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Hz0anbt
[lenoBoli pa3roBOp € COTPYTHUKAMU KaK MHCTPYMEHT
YIpaBIeHUS
PykoBoncTBo KOMaHIOM
TexHUKY MaHUITYJISIIAN: paclio3HABAaHUE W TIPOTUBOIEVICTBIE
Mora Ha paGoTe 1 ToMa
[MamsTs. TpeHNpPOBKa MAMSITA ¥ TEXHUKW KOHIIEHTPAIUU
BHUMAaHUS
CamoMeHeKMEHT. DDGHEKTUBHO U pAlIMOHATIBLHO
KondnukTsr Ha pabote. Kak ux pacrio3HaBartb, pa3peliaTh,
MpeIOTBPAIATh
YuumMcst TpUHUMATD pelIeHUsT
[MpakTiKa MCUXOJIOTUYECKOTO NaBICHUS
[IpaBuna xopomiero ToHa. Kak Bectu ce6st BO Bpemst
npeObIBaHUS 3a TpaHULIEH
CexkpeTbl 9(p(PEKTUBHOTO IEJI0BOTO OOIICHUS
Kaxk mobuthcst mpuzHaHUs
Cekpetsl obassHus. Kak oka3bIBaTh BIUSIHUE Ha JIIONEH
YnpasneHue mpoeKTaMu
Texuuku BeneHus Oecenbl
TexHUKN KpeaTUBHOCTU
[MpoBeneHue mpe3eHTaIN
MotuBauusa
Kaxk BecTu meperoBopbl: HajiesKHO, KPeaTUBHO, YCITIEIITHO
IIpomaii, crpecc! Jlydie TeXHUKU pelaKcalul
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TaschenGuide —
BCe, YTO Bbl AO/KHBLI 3HATb

[ns BCEX, y KOr0 Mano BPEMEHM U KTO XOYET 3HATb CYTb
nena. Inga HauymHalowmx 1 gna npogeccnoHanos, KOTo-
pble XeNatT ObICTPO OCBEXUTb CBOM 3HAHUS.

Bbl akoHOMUTE Bpems U MOXeTe 3DEPEKTUBHO Npume-
HSITb MOJTy4EHHbIE 3HAHWS Ha NPaKTUKE.

ABTOpbI pacckasbiBalOT O KaXA0W TeMe NPOCTO, B OO-
CTynHom popme.

Bce pazgenbl CTPYKTYpUpPOBaHbl B COOTBETCTBMU C Ha-
nbonee BaXHbIMI BONpocamim 1 npobneMamu, BCTpeYato-
LLIMMMCS HA NPAKTMKE.

HarnsgHbIi nnaH coaepykaHns no3sonseT Bam ObICTPo r
4ETKO OPUEHTMPOBATLCH B KHUTE.

Moapo6Hoe PyKOBOACTBO «LLar 3@ LLArOM», CUCTEMbI Ca-
MOMPOBEPKMN 1 MOME3HLIE COBETLI MOCNyXaT Bam HeoB-
XOOMMbIM UHCTPYMEHTOM B padorTe.

JaHHble U3aaHus MOryT MOCYXXWUTb ONepaTyBHLIM U Ha-
rnagHLIM nocobremM s paboumx KONMEeKTUBOB B pas-
JINYHLIX OPraHM3aUMaX U Ha NPeanpUTUSIX.

Hac o4eHb nHTepecyet Balle mHeHne! lMNpuckinarte cBom
OT3bIBbl M MPEnJIOKEHNS Ha SNIEKTPOHHBIA agpec:
info@omega-I.ru. Bynem paapl Bawmm oTknvkam.




| CopepxaHue

Mpepucnosue

Baw knioy Kk appekTMBHOMY yripaBneHuio
BpeMeHeM

MpoTecTupyiTe CBOE OTHOLUEHNE KO BPEMEHM
Llenb — aT0 KOrpa s 3Hako, Yero s xo4y
DOCTUTHYTb

YMeHne BbloensaTb rnaBHOe

PacctaBnsiem npuoputeThbl

Kak npaBunbHO cka3aTb «HET»?
JocTnxeHne XN3HEHHOr o paBHOBECUS

MnaHupyiiTe cBOU 3apa4m n BpemMs
MnaHvpoBaHMe NoMoraeT BbIUFPbIBATbL BPEMS
MoTpebHOCTL BO BPEMEHWN U CKOJTbKUM
BPEMEHEM Mbl pacrnonaraem

Kak nnaHnpoBaTb CBOW AEHb?

Yunmcs coctaBnsTb NiaH Ha Hepento
PaboTtaem ¢ cucteMoit caMOKOHTPONS
PaunoHanbHoe ncrnosib3oBaHne exenHeBHUKOB
M 9NEKTPOHHbIX 3AMUCHbIX KHUXEK



MnaHupyiiTe cBO pabounii geHb
Bopbba ¢ «noxupaTtensiMmu» BPeMeHu

Kak apPekTMBHO NPOBOANTL BCTPEUN
1 BecTn TenedOoHHble NeperoBopbI?

Yuntecb nepenopyyaTtb CBOU

006583aHHOCTY ApYrnum

HaBegute nopsiiok Ha cBoem paboyemM MecTe
CnpaBnsieMcsi C NOTOKOM 3N1EKTPOHHbIX MUCEM

CTaHbTe XO3AMHOM CBOEro BpeMeHU

Bce ynpaBnsiloT BDEMEHEM MO-pPa3HOMY.
K kakomy Tuny npuHagnexumte Bbl?

Kak mMeHaTb CBOM NPUBbLIYKN?




Mpepucnosue

Y Bac 4acTo BO3HMKaeT Y4yBCTBO, 4YTO Bbl He ycneBaeTe 3a
BpeMeHeM? Mnn 4To MYMTeCb OT OOHOr0 YyCTaHOBJIEHHO-
ro cpoka kK gpyromy? Mnn Bce HMUKaK HE MOXETE HanTw
BpemMs Ha TO, 4YTO OaBHO yXe xoTenu cgenatb? Ecnm ato
npo Bac, To 3HauMT HacTana nopa BrJIOTHYIO 3aHATHLCS
3P PEKTMBHBLIM YNpaBieHNEM CBOEro BPEMEHMN.

C nomoubto 3TOM KHUTK Bbl HayanMTech paumoHanbHO nna-
HMpOBaTb CBOW AeHb 1 Hepento. Bul y3HaeTe, Kak onpeae-
JIUTb CBOIO LeSb, KaK NMpaBuibHO PacCTaBUTb NPUOPUTETHI,
kak 6opoTbCa C «noxupaTensamMu» BPEMEHU W, HAKOHeL,
KaK 0obuTtbcs OoT cBoel paboTbl GosbLuelr apdekTUBHOC-
TN. Hapsagy ¢ yxe 3apekomeHOoBaBLUeit cebs TEXHUKOMN
yrpaBfieHNs1 BPEMEHEM, Mbl TakXe NMPUBOOUM LENbIA pag,
nosie3HblX COBETOB, KOTOopble obneryaT Bam nnaHuposa-
Hue. 3aBepLIEHHOCTb AAHHOW KHUre NnpuaaioT MHOMOYnC-
JIEHHbIE YNPaXHEeHUs N CUCTEMbI CAMOKOHTPONIS.
Hayuntbcs npaBuibHO yNpaBasiTb CBOMM BPEMEHEM, YCO-
BEPLUEHCTBOBATb 3TOT HABbIK — 3a4a4a, KOTopylo Tpeby-
eTCsa pelaTb He TOJIbKO CerofHsa-3aBTpa, a Ha NpoTsxe-
HUW BCEM XN3HWN. U BCe Xe KaK ToNbKO Bbl Ha4HETE Cne-
[0oBaTb OCHOBHbIM MpaBunam, To ObICTpPo [obbeTechb
nepBbiX pe3ynbTaToB. HemMHOro camogucumniavHbl —
N KOJIMYEeCTBO CTPECCOB BCKOPE YMeHbLKNTCS, a Bbl npu-
obpeTeTe cBOOOAHOE BPEMS, KOTOPOE CMOXeTe noTpa-
TUTb Ha TO, 4TO AN Bac sBnseTcs OencTBUTENbHO Bax-
HbIM. [ns TOro 4to6bl NoslyyaTb HacnaxaeHne OT KaXa0-
ro NPOXMWTOro AHSA, CTPEMUTECH K NMepeMeHaMm, u Torga
Lenb XWU3HWU CTaHEeT 4yTouky 6nmxe.

pogp., 3-p Hopz Knobaayx, Xonveep Bénmeoe



Baw knioy K achcpekTBHOMY
yrnpasneHnio BpeMmeHem

«Korpaa a1 He 3Hato, Ha Kakyto raBaHb MHe
HY>KHO AepxaTb KypC, TOraa H OauH
BETEp He OyaeT AN MeHs NMOMyTHbIM. »

CeHeka



! Baw knwoY K 3PGekmuBHOMY YNpGBAEHUI0 BPEMEHEM

MpoTecTupymnte CBOE OTHOLLUEHNE
KO BPEMEHMU

Hwxe Bbl HanpeTe BOCEMb KPATKMX YTBEPXAEHWIA, KOTO-
pble NoMoryT Bam BbISICHATL CBOE OTHOLLIEHME KO BpeEMe-
HW. He 3aayMbIBasiCb J,OT0, OTMETLTE KPECTUKOM TOYKY,
B KOTOPOW Bbl HaxoguTech cerogHsi.

1 Y MeHs eCTb YeTkas Lefb, Ha KOTOPYIO S MOCTOSAHHO
OPUEHTMPYIOCD, U 1 BCEraa 3Hato, 4ero Xody JOCTUMHYTb.

| | | | | | | | II
| | | 1 | | |
5 -4 -3 2 0 1 2 3 4 5

2 9 3Hato KoY K AOCTVXKEHUIO STOM LIENN, 1 C ero nomMo-

LLIbIO 1 ABMratoCh Jasiblie Y YCTaHaBIMBAO YETKUE MPUO-
pUTETBI.

’, | I | | | | | | |
i | | | | | | | | |
5 4 3 -2 - 0 1 2 3 4 5
3 9 Bcerma 4yBCTBYIO CeOSl YpPaBHOBELLEHHLIM M MOrY
ObICTPO BLIXOOWTb M3 CTPECCA — MOSI XM3Hb cOaNiaHcu-

poBaHa.
| | | | | | | | | |
| [ | A | | | | | —‘
5 -4 3 2 1 0 1 2 3 4 5

4 9 cocTaBnsto cebe nnaHbl Ha AeHb U Ha Heaento, Noslb-
3YI0Cb MU 1 MPY 3TOM MOCTOSIHHO WX YaydLlato.

=



fpomecmupyiime CBOE OMHOWEHUE KO BPEMEHU !

5 9 pacnonaralo HEKOTOPOM CUCTEMOW MJAHNPOBAHUS
BPEMEHN N PaLMOHAIbBHO UCMONbL3YI0 ee NMpu cocTasne-
HUWN NJ1AHOB.

i I { | | | | | |
[ | I T |
-5 -4 -3 -2 -1 1] 1 2 3 4 5
6 HapylieHusa 1 OTKIOHEHUS OT NnaHa s AepXy nog KOH-
Tponem. { cam OT/IMYHO CrpaBisoChb CO BCeEMU Bymaramm
1 9NEeKTPOHHOM KOPPECMNOHAEHLUNEN.
| | | | | | L | | |
[ I [ [ [ [ [ [ [ [ |
-5 -4 -3 -2 -1 0 1 2 3 4 5

7 9 3Hal0 CBOW CuiibHble U crnabble CTOPOHbI U 3HAlO,
B YeM a1 6onee BCero CUJEH.

——————+———+—
5 -4 -3 -2 A

0 1 2 3 4 5

8 Mol neBus: «Y meHs nonyumtcal». Y MeHs eCTb YeTKUI
nnaH AencTBuUin, C NOMOLLbIO KOTOPOTO 9 COBEPLUEHCTBYIO
CBO€ YMEHMe ynpas/idTb BDEMEHEM.

-5 -4 -3 -2 -1 0 1 2 3 4 5
Kak paboTaTtb ¢ KHUroi?

YT0o6bl 13BEYb MakCUMasbHYIO MOJb3y U3 3TOW KHUTE,
HauyHUTe paboTy C YTBEPXAEHUS, B KOTOPOM Yy Bac camebiit
HU3KWNIA nokasaTtenb. B aTtoint obnactu Bam HyxHO bygeT
0o6MTbCA HAaNBOMbLLUNX U3MEHEHWIA.
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Baw KN4 K 3GPEKMUBHOMY YNPABACHUID BPEMEHEM

Bonpochkl ¢ nepBOro no TpeTuii COOTBETCTBYIOT KJTHOYEBLIM
NOHATUSM MNEpPBON rnaebl «Baw ko4 Kk aphekTuBHOMY
yrnpaBfieHNIO BpeMeHeM». YeTBepToe 1 NSToe yTBepxae-
HUSI paccMaTpumBaloTCs B rnaBe BTOpon «[lnaHupynte
CBOM 3a4a4un 1 CBOE BpPeMsi», Tema LIecToro Bonpoca oT-
HOoCcUTCSl K TpeTbel rnaee «MnaHupyiiTe cBoi pabouunii
OeHb». Bonpocbl cemMb 1 BOCeMb NpuHaafiexaT K nocnes-
Heli rnaBe «CTaHbTe X035 IMIHOM CBOEr0 BPEMEHW».

Llenb - 310 KOraa s 3Haio, 4ero
XO4y AOCTUIrHYTb

B aToli rnaBe Mbl xoTenu Obl pacckasatb Bam Hebosb-
YO UCTOpPUIO.

Mouyemy uenb Tak BaXxHa anga Hac?

YTpom yeTtBepToro uiona 1952 r. Hago BceM kKanugop-
HUicknM nobepexbem NpocTMpancsa TymaH. TpuauaTtbio
yeTbipbM$sl KMJIOMEeTpamMu 3anagHee, Ha ocTpoBe Katanu-
Hbl B BOAY BOLWIA TPUOLATUYETLIPEXSIETHAS XEeHLMHa,
cobupasicb NnbiTb B cTOpoHy KanndopHum. OHa pewnna
cTaTb NEpBOW XEHLWMHOM, NpeoaosieBLUel 3TO paccTos -
Hue. Ee 3Bann ®nopeHc Yageuk. OHa Bbina yxke n3BecT-
Ha Kak nepBasi XeHWWHa, nepennbiBwas nponue Jla-
MaHw B 060u1x HanpaeneHusax. Bopa 6bina npocTo negs-
Hasl, a TyMaH HacToJibko ryctoi, 4yto dnopeHc enga
Morna pasnnynMTb CONPOBOXAABLUYIO €€ JIOAKY.

MwunnnoHbl nogent Habniogann 3a Heli Mo Tenesns3opy.
ConpoBoxaalowmm MpUXoannocb faxe CTpensitb u3



Uens — 3amo xozda A 3HaAW0, 4e20 Xouy docmuanymh

BMHTOBOK, 4TOObl 3awmTtnte PnopeHc OT nopnnbiBalo-
wux akyn. Camoin 6onblioli npobnemMoin, ¢ KOTOpon el
NPULLIOCL CTOJNIKHYTbCSH B 3TOM PEKOPAHOM 3anbiBe,
Oblna He ycTanocTb, a NegsHas BoAa.

MaTHapuatb YacoB cnycts PnopeHc, COBEPLUEHHO OKO-
YyeHeBLlUIAs OT xo0/l04a, monpocuna, 4Tobbl ee BbITALLMAN
13 BoAabl. MnbiTb fanblie oHa Gbina He B cOCTOSHUKU. Ee
MaTb 1 TPEHEP, NbIBLUME B IOAKE PSAOM C HEN, ckasanu,
yTo Geper yxe coBcem 6n13k0. OHu yroBapmeann dno-
PEHC He caaBaTbCs, HO KOraa naoBYMxa B3rfisiHyna B CTO-
poHY kanudopHuiickoro nobepexobs, TO He yBMAENA HU-
4yero, KPOMe rycToro TymaHa, M OHa CHOBa nonpocuna
BbITALLWTb €€ U3 BOAbI. HeCcKoNnbkuMM Yyacamm nosxe, Ko-
roa dnopeHc corpenacb, OHa wUcnbiTana LWOK OT CBOEN
Heypauun. Ee BbiTawmnm 13 Boabl BCEro B Noaymune ot Ka-
nndopHuinckoro nobepexnbs!

