUHLIUTIBI
yTIpaB/IeHUsI /IeATeTbHOCTBIO, OMMCAHHbIe B KHUTe, ITO3BOJISIT BaM Kak CJie/lyer
COCPeAIOTOUUTHLCS U CO3[aTh 00CTAHOBKY [iyisl Harboree 3¢h(eKTUBHOTO pereHus
ripobiiem.

Bujenuve 0Oe3 1ie — JIMIIL MeuTa, 1ie/ib 0e3 BUeHUs cyeTa, a
BU/IeHe U 11eJIb — Ha/JleXK/ia BCEero MHpa.

I{epkoeHblili maHyckpunm, Cyccekc, AHeausi, 1730 200



3aKJ/II0OUeHHe

Hazieroch, yTO KHUra rprHec/Ia BaM I0/b3Y, UTO BbI YoKe TIO)KHUHAeTe TUI0AbI
TIPUMEHEHUS] U37I0KeHHOW METOAMKHU: yCIieBaeTe OoO/bIlle C MeHbBIINMH
roTepsiMu 1 0e3 BHyTPeHHero HarpsbkeHus1. Takyke 51 MICKpeHHe HaZleFoCh, UTO BbI
OILIYTUIM CBODOOJNY COCTOSIHMS, KOTJla «CO3HaHHe I10J00HO Boje» U TIPU/IMB
TBOPYECKOW SHEPTUU, COMYTCTBYIOIUN BHeAPEHUIO METOAUKH. Te, KTO HaurHaeT
TIPUMEHSITh OTMCaHHbIE METO/bl, Bcerna 0OHapYy’)KHBalOT, UTO OHU TasiT B cebe
OonbllMi TIOTeHIMA/, YeM KaXkKeTCsl Ha TIepBbIA B3IV, U Bbl CaMH, BO3MOXKHO,
OTKPBbUIM UX YHUKA/IbHbIE TIPEMMYIIeCTBa J/1s1 cebsl.

I'oToB mocrnoputh, uto KHMra «Kak pa3obpaThbcsi C JlelaMH: HCKYCCTBO
TIPOIYKTUBHOCTH O3 cTpecca» MOATBEPAr/IA Y)Ke U3BECTHYIO BaM MH(OpPMaLIIo
U CBe/leHUs], KOTOpble BbI ZIaBHO TIPUMeEHsIeTe Ha IpakKTHKe. M Bce ke Terepsb,
HaZIeroCh, BaM OyzieT ropasfjo Mpoille OPUEeHTHUPOBAThCS Ha 3/[paBbIM CMBIC] B
MHpe, KOTOPbI C KaKJAbIM JHEM TOpakaeT Hac BCe OO/bIIeM C/I0KHOCTBIO U
TTyOUHOM.

Most 3a/1aua 3aK/r04aeTcsi He B TOM, UTOObI TTPMCOBOKYITUTL CBOM BK/Iaj K
Macce COBpPEMEHHBIX TeOpHi U Mojesnell JOCTKeHMs ycrexa. Haobopor, s
TILITA/ICS OTIPe/le/TUTh K/IFOUeBble METO/bl, KOTOpPble He MEHSIOTCSI C TeueHHeM
BpeMeHd M Bcerja paboraroT. OTO KaK 3aKOHbI TI'DABUTAI[Ud — €CJIU BbI
TIOHUMaeTe TIPUHIIUI, TO MoKeTe paboTaTh ropaszno 3ddekTrBHee, ueM Obl HU
3aHMMa/MCh. [To)KamyH, KHUTY CTOM/IO Obl Ha3BaTh «Iloc/ieqHee uccieoBaHle B
ccepe Bo3BparTa K UCTOKaM» !