OavH penopTep cnpocun ee: «CkaxuTe, noxanyincra,
Mucc Yaasuk, 4To nomewano Bam nponnbiTs 3T nocnea-
HVYe nonMunn?». — «MHe nomelwan TymMaH, — oTBeTuna
oHa. — Ecnm 6Gbl TONbKO 9 CMOrfa yBuaeTh 3emMio, 9 Obl
crnpasunack. Korga 4enoBek yXxe He MOXeT 0onblue
MNbiTb U HE BUOMT CBOEN LENn...»

O6ocHoBaHue uenu

«MHe nomeLuan TymaH — ecnm 6bl TONbKO 51 CMOria YBUAETb
3emMi0...» — 3Ta ppasa Mucc HYaasuk ctana Kpbinaton. Tak
Kak OHa noTepsina U3 BMAY CBOIO Lienb, TO caanacb npexae,
yeM gocturna ee. To xe caMoe NPOUCXOANT eXeAHEBHO CO
MHOMMMMU JIIOABbMW BO BCEBO3MOXHBIX XM3HEHHbIX 1 Npodec-
CUOHanbHbLIX 0BnacTsx.



Baw knioy Kk 3ppexmuBHOMY YNPABAEHU BPEMEHEM

JInwb yeTkas uenb MNO3BONSET A0OUTLCA BbIOAIOLLMXCS
pesynbTaToB. Bbl CMOXeTe NPONOXNUTb NPaBUIbHbIN NYTb
K €e JOCTMXEHUIO N caenaTb NepBblli Wwar B HYXXKHOM Ha-
npasfeHMn TONbKO TOrga, Korga 3Haete, K YHeMy MMEHHO
XOTUTE NPUIATHN.

MIMEHHO MO3TOMY MPUBEAEHHbIE HUXE BOMPOCHI ABMASIOT-

Csl TaKUMU BaXXHbIMU.

m  KakoBbl MOM nNpodeccunoHanbHble Lenn?

m KakoBbl MOW ymMCTBEHHbIE Lenn? (Kakne cnocobHoc-
TN 9 X04y pa3BuTb B cebe?)

KakoBbl MOU NNYHbIE U 0OLLECTBEHHbIE Lenn?

m KakoBbl Mou gyxoBHble uenn? (4t1o 9 xouy caoenatb
CO CBOEW ayuwoin? B yem 3aknio4yaeTcs CMbICN Moei
XWU3HW 1 NOCTYNKOB?)

m KakoBbl MOV ¢pUHAHCOBLIE LIeNn?

Yto Bneyert 3a coboit oTcyTcTBME LEenu?

Korpay Hac HeT uenu, ToO Mbl He MOXEeM COCTaBUTbL cebe
nnaH JanbHenwmnx AenctBuMi. MOCKONbKY Mbl CaMun He
3HAEeM, 4ero XoTMM AOCTUTHYTb 1 4YTO BYAET ABNATLCS ANs
HaC yCNexoM, TO HE CMOXEM MPUATU N HU K KAKWUM MOJ10-
XUTEeNbHbIM pe3yfnbTataM. ITO B CBOIO O4Yepenb NpuBO-
OUT K pa3oy4yapoBaHUI0 M 3aHMXEHHOW CaMOOLEHKE.
B KOHUE KOHLOB, XM3Hb HayMHaAET kas3aTbCs Ham Oec-
CMbICNEHHOM W CKY4YHOWN, Mbl TEPSEM BCSKOE XefaHue



lens - 3mMo ko2da A 3HAK, YE20 XO4y dOCMUZHYMb

OBUraTbCs Jasblle N cTaBUTb nepen coboi Kakyto Obl TO
HU BbIO Uenb. MNonyyaeTcs 3aMKHYTbIN KPyr.

Mpumep

AHTOH Kpemep gomkeH Obl1 NPOOOHKUTL YNPaBeHe Marasu-
HOM MY>XCKOW 0AexAapbl, KOTOPbIM Bfaaen oo 3Toro yweaiwunia
Ha MoKoM oTel,. «5 A0MKeH NPUBECTU NaBKy B MOPSAO0K, — MO-
Oyman OH. — 3[ecb Bce Tak CTapoMoaHo.» OgHako ans aToro
TPeboBaIOCb MHOIO AIEHET 1 3Heprun. He Gyay4m npupoXaeH-
HbIM MpeanpuHMMaTenem, rocnogvH Kpemep B3sncs 3a Aeno
BECbMa HeOXOTHO. [MpebbiBasi B MOMHOM HEPELUMTENLHOCTU
M pas3fymblBasl, CTOUT I eMy NPOA0IXaTh Aeno oTua, rocno-
AvH Kpemep Tak HU4ero 1 He nomMeHsin. Tak npoLuen Lenbii rog,
B KOHLe KOHL0B, pa3oyapoBaHHbI rocnogmH Kpemep octaemn
neno.

3aMKHyTbIA Kpyr Npyu OTCYTCTBUM Lienu

Orcyrcrame
Uenm

OrcyTcraue
nnaHa

Teopueckuh
KPH3KC

Orvcyrerame no™
NOMKUTENBHBIX
pe3aynbTaTos

YyacTeo Henon-
HOLLEHHOCTH

Koada y Hac omcymcmByem yens, Mol nonadaem
8 nezamuBHyro cnupans, kKomopas Baedem Hac Bee HUXNCe U HUXce

Uenb NMPUHOCUT ycnex

OnHako BbIX0OA, N3 3TOr0 3aMKHYTOr0 Kpyra BCe Xe CyLLe-
cteyeT. CraBa nepep, coboW CHavana MasleHbkue, Mnpo-
CTble, HO NP 3TOM OOCTVXMNMbIE LeNN, Mbl Y>XKe npoknia-




Baw knwY k 3G PEXMUBHOMY YNPABAEHUK BPEMEHEM

ObiBaem cebe nyTb K ycriexy. W korga uens, HakoHew, Ao-
CTUrHYTa, 3TO NPUOAET HAM YBEPEHHOCTU B CBOUX CUNaxX.
Mbl npekpacHO cebs YyBCTBYEM U OLLYLLIAEM MPUMB HO-
BOM 3Hepruun. Y Hac nosiBnsieTcs HeoGxoAMMOCTb yCTa-
HaBMVBaTbL Mepen, cobol HOBbIE LIENM, KOTOPbIE MOMyT
ObITb YK€ HEMHOIO BbILLE MPEXHKIX.

Camoe BaxHOe — 3TO He CTaBWTb Nnepen, cobon B CaMoM
Havyasie CIMLLIKOM BbICOKMX Lenei. Bbl, KOHEYHO Xe,
OOJIKHBI MPUIIOXUTL HEKOTOPbIE YCUMSA K AOCTUXEHMUIO
HaMEYEHHOWM Lenn, HO OHa Npu 3ToM 0bs3aHa ObITb pe-
JTbHO OCYLLIECTBUMOM (CM. C. 18).

YKe OoKasaHo, 4YTO ficHas, 4eTko ChOPMyNMpPOBaHHAS
LIeSb MPUHOCUT YCrex.

Llenn n kapbepa

OpHO 13 perynsapHO NpoBOAVMbIX B FapBapACKOM yHUBEpPCUTE-
Te CLUA mccnemoBaHmin Ha Temy «[poLecC CTaHOBNEHUSI Bbl-
MYCKHNKOB Y4€OHbIX 3aBEAEHWIA B TEYEHUE [MTENBLHOrO Bpe-
MEHHOr0 Mepuoaa» Aano Creaylolme pesynbrarbl.

83 % BbINYCKHWKOB HE MMEIOT nepea, COO0N HUKaKUX LesieBbIX
YCTaHOBOK, KacaloLLMXCS Kapbepbl. VX cpenHss 3apaboTHast
nnara 6epetcs 3a ocHoBy. C ee MOMOLLBI0 NPOBOAUTCS CpaB-
HeHue.

14 % BbINYCKHMKOB UMEIOT YETKYIO KapbepHYIO Liefb, OHAaKO
He n3noxunu ee Ha Gymare. OHM 3apabaTbiBalOT B CPEOHEM
B TPY pa3a bosbLue, YeM BbIMYCKHUKM U3 NEPBOM rpynnbl.

3 % pecrnoHAeHTOB NOCTaBWM nepes cobor YETKYIO Lenb, Ka-
CaloLLLYHOCA MX [anbHEeNLwen Kapbepbl, U Aaiv eli MMCbMEHHOe
onpeneneHne. OHM 3apabatbiBatoT MPUMEPHO B OECATb pa3
OornbLLe, YeM BbIMYCKHUKW, MPUHALIEXaLLme K Nepeoi rpynne.



lienb - 3mo kozda A 3HAK0, HE20 X04y dOCMUZHYMb u

Bbl, 04eBMAHO, HE OXMAaanu CToNb Manon umudpbl, He Tak
nm? OpgHako ecnu Bbl octaHOBUTE KOro-HMByAb Ha ynuue
n cnpocute ero: «Ectb nin y Bac 4eTkad, n3noxeHHasa Ha
Gymare Lenb X1U3HU unm xoTs Obl Lesb, KOTopyio Bbl x0-
Tenn Obl AOCTUIHYTL 3a ron?», To B 97 % cny4aes nony-
4yuTe OTpMLATESIbHbIA OTBET.

B [apsapacxoe HCCNefioBaHHe Leny NPOACHAST eile OfiMH
acneKkT: nNUcCbMeHHOE MW3NoKeHHe NPHUBHOCHT ACHOCTb
8 MblineHue. TOT, KTO XPaHWT CBOW MBICIK THILL B ronose
W ZIyMaer, 4T 370 W eCTb Uenb, - owunbaercs. 1

CHavana Bce BbIXOAUT Ha000pPOT U NULLb
TONIbKO NOTOM - TakK, Kak 3aayMaHo

MpuynHa, No KOTOPOWN MHOrne nogn nsberaloT CTaBUTb
nepen coboi kakme 6bl TO HY ObINIO LENN, COCTOUT B TOM,
4YTO B MPOLUJIOM OHW UcCMbITanuM pasodaposaHue. Cnepsa
OHM 3agymann YTO-TO, HO MOTOM BCE BbILLIO COBCEM He
Tak.

AHekpgoT

CrouT TypucT Ha nnatdopme 1 XOET 3anasaplBalolwLmii noesa,
Wpet noxapb co cHerom 1 rpagom. M ato elue Gornblue yxyala-
et ero 1 6e3 Toro nyioxoe HacTpoeHue. HakoHeL, COBEPLLEHHO
B30OELLIEHHbI, OH 0OpaLLaeTcs B MHGOPMaLMOoHHoe 61opo: «3a-
4em BOOOLLE HYXXHO pacr1caHre Nnoesnos, ECNM ero BCe PaBHO
HVKTO He npuaepxueaeTcsa?». Ha 4to cnyxawmin 6topo cro-
KOIMHO emy Bo3paxaeT: «A oTkyaa Obl Bbl Torga ysHanum, 4to
Bawu noesp onasapiBaeT yxe Ha 20 MUHYT, ecriv bl y Hac He Obl-
JI0 HMKAKOrO pacnncaHms?».

OTOT MasieHbKNii aHeKOOoT MokasbiBaeT, YTO TONbKO TOT,

Y KOro ectb ueJib, MOXEeT CyauTb 006 OTKJ/IOHEHUU OT Hee
2 saxas 8474



m Baw ka4 Kk 3IPDeKMUBHOMY YHPABNEHUIO BPEMEHEM

WK 3HaTb, 4TO OH HaxoOWUTCS Ha HEBEPHOM MyTU. TONbKO
OH MOXEeT peluaTb OT CUTyaLuun K CUTyaumn, Kak emy no-
cTynatb B CJ/lydae OTKJIOHEHWS OT HaME4YeHHOW Lenu.
Mpu onpeneneHHbix 06CTOATENLCTBAX Hepeako TpebyeT-
€S MIPUCTNOCOBMTLCS K HUM UMM AaXe BHECTU KOPEHHbIE M3-
MEHEHWS B MOCTaBNIEHHYIO Nepes, coboit uesb.

® B avoit cBazn paboty ¢ UenLiD Mbi OTipefienseM TaK:
NPOBOANTL HIMEHEHHA. ]

Kak cpopmynupoBatb cBOU Lenn?

Llenb nmeeT yeTbipe CBOMCTBA, ABa U3 KOTOPbLIX ABAAIOT-
CH OCHOBHbIMU, @ OCTaJibHbl€ N3 HUX BbIBOOATCS:

®  1M3MEpPUMOCTb;
®  OCYLLECTBMMOCTb.

N3mepumocTsb

M3mMepuMOCTb O3HavyaeT, 4TO C MOMOLLBbIO CBOUX LENen
Bbl MOXeTe OTBETUTb Ha BCE OCHOBHbIE, Tak Ha3blBaEMble
«feTckme», BOMPOChHI: KTO? 4TO? CKONbKO? roe? korpga?
3a4yem?

OcyuiecTBUMOCTb

CraBbTe nepep cobO [OCTAaTOYHO BbICOKME U MOOYX-
gawouwme K ,D,eI7ICTBI/I}O uenan, HO Npm 3TOM OHWU OO0JIXKHbI
OblTb BbLINOMHUMbIMU. «ECnn MoOXelb npeagcrtaBnTb, TO
cMOXelWwb ”n cpenatb» — 3Ta aHrnuickasa noroBopka
B JAHHOM Cllyyae He BepHa. Y Kax4oro 4YesioBeka ecTb
onpegeneHHble rpaHuubl COOCTBEHHbIX BO3MO)KHOCTel7I,
AJa W BHeELlHue obcToATeNnbCTBA HakKf1laablBalOT HEKOTO-



Uens - 3mo kozda A 3IHAW, 4e20 XO4y docmuzHyms -H

pble orpaHnyeHns. byabte ONTUMUCTUYHBI, HO NPU 3TOM
NPpYHMUMaNTe BO BHUMaHME U OKPYXaloLLyio peasibHOCTb.
Hanpumep, ons MHOrux niogen xenaHwe noxyneTb 3a
HEeOen Ha f[ecatb kunorpamm sBnseTcs abCconoTHO
HeocCyLecTBMMbIM. VI B TO Xe caMOe BpemMs MHOrne He
BEPAT, YTO MO MPOLUECTBMM HECKOJSIbKMX MECALEB WK
Jaxe neT BCe BMOMHE AOCTUXUMO. [TpOCTO MONOXUTECH
Ha cebs 1 CnoKoiHOo XxauTte. Tonbko TOoraa, korga Bbl
npeanpuMeTe NonbITKYy COBEPLUMTbL YTO-TO BESMKOE, TO
CMOXeTe 3TOr0 AOCTUTHYTb.

Bawwun uenu oonXxHbl MMeTb NOJZIOXKUTEJIbHYIO
MoTuBauyuio

Y1o6bl 3anporpaMmmMmMpoBaTth cebs1 Ha ONTUManbHbIA Pe3yib-
TaT Npy AOCTUXEHUM CBOMX Lenen, Bbl 4OMKHbI HAUTKU ongs
HUX NONOXUTENBHYIO GOpPMYIMPOBKY. OTpuuaTeNbHbIE Bbi-
ckasbiBaHua 6yayt Bac Tonbko TOpMO3uTb. Hanpumep,
HW B KOEM Cnyyae Henb3s GpopMynMpoBaTb CBOIO LENb Tak:
«$] He xo4y CTaTb eLLe TosLe, YeM 9 eCTb». [opa3fo ny4ile
Oynet Tak: «K koHUy roga s 6yay yaepXuBaTtb CBOM BeC Ha
OTMETKE B BOCEMbAECHT MATb KUNOrPaMMOB, a K cneayioLue-
My NIETY S NOXYAEI0 0 BOCBMUOECAT».

W oToT, ¥ HOro HeT Lesl, He MONST HaHTH NPaBUNBHOTO My-
1. W Tor 12 BCA €ro %043Hb NDESPaLIAETCA B 3aMKHYTbINH
Kpyr.» Xpucmuaw Mopzerwmepy B

dopmynupyem uenu us CBoOMX XenaHui

MOXHO N1 HasBaTb Lefblo cneapytowme GopMynnpoBKN:
«9l xo4y cpenatb 6oNblle AN CBOEro AanbHelwero 06-
pasoBaHusa», «d xo4y ctatb 6onee XOpPowWwuM OTLOM»?

2'.*



Baw kN0 K IPHEKMUBHOMY YNpaBAEHUI0 BPEMEHEM

MoMHUTE, Bbille Mbl ONPEAENUAN KPUTEPUWN: U3MepUMa
om uenb? OcywecTBuma v oHa? B paHHOM cnyyae
BCe SICHO: 06e (pOPMYIMPOBKN OCYLLECTBUMbI, HO He
N3MEpPUMBbI.

Mpumep: GopMynupoBku Leneit, obeLyalome ycnex
Xopowas ¢opmynmMpoBka Luenn, koTopas nomorna 6bl Bam
coenatb NepBbli NPaBWUSIbHbLIA War, MOXeT OblTb CnenyloLen.

«3aBTpa YTPOM S noiay Ha Kypcbl U BbIOEpy NOAXOAALLYI0 MHE Mpo-
rpammy. 3a aToT rof, s Npoiay, No KpavHen Mepe, OANH S3bIKOBOW
KypC 1 npu aToM Byay eLle 3aHMMaTbCs AOMa KaxApli AeHb XOTS Obl
no NATHagUaTb MWHYT.»

«Ha kax[oin Hepene, HauMHas C CeroHsaLWHero aHs, s 6yay, 4to
Obl HW CNy4UNIOCh, BbIOENSATb B CBOEM pacnMCaHuM Yac Ha 3aHsi-
TS TEHHUCOM C foYepblo. Mbl Byaem MaTU [o TEHHUCHOrO KOop-
Ta NeLKomMm, YTobbl 3a 3T nonyaca Nyt CNoKOMHO MOrOBOPUTL.»

YnpaxHeHue: chpopmynupyiite us CBomx
XXenaHun uenu

Cnepyoume BbICKa3blBaHU — 3TO HESICHbIE XenaHus.

Cohopmynupyiite N3 HUX YeTKMe Lenu.

®  Korpa-Hubyab S X04y COBEPLUUTL MyTellecTeve B Ame-
puKy.

B 9 Xx0u4y 3aHATb PYKOBOASLWWUNA MOCT B pupme, roe 4
paboTato, 1 6onblue 3apabdaTbiBaTh.

B 9 xouy cTatb 6051ee XOPOWNM CYMPYroM 1 ynyynTb
HalW oTHoWeHUSA. Mbl CANMLIKOM Mano pasroBapuBa-
eM ApYr C Apyrom.




LUenb ~ amo ko2da A 3HANW, Ye20 XoMy docmuzHymb

B Ecim y MeHs korga-Hubyop 6yaoyT OeHbru, a 6yoy
e3anTb Ha HOBOM «Mepcepece».

M. Lenn nomuHbl GbiTh H3MEPHMBI, OCYLIECTBHMSI, 3aN1W-
caMBl Ha DyMare 1 NONOMHTENbHO CHOPMYAHPOBaHbL. - B

npO,CI,YMbIBaeM XKMN3Hb C KOHLa

Cnepyouiee ynpaxHeHne nomoxeT Bam BbISCHUTb, 4TO
onsa Bac B Xn3Hu camoe rnaBHoe. Kpome Toro, oHO ABNS-
€TCH TPEHMPOBKOWN A1 MOCTPOEHUS OTOANEHHbIX LIENEN.
Boigenute cebe, no kpaliHeli Mepe, OBaguaTb MUHYT Bpe-
MeHn. bypet nydwe, ecnn Bbl BBINOAHWUTE JAaHHOE ynpax-
HEeHMe NMMCbMEHHO. 3anuLnTe BCE CBOM MbICIN 1 BbIBOAbI,
6narogaps aToMy Balle nopco3HaHue OyAeT MHTEHCMB-
Hee npopabaTtbiBaTb UX, U no3gHee Bbl camm cmoxeTte
BEPHYTbLCA K HAM U paccMoTpeTb Honee noapo6HO.

YnpaxHeHue: Hagrpo6Has peub

MpencTtaBbTe cebe, 4TO Yepes NsATh NiIeT Bbl oka3biBaeTeCh
HabnogateneM Ha 4YbMX-TO MOXOpPOHax. Bokpyr crout
MHOrO NIOAEN, U BCE OHU O4YEHb MeYasbHbl.

Bbl cnoBHO napute Hag cobpaBlwiMMuCs, 3arnsbiBaeTe
C vHTepecoM B rpo6, a Tam — nexute Bbl. MHorue u3
NPUCYTCTBYIOLLMX MPOM3HOCAT KOPOTKME W TporaTesb-
Hble npowansHble peydn. Cpeaun rosopsiwmx — Bawm kon-
neru, Baw wed, cynpyr (wnn cynpyra), Baww getn, gpyr,
BO3MOXHO, HECKOJIbKO 3HAKOMbIX U3 Kakoin-nmbo obuie-
CTBEHHOW U COLMAIbHOM OpraHnsaummn, K KOTopon Bol
npuHagnexute. Bce rosopswme pacckasbiBalOT O TOM,
4TO Bbl 3HAYMAM oA HUX U NpU 3TOM OTOMPaIOT NULb



a Baw knioy K 3P PexmuBHOMY YNPagneHUK BPEMEHEM

camoe BaxHOEe M yKnajblBalOTCH B HECKOJIbKO Mpeajo-
XEHUN.

OtmeTbTe s cebs: 4To roBopsAT aTn noan? Yto 66l Bbl
XOTenu, 4tobbl OHWM ckasdanu? Kakumu 6yoyt Hanrpob-
Hble peyn, ecnu Bobl ByneTte nNpononkaTb XuUTb Tak, Kak
XUAN 40 cux nop?

Hanonte cBOIO LENb B XNU3HU N LENDb,
KOTOPOM Bbl xoTenn 6bl 4OCTUMHYTb
yepes rog

Tenepb peyb NOMAET O TOM, KaK BbIBECTU LENb (Lenn) CBO-
el XU3HW 1 KaK ee (MX) npaBuiibHO CHOPMYNMpPOBaTb.
C nomMoLLbi0 pe3ynbTaToB BbILENPUBELEHHOIO yrpaxHe-
HUA Bbl Ierko CMoOXeTe HanTu OTBeTbl Ha clefylowme
Bonpockl. CnpocuTte cebs:

B yero a9 Xo4y AOCTUYb B XU3HN?

B Kakue y MeHsl eCTb MeuYThbl U XenaHma?

B Kakue NoAN Camble BaXHble B MOEN XU3HN?
Mopoymante, yoensete nn Bol 9Tum nioggam, medtam u ue-
JIIM BHMMaHWe, KOTOPOro OHUM 3aCyXUBaloT.

3anuwumTe 3a€echb CBOIO XXU3HEHHYIO uesb:

Camoe BaxHOe — He TePsITb CBOIO XXM3HEHHYIO Lefb (Mun
uenu) u3 Buay naxe B cepble 6yaHu. MocTosHHO cnpalm-
BanTe cebsl, cnocobCTBYET N1 TO, 4TO Bbl menaete B Ha-
CTOSALLMA MOMEHT, ee (U NX) LOCTUXEHUIO.



LUens - 3amo koz2da A 3HAK, 4ez0 xouy aecmuanymb .

Cnepylowmii wiar: paséueaem cBoM Lenu
Ha 6onee menkune

Bbl cMOXeTe AOCTMYb CBOEN XU3HEHHOW LEeNn TONIbKO TOr-
na, korga bynerte nocTtosHHO paboTaTb Hag Hel. Hanuwwim-
Te, YTO KOHKPETHO AOJIKHbI COenatb K CneayowemMy OHI0,
mecsauy, rogy. lNnaHupyinte cBepxy BHU3, OT Manon uenu
K 6onee 3Ha4YMTENLHON.

OT XXM3HEHHOW uenu - K NJaHUPOBAHUIO BPEeMEHU

B CaMOoaHaNU3 BEAET K «..ounr... Lienb xu3HH

B Yero 5 xo4y [4OCTHYDL \
2 Mnan gocTHmeHua
BYMHMIHAMT o o w0 wm v s sis s ois e o WMHIHEHHOH Uenu
® Yeros x?"')‘ AOCTH4YD MNnaH gocTHmeHna
B Bnmrkaiume cemb net? L ...... uenu 8 Byayuiem
B Yeron XOo4Y OOCTHYb Mnan pocTHMEHHA
B CregyloweM rogy? . ... ...... SEORQEONY. UPAH

Y

MnaH AocTHXEHMs
uenu Mecaua

B Yero s xo4y fOCTHYL
B cnegylolem mecaue? .......

y 2 Mnax p.ocmmeauﬁ
] €ro fl Xouy AOCTHUb Y)Ke 3aBTPa? |3asrpatumeits uenu

McTouHmk: www.tempus.de.

Pazpenss 6onblive 3agadn Ha 6onee Menkue nNpomexy-
TOYHbIE 3Tanbl, Mbl CIOBHO «yCTaHaBnMBaeMm OYyiiku B OT-
KPbITOM MOpe», KOTOpble YKa3blBaloT, Kak Oaneko Mbl
B 00LLE CIOXHOCTM NPOABUHYINCHL U C KAKUM y4aCTKOM
nyT Ham npeacTouT 60poTbCs Aanblue. ATO nomoraet
HaMm He najaTtb AyXOM U He chaBaTbCs.
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Lienu - Ha 4To BaM HY)XXHO 0OpaTUTb BHUMaHUE

1 Kpatkocpo4Hble LenM HeobxoauMbl, YTOObI 3HATb,
4yTo Bam HyXHO Aenatb 3asTpa. JonrocpoyHble Lenm
Hy>XHbl Bam gnst Toro, 4tobbl coenatb KPaTkoCpou-
Hble 1 CPeOHEeCPOYHbIE LM HEeNpPepPbIBHbIMA, a Tak-
e 4TOoObl MPUBHECTU B CBOIO XM3Hb CMbICIT 1 HY>XXHOE
HarpaeJieHue.

2 He pepxwiTe CBOM LEM TONbKO B rosioBe. CambiM Jiyy-
Wwvm Oyoet 3anmcaTb UX B exedHeBHWK. Pabotaiite
Hap, paLvoHasIbHbIM pacnpenesieHeM CBOEro BpemMe-
HM 1 Haf, JOCTUXEHVEM PABHOBECUS HA BCEX XMU3HEH-
HbIX YPOBHSIX (MoapobHee cM. Ha c. 40).

3 TloCTOSIHHO KOHLEHTPMpPYITECH Ha cBoeli uenn. Cnpa-
LuvBaiiTe cebs: «[ToOMOXET /I MHE TO, YeM fA ceivac 3a-
HMMAIOCb, B OOCTMXEHMM MOen uenn?». Ecim HeT, To
NOMEHSINTE OaHHYKD OESTEeNbHOCTb Ha Ty, KOTopas
CMOXET NpoABuHYTL Bac panbiue.

4 Kaxabli OeHb MbITaTECh MPUIATU XOTS Obl K OAHOM
BaXHOM Le 1 He npekpallarite paboTtaTtb, noka He
nocturHeTe ee. Takum obpa3om, Bel B camoe KOpoT-
koe Bpems BblpaboTaeTe y cebs NpYBbIYKY HE TOJNbKO
CTaBUTbL Nnepen, cobo Lenu, HO 1 JOoCTUraTh KX.

5 Ecrm Bbl BOopyr cOunmchk C Nyt uamM oB6HapyXxuau,
4yTO OOMYCTWIN OLWNOKY B HAMEYEHHOM raHe aei-
CTBMI, TO MNOAbILLMTE HOBbIN MyTb K OOCTUXKEHWUIO
CBOEWN Lenn.



¥YMeHue goldename 2naBHOE

YMeHue BbiaensiTtb rnaBHoe

To, 4TO CPOYHO, — He BCerga BaxHo, a To, 4TO BaXHO, —
He Bcerga cpo4yHo. [03TOMy Hay4uTecb Mpexpne BCEero
OTANYaTb «BaXHOE» OT «CPOYHOro». B aTom Bam nomo-
XeT npuHumn MNapeTo.

Mpasuno Mapeto: 80/20

Bunbdpeno Mapeto xumn B XIX BEKE N 3aHMMaANCs BO-
npocamy 6Goratctea M [O0X0Aa, 3eMESIbHbIX Yroamii
N UX BNagensues. B cBOMX nccnegoBaHnsx OH HaToOSK-
HYNCS Ha OOMH dakT, KOTOPLIN Nokasancs eMy BeCbMa
BaXXHbIM. OH 0BHapPYXMN NOBTOPSIOLLYIOCS MaTemMaTu-
YECKyl0 3aBUCMMOCTb MeXAy 4acTblo NI0AeNn (Bbipa-
XEHHOW B MpoLEeHTax OT 0OLWEero Koan4ecTea Hacene-
HMS) N YPOBHEM A0X04a WK 6oratcTBOM 3TOWN rpyn-
nbl. Takum 006pa3oM, OH YCTaHOBMWA, YTO B CaMblIX
pa3Hbix cTpaHax 80 % wnmyLLecTBa CKOHLEHTPMPOBA-
HO ¥ 20 % HaceneHus. KoHe4dHo xe, y lNapeTto aToT
nokasaresib Noaydnncs Hmuxe, Yem npu 6onee TOHHOM
NPOLEHTHOM pacnpeaesnieHnn 1 ¢ y4eToM Toro dakra,
4yTO pacnpeneneHve GoraTcTBa CPean HaceneHus He-
BO3MOXHO OblsI0 TOYHO paccymTaThb.

OTOT PEeHOMEH BbISIBUICA U BO BCEX OCTaJIbHbIX 0Ona-
CTSX XM3HMW, NO3OHEE OH CTaN NMPUHUMATLCA BO BHU-
MaHWe B Takux 06s1acTsax, Kak onTMMmn3aums npoLec-
COB MPON3BOACTBA M yrNpaBieHNe BpeMeHeM. BoT Tu-
NMUYHBLIA NPUMMEP TakKoro nogpasfenieHns: 0KOoNo
80 % cnencteuii 06ycnoeaeHsbl nnwb 20 % NpuYmH
(oT obuwiero umcna), a 80 % pe3ynbTaTOB BOCXOAAT



Baw Knioy k IPPexmuBHomy ynpasneHuio BpemMeHem

kK 20 % NPUIOXEHHbIX YCUIWA 1 T.0. OTO NpaBuno,
pa3ymMeeTcs, BrojiHE MOXET OblTb MCMNONL30BAHO MpPu
pacnpeneneHnn Hallero BpeEMEHN 1 NMpu JOCTUXKEHUN

pesynbrara.
£ g

et I 20%
Q peaynerara
3arpaueHo
BropocTeneHHsii. 80%

MHoro cnewku BPEMEHU

1 npobnem.
HHU3HEHHO BaXHbIN. BpeMeHHO# NpHHLMN

Metbuwe npobnem Napeto

H CTIELUKH.

lpuryun lMapemo noxkaseiBaem: 80 % pesynvmama met wacmo
docmuzaem auwe 3a 20 % nawezo Gpemenu

Ewie Heckonbko npumMmepoB Ha npuHumn Maperto:

20 % knmneHToB obecneuymsatoT 80 % TOBapOOOOPOTA;

20 % npoaykTa npuHocsaTt 80 % npubbinu;

20 % noBepxHOCTM koBpa naHalumBatoTcs Ha 80 %;

20 % npoun3BoACTBEHHOrO npoLiecca nopoxaatoT 80 % 6paka;
80 % cospaHua obycnoeneHo 20 % yvacTusl, a OCTaBLUMECS
20 % co3gaHusl 3aBUCAT OT ocTasibHbIX 80 % yyacTtus.



YMeHUEe BEIOENAMbL 2NABHOE

B CroHueHTpHpYiTECh Ha BElLaX, KOTOPbie UMEIoT AN
Bac pewaioiiiee 3Hauenue. Yrobsl psuratoca Bnepea no
WU3HK, HEOBAIATENBHO AENATh BCE, YTO TOMBKO MONHO,
 BHINONHATS moGbie 3agaun. OtunsTposbisaiite pas ce- -
65 nutb T0, YTO AEHCTBHTeNbHO AN Bac saxmo. u

OT npoussoauTesibHOCTU K 3PPEKTUBHOCTU

Mpon3BoANTENBHOCTL 03HAYAET «AenaTb BELUM MPaBuslb-
HO», W NPV 3TOM Tak, 4TOObl JOCTUIHYTb XOPOLUUX pe-
3yNbTaTOB B TEYEHME 3aMnIaHUPOBAHHOIO HAMW BPEMEHMN.
Mbl cMOXeMm fobuTbcs 3TOro, ecnv Oyaem BbIMOMHATb
cBou paboyne 06893aHHOCTU Tak XOPOLWO 1 BbICTPO, Kak
TOJIbKO BO3MOXHO.