«Kak pa3obparbcsi ¢ fienaMu: UCKYCCTBO TIPOAYKTUBHOCTH 0e3 cTpecca»
SIBJISIETCSI ITyTeBOAHOM KapTOM, C TIOMOIIbIO KOTOPO MOXKHO [JOCTHYb COCTOSTHUS
TO3UTHUBHON pacc/ab/ieHHON KOHIIeHTpallid BHUMAaHMS, XapaKTepHU3YHOIIero
MOMEHThl HaMBBICIIIEH MPOAYKTUBHOCTU. [Ipessaraio MCIo/b30BaTh KHUTY B
KayecTBe CIIPaBOYHHKA, KOTOPBIN MOACKaXKeT, KaK MepeiTH B Hy)KHOe COCTOSTHUE
B TF000M MOMEHT.

Yrobbl He COMTBHCS C Kypca, BaM TOHAZIOOMTCSI psiJi HABBIKOB, KOTOpKIE,
BO3MOJKHO, eIlle He BOILTM B TPUBBIUKY: YMeHHe BbIOpachiBaTh BCe W3 T'OJIOBBI,
orpezieNiATh Ja/bHeNIne JeHCTBUS W pe3y/bTaThl, KOrJa IPo0/IeMbl TOJIBKO
TIOSIB/ISIFOTCSL HA pajiape, a He TO3Ke, PEry/spHO TepecMaTprBaTh U OOHOBJIATH
TOJIHBIM CIIMCOK BCeX HEe3aMKHYTBIX IMK/IOB B Ballleli paboTe W >KU3HHU.
Hazieroch, UTo K TEKYIIleMy MOMEHTY Bbl XOTsS Obl HAMETH/IM TOUKY OTCUeTa IS
orpezie/ieHUst [[EHHOCTH 3THX HaBBIKOB. Ho He yauBisiTECH, €C/U JJIsl TOTO,
yToOBI ZIOBECTH WX [0 aBTOMAaTH3Ma, BaM IOHAJ00WUTCS HEMHOTO BpPEMEHH.



3arnacuTech TeprieHreM U ToyYaiiTe yJ0BOJIbCTBHE OT IpoLjecca.

U Hariocejo0k HeCKO/IbKO YKa3aHUM J1Jist TIPO/IBYKEHUST BIiepe.

* TlogroroBbTe K paboTe COOCTBEHHBIM MHCTPYMEHTapUi [Ijisi TIOBBIIIEHUS
JIMYHOM OpraHu30BaHHOCTU. [IpuBeauTe B TIOpPsJOK CBoe pabouee MecTo.
3aBe/iTe KOP3WHBI [Ji1 BXOASIIUX [laHHBIX. 3aBeuTe XOpOIIUi OI0KHOT-
opraHaiizep nJisi BefleHUsl CITMCKOB, C KOTOPbIM BaM OyJeT MpusiTHO paboTars.
Kpome Toro, s peKOMeH/Iyt0 BaM BHe/IpSITh JitoOble U3MeHeHus, KOTOpbIe, Ha Balll
B3IV, MOI/IA Obl ynydiiuTh pabodyro 00CTaHOBKY BOKpYr Bac. IloBeckTe
KapTUHBI, KymnuTe pyuYkd, BbIOpOCETE MYyCOp, peopraHu3yiiTe pabouee
MIPOCTPAHCTBO. DTO OyJieT XOPOLLIMM HauasioM.

* BoiienuTe BpeMsi, KOTZa BbI MOTJIM Obl MOTHOCTBIO pa30bpaTh OT/AeTbHbIN
yuyacTOK Bamiero ocduca M KaxAbli yron cBoero jgoma. Cobepute Bce
pPeKOMeH/Ial[ui B CBOIO CUCTeMy U paboTaiiTe, B3siB 3a OCHOBY peKOMeH/al[uu
KkHUTY «Kak pa3o0parbcs ¢ Aenamm».

* Tlopenutech /OOBIMU 1IeHHBIMU HaBbIKaMU, W3BJI€U€HHBIMUA U3 KHUTH, C
KeM-To eiije. (DTO camblii OBICTPBIN C1I0CO0 HAYUUTHCS).

» [IIpocmorpure kuHury «Kak pa3oOparbCsi € [elamMu: UCKYCCTBO
TIPOIYKTUBHOCTU Ge3 cTpecca» uepe3 TpU-IIeCTb MecsieB. Bl HalifeTe B Heil
MOMEHTHI, YIyllleHHbIe MPU MePBOM IMPOUYTEHUA U MHOTHe MCTUHBI OTKPOIOTCS
BaM 3aHOBO.

* Tlopep>kvBaiiTe KOHTAKThI C JIFO[JbMH, KOTOPbIe Tepe/jaloT U pa3BUBAIOT
OMMCaHHble HaBbIKW W cTaHAapThl. (Mbl K BammM yciayram. Ha calite
http://www.davidco.com Bcerjja MOXXHO HalTU MacCy OeCriaTHBIX CIPaBOYHBIX
MarepuasoB, O0CyXJeHue JyullluX MeTOZOB, MOC/IeAHIO HH(GOpPMALMI0 O
COTYTCTBYIOIIUX TOBapax W ycCiyrax. 3[ech Bbl MOXKeTe TONyUHTh JOCTYI K
MeX/TyHAapOJHOW CeTH, KyJa BXOJAT TpUBepPKeHIbl HaubOomee 3((eKTUBHBIX
METO/IOB TIOBBIIIIEHUs] MPOAYKTUBHOCTU. [lo BceM Bompocam obpaiijaiitech B
opuc  kommanud David Allen  Company, 3/1eKTpPOHHBIM  ajpec
info@davidco.com.)

’Kenato pUSTHO MPOBECTU YKU3HB!



http://www.davidco.com/
mailto:%20info@davidco.com

ITo/sie3HbIe pecypchbl Ha PyCCKOM fi3bIKe

Tam, THe KOHYaeTCsl CaMOpa3BUTHe, HauMHaeTcs [AuBaH. Ecid Bac
WHTEPEeCYIOT BO3MOKHOCTH pa3yMHOM M aKTHBHOW >KW3HM, TPOAYKTUBHOM
paboThl, yrmpaBleHUs BpeMeHeM, 3HaHUSMU W 0OOraTCTBOM, WCII0/Ib30BaHUS
TIJIAaHOB U 1ieJield [l CYacThsi U TADMOHUK U TIPOCTO >KU3HU CO CMBIC/IOM, MBI
pa/ibl IPUBETCTBOBATh BaC HAa CBOUX CaMTax.

I'med ApxaHrejabCKHA

http://improvement.ru

Opranusaliusi BpeMeHW. 3ajiaud TMpoeKTa: [JaTh JIOASM, ILeHSIIUM
HEBOCITOJIHUMOE BpeMsl CBOEM >KM3HH, WHCTPYMEHTBI TIOBBIIIEHUS JINUHOU
3QPeKTUBHOCTH, yIIpaB/lieHHsI BpeMeHeM, [OCTW)KeHUs ycrexa, TIOUCKa
CTpaTervuy JIMYHOTO Pa3BUTHSL.

Henuc banyes

http://lifehack.ru

E>keqHeBHBIN 0030p criocoboB B3ioMa Mupo3zaanus. Uto Takoe lifehacking?
Ec/ii KOPOTKO, TO 3TO MOMbITKA HAUTU HEU3BECTHbIE «/1a3eKU» B OKPY>KarOLIeM
MUpe, TO3BOJISIFOLIME JIIOASM JlefiaTb uTo-1u00 ObicTpee U 3dekTrBHEe. DTO
TIOMCK HOBBIX, HEM3BECTHBIX METO/0B TIOBBIIIEHHS TPOAYKTUBHOCTH,
6/1aroCOCTOSIHYSL ¥ MUPOOIITYIIIEHMUS.

Cepreii bupokos

http://sergeybiryukov.ru

Personal Development mo-pyccku. Kosekijusi aBTOPCKUX U TePeBOAHbBIX
cTareli Ha TeMy pabOThI HaZi COOOIA.

Bcex aBTOpOB crareii 00beuHSIET OJHO — TSIra K JUUHOMY Pa3BUTHIO.
300pOBbe,  OpraHM30BaHHOCTb,  OTHOIIIEHWs,  [OJie3Hble  TIPUBBIUKHY,
TIPOIYKTUBHOCTh, CAMOAUCLIUTI/INHA, TpeiHa3HaueHue, yCreX, [e/ll — Ha caiite
€CTh MeCTO BCeM 3TUM 00/1aCTsIM >KU3HMU.