OPPeKkTNBHOCTb 03HAYaeT «aenatb NpaBWiibHblE BELLM».
Ecnm Mbl XOTMM NpURTK K HEKOMY ONpeaeneHHoMy cnep-
CTBMIO/pe3ynbTaTy, TO Mbl AOJKHbI AenaTb TONbKO TO,
4YTO NpuBEAEeT Hac NPsIMo K HeMy. Mbl pabotaem addek-
TMBHO TOrAa, korpa 3aboTMmcsa B NepBylo o4yepenp O ca-
MbIX HEOOXOAMMBbIX BeLlax, BMECTO TOro 4Tobbl MO3BO-

llpousBodumensrwas paboma: Bce nu Bot npaBunsro Oenaeme?



Baw knioYy K 3P PexmusHomy YNpasaeHul BpeMeEHEM

JIUTb UM MOTOHYTb B BECKOHEYHOM MOTOKE APYrux Aen.
PaboTtaTtb 3dpPEeKTUBHO Npexae BCEro o3Ha4yaeT KOHLEH-
Tpaumio BHUMaHUA Ha TOM, Y4TO BefeT K HanbonblLLemy yc-
nexy.

Mpumep: apdekTUBHAA N Nnpon3BoauTesibHas
paboTa

Jonyctum, Bam HyXHO Hanmcatb 60JbLIOe KONMYECTBO 3ek-
TPOHHBIX Ncem. Cmornm 661 Bbl paboTaTh ¢ 60s1bLLEN MPON3BO-
OUTENbHOCTLIO, ecnv 6 Brapen OecaTunasbLUeBO CUCTEMON
Habopa? HaBblk OLICTPOro YTEHUS «MO AMaroHanmn» 1 GyHKUMs
aBTOMATNYECKOW MPOCTAHOBKM NOAMUCH B BalLmx SneKTPOHHbIX
nMcbMax Takxke 3HaunTenbHo obnerdar Bam 06paboTKy nocTy-
NaOLLWIX N UCXOASALLNX COOBLLEHWIA.

Bce 3T0 XOpOoLLIO 1 04EHb BaXHO, 0AHAKO Bbl COBEPLLIEHHO pac-
TepsaeTech, Koraa, BepHYBLUMNCb U3 YeTblpexHedeIbHOro oTnyc-
ka, 0OHapYXMTe B CBOEM MOHTOBOM SiLLMKe Oonee COTHM HOBbIX
coobuleHni. 3aecb Bam nomMoxeT Tonbko addexTnBHasn pabo-
Ta: Bbl BLIMCKMBAETE CaMble BaXHbIE COOOLLEHNS 1 paboTaeTe
B MepBYI0 o4epedb C HUMK. Bce octanbHbie ncbma Bbl coptu-
pyeTe Mo agpecam OTnpasuTenelt 1 pabotaeTe C HUMK Mocne
nnn xe koraay Bac 6ynet Ha 810 Bpemsi. Bcio peknamy v crniam
yaamTe cpasy, HOBOCTM MOXHO TOXE YA MTb UL XXe Nepeno-
XWUTb B APYrYIO Nanky, YToObl NoYmTaTb NOTOM. Mogo6HbLIN OT-
60p 1 ABnseETCs YacTbio 3DDEKTMBHON paboThl.

YnpaxHenne

e OnuwwuTe ABa BMOa OEATENbLHOCTU, B KOTOPLIX OT Bac
TpebyeTcs npexae BCero npous3BoanTENbHOCTb.

1.
2.




Paccmagnaem npuopumemel

FgpgpexmuBras paGoma: mom, kmo deaaem #Heobxodumoe,
3xoHomum Bpems

+  OnuwwTe gBa BUOa AeATENbHOCTU, B KOTOPOW OT Bac
TpebyeTcsa aPPEKTUBHOCTb.

1.
2.

PaccTaBnsem npuopuTeThbl

CaMo CNnoBoO «MpPUOPUTET» COAEPXMUT B cebe NaTUHCKYI0
NPUCTaBKY «Prio», KOTopas 03Ha4YaeT «nepemn, Npexne».
PacctaHoBka NpuopuTeTOB — 3TO KOrAa Bbl exeaHeBHO
peluaeTe, YTO HY>XHO caenaTh B NepBylo oYepeb A Toro,
4T0ObI OCTUM-HYTb CBOUX LIENEN.

Pa6oTtaem ¢ npuHumnom ditseHxayapa

MpuHUMN Sit3eHxayapa noMoxeT Bam npuctynatb K CBO-
1M 3aga4am 1 paboTe Mo Nopsaaky B COOTBETCTBUM C Pac-
CTaBfieHHbIMKU MpuopuTeTamn. M ana aToro npexae sce-



& Baw KN4 K IPHEKMUBHOMY YAPABAEHUKD BPEMEHEM
s
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ro cnpocute cebsi: SBASIOTCA NN AaHHble Aena BaXHbIMU
AN CPOYHBIMUN?

CornacHo npuHumny Mapeto 20 % Hawwux 3agady OyoyT
no Bcem napameTpam BaxHbiMU. 3a6aBHO, HO BOJbLUNH-
CTBO U3 HUX TakXe SBASIOTCA CPOYHLIMU.

McnonHeHne BaxHbIX aen npubnuxaeT Bac k HameyeH-
Hoi uenun. CpoyHble Xe aena nepeksodaloT Ha cebs Ba-
e BHMMaHWe, He oka3biBas Npw 3ToM GONbLUIOr0 BAUS-
HUs Ha Bawy uenb. Hanbonee BaxHble gena n 3agadn,
BeayLme K ycrexy u OCTUXEHUIO Lenei, HU B KOEM Chy-
yae He O0JIXHbl 0TOABUIraTbCS Ha3agd nopg AaBfieHneM aen
HEBaXHbIX, HO CPOYHbIX.

OpHako, K coxasieHuto, BCe Mbl UMeeM TeHOEHUMIO Haun-
HaTb C BTOPOCTEMNEHHbIX, HECYLLECTBEHHbIX e, TaK cka-
3aTb, «pa3MeHMBaTbCs N0 Mesiodam». Jlexalime Ha pa-
6o4yeM cTone neyaTHble GnaHKM KaxyTcsi Ham ropasno
npuenekatenbHee, 4eM BOT yXe€ B TeYeHWe HEeCKOJIbKUX
OHeln OTKNaablBAEMbIA HAMW BaXHbIA NPOEKT.

MoaTomy obpallalite B NepByto o4epenb BHMMaHUE Ha Te
3aja4un, kKoTopble 60sblle BCEro MOryT noBansTL Ha Balwu
ycnex. B atom Bam nomoryTt npnoputeTsl.

®  Yrobei gocTHYL HaUNYHWKX peaynbTaTos, Bul foniHb:
NoTPaTHTe DOMBbILYIO YBCTh CROrD BPeMeHH Ha AeHCTBN-
TENbHO BAKHLIE AeNa W 3agaqM. ]

HeGonblioi TECT: BaXHO UK CPOYHO?

OTMeTbTe KPECTUKOM MpaBUsibHbIA BapuaHT (TOMbKO
0OuH).



Paccmasnsem npuopumemsl

1. Bbl pewmnncb pabotaTb Haf AOCTUXEHMEM CBOEN «ro-
noBor» uenn. OgHako BCe 9TO eLUe NEXUT «OTJIOXKEH-
HbIM B JONTUIA SLWNK>.

saxkHo [ wnn cpouro [ 7

2. Bam TONbKO 4TO NpuHecnu rasety. MpoynTtatb rasety
cevyac — 370

sBaHo [] wunmcpouro [1 ?

3. Bbl pewwnnu, yto byaeTe pas B rog nocewiartb 3yOHOro
Bpaya. [op yxe npowen, a Bbol Tak u He nobbiBanu
B CTOMaTto/Iornu.

saxkHo [ wnu cpouro [0 ?

npaBVlﬂbele OTBEeThbl!

Bonpoc 1 — BaxHo; BOMPOC 2 — CPOYHO; BOMpPoOC 3 —

BaXxHo.

Pacnpepensem cBoM 3aga4yu B COOTBETCTBUN
C npuoputeTamm

MpuHuMn 3ii3eHxayapa MNO3BOJISET KOMOMHUPOBATb
TOJIbKO [Ba KPUTEPUS — BAXHO WU CPOYHO, Takmm obpa-
30M, MOJly4aeTcs YeTblpe knacca npuoputeToB. Onsa yc-
NEeLwHoro niaHMpoBaHms Bam Heob6xoauMo npoaHannau-
poBaTb M knaccuduumpoBaTb Bce cTosilme nepen Bamu
3apayn. U Torpa y Bac BbICTPOUTCA MepapXu4HbIA Cnu-
cok, 6narogaps KoTopomy Bbl Oynete 3HaTb 4TO, KOrga
M KakK HYXHO Aenatb.



Baw KNI0Y4 K 3PHeKMUBHOMY YNPGBAEHUID BPEMEHEM

Mpuuyun Jikzenxayapa

BaXXHO
H CPOMHO

HH... HH...

CpoOYHO
lpunyun Jizenxaypa nomozaem npaBunsHo
paccmaBasme npuopumemsi

UepapxuyHbiii cnucok JrzeHxayapa

A- npuopuTeT: 3T0 Aena, KoTopslie HeobxoanMo caenatb
CeroaHs, rnocKOJbKY OHU ABNAIOTCA CPOYHBIMM U HEOOXO-
OMMBIMU.




PaccmasnfaeM npuopumemal

B-npuopuTeT: BaXHble AeNa, KOTopble He 06A3aTenbHO
penate cerogHs. lMpocTo perynspHo Bolaensiite cebe
BPEMS Ha BbINosHeHWe aen B n Haiaute M MecTo B CBO-
€M pacnucaHuu. BbinonHeHve 3agjay M3 3TOW rpPynnbl
obecneunT ycnex n npubnnant Bac kK HaMe4YeHHON Lenu.

OueHb 4acTo pena B npocTo oTknaapiBalTCs B A0MMUiA
ALLMK, NMOCKOJIbKY OHU HE ABNAIOTCA CPO4YHbIMU. U BCe Xe nx
CBOEBPEMEHHOE BbIMNOJIHEHNE MO3BONUT MU36eXaTb MHOIMMX
npo6nem.

Mpumep: 3apaun B

BaM HyXHO MOAroToBUTbL AOKnafg K 3acefaHuio npaBfieHUus,
BMOJSIHE BO3MOXHO, YTO OH Jaxe npuHeceT Bam noBbiweHWe No
cnyx6e. Y Bac B 3anace ecTb Lefblii Mecsil, ogHako, ecnn Bbl
Oynete CynOpOXHO COCTaBNATb AOKMAaA B nocnegHve Agsa AHs
nepeg 3acefaHveM, ToO 3T0 MOXeT npueecTn Bac k kpusucy.

[na Bcex, KTO BbIHYXAEH COCTaBASiTb MHOFOYUCNEHHbIE LOKY-
MEHTbI, 3ada4eit B 6e3ycnoBHO ABNseTcs NpuobpeTeHne HaBbl-
Ka pecsTunanbLuesoro metoaa Habopa. Jlaxe ecnv Ha 3TO no-
TpebyeTcs Tpuauate YacoB Ballero BpemMeHn — He CTpallHo,
B Oyayliem, ymes 6bICTPO neyaTatb, MOXHO CAKOHOMUTbL Maccy
BpEMeHW, Gonblle TOro, Yem paHblue HayaTb ObyyeHue, Tem
nyyuwe.

3 amcaz 8474



. Baw knwoy K 311l PEKMUBHIMY YNPABAEHWK BPEMEHEM

Mono6Hoe 3Ha4YeHe MMEET M Tak Ha3blBaeMblli ONPOC Nokyna-
Tenei, NPOBOAUMBIN ANs ynyylleHus npoaykta, 6naropaps ye-
MY 3HA4YMTESIbHO MOBLICMTCS TakoW NnokasaTenb, Kak yaoBeTBO-
peHve nokynartens.

B 4acTHOM XN3HW 3apay4ein B MOXHO Ha3BaTb PeErynspHoe npo-
dunakTnyeckoe obcnenoBaHue y Bpaya, KOTOpoe MO3BOAUT
BbISIBUTb 0COObIE YyrpO3bl BalleMy OpraHvM3amMy v NpesoTBpaTuTb
cepbesHble 3aboneBaHusi U, Kak cneacTeue, nocleayoolme
[0oNrne Hepenv HeTpyAoCcnocobHoCTH.

C-npuopuTeT: HaBbIKM, OBNageHNe, KOTOPbIMU KaxXeTcs
HaM CPOYHbLIM [eI0OM, HO He aBnseTcs BaxHbIM. Cloga oT-
HOCSITCH: YMEHME COXpaHATb CMOKOWCTBUE, Mepenopy-
yaTb CBOM 0053aHHOCTM (Tak cka3aTb, «yMeHWe OTnpaB-
NATb Aeneraummn») UM roBopuTb «HeT». C MOMOLLLbIO 3TO-
ro Bbl BblrpaeTe BpeMs onsl pelleHns BaxHbIX 3agay 3
rpynnsi B.

D-npuopuTeT: clofia OTHOCATCA [eNa, KOTOopble He fB-
NIAOTCHA HN BaXHbBIMU, HU CPOYHBLIMU. Bbl MOXETe CroKoi-
HO OT/IOXWUTb UX B ALLMK ANA Bymar uam xe, ecinu pedb
NOET 0 CPOKax WM HEKOTOPLIX 3a4aHNAX, 0TKasaTbCsa OT
HUX UMK Xe NPOCTO Mepenopy4nTb caenatb 3T0 KOMY-TO
eute. CosHaTeNbLHO orpaguTe cebGs Ha Bpems OT BbiMos-



Paccmagnaem npuopumems

HeHuna nen D, KOTOpPbIEe MO3BONAIOT OTAOXHYTb U Pa3-
BNeYLCS B IHN HAanOOJbLLEro CTpecea.

Mpumep: cnUCcoK NPUOPUTETOB AJIS MeHeaXXepa
no NpoAyKu1n

A - NprvopuTET: NPOEKT C YCTaAHOBJIEHHbIM CPDOKOM Coa4un; yctpa-
HEeHNe HeoOoCTaTKOB B NMOTOKE MOCTYrnJIieHUda HOBOW npoaykunn
Ha PbIHOK; pa3pelweHne r|p06neM A0CTaBkKW TOBapa.

B-npuopuTeT: pa3paboTka HOBOro MpoAaykTa; aHanuM3 1 npo-
Bepka KoJiMyecTBa Npoaax; akTMBHOE 03[0pPOBJEHME 3KOHO-
Muku; pabota ¢ IHTepHeTOM; NpefocTaBneHne OTBETOB Ha OC-
HOBHbIE BOMPOCHI KPYMHbIX KIMEHTOB.

C- npuopuTeT: NpoBepka 1 OTnpasfieHMe CHEeTOB; YTEHNEe caMoii
BaXXHOM KOPPECnoHAEHUMN, OTYETOB N HOBOCTEN; OTCNEXunBea-
HMe ToBapoobopoTa; cocTaBfieHMe O0ObSABAEHUA O BakaHTHOM
MeCTe NpakTuKaHTa; NOAroTOBKA AnarpaMmm, oTpaxalowmx gaH-
Hble 0 npoaykuwmun; nopg6op dotorpaduii ons npeseHTauun
n rpadpunyeckoe odopmMeHne TeKCTOB.

D- npuopuTeT: peknamHas KoppecnoHAEHUUNS; NPeasIoXeHns O He-
HY>XHbIX TOBapax W ycnyrax; XeflaHHas BCTpeya C r-Hom VBaHo-
BbIM, YCTPanMBaemasi C Lefbio NOAENUTLCSA OMNbITOM; HENPEPLIBHbLIE
NMcbMa C LLIYTOYHBIMWU BULEOPOIMKAMUN U KPACOYHbIMU HOTO0B0S-
Mu ans paboyero ctona.

PaccTaHOBKa NpuopuTETOB - caenamTte 3To

NPaBUIbHO

1 Pacnpepnenute Bce Bawwm 3agayun 1 0693aHHOCTM MO
BbilLeyKa3aHHbIM rpynnam A, B, Cu D. Takum obpa-
30M Bbl oTAENUTE «HYXHOE» OT «6ECNONEe3HOro».

2 TlomHUTE: «BaXHOE» KOPEHHBIM 00pPa3oM OTIMYaETCS
OT «CPOYHOro». «BaxxHoe» npubnmKaeT HaMEeUYEHHYIO

3



Baw knoy k 3IhhekmusHOMY YNpasaeHuo BpemeHem

Bamu uenb, HO NpU 3TOM OHO He 00a3aTeNbLHO ABNSEeT-
Cca «CpPOYHbIM». «CpoyHoe» Xe, HaobopoT, Tpebyer
Bawero HenocpeacTBEHHOrO BHUMaHUS.