ITommua I'aBepoBCcKas

http://gaverdovskaya.ru

Pa3MblIIIeHHst U HayYHO-TIOMY/ISIPHbIE CTaThbH Ha TICUXO0I0TUUYeCKHe TEMBI.

Nuna Urosnkuna

http://timesaver.ru

YnpasnsiiTe Baium BpemeHeM! Timesaver 1iepeBOAUTCS Ha PYCCKUN SI3bIK
KaK «TO, UTO TIOMOTaeT SKOHOMHUTL BpeMsi». EcIM HeT 1jelM B JKWU3HU, TO
9KOHOMHUSI BpEMeHU TepsieT CBOM CMbIC/. [IpuueM 3T0O KacaeTcsi KakK OTAeTbHBIX
NrOfeN, Tak U opraHu3aiuii. BpemeHa, korzia 6611 pacripoCTpaHeH MOX0/, «KUTh



http://improvement.ru/
http://lifehack.ru/
http://sergeybiryukov.ru
http://gaverdovskaya.ru/
http://timesaver.ru/

OHUM [THEM W He [ymMaTh O OyaylljemM», y)Ke /[aBHO TIpoluiu. Bce Gosblie u
Ooibliie Mrofielt 00yyaeTcs TalM-MeHe)KMEeHTY [/l I0CTHXKEeHHsI CBOMX JINUHbBIX
Y TIpo(eCCUOHAJIBHBIX LieJiel.

Buranuiu KonecHuk

http://kolesnik.ru

OOGyueHue KpeaTMBHOCTH, CO3/laHWe U pa3BUTHE TPOEKTOB, 3BOJIIOLIUS
bu3Heca. [71aBHasi TemMa 3TOro Gsiora — pa3BUTHE: JIMYHOCTHBIM POCT, CO3/laHue
U pa3BUTHe TPOEKTOB, 3BOMIOIMS Ou3Heca. [IBrKylljasi Cua pa3BUTHS — 3TO
HOBbIe uzen. [Io3ToMy MHOTMe 3aMeTKU TOCBSIEHbl pa3BUTHIO KDEAaTUBHOCTU U
MeTosiaM co3zaHusi uzed. Co3jaHue U pa3BUTHe 4ero-mubO0 TMoJpa3ymMeBaeT
3aMbIcen Y MiaH. VIMEeHHO TakoBO TepBOHAYa/JbHOe 3HaueHWe C0Ba OU3dLiH.
[TosTomy au3aiiH, OT rpaduuecKoro Au3aliHa [0 Au3aliHa MUDA, TOXKe SIB/SeTCS
OfIHOM U3 BeIyIIUX TeM 3Toro brora.

ApwmeH IleTrpocsH

http://petrosian.ru

Kuuru, ¢otorpaduu 1 onbIT paboThl HaJ| COOOM.

Mmuxaun Cyoou

http://lifeidea.org

[TopTtan 3¢ eKTUBHOM, UHTEPeCHOM U cuacTauBou u3Hu. Ha Lifeldea.org
MOXXHO HaWTU CTaTbM Ha cjaeayroue Tembl: 3((EeKTUBHOCTb, HayuHasi
opraHusalys Tpy[a, [JOCTWKeHWe ycrexa, MpakTUuecKasi TCUXOJIOTHS,
TIPOIYKTUBHOCTh, 0ajiaHC, BpeMsi, TallM-MeHeI)KMEeHT, [yXOBHOCTh, 3/I0POBbE,
MOTUBALUsI, TIJIAHUPOBaHWe, TMpeJHa3HaueHue, MpoQeCcCHOoHaNIU3M, pa3BUTHE,
XapakTep, CaMOAUCLMIUIMHA, CO3HaHWE, CyacTbe, yCIeX, I0CTaHOBKa W
JNIOCTDKEHUE LieJIei.

Anaronuii TuxomupoB

http://lief.ru

JInuHasg >(PeKTUBHOCTb, JMUHBIA pPOCT W HCIO/b30BaHUE JIYUILIKUX
BO3MOYKHOCTeW >KW3HU BBI3bIBAIOT Yy aBTOpPAa HAWOOJBIINM WHTEpeC, U OH C
YZ0BOJILCTBHEM U CTPACTbIO UCC/IeyeT 3TOT MUP U pacCKa3bIBaeT O HEM B CBOEM
Grore. JTOT calT co3maH [Aas TOro, 4ToObl W3MEHWTb MWD K JIydlllemy:
OTKPBIBaTh I71a3a Ha 0CO3HAHHYIO )KU3Hb U HaXOUTb HEOP/IMHAPHBIX JIFOJEeH.

Jvutpuu YecTHbIX

http://sellme.ru

Bnor o Gu3Hece W MapKeTWHTe CBOMMM CUJIaMH OT aBTOpA TMOMYJISIPHOTO
6nor-knueHTa Bloget.

notes
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IIpuMmeuanus




S1 paccMmarpuBar0 TOHSTHE «paboTa» B CaMOM YHUBEPCA/TILHOM CMBICTIE:
pabora — 3TO TO, UTO Bbl XOTUTE WIW JO/DKHBI U3MeHUTb. MHOTHe /U
TIPOBO/IAT  pa3/iMuve MeXKAy TOHATUSIMU «paboTa» U «mpodeccroHanbHas
JleTeJIbHOCTb», HO $I 5TOTO0 He Jieylalo: /sl MeHsl MpOoNo/ikKa cafia Wid
peJlakTUpOBaHUe 3aBelljaHusi — Takasl ke paboTa, Kak M HalucaHWe 3TOW KHUTH
unu o0yuyeHue KiveHTa. Bce MeTOAbI U MpUeMbl, OMUCAaHHbIE B KHUTE, MOXKHO
TIPUMEHSTh BO BCEM CTIEKTpe JesTelbHOCTU: B paboTe W B JMUHOM YKU3HU —
yToObl  OBITH  fleliCTBUTENILHO 3G (}eKTUBHBIMM, OHU  JIOJ/DKHBI  OBITh
YHUBepcaabHbIMU. (30€eChb U 0asnee — npumeuaHusi asmopa)



Bripouem, ec/ii Bbl COOpaMCh OPraHM30BaTh TOPXKECTBO B UeCTb He/IaBHEr0
TpuyM@da CBOero Jydilero Apyra, [Ajsi 3alMCH BCEBO3MOXKHBIX TPYJHOCTEN U
JieTasieil, KOTopble MOIVIM 3arlo/IOHUTh Ballle CO3HaHWe, BaM Obl MOHaJ06unach

x0Ts1 661 000pOTHAsi CTOPOHA KOHBEPTA.



Bbl Takke MoO)XeTe TIUIAHUPOBAaTb TMPOEKThI, He TpeOyrolue aKTUBHBIX
JeNCTBUM, TIe He HY)KHBI C/Ie[yIoIIue Iaru (Harpumep, oOyCTpPOMCTBO JoMa
Baliern Meutbl). OTCYTCTBHME TIepBOOYEpPENHBIX [JeHMCTBUMA aBTOMaTHUyeCKd
TIepeBO/IUT TIPOEKT B pa3psifl «KOra-HUOYIb/MOXKeT ObITb» U 3TO HOPMAaJILHO [IJIst
MOOBIX 3aMbICIOB TI0ZI0OHOTO poja.



4

Bpemsi 110 OkOHuUaHUM pabouero AHsS TOAXOAWUT [I7isi BBIMOJHEHUsI psifia
aHaJIOTUYHBIX 3a/lay, KOTOPLIMU Bbl OOLIUHO He 3aHMMaeTeChb Ha TIPOTSKeHUU
TUMIMYHOTO paboyero [Hs: HarpuMmep, pas/ioKUTb 10 [arkaM BOPOX
HaKOMUBIIUXCSL JOKYMEHTOB, YINOpPSAO4YUTh (oTorpaduu, HalTu B VHTepHeTe
Mo X0/isAlljee MeCTO [Jisl MOe3[KH B OTIYCK WM 03HAKOMUTBCS C TJIaTeXKHbIMU
KBUTaAHLUSIMHU.