O6patnTe BHMMaHWEe Ha Tak Ha3blBaeMoe «MNpaBuio
NPenMyLLECTBa»: «BaXHOE» CTOWUT nepepn, «CPOYHbIM>.
He 0653aTenbHO BLIMNONHATL BCE TO, Y4TO TPEbyeT cneLwu-
kn. MocTapainTecb He NOAYNHATLCS GoNblUe ANKTAType
CPOYHBbIX AeN, MOCKOJIbKY B HEeWll TauTcs cnepyowias
OMacHOCTb: Mbl HAYMHAEM OTBJIEKATLCS Ha TO, YTO ABNS-
€TCs1 CPOYHbIM, HO aBCOJIIOTHO HEBAXHbLIM M He 0653a-
TENbHbIM.

[nsa pa3dyMHOro nnaHMpoBaHus Ballero BpemeHn naH-
HblA coBeT OyaeT BecbMa MONE3eH: BCerga HadnHamTe
paboTy C 3agaHnNs, CTOSLLLEro nod Homepom 1 B rpyn-
ne A, a He ¢ TOro, 4YTo CTOUT nNoa HoMmepom 3 unn 4,
Kak Obl npuBnekaTefbHbl U UHTEPECHbI OHU HU ObiNN.
Ecnu Kk koHUy pabo4yero aHA Bbl He ycnenu crnpaBuUTb-
cA CO BCEMW 3aJadyamum U genamu n3 rpynnsl A, TO
npogosnxanTte paboTy C HAMU U Ha CNeaylLWwmin OeHb.
He penanTte gpyrnx 3agaHuin, noka He 3aKOHYuUTe
C NepBbIMU.

Kaxpablii feHb paboTanTe Hag kakon-HMbyab 3apaden
n3 rpynnsl B, Tpebyioweii GOMbLIMX BPEeMEHHbIX 3a-
Tpat. Hapagy co cBoMMu noBceaHeBHbIMU Aenamun Bbl
OOJKHbI Takxke AymMaTtb O CBOMX «CTPaTermyeckmx»
BaXHbIX 3agadax u uenax. Tonbko Tak Bbl cmoxeTte
yXe cerogHsa obecneyntb cebe «3aBTpallHUiA» ycnex!
Takxe Bam MOMOryT B 3TOM XW3HEHHbIE POAN U «ra-
JNIEYHbIN>» MPUHLUKUM, KOTOpble OyayT noapoOHO pac-
CMOTpPEHbI B pa3aenax, noceBsaueHHbIx 6anaHcy (c. 40)
1 NNaHWPOBAaHMIO Ha Hedento Bnepen (c. 68).



Paccmagnfiem npuopumemasl ﬂ
P

YacHute cebe pas 1 HaBceraa, 4To y Bac Hukorna He
XBaTUT BPEMEHW Ha BCE TO, Y4TO BaM XOTeNoch Obl caoe-
naTb, U Ha TO, Yero xoTaT oT Bac octanbHble. No3a-
OOTbTECH O TOM, 4YTOOblI MCMONL30BaTb CBOE BPEMS
JMWb Ha OENCTBUTENBbHO BaxHble Ana Bac Bewwm, Ko-
TOpble MOryT NpMbIM3nNTL NOCTaB/IEHHYIO Bamn nepen,
cobor uenb. A Bpems Bbl MOxeTe Bbmrpatb nuilb
B TOM Clly4ae, eciiv Hay4yuTeCb rOBOPUTb «HET» N OTKa-
3blBaTbCA BLIMOJIHATL HeOoOA3aTeNbHbIE Aena.

TecTt: npaBunbHO nu Bbl pacctaBnseTte
npuopuTeTbl?

Tenepb, B 3aBepLUeHne, Bbl MOXeTe npoaHann3npoBaTtb
CBO€ yMeHue paccTtaBnatb npuoputetol. O6patute BHU-
MaHue: TONMbKO 3ajayu, SBNSIOWMECH AENCTBUTENbHO
BaXHbIMM Ana Bac, mMoryt BxoauTb B rpynnbl NpuopuTe-
T0B A 1n B!

1 CKONbKO NMPOUEHTOB OT 00Lero BpemeHn Bbl npoBo-
OuTe B KaxA0oM u3 yetblpex kpyroe? (A, B, C, D— cm.
rpaduk Ha c. 32.)

A %
B %
(8 %
.. . '%

2 K kakon 6bl rpynne Bbl oTHecnu gena, KOTOpbIMU 3ait-
MeTecb 3aBTpa?

1. = -NPHOPUTET
2, = -NPHOPHTET
3. = ~NPHOPHTET
4 = -NpUopUTET




Baw Knwy K IGPEkMUBHOMY YNPABAEHUI BPEMEHEM

3 Tenepb 3anuLLNTE, HA 4YTO WM Ha KOTro Bbl Obl xO0Tenn 3a-
TpaumBaTb 60JbLIe BPEMEHM, YeM 0ObIYHO, a Ha 4TO XOTe-
5 Bbl COKPATUTbL BPEMSI.

Al 661 cokpatun(a):

BmecTo 3Toro:

Kak npaBunbHO cka3aTb «HeT»?

K coxaneHuio, B XW3HW BCTPEYAETCH MHOrO CUTyauui,
B KOTOPbIX ApYyrve noau KpaayT Halle Bpemsi 6830 BCAKMX
BECKMX NMPU4uH. BoamoxHo, ¢ Bamu pewwnn nobontatb
Kosnera, y KOTOpOro B AaHHbIN MOMEHT eCTb Ha 3TO Bpe-
Msi. Unn e Bbl LONXKHBI BLINONHUTBL Yblo-TO PaboTy, KOTO-
pasi He siBnsieTcs Bawweli npsimoli 06s3aHHOCTbIO. C Taku-
MU cuTyaumsmmn Bbl gonxHbl 60p0oTbCs, 0COBEHHO ecnu
B [AA@HHbIA MOMEHT MyCTSIKOBbIA pa3roBop wmnm xe 6naro-
poaHas NoMoLLb NONPOCTY OTHUMAIOT y Bac Bpems.
PagymeeTcsl, Mbl OOMXHbI HaWTU BPEMS, €CAN KTO-TO
CWUJIbHO HYXJAeTCs B HAaC WM XOYeT OT Hac 4TO-TO Bax-
Hoe. OHaKo y rOTOBHOCTW MOMOYb TOXE O0JXKHbl OblTh
CBOU rpaHuubl, 0coBeHHO ecnu apyrue ucnonb3yoT Bac
ONa OOCTUXEHUA COOBCTBEHHbIX Uenei. Nnn xe ecnu Bbl
WCKJTIOYUTESIbHO N3-3a 3TON FOTOBHOCTU NMOMOYb HE MO-
XeTe NPUCTYNUTb K CBOMM COOCTBEHHbLIM 06S13aHHOCTSM
n 3apgadam. Ecnn Bbl moxeTe cka3aTb BCEro fivb «aa»,
HO He MoxeTe OoJblle ckaldaTb «HEeT», TO y Bac yxe He
OyneT xBaTaTb BPEMEHM Ha BbINOJIHEHME COOCTBEHHbIX
Oen Vnn Ha JOCTUXEHNE COOCTBEHHbIX LENEN.



Kak npaBuNbHo CKA3ams sHems?

Takoe ManeHbKOe C/IOBEYKO «HET» SABASETCA NpU 3TOM
CaMblM «BPEMSA3KOHOMHbIM» CJIOBOM, KOTOPOE TOJIbKO
cywectByeT. byabte Xxe mMyxecTBeHHbl! [lpou3HocuTe
YBEPEHHOE «HET», KOrga KOMy-TO 4TO-TO OT Bac HyXHO,
M 3TO YTO-TO MOXET Bam B AAHHbIN MOMEHT OYEHb NMOMeE-
waTtb. Ecnm xe Bewp, 0 KOTOpon Bac npocat, Toro crour,
TO AOrOBOPUTECH O CPOKE, K KOTOPOMY Bbl 00NXHbI Oy-
heTe ee caenatb.

i T ——
oy He sampydnum | He mozmu 69
/' Mozy nu 5 Bac su Bac... Bo1 Gbicm-
Hengdoneo no- —-)*\Ee_m_"fo' =

Decnoxoums...,

it

C nomouybio cnoBa «Hemy» Boi BoBpems 3aujumume cebs
om YpeamepHoU Hazpy3Kku

Ho npexpae Bcero Hay4MTecb roBOPUTb «HET» Tak, YTOObI
HUKOro He o6uaeTb. Camoe MpocToe — 9TO nokasaTb
CBOEMY BM3aBW, 4TO Bac MHTepecyloT ero uenm, Ho B TO
Xe BPEMS Pa3bsiCHUTb EMY, YTO M3-3a NOCTAB/IEHHON ne-
pen Bamu 3apaun Bbl He MoxeTe ceiyac (Mnv BooOLLE)
BbINOJIHATL €ro NPockLOy.



. Baw knw4 k IpPeKmusHOMY ynpasaeHu BPEMEHEM

TpeHnpoBo4yHOe3apaHne

1 BbiicHute ana cebs: B 4em 3akio4aeTcss OCHOBHas
npuynHa, No KOTopon Bbl He MOXeTe uaM He XoTuTe
ckasaTb «HeT»? B yem 3akniouvaioTcs Bawa nmyHaqa
npuynHa n Bawwm cTpaxu, KkoTopble MewatoT Bam cka-
3aTb «HET»?

2 TlpeBpalleHMe: KakK HYXHO CckasaTb «HeT» Ons Toro,
4yTOObl OHO ObIIO NPUHATO Bawwmm HavyanbCTBOM, KOJI-
neramu unm coTpyaHukamn? Bel MOXeTe aaxe Kak-Hu-
Oyb NOTPEHUPOBATLCS FOBOPUTL «HET» B POJIEBOWN Ur-
pe ¢ Apy3b-aMu unu Konneramu. ins atoro Beibepute
Kakyl-HMOyab MOAXOASALLYID MPUMEPHYID CUTyauuio,
cnyyalowyiocsa ¢ Bamn kaxabln geHb, B KOTOpOW Bl
xoTenn Obl cka3aTb «HeT». [peaBapuTenbHO Mpuay-
ManTe OOCTOMHYIO NPUYMHY ONS 0TKa3a.

B Camoe NpocToe NPasunio NpH yNpasneHwn BPEMEHEM
rnacuT: «[OBOpHTE ¢MET» BCErfia; KOrAa 31O BOSMONHO,
a afar — Nullib TOrAa, Koraa Heobxognmos, -

AocTnxeHne XN3HEeHHOoro
paBHOBecCUs

Y1066l 1,06UTECS MakCMMalbHbIX pe3ynbTatoB, Bam He-
06X0AMMO O0CTUYL XU3HEHHOro paBHOBecUs. B aTom
pasgene Mbl gaaum Bam HeCKONbKO COBETOB, Kak, He-
CMOTPS Ha BCe BO3pacTaloLlme CTPECChbl U NMXOPanoy-
HYIO CKOPOCTb Hallel XWU3HU, HAYyYUTbCH XUTb B FapMO-
HUK C caM1M coBOoiA.

Bnpouem, npodeccop Jlotap Ax. CelBepT, BeayLmii eB-
ponenckuii akcnepT B 06/1acTV ynpaBieHUss BPEMEHEM



AOCMUMEHUE KUSHEHHOZ0 PABHOBECURA

N XN3HbIO, pPacCMaTpVBaeT XN3HEHHbI GanaHc Kak oc-
HOBHOW $aKTOp, OCHOBAHHLIV Ha YCNELWHOM ynpaBieHum
BPEMEHEM.

B yem g vcnbimbiBalo pasnexHue?

Bonpoc: «4TO nan KTO MEHs yrHeTaeT?» MOXHO PeLunTb

TONbKO camocTosTenbHo. O6aymaiTe ewe pas, 4To

MMeHHO Bac ob6pemeHseT.

+ KoHdnukTel ¢ KOonneramu.

+ KOH®nnkTbl C Ha4anbLCTBOM.

+  Cwutyaumsa Ha paboTe (CNULIKOM MHOro unu, Haobo-
POT, CINLLIKOM Mano Harpysku).

+  ®duHaHcoBas cuTyauus.

+  Tpobnembl CO BpeMeHEM, C/NLLKOM MHOro gen

+  bonesHsb.

+ KOHO®AUKTBI B NINYHBIX OTHOLIEHUAX U T.A4.

YkaxuTe B HUXENpPUBEAEHHON Tabnuue, B KaKnX XNU3HEH-

HblX 06nacTax Bbl McnbiTbiBaeTe OaBfeHMe WM HexBaTKy

yero-nmbo.

MpoaHanmaupyte noJslyYeHHbIe pe3ynbTaTbl ClenyloLwmM

obpa3om: MoxeTe nn Bbl XnUTb co BceM aTUM? XunTb B rap-

MOHUK C camuMm cobon? Nnn xe 3gech BhiBRAeTCA 60sb-

Loe HepaBHoBecue?

Moe OKpyXeHue un : B 4eM s uUCNbITbIBAIO yrHeTe-
Hue?

‘l Pabora ‘
l. Cembs, apy3bs

[. Teno 1 apoposse |

E LlyweeHoe pasHoBecHe
[]

@uHaHCbI




. Baw knw4 Kk 3IGHEKMUBHOMY YNPABNEHUID BPEMEHEM

C nomouwbto O0CTUXEHUS MNPaBUNbLHOMO XW3HEHHOro
paBHOBecUsl BO Bcex ob6nacTsax Bbl novyBcTBYETE cebsi He
TONIbKO YPaBHOBELLEHHbIM, HO W CMOCOOHLIM TBOPUTb
n pabotaTb BO Bcex cdepax Xn3Hu. Henpomonxutenb-
Hble, faencTeylowme Bam Ha HepBbl Harpy3ku B 0QHOMN 13
obnacteit Bbl BNosHE MOXeTe KOMMEHCUPOBaTb 3HEPTn-
€en, B3ATON U3 ApYyrux.

CornacoBbiBaeM XXU3HEHHbIe posn

Tak Ha3blBaeMble XW3HEHHble ponu nomoryTt Bam B no-
BCEOHEBHOWN CNeLLKe HanTW BPeMs U CUMbl ANs1 YCHELHOM
paboTbl BO BCcex cdepax XMU3HU 1 1 KOHLEHTPaALUUN Ha
CBOMX OCHOBHbIX 3agadvax. Xn3HeHHass ponb — 3TO He
4TO MHOE Kak ogHa u3 obnacten Bawen Xn3HU, 3a KOTO-
pyto Bbl HeceTe 0TBETCTBEHHOCTb. Bbl 40MIKHbI 3260TUTL-
csl 0 Kaxaon obnacTn MOCTOSIHHO U perynsapHo. Bonb-
Lo aedpuumTt B KaKON-To N3 chep XNU3HU 4epesd HEKOTO-
poe BpemMsi HauMHaeT 0Ka3blBaTb HEraTMBHOE BAUSIHME Ha
Bawy ynoBneTBOpeHHOCTb M paboTocrnocoBHOCTb B OC-
TanbHbIX chepax.

YeToipe chepbl ypaBHOBELLIEHHOM XN3HU TaKOBbI:
- paboTa;

+ CcouMasibHble OTHOLLEHMS (Konnern, getu, cynpyru, apy-
3b81);

k CO3HaHue;

+ 9 (cnopT, pasnuyHble Xxo66u, ganbHenllee caMmopas-
BUTUE — He OTHocsleecs K npodeccunoHasnbHOn
chepe neaTenbHoCcTn, 1 T.4.).



AOCMUMEHUE MUSHEHHOZ0 PABHOBECUA -

Bboigpenaite He 6oslee ceMU XU3HEHHbIX ponei

BbisiBUTE ceMb Hanbonee BaxHbIX )19 Bac XXM3HEHHbIX po-
nen, Ho He Bonee, Tak kak B MPOTUBHOM ciy4ae Bbl He cMo-
XeTe yaensitb UM paBHOe BHUMaHWe. 03aboTbTechb 0 TOM,
4yTOObI B 3TOM paBHOBECUW ObiNK NpeacTaB/eHbl BCe YPOBHMU
Baweri xnsHu.

[Mpymepbl XU3HEHHbIX PONE:

*  HayanbHWK/HavyanbHWLA, Konnera, 4YieH npOou3BOA-
CTBEHHOr0 CcoBeTa, PykoBOAUTENb OTAeNa U T.4.;

*  [O0Y4b, CblH, Apyr/nogpyra, cynpyr(a), maTtb, OTeu,
6abylika, KpeCTHbI/KpecTHas;

+  cafoBOA4-NtobUTENb, NApPTHEP MO TEHHMUCY, KIafouc-
Katenb, npeacepartent kakoro-nmbo obwecTsa, BO-
noHtep KpacHoro Kpecra.

Ob6paTtute BHMMaHue, 4TO Bbl Takxe elwe HeceTe OTBET-

CTBEHHOCTb 3a CBOe GPUHAHCOBOE NONOXEeHNe, 340P0BbE,

OTAbIX N AyLWIEBHOE paBHOBECHUeE.

PaspaboTaiiTe CBO COOCTBEHHbIN
«MacTep-nnaH»

B npeane Bce Baluv XXN3HEHHbIE POJSIV U CBSI3AHHbIE C HU-
MU LEeNn JOJIXHbI coaepXaTbCcs B 3TOM «MacTtep-nnaHe».
Ina coctaBneHnsa «MacTtep-nnaHa» (CM. Huxe) Bam no-
Hapobutca B cpeaHeM 15 MuHyT. Mpu 3ToM Bbl 40NXHbI
npMMepHo pas3 B rof, Hanpumep, rgoe-Hubynp 6amxe
K AHI0 Bawero poxaeHus, 6paTb B pyku aTOT nfaH, nepe-
cMaTpuBaTb ero u nepepabartbiBaTb.

1 lMpocmoTpuTe eLLe pas pesdynbTar, Noay4eHHbIn Bamun

npu GopMynnMpoBKe CBOUX Lieneli (c. 24).
2 OnpepennTe CBOU XWU3HEHHbIE POJIN.



«Macrep-nnan»

Baw knioy K 3pdekmuBHOMY YNPABAEHUID BPEMEHEM

HusreHHbie ponu

M H3HeHHbie uenu

«Fopossies uenw

1. Pykosogurens
npoexTa

MNpoBoaKTE TPEHHHIKH
ANA PYKOBOAHTENEH
npoexTos (B ceoeH hup-
ME WK CAMOCTORTENBHO)

YcnewHo 3aBepints
npoexT X; pa3pabo-
TaTh PYKOBOACTBO

{yuebHmk)

2. Ynex maremaruue-
ckoro obuectsa

BrecTH cBo# Brnag
B MareMaTuKy

Cemu Hapbl NO BbIXO4-
HbiM

waxmarHoro knyba

LIaxMaTHCTaM caenar
Kapbepy

3. Cynpyr MpoXHTb MHaHb B Niob- | CoamecTHoe nyTewecT-
BW WM COrnacvu v aMecte |eue 8 Muguio
BCTPeTHTL BeazaboTHyio
CTapocTb
4. Otey Momoub petam HavTH | Mopaepwats Jlyuay B ee
cBOE NPH3BaHHe MEenaHWM NOCTYNWTL B
WHCTHTYT, 38 XpucTHaHa —
B €0 3aHATHAX MY3bIKOH
5. Mpencepatens lNomoratb Monogbim Oka3atb hMHaHCOBYIO

NOAAEPIKKY cnegy-
lowemy TYpHHpY

KOBHOH OBLLMHBI

6. Moeap-mobutens |Onybnukosate kuMry |Coweaauts 8 Mapokko,
€ peuenTamu co Bcero  |4tobbl HIYUUTL Tam
ceeta HALHOHANBHYIO KYXHIO

7. Ynen coseta uep- |Co3patb cCKynunTypy MposecTi TpeHuHr

C [BYMS APYrHMH une-
HaMu OBLMHDI

Onpepennte gns Kaxaon posan CBOIO Lefb, COOTBET-
CTBYIOLLYIO XN3HEHHOWN Lenn.

Kaxnayto Hegento Haxoaute ons Kaxaon Balwen XnsHeH-
HOW ponu, No KpaliHei Mepe, No oaHou 3aaade B (c. 33),
KOTOPOW nocesiwante npuMmepHo 90 MUHYT BpEMEHM.
[Moka Mbl HE NMPOLYMaeM W He MOCTPOMM MnaH Hallemn
XW3HU, Mbl HE CMOXEM YCMELIHO ABUraTbCs Aanblue.
M noka Mbl 6ygemM nonb30BaTbCs MWL pacriibiBYaTbiMu
XNU3HEHHLIMU LLENsIMU, Mbl CMOXEM UATU K HUM TOJIbKO



JocmuXeHue XUIHEHHOZO pABHOBECUR

KPYXHbIM nyTeM. Mbl 6yaem uUCNbITbIBATL pas3oyapoBa-
HWUS, YNaZoK CUA U NMOTEPU OrPOMHOr0 KONUYecTBa Bpe-
MEHW, MNO3TOMY — MNIAHNPYITE CBOI XM3Hb! Popmynu-
PYATE LENM U3 CBOUX XENAHU 1 NOTOM, C UX MOMOLLbIO,
npucTynalite Kk paboTe.

3auyem gymartb 0 cmbicne?

MoyemMy M Ona 4ero Mbl «FHEM CHWHY» KaXAbld AeHb?
Ona Toro, 4to6bl KOorga-HMOyab e34UTb Ha camMoii nocnen-
Heln mogenun «mepcegeca»? nm xe notomy, 4to Bam Hpa-
BUTCS y4nTb YemMy-nnbo nopeir? MoxeT, notomy, 4to Ba-
LA 3aBeTHass Meyta — KynuTb cebe coBpeMeHHeLWnin Ho-
yTOyK? Wnu xe mn3-3a toro, 4to Bbl Bcerma xotenu cratb
pPenakTopoM OOHOW eXeOHEBHOW raseTbl, pasbiCKMBalo-
UMM camble nocnegHue HOBOCTWU U NpencTaBnsiowmM nx
B CAMOM 4ETKOM, KPaTKoM 1 06bEKTMBHOM BMAE?

Bonpoc 0 cMbICne eCTb CaMblii BaxHbIA acnekT B TEOpUKU
ynpaeneHus BpemeHeM. OH UrpaeT peLlatoLLyo Pofb B Bbl-
SIBIEHNM CTUMYNOB, NOBOYXAaloLwmx Hac paboTtatb, U B Ha-
LWKnx poctmxeHusix. OH BaxeH OJi TOro, Ytobbl Mbl KOT-
na-Hnbyab He 0BHaPYXMM, YTO NOTPATUIM CBOE AparoueH-
HOe Bpemsi Ha HeyTo, okasaBlleecsi npu 6onee GAN3KOM
paccMOTpeHnn coBeplleHHo 6ecrnone3HbiM. CpeaHsis Npo-
OOJIKNTENbHOCTbL AENCTBUSt TAKOro CTMMYyNa, Kak MoBblLle-
Hve 3apaboTHOI nnatbl, B caMblXx HoraTbix CTpaHax CoCcTaB-
NISIeT 0KOJ10 ABYX Hefesb (MOCKOoJbKY paccMaTpusaeTcs 06-
LWMIA YPOBEHDb XN3HW). MHOrne CoOTpygHUKM OpraHmsaummn
Nno OKasaHWio MOMOLLM, Taknx kKak KpacHeln KpecT, nam Bo-
JIOHTEpPbI, NPUHUMAalOLWME y4acThe B CnaceHun nocTpanas-
LLUMX OT HABOOHEHWIA, O4YeHb YaCcTO He MoJy4aloT 3a CBOIO pa-
60Ty MpPaKTU4YEeCKM HUKAKOro mMatepuasibHOro BO3Harpax-



n Baw kA4 K IPHEKMUBHOMY yNpaABAEHUID BPEMEHEM

AT

OEeHUNsl, KOTOpOoe SIBNSIETCS OOHMM W3 NaBHbIX CTUMYJIOB
B Hallel noBCedHEBHOW AeaTenbHocTu. na Takux nogen
3TO He camMoe rflaBHOe, Bedb BCe UX YCUNUS, 3aTpayeHHbIe
Ha oKa3aHWe MOMOLLM, KOMMNEHCUPYIOTCS BbICBOBOXAEHM-
€M OrPOMHOI0 KOJIMY4ECTBA NONOXUTENbHON 3HEepPruun.

Mbl npocTo 0653aHbl 3HaTb OTBET Ha BOMPOC O CMbIC/E Ha-
LUMX MNOCTYNKOB AJ151 TOro, 4To6bl B NepMos kKpuamnca He no-
TepsiTb No4YBy Nof Horamu. Korpa ctpecchl Ha paboTe ka-
XYTCSl Y>XX€ HEBbIHOCUMbIMW WMAN KOrga B Hallenl XMU3HU
HEOXWAaHHO MPOMCXOOMT 4TO-TO, BbiOMBalOLlEe Hac U3
Konewu, Mbl OJKHbI 3HaTb OTBET Ha 3TOT BOMPOC 415 TOro,
4TOObI YCTOSATb M HE CBEPHYTb C BEPHOro NyTu. Yalue Bce-
ro BOMPOC O CMbIC/E HaLlel XXNU3HW 1 NOCTYNKOB BO3HMKA-
€T Nnpu Kakon-nnbo Heygaye, Tsxenon 6one3Hun, BHe3an-
HOW cMepTu BJIN3KOro 1 ropsyvo NloOGUMOro Hamu YyesoBe-
Ka, U TONbKO TOrAa CTaHOBUTCS SICHO, 3aJ4yMblBasvCb NN
Mbl Haf, 3TUM BOMPOCOM 3apaHee Wiu xe ctapaTesibHO U3-
6eranu ero.

Paccmotpum 3Ty npobnemy euwe pa3 ¢ nNpakTUYeCcKoWn
CTOPOHbI: NONPO6YyliTe NOPa3MbICIINTL HAL CBOMMU LIENSi-
Mu (c. 14) (Ha @170 Bam noHagobuTca HEKOTOPOE Bpems).
Mpexnae Bcero HeobxoaMMo HalTn UHOVBUAOYaNbHOE pe-
WweHne. ITo pelleHne byaeT 3aBUCETb OT BalmMX XN3HEH-
HbIX LLEHHOCTERN, nMmeowmnx ansa Bac cmbeicn. Jonyctum,
Bbl xoTuTe ropasno 60/bLe BpeMeH NPOBOANTL C CEMb-
eli 1 3acnyxuTb N060BbL CBOUX AeTel. Ons aToro Bam He-
obxoammo ByneTt HanTM Kakon-Hubyab cnocod ocBobo-
OUTb CBOW BbIXOAHbIE AHMW.

B «M6o uTO NOMOXET uenoBeKy, BCNH OH 3aBOioeT BECh
MUP W NOTEPAET CBOIO AYWYTS ; - Bubaus m



DOCMUMEHUE KUIHEHHOZO0 PABHOBECURA ﬁ

Moyemy n pagm 4ero Mol xupem?

MocTeiH Maapaep 3amaet B coel kHure «<Mup copucTu-
Ku» CNEAyHoLLME BOMPOCHI.

®  Kak co3gaetca mmp?

®  JlexuT 1M B OCHOBE BCEro MpPOUCXOOSLLEro Kakoe-
HMOYOb XenaHne U CMbICN?

®  CyLecTBYET NN XN3Hb MOCNe CMepTn?

B Kak Mbl OOKHbI XUTb?

KakoBo Balle MHeHve No 3ToMy noBoAdy? 3anuiumnte CBOU
pasmMbiwneHns. 3aparite cebe Bonpockl: 6eccMbiCneHHa
JIM XN3Hb? MOXHO N1 BbIBECTU B HE XOTb KakoM-HMOYab
cmbicn? Kakon? Kak Bbl onpegennte SToT cMbicn?

M coBepLUeHHO He BaxHO, Bepute nn Bbl B Bora nnm
B Kakylo-TO MHYIO BbICLLYIO CWIy WK Xe BOooOLle 13
3pesibix CoOObpaxkeHnit He aenaeTe aToro, — Y1o Obl HY
SBNISNOCh AN Bac CMbICIOM XWN3HW, HaAaUTe OTBETHI
Ha MoCTaBJfieHHbIE Bbille BONpockl! MHOrMM TpebytoT-
Csl Ha 3TO rodbl U paxe OecsaATku net. Ho korpga-Hu-
OyOob BCe Xe HaCTyrnaeT MOMEHT, KOrfda HaM HyXHO
CPOYHO Haltn oTBeT. W ByaeT xanb, ecnn Mbl nogymMma-
€M: NOYEMY Xe 1 paHblle He BbiICHUN 3T0? oaTomy
N3 3pesibiXx COOBpaXeHUIn NOCKOPEE OTBETLTE HA 3TU
BOMpPOCHI!

B OTBQTbI Ha BONPOC O CMbICAE HHIHH MOMHO HaHlTH ca-
MbiMH pa3HbiMM cnocobamu: Hanpumep, 3afymadTecs
O rnaBHbix UeHHOCTAX Ballel »M3HW M 3anvliKTe CBOM
MbIC/IHM NO 3TOMY NOBOAY, NOroBOpMTE C MOABMH, YHMTaIO-
WMy BrBAMIO UK ApYTYIO PEnHruO3HYIO HAU hraocod-
CKYIO fiuTepaTypy; yiauTe B cebsa ¢ NOMOWBIO MOAWTEBI
WK MeguTaLiu. | |



-::. Baw knwoy K 3ddexmusHomy YynpasneHuin BpemMerHem

Kax IpemoTBPaTUTE HEeIpeCcCuio?

AyweBHas ycTanoctb

CyLLeCTBYeT yCTanocTb, YCTPAHUTb KOTOPYIO YXE HE CMO-
XEeT HU JONTUIA COH, HX OTNYCK. 3Ta AylweBHasa yCTanocTb
He MMeeT Huyero obLlero ¢ HeraTMBHbLIMW CTPECCAMM.
Ctpecc sBnsieTcs pe3ynbtatoM Ppu3NYeCcKOoW yCcTanocTw,
BO3HMKAIOLLEN M3-3a TOr0, YTO Mbl HE MOXEM BbINOJIHUTb
TpeboBaHW, NPeabsBASEMbIX HAM B KaKOW-HNOYOb CUTY-
aumn.

CuTtyauusi, B KOTOPOI BO3HWKAET CTPecC, ABNsSeTca Ons
Hac CJIOXHbIM 3K3aMeHOM U GOJbLION Harpy3Koi, CBS-
3aHHOM C OrpOMHbLIM KOJIMYECTBOM 3a[aHUN UK TAXe-
nblX 3agay. MNpu 3TOM Mbl elle UCMbITbIBAEM N CUJIbHOE
MOpasibHOE [aBfieHMe, OKa3blBAEMOE Ha Hac W3BHe. 37O
MOTryYT TakXe 0Ka3aTbCsa U NpeabsiBfiseMble HaMm TpeboBa-
HWS, HEeNOCWUJbHbIE ANS Hawnx GrU3nyYeckmx BO3MOXHOC-
Ten. IXx MOXHO CpaBHUTb C YPE3BbIYAMHO KPYTOM TPOMON,
BCTPETMBLUENCS HaM Ha FOPHOM 3KCKYpPCuUmn, onsg npeono-
JIeHNs1 KOTOPOW HaM He xBaTaeT onbiTa. Ewe ogHon npu-
YNHOWN, NPUBOASALLEN K CTPECCY, MOXET CTaTb CTpax Wau
nepeHarpyska.

Moa MopanbHbIM UCTOLLEHWEM, TaK Ha3blBAEMOM Aenpec-
cuen, cneumannuctbl NOHMMAKT MNPOAOKUTENBHYIO Ay-
LLIEBHYIO yCTanocTb. MopanbHOe UCTOLLLEHNE MOXET ObITb
TakXe BbI3BAHO AJINTENbHBIMM W  MNOBTOPSAOLWMMUCS
cTpeccamn. OgHako, B OT/INYME OT CTpecca, Aenpeccms —
3TO MNpexpae BCEero NCMxXu4yeckoe nepeHanpsixxeHme, co-
NPOBOXAAIOLASCA OTCYTCTBMEM KaKOro-nnbo xenaHus
N CTuMyna K AencTBuaM. YenoBeky, cTpajatollemy OT
MOPanbHOrO MCTOLLEHMUS, XN3Hb KaXeTcs BeCCMbIC/EeH-



AOCMUXEHUE XKUIHEHHO20 PABHOBECUA

HOW, HNYTO yXe He MMEET AJI9 HEFrO HUKAKOro 3HA4YEeHMS.
Takne nwogm B 6GONbLIMHCTBE CBOEM Yyxe abCONMTHO
HEeTPYA0CNOCOOHbI, OHM NpekpaLLaloT 3ab0TUTLCS O CBO-
X €CTECTBEHHbIX AYLWEBHbIX U GU3n4eckmnx notpebHoc-
Tax. Jlio6asa neaTenbHOCTb KaxeTcs UM 6eCCMbICNIEHHOM
n 6ecnone3Hon, HNYTO YXE HE AOCTABASIET UM PAAOCTH.