WpeansHoe BpeMsi AJii 3TOT0 — KaHyH PokecTBa wivd Kakoro-HUOyb
JpyToro Tpa3fHUKa, KOTOPLIM MornaziaeT Ha pabounii feHb. bobIMHCTBO Mroeit
BCe PaBHO IpeObIBatOT B MPa3iHUYHOM HAaCTPOEHUH, TaK UTO 3TO — TpeKpacHasi

BO3MOXXHOCTB I1OBeCe/IMThCH.
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II1s 9TOM 1]eM MpeKpacHO MOAOHAET OfiHa M3 BCIIOMOTaTeIbHBIX KOP3HH.
MoskeTe BpeMEHHO MCIO/Ib30BaTh €€ Ha CTAaJUU MepBUYHONM 00pabOTKH, UYTOOBI
cobpatb MpobsemMbl, KOTOpble COOMpaeTeCch VIIOPSIOUUATh I1034Hee. B
Ja/lbHEHNIIeM BbI CMOXKETe WCIIONb30BaTh ee [IIl XPAHEHWS «BUCSIIX»
JIOKYMEHTOB, KaCaroIMXCs TeKyllleld paboThbl M 3alMCAHHBIX HAllOMUHAHWHM O
TIOC/IeTYOIUX ITIarax.



[{udpoBble penakTOpbl CIHUCKOB (BpoAe TOro, UTO YCTAaHOB/JEH Ha
3JIEKTPOHHOM cekpeTtape Palm) unm TpauiioHHbBIe JTUCTBI OyMaru B OT/Ie/TbHbIX
nankax o0/aZlaloT  TPeMMYyIeCTBOM TI0  CpPaBHEHUI0 CO  CIHMCKaMuy,
COCTaB/IeHHbIMA Ha OJHOM JIUCTe, TIOCKOJIbKY II03BOJISIFOT BaM TepeMeCTUTh
JIOKyMEeHT W3 OJJHOM KaTeropud B APYryl0 IO Mepe TMPOJBWXEHUSI TPOeKTa,
HUUero He TepervchiBasi.
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BripoueM, JaHHBIN ITOJXO0J, MOXKET OBITh OMACEH, eC/H Bbl OyleTe peiko
npocMarpuBathk manky «Cuerta K oriate» wind «KeuraHiuu st 06paboTKm».
Ecu MX TPOCTO «yMOPSiIOUNTh», TO 3TOr0 Oy[eT HeJ0CTaTOYHO [/ TOro,
yTOObI BBIOPOCHUTH M3 TOJIOBBI, — WX CJIeAyeT MepecMaTpyBaTh Ha/JIeXKall|uM
obpa3zom.
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[Tporpamma Microsoft Outlook [gaeT BO3MOXKHOCTH TIO/b30BATEISIM
KOTIMPOBaTh WM TIEPeHOCUTh COOOIleHusI B Cpely 3a/iady, KOTOPYI MOXKHO,
c/iefiysi MOUM MHCTPYKI[USIM, pa3fie/IuTh Ha KaTeropuu: TOT/Aa OHA TOXKe CMOJKeT
cTath 3¢ deKTUBHBIM UHCTPYMEHTOM.
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MHorue nonb3oBarenu nakera Lotus Notes gake He 1ofo03peBaroT, B UeM
3aK/II0UaeTCsl OfjHa M3 MOIHEMINX BO3MOXXHOCTeM JaHHOW mporpammbl. Eciu
JlaHHasi porpaMMa yCTaHOBJ/IeHAa Ha BallleM KOMITbIOTepe, MOCOBETyMTeCh CO
IITaTHBIM KOHCY/JIBTAHTOM T10 UH(OPMAaLIMOHHBIM pecypcam, MOMpoCUTe, YTOObI
OH 3arnpoCW1 CHUCTeMHOe paspelleHHe M I0Kas3al BaM, KaK aKTMUBU3UPOBaTh
JAHHYI0 BO3MO>KHOCT.
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Ecu Baimm KaseHjapeM Mo/b3yeTCs TPyTia JItofieid, TO HY)KHO pa3/ensiTh
HarloMuHaHUs mofobHoro poza. L{udpoBbie kaneHgapy OOBIYHO pacriosaratoT
(dyHKLMel «epcoHa/lbHOW» KaTeropusaliiy: Bbl MOXKETe BOCIIO/b30BaThbCsl €10
JJis BBOZIAa CBeJleHWM, KOTOpble, Ha Balll B3MsJ, He 00si3aTe/lbHO BU/ETh
TIOCTOPOHHUM.
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Takke W3BeCTHasi M0J Ha3BaHUEM «C/efsiler» Tanky, WIK Tarku
«TIepeHOoCa».
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Ectb Macca crioco6boB 6pocutb Bce. Bbl Mo)keTe UTrHOPHUPOBATh
(bu3nUeCKUii MUD U €T0 Peajiiy U JIOBEPUTHCS YHUBEPCYMY. §1 Tak ¥ MOCTYIWII U
TIOJTYYM/T 3aMedaTe/bHbIA OmnbIT. HO Takoro orbita s ObI HUKOMY He TIOKeJial.
IloBepUTHLCSI BHYTPEHHEMY Uy ThIO, €T0 MYAPOCTH U NMPAKTUYHOCTH B TOM MHpE, B
KOTOPOM BHI JKMBET€ — 3TO COBEpPIIIEHHO HOBBLIM ypOBeHb MbINLieHUs1. [JoBepue
K camomy cebe M K HCTOYHHMKAM >KW3HEHHOM MyZJpOCTH — ropa3fo Oosee
YCITeIIHbIM BapUaHT CBOOO/IbI Y MHUBU/Iya/TbHOW TIPOJYKTUBHOCTH.