MIMEHHO NO3STOMY N1 HAC Tak BaXHO-CTapaTbCs NPeaoT-
BpPaTUTb 3TO ONACHOE AyLLIEBHOE COCTOSIHME, CTOMb 4acTo
BCTpevarLLeecs B NoCnefHee BpeMs B HaLLleM HECMOKOM -
HOM 1 NOAHOM nNpobnem mupe. Bbl cMoOXeTe HanT cno-
cob6 nsbexartb genpeccun Tonbko Toraa, Koraga HangeTe
CBOIA CMbICN XW3HUW, HE NpOTUBOpeYaLLnii Bawein paboTte
1 BawimMm LLEHHOCTSAM, 1 06peTeTe XU3HEHHYIO FaPMOHUIO
(cm. c. 40).

15 MUHYT KaXxAablii AeHb AN CHATUSA
HanpsaXeHus

Ecnu y Bac yacto nosBsnsietcs owlyuieHue, 41o Bel He yC-
nesaeTe 3a TEMNOM XN3HU 1 ecnn Bbl BCe Bpems kyaa-To
TOPOMNUTECH, TO NONLITANTECH €XEAHEBHO YCTpamBaTb ce-
Oe Tak Ha3blBaEMbIV TaliM-ayT.

® Bcero 15 MyHYT B IeHb NOKOS AU MeautTaumm — 370
BO3MOXHOCTb CKWHYTb Hakonuewuinca ©Gannact
N BO3MOXHOCTb CHOBa CBOOOAHO B3rNsiHYTh HA OKPY-
xatouwyo Bac oencrtesutenbHOCTb;

® BceBO3MOXHblE TEXHUKM penakcauum U CHATUS Ha-
NPsSXeHns, Hanpumep, Takme Kak MeTof paccnabne-
HUS MbILLL, MO AKOOCOHY, NomMoryT Bam paspsaanTscs
n NpupaayT CUN Ha OCTaBLUMIACA OeHb.

4 1aka1 8474



Baw kny k 3G PeKMUBHOMY YNPaBNeHUI0 BPEMEHEM

«3aTo4yKka nunbi»

Y1o6bl HE MepeyToMUTLCS MPU BINOSHEHUU KaKon-nnbo
DJIMTENbHOW 1 TsxXesnon paboTel, Mbl coBeTyem Bam pery-
JIIPHO BbIMOJSIHATL NMPaBUIIO, KOTOPOE Mbl HAa3Ba/M «3aTOY-
Ka nunbl». HazBaHMe 3TO MPOUCXOAUT U3 OOHOrO rNynoro
aHekgoTa npo necopyba, KOTOpPbIN 6€3 0CTAHOBKU B Te4e-
HVE HEeCKOJIbKMX YaCOB Banvi AepeBbs. Yepes HekoTopoe
BpeMs npopab, Habnopaewuii 3a HUM MOCNEeOHWI Yac,
cnpocun ero: «Ckaxwu, noxanyicra, pasee Tol He padoTasn
Obl ObiCTPee, ecnu 6 menan wHorga nepepbiB Ofis TOro,
4yTOObl MOMUTL U 3a04HO HATOYUTb CBOIO 3ATYMUBLLYKOCS
nuny?». Ha yto necopy6 otsetun: «Hert, Tak He nonger.
Y MeHsl HET BPEMEHW Ha Takue MycTsaku. 9 CIMLIKOM 3aHsAT
N K TOMY X€ CWUJIbHO OTCTal OT MiaHa».

B 370T AHEKZOT OTPAXAET TOT (DEHOMEH, € KOTOPLIM Mbi.
YACTO CTANKWBAGMCA B CBOSH NPOgecCHONaNbHOMK NPaITH-
‘Ke. 3107 (heHOMEH TECHO CBA3AH C I(DGEKTHBNOLTHIO H 3a-
AansMK W3 rpynnot B. BenomuwTe: soBpems ienath Heob-
XOANMOe. : =

MpUMEHNTENBHO Xe K yNpaB/ieHN0 COBCTBEHHLIM BpeEME-
HEM BblLUEI'IpVIBG,D,GHHbIVI aHeKOgoOT MOXeT O3HaydaTb cne-
OylolLlee: perynsapHo niaHupyiTe cBoe Bpems Tak, YTobbl
ycnetb «HaTouuTh nuny». OOpalwialiite BHMMaHue He
TONIbKO Ha 3aTpaTty Cujl, HO U Ha TO, yT06bLI MMETHb BO3-
MO>XXHOCTb BOBpeMA BOCCTAaHOBUTb UX, Mnpexane 4yem Bbl
MNOJIHOCTbIO «BblOOXHETECb», a Bawa «nuna npuTynnT-
ca». PerynapHas pasMuHka Bpemsi OT BPEMEHMU, a Takxe
nerkme 3aHaTnsa CrnopTom (nque BCero Tpn aH4 B Hepge-
S0 N0 nonyaca) YyKPenasaiT He TONbKo 340POBbE,
HO 1 AyX, a TakxXe NoBbIWalT paboToCcnoCoBHOCTb.



AOCMUNEHUE XUIHEHHOZ0 PABHOBECUR ‘m

Hapsioy ¢ oTAbIXOM 1 CNOPTOM (MOckonbky Bawa pa6oTa
He cBfi3aHa C 60nblWNMU GU3NYECKUMN Harpy3kamu) Bol
OONXHblI 3aHATb cebs ele 4em-To, 4TO NoMoxeT Bam
pacLUMpUTbL YMCTBEHHbLIM KPYro3op: Hanpumep, ecnu Ba-
wa paboTta He cBs3aHa C y4ebon, Bbl MOXeTe Bbly4UTb
ele OAUH MHOCTPaHHBIN A3bIK, KOTOPbIM Bam aaBHO yxe
X0Tenocb oBnagetb. Mnu xe Bbl MOXeTe caMmoCTOATENb-
HO M3y4uTb UCTOPUIO U reorpaduio Asctpanuun. Hayymn-
TeCb Urpatb Ha NUaHMHO UKW Neyb nuporun. Nnn 3anmu-
TeCb pelleHneM roJsIOBONOMOK WM NOrn4yeckux 3agad. He
BaXHO, 4TO Bbl BbibepeTe gnsa cebs, — rnaBHoe, 4TOObI
3TO NpUHOCKAO0 Bam pagocTb n NnoMoOrano BOCCTAHOBUTL
CUnbl.

YcTpoiite cebGe AeHb OoTAbIXa

«O6bI4HO A paboTal Mo BOCEMHaaLaTb 4aCoB B [EHb,
a No BOCKPECEHbSIM — TOJIbKO LIECTb». TaKOB OTBET OOHO-
ro U3 y4aCTHMKOB HaLLero CeMmHapa Ha BOMPOC O TOM,
KakK OH MCNONb3yeT CBOM BOCKPECHLIN AeHb. A C 4Yero Ha-
ynHaeTcs Bawe BockpeceHbe? C BOCKPECHOW raseThl,
NPUHECEHHON noyTanboHoM? C paboThl, OTNIOXEHHON Ba-
MW Ha nocneaHnii oeHb?

HekoTophle noan CHUTaOT BOCKPECEHbE U NPAa3aHMKM CKYY-
HbIMK, NYCTbIMW K yapydalowmmm gHamm. Camm xe TeM Bpe-
MEHEM TOJIbKO M OenatoT, 4TOo paboTaloT, N0 COOCTBEHHOMY
XEeNaHuIo UM Xe 13 HeobxoammocTu. XXanb, NOTOMY YTO
Mbl CHATAEM, YTO BOCKPECEHbE — 3TO LUAHC OTAOXHYTb U pac-
cnabutbes. Mo KpaitHel mepe, rocyaapCTBO B 3TOT AeHb ra-
PaHTUPYET HaM BHELLUHWIA NOKOW. A 32 CBOW BHYTPEHHUI MO-
KON Mbl O0/MKHbI CaMy HECTU OTBETCTBEHHOCTb. W 3aechb

4*



Baw knoy k IPPekmuUBHOMY YNpasneHu o BpeMeHem

peyb naeT He 0 6e3yAep>KHOM BeCesbe, a O HACTOSILLEM OT-
ObIXe - HAMBUAYaIbHOM, CEMENHOM UK e C APY3bSMU.




NMnaHupyinte cBoM 3agaum
" Bpems

YMeHve nnaHmpoBaTtb OAHO He Kaxaomy.
M ¢ nnaHMpOBKOWM TOXE MOXHO
«nepebopwmnTtb». OgHAKO C MOMOLLbIO
HECKONbKNUX COBETOB U OMUCAHHLIX B 3TOWN
rnaBe TEXHUK Bbl CMOXETE CIKOHOMUTL
BPEMS N HEPBBI.



. NAaHupyime csou 3adavu U Bpema

MnannpoBaHne nomoraert
BbIUrpbiBaTh BpeMS

«TOT, KTO MHOIO MJaHUPYET, nornagaeT B pabCTBO K CBO-
emy pacnucaHuio». — «MHorga 3anmcbiBatb HYXHO
CNMWKOM MHoroe. lMovemy Obl MPOCTO He caenatb 3TO
cpasy? Kpome Toro, He xo4y ObiTb MOCTOSIHHO CBSI3aH-
HbIM. [ogpobHOe NnaHMpPOoBaHUE YOMBAET BCAKYHO CMOH-
TAHHOCTb>.

Moao6HbIe yNpekn BO3HUKAIOT AOCTATOYHO YacTo. OaHa-
KO OHW He crpaBemBbl. TOT, KTO MNaHMPYET NPaBUIbHO,
BbIMIPLIBAET CBODOAHOE BPEMS U 019 He3annaHMPOBaH-
HbIX €1, 3aHATUI 1 TBOPYECTBA. TOT, KTO NAHUPYET, TO-
e BrOJSIHE MOXET AENCTBOBATb CMOHTAHHO.

MHorve 13 Hac BOOOLLIE HUYErO HE MIAHUPYIOT U NpOo-
CTO OPUEHTUPYIOTCA HA CBOW AENCTBUSA. B KOHLE KOH-
LOB OHM MOMNagalT B COCTOSIHWE KpaWHEen CreLiku,
nepen, HAMM CTOUT MHOXECTBO 3a4a4 13 rpynnbl A, KO-
TOpble paHee, Mpu YCNOBMU UX CBOEBPEMEHHOIO Bbl-
NOSIHEHWUS!, MOXHO ObINoO Obl OTHECTU K rpynne B. Bos-
MOXHO, MHOIMMM JIIOASIM MPOCTO HEOOXOAMM CUJIbHBIN
BbIOPOC afapeHannHa, KOTOpbI MPOVUCXOAUT B KPUTK-
yeckon cutyauumn. Mnn xe MM NpPoOCTO KaXeTCHd, 4TO
Tak MoJsly4yaeTcs HaMHOro Becenee M nHtepecHee. Op-
HaKkO OHW [O/MKHblI OTAaBaTb cebe OT4eT B TOM, 4TO
npu «noxape» OHW MOrYT TOJIbKO pearnpoBaTtb, HO He
ynpaenaTb cutyaumein. K ToMy xe Takoin Tun nosepe-
HUS, KaK npaewunio, TpebyeT ropas3no donbLInX 3aTpar
SHEPrun 1 OEHEer, Yem npaBUIbHbIA, CKYYHbIM, 3apa-
Hee 3aniaHMPOBaHHbINM 06pas AeNnCcTBUN.



NadHuposaHye nomozaem suiuzpbleams epems

BpemMs, HeobxoguMoe Ha:
Mnanmpo-
e BiinonHeHue
~
ropasgo
MEHblLIee
obuee
BpEMA
MnaxupoBanue Beinonvenue

Tomy, kmo mpamum Gonvwe Bpemenu Ha naaHupoBaHue
cBoux 300avy, HYIHO 20pa300 MeHswe BpeMeHy Ha Ux
Goinonnenue. lmoc, 8 obuwel croxHocmy, oH ewe
u BoiuzpeiBaem

Brnpouyem, 4em cnoxHee n oObeMHee 3afjaHne wm
NpPOoeKT, Tem 6onblue BpeMeHU Bbl OOMKHBI NOTPaTUThL
Ha ero nnaHuposaHue. oTomy kak 4em nydie Bbl co-
CTaBUTE MJ1aH KaKoMr-nMbo 3aaa4n, Tem OoNbLIE BPEMEHN
Bbl cakoHOMUTE Npu ero BbinonHeHuN. Mpyn aToM npa-
BWIbHOE MNaHMPOBaHVE 3HAYMTENbHO COKPALLAET YMCo
oLnboK.



NaaHupyiime c6ou 3ad0a4u U BpeEMA

3a4yeM coCTaBnATb NMCbMEHHbIV NnaH?

C nomoulbto nnaHa, U3noXeHHoro Ha 6ymare, Baiia ro-
noea Oynet cBo6oAHOW Ans Gonee BaXHbIX U akTyallb-
HbIX Oen:

B Bbl 60nblle HUYEro He 3abyneTe;

B  Bbl 3ak/04aeTe 4OroBOP C caMuUM COOOM U BbIMOJHA-
eTe BCe HaMHOro paHbLle;

B  Bbl TakkXe CMOXEeTe COrnacoBbiBaTb CBOW MiaH C
napTHepamu, KoTopble paboTatloT ¢ Bamu B komaHae;

E  TONIbKO MUCbMEHHbIN NaH No3BoAuT Bam KOHTpoOnu-
poBaTk CBOV OECTBUS U NOABOAUTL UTorn. Kpome To-
ro, OH ABNSIETCA OCHOBOW AN ONTUMK3aLmMM paboyero
pexuma.

MpuBbIKanTe paccTaBnsaTb NPUOPUTETHI C NMOMOLLLIO CO-
CTaB/IEHNSI MUCbMEHHbLIX NAaHOB. lpy 3TOM y4yuTbiBanTe
CBOW cnabble N CUMbHbIE CTOPOHBI.

BbiOupaem nogxoasawmii metopn,

MoapoO6HbIN NnaH, OTANYHO NOAXOASALLNIA OQHOMY YesloBe-
KY, MOXET ObITb COBEpPLIEHHO He yooOeH Ans Apyroro.
BaxxHO He cnepnoBatb TEM METOAaM, KOTopble Bam He noa-
xonaaT. Monpo6yiiTe BbIOpaTh ons cebsa oaMH U3 Npeao-
XEHHbIX HAMW MCMNbITaHHbLIX MeToA0B. ocne Toro kak Bbl
UMW OBNafeeTe N yxe npuobpeTeTe HEKOTOPLIA OMbIT,
npucnocobbTe Mx nNog Bawm Hyxabl.

Mpumep
B03MOXHO, C MOMOLLBID OFPOMHOM AOCKM C MPUKOAOTHIMU
K Heli 3anuMckamm, LBETHbIX OyMaXek WM Xe CreumasbHON



NAGHUPOBAKUE NOMOZAEM BHUZPLBAMb BPEMA

KOMMBIOTEPHOM NporpaMmbl Bbl CMOXeTe nnaHMpoBaTL CBOU
[ena v 3apa4m ropaszo bicTpee 1 nyyie, YeM Ha 0ObIKHOBEH-
HOM nicTe 6ymaru. BoamoxHo, Bam nomoxeT npuveblyka nna-
HMPOBAaTb BCE 0 MENIoYeN Ha4mMHasa ¢ camoro ytpa. Wnum xe Bel
Jernaete 37O No3xe, 3ar/iaHMpoBaB C yTpa JMLllib CamMble BaX-
Hble cTpaTternyeckne 3agaHma? Bo3moxHo, Bbl 4yBCTByeTe
B cebe HanbosbLLYy0 PaboTOCNOCOBHOCTb MO YTPaMm, COCTaB/Is-
€Te MnaH, KOTOPbIA AAET CTUMYN A1 BbINOHEHVST HAMEYEHHbIX
nen. Vinn xe Bbl, HAOBOPOT, NpeanoyMTaeTe NPOBOAWTL 0630p
coenaHHoro Bamu no Bedepam M Ha ero OCHOBE COCTaB/IATb
eLe 6osiee yCOBEpPLLEHCTBOBAHHBIV M/1aH Ha CEAyOLLMA OeHb?

OCHOBHbI€ npasuina naaHUpoBaHuna

anI KaXXgoM TMJIaHUpPOBaHUN Bbl pomXHbI cnepoBaTb
TaKUM rJlaBHbIM MpaBuJiaMm:

B nnaHvpoBaHWe 6e3 ykazaHus BDEMEHW — He MiaHu-
poBaHue;

®  camblil FNaBHbI NPUHLMI NPUY NJIaHMPoBaHUn: 06s3a-
TeslbHO BCe 3anuwimnTe;

B cpa3sy Xe OTMeTbTE BCe Aea, 3a4a4n 1 CPOKM B CBO-
eM exeaHeBHMKe unu Ha nucte 6ymaru. Tosibko Gna-
rogaps atomy Bbl cmoxeTe B ganbHenwem npoBo-
OUTb 0030P M KOHLEHTPMPOBATLCS Ha MTaBHOM.

B He ssarpyxaiite cebe MOITHS mmﬁomuq '
KOMMUECTBOM A€, KOTOpsie BNOJHE MOMHO 3aHec:
B GYMIKHBIE MM INEKTPOHMBIK mmhuﬂ&. Bﬂr
COCTABARKHTE AHCHMBHNBIN ANAN W m
CBOIO ronosy ans Gonee BaxHbIX hmwﬁl '




NAaHupyime ceou 3adavu U Bpems

MoTpebHOCTb BO BpeMEHU
M CKOJIbKUM BPEMEHEM Mbl
pacnonaraem

Kakylo yacTb OT 00LLero BpemMeHu
HY)XHO MJlaHMpPOBaTb?

MnaHupyliTe TONbKO Kakyl-HUOyab ONpeaeneHHyo 4acTb
Bawero pa6oyero BpeMeHu, Kak nokasblBaeT OMbIT, OHA
[OJKHA cocTaenaTb okono 60 %. OctanbHble xe 40 %
Bbl 40/1XHBI 0CBOBOAMTL AN BCAKUX HEOXMAAHHOCTEN,
npexnae BCero AJjis BHe3anHblx nepeboes B pabote n s
«noxupaTenen» BpeMeHu, 4yTobbl MOTOM He paccTpou-
nacb ocTaBLIascsa Yactb Bawero nnaHa. Kpome Toro, cra-
pantecb m3beratb cuUTyaumii, Korga 3anjaHMPOBaHHOE
Bamu geno 3aHvmaeT 6osiblle BpeMeHW, YeM Bbl nnaHum-
poBanu.

MNpaswno 60:40

PaGouee spema —-].
PacnnanHposaHHoe BpeMa: Bpems, ocrasnenHoe ceobopgHbiM |
ANA BCAKHX HEOXKHMAAHHOCTEMH:
60 % 40 %

Ons o6bl4HOro aecaTnyacoBoro paboyero OHS COOTHO-
weHmne 60:40 o3HavaeT, 4TO YTPOM Bbl NOABEpraeTe nna-
HMPOBAHUIO TONILKO LLECTb 4acoB OT Bcero gHAa. Octanb-
Hble Xe 4yeTblpe 4Yaca Bbl ocTaBnsere cBOOGOAHLIMU AN
HenpeaBMOEHHbIX MPOUCLUECTBMA U BCAYECKMX 3adep-
XekK, 4Tobbl MMETb BO3MOXHOCTb BOBPEMS BCE MCMpa-



NompeGHoCMb BO BPEMEHU U CKONBKUM BFEMEHEM Mbl pacnonGzaem

BUTb. ECnn xe Huyero HenpegBuOEHHOrO HE MPOUCXO-
OonT, To Bbl NpOCTO BbINONHAETE 3agaHnsa 13 Bawero cnn-
cka HeobxoaMmbIxX gen, cobniogas npu 3TOM Uepapxuio
npuoputeToB. (ns Toro 4tobbl MOCMOTPETL, KaK BbIFs-
OWT Takol cnMcok, Ao4YnTanTe oo c. 67.)

Bonpochl, KOTOpble HEOOX0AUMO 3aaaTh cebe
nepeg ninaHnpoeaHuem

1 Ckonbko BpeMeHu 13 atnx 60 % Bbl MmoxeTe pacnna-
HMPOBAaTb CaMOCTOATENbHO? CKONBbKO yXe 3aniaHnpo-
BaHO Gnarofapsl Ha3Ha4YeHHbIM BCTPEYaM M pacnops-
XeHuam weda? OueHnTe NPOLEHTHOE COOTHOLIEHNE!

2 Onpepenute rNaBHbIX «Noxwupartenern» Bawero Bpe-
MEHW: Kakon Tun Noaen, 3agaHui nanm cutyaumn Ha-
nbonee yacto 4Yto-To OT Bac «xoueT»? Habniopaetcs
N1 B 3TOM Kakasi-HMbyab 3akoHOMepHocTb? Kakas?

3 PykoBOACTBO, Kak MpaBWiO, MOXET CAMOCTOSATENbHO
nnaHvposatb Bawe Bpemsd, u nHorpa, Hanpumep, Baww
OEeHb MOXET HarnomuHatb paboTy COTpyAHUKA «ropsi-
yen nuHum». Kpome TOro, aTo Bnedyet 3a coboi 60sb-
e HEeOXWOAHHOCTEN U HenpeaBUAEHHbIX CUTyaLW.
Halipute gns cebs B cnyyae HeobGXxoAMMOCTU CBOWA
COGCTBEHHbIN K/t0Y, noaxoaodawuii K Bawein npodec-
CUOHanbHOI cdepe 1 Kpyry 3aaad. Bel BoBce He 065-
3aHbl Cpasy Xe MNpPUATU K «3010TOMY PELUEHUIO».
OKCNEPUMEHTUPYNTE B TEYEHUE [OABYX-TPEX Hedesnb
C KakMM-HMOyab OAHMM MokasaTesnem, KOTopbI nocne
HeJONrnX pasMbllUfeHni i NokaxeTcs Hambonee oc-
MbICNIEHHbIM. W Kak TobkO Bbl NO4yBCTBYETE, 4YTO STOT
nokasatens nogxoout Bam npakTuyecku, OCTaHoO-
BUTECD.



Maawupyiime ceouw 3adayu U Bpems

CoepuHaNnTe OQHOPOAHBbIE 3aAaHUSA
B OOHO

BmecTo TOro 4to0b! BbINOHATL 330aHMS B TOM NOPSOKE,
B KOTOPOM OHM BO3HUKAIOT, CBA3bIBATE MOXOXME 3a0a-
HVS B CBOEM [/laHe B OOHO — 3TO HAaMHOrO pa3ymMHee.
Hanbonee nonesHbiM sBnsieTcs 610K, COCTABNEHHbIA U3
CrneayoLmnx pasaesios:

B TenedOoHHbIe Pa3roBopsl;

B HanMcaHve NMCEM WM OTTPAaBKa 3JIEKTPOHHOW MOYThI;
®  paboTa C OTpac/eBbIMM XypHanamu;
|

paboTa Co cHeTamm, HakiadHLIMW, COCTaBseHe Gu-
HAHCOBbIX OTYETOB;

B cTpaTtermyeckas oesTesibHOCTb, NiaHMpoBaHue Lenel
nT.Ao.

Mopymaiite: kakow Tvn «6nok-cxem» Bbl cmornm Obl pea-

NM30BaTh Ha NpakTke? Koraa u ¢ Kaknmm oroBopkammn?

MnaHunpyiite cBoe cBOOOAHOE BpeMs

Tak Ha3blBaeMblil «TUXWUIA YaC» MOXET 3HAUUTENBHO MO-
BbICUTb Bauly nponssoauTensHocTs. Ecnv Bl npuHaga-
JiexuTe K TUny niofei, NOCTOSAHHO FOTOBbIX K OOLLEHNIO,
TOo Bbl Tem Gonee He [OJIKHbI TPATUTL HA Pa3roBOpPbI
3TOT €AVHCTBEHHBIA Yac, B KOTOPbLIM NpenoCcTaBnseTcs
BO3MOXHOCTb CMOKOIMHO nopaboTatb. B 310 Bpems Bel
MOXeTe, Hanpumep, CKOHLEHTPUPOBATLCH Ha 3aaHNsAX
13 rpynnbl B, 4ToObl HE TEPATb WX U3 BULY.



l'.II)H‘IF}t'.’CIIHOCmb BO BPEMEHU W CKONbKUM BPEMEHEM Mbl pacnonazaem

BHecuTe «Tnxumin 4yac» B CBOWM pacnopsifok OHSI B KAYECT-
BE BPEMEHM [/191 COBELLAHWI Wi 0BLLEHNS C KITMEHTaMW,
npy 3ToM ByaeT nydile NocTyrnaTb Tak eXenHEBHO.

Ecrm Bbl pacnonaraete rmbkum pabouvM rpadurkom,
TO MOXETe MNPUXOAMTb Ha paboTy Ha Yac paHblue,
npexae, Yem Bawwm konnerv npucTynaT K CBOMM 006s-
3aHHOCTAM, WK Xe HaobopPOT — yXOOMTb Ha Yac nos-
Xe. To4HO Tak e Bbl MOXeTe nepeHecTy CBo 00eaeH-
Hbli NepepbiB. Takum obpa3oM Bbl cokpatute 4mcno
TenedOHHbIX NEePeroBOpoB W Konnern GyayT OTpbiBaTb
Bac 3HauntenbHo pexe. Eiwe nydwe Oymert, ecnm Ha
370 Bpems Bbl BooOLLE nocTaBute TenedoH Ha aBTOOT-
BETYMK WM XE€ [OroBOPUTECH C KOJSieramu, YToObl
B 3TO BPEMSI OHW NEPEeBOAMIMN 3BOHKW Ha cebs. U Ha-
060pOoT: Bbl MOXeETe NPUMEHUTL BCE 3TO /151 KaKOro-To
Opyroro oTpeska BpeMeHu.

3anymaiitech 0 TOM, kak Bbl coobLumTe CBOEMY OKpyXe-
HMIO O TOM, 4TOObl OHM He Becrokounnu Bac B ynomsiHy-
ThIli NEPVOL, BPEMEHM, HaNpUMep, MOXHO MOBECUTL Tab-
nnuky «Moxasnyicta, He GecrnokonTe», 3akpbiTb OBEPb
n T.0. ECnn KTO-TO X04eT neperosopuTte ¢ Bamu, nonpo-
CuTe ero nepeHectn BcTpedy. Bo MHormx pabounx kon-
JIEKTUBaxX 4acto ObiBaeT yA0OHLIM BbIOENNTL Kakoe-TO
crieuvancHOe BpEMS O MEPEroBOpOB, HanpuMep
¢ 13:00 go 16:00. MNMocne HeNPOOOMKUTENBHOIO Nepuoaa
«gfanTaummn», B TEYEHME KOTOPOro Bam npupetcs Tpya-
Hee Bcero (NyuLue GbiTb rOTOBbIM K 3TOMY C CaMOro Hava-
na), Bbl 6ynete BecbMa yOMBEHbI, HACKONbKO XOPOLLO
paboTaeT AaHHbIN crnocob.



NaaHupylime ceou 3adaqu U Bpema

* ® o Bo3aMOXHOCTH BbiaensiTe cebe Kaabiii neHb
KaKoH-HuDYAL #THXHIA yacs, 8 koTopuii Bei cmoxere
cHOKOHNHG paboTtats. [

Kak nnaHnpoBatb CBO AE€Hb?

NMpnmMmnTe BO BHUMaHUe KpuBylo Bawuen
NPOU3BOAUTEJIBHOCTU

Mpon3BOANTENIBHOCTL KaxXA0ro YyenoBeka Hanpsmyio 3a-
BMCUT OT €XeJHEeBHOro konebaHusa ero paboTocnoco6Ho-
ctn. B O6U.I,eM BCe noan pgendarca Ha «XaBOPOHKOB»
N «COB». HNKaKOM N3 aTUX ABYX TUMOB HE Jy4LUE U HE XYXe
OPYyroro, OHW pPas3fivyatTcs TOJIbKO BPEMEHEM HanbOJb-
e paboToCnoCOBHOCTH.

Kak kone6nercs Nnpou3BOAUTENIbLHOCTb
B TeyeHue OHa?

Mpexne Bcero Heob6xoOuMO ckas3aTb: Camblii BbICOKUIA
M caMblil HU3KMIA NokasaTenb paboTocnocoOHOCTN UHAN-
BUAOyaneH nns kaxporo venoseka. Cama xe kpuBas
NPON3BOANTENIBHOCTU U ee KonebaHus MOCTPOEHbl Ha
0OCHOBaHUM 0606LEHHbIX, CPEAHECTATUCTUYECKMX TMO-
Kasartenen.

OpHako nocne obena cHUMXeHue paboTocnocobHOCTU
HabnogaeTca abCcosIOTHO y Beex. TOT, KTO nbitaetca 60-
POTBLCH C 9TUM «yNaAKOM CUJ1» C MOMOLLbIO KPEMKOT0 KO-
de, [omKeH 3HaThb, 4TO TakuMm 06Pa30M OH TOJIbKO MpPo-
ot ero. MNocne o6ega MOXHO HEHAZLONTO B3APEMHYTb
(15 MWHYT Hambonee onTMMasbHbIi BApUaHT), NONTU NPO-



Kak nagHuposams Ceoll deHs?

MYNATECA WM XEe MOCBATUTL nosvaca GuU3nHecknm yr-
paxHeHusM. Bce 310 kapanHanbHbiM 06pa3oM MeHseT
KpuBylo Ballein npon3BoamMTeslsHOCTU M CnojHa OKyna-
€TCS BHOBb MPUYOBPETEHHON 3HEPrVell BO BTOPOIA NOJO-
BUHE OHS.

ToT, KTO MOXET cebe 3TO NO3BONUTb, IONXEH AeNaTb Mo-
NOGOHYI0 nay3y 1 nocne yxuHa. Eie B CpeaHue Beka Mo-
Haxy C MOMOLLIbIO TaKUX NMEepPepbIBOB U NEFKOro CHa Co-
XpaHAnM PaboTOCNOCOOHOCTb AN HOYHOWM MepPenmcKm
KHUT.

K kakomy TMny pabotocnoco6HocTu Bbl
npuHagnexure?

3HaHve KpuBOI cBoel paboToCNOCOOHOCTM MOMOraeT
JlydLle pacnpenenste CBoM 00S3aHHOCTM M MO3BONSET
paboTatb C 60NbLLEN NMPOV3BOANTENBHOCTLIO.
Bo3MOXHO, 4TO Bbl NnpuHagnexmte K «xaBopoHKam» —
STOT TVN TENEPb BCTPEYAETCH FOPA3A0 PeEXeE, Tak Kak Te-
JIEBM30P NMOMEHSN HaLM NpuBbIMKKA. Ecnv Bel € yTpa ner-
KO MpOCHINaeTech, YyBCTBYeTe ceOs COBEpLUEHHO 60[-
pbIM 1 Cpasy xe uaete Ha paboTy (Bally paboTocnocob-
HOCTb OTPaXaeT HWXHUI rpaduk), TO 419 BbINOHEHNS
CaMbIX CJIOXHbIX 1 BaXHbIX Aes, Tpebyolwmx K cebe no-
BbILLIEHHOIO BHUMAaHUS U paboToCNocoOHOCTH, Bbl 0X-
Hbl NPEXAE BCEr0 MCMOb30BATL YTPO M NEPBYIO MONOBU-
HY [IHS1.

Ecnn xe Bbl, HAOOOPOT, HaxXoOUTECH B ny4lLen dpopme
no Beyepam (CM. «KpmBas Npomn3BOAUTENBHOCTU OJ14
"coB"»), TOrga NUCNonbayiTe 310 BPEMS 41 TOr0, YTO-
Obl CKOHUEHTpUpOBaTbCs U pabotate 6e3 nepepbisa
B TEYEHNE HECKOJIbKMX YACOB.
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MaaHupylime caou 3adayu u BPEMA

Kpusan npon3somTensHOCTH ANS «)XaBOPOHKOB»
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«oBoporkus dobuBaromces Haubonvwed
npousBodumensHocmu no ympam

KprBas npou3BoguTensHOCTH ONA 4COB®

N
T L N

L] L ] L 12 “ 1% 1 0 i M i i

«CoGBei» pabomaiom ¢ Gonewed npodykmuBHOCMbIO
mexcdy 8 u 10 uacamu Bevepa

OOpaTuTe TakXe BHUMaHUEe Ha KpPUBYIO
eXepHEeBHbIX OTBAeKkawwux GakTopos

TenedoHHbIE 3BOHKKN, NOCETUTENW, Npuweane 6e3 npea-
ynpexaeHns