14

OjiHa W3 MOMYJISIPHBIX KOHI[ENIUN B cdepe TUYHON OpraHu3ariii COCTOUT B
TOM, UTO COCpeJJOTOUeHHe BHUMAaHHSI Ha COOCTBEHHBIX HeasaxX yIpolijaer
XusHb. $I yTBepKzgar oOpaTHOe: TofaBssitOIee OOMBLIMHCTBO — 3a7ady,
BO3HUKAIOIIWX Tiepe] JIFAbMU, 00yCI0B/IEHO UMEHHO WX CHUCTEMOU LIeHHOCTeH.
Wpeanbl — KPUTHYECKHE COCTABJISFOIIME JXM3HU UeIOBeKa, OHU TIPHUJAI0T e
3HAUMMOCTh U HampapjeHue. Ho He cienyeT oOMaHbIBaTh ce0si — ueM Gosibliie
BHUMAaHUS BbI OyfieTe UM yaensiTh, TeM OOJbIIYI0 OTBETCTBEHHOCTh BO3J/IOXKHTE
Ha CBOU IUIeUYd. BO3MOXKHO, Ballld H7easbl IMO3BOJSAT OO/IETUUTh TIPOIiecc
TIPUHSTHS PEIIeHUH, HO He HaJlelTech, UTO OHM XOTh HEMHOTrO 0Ojieryar Bariy
YKU3Hb.
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KoHeuHo, 101, KOTOpble CU/IbHEE BCeX IPOHMK/IMCH Wjeell BHeIpPEHUs
MEeTOJUKHU, KaK ITTPABHUJIO, Y>Ke HaXO[AATCS Ha MyTH CaMOCOBEPIIIeHCTBOBAHUS U B
moboM ciyuyae He yMaroT, UTO TOJ| CIyCTs OyAyT 3aHUMAaThCs TOM ke paboToi.
Ho wux Temmr TOT (aKT, UTO TMpeJjoKeHHble MeTOAbl I103BOAT UM
TIPOAIBUHYTHCS K 1e/T1 ObICTpee 1 C MEHBIITMMHU 3aTPaTaMHU.
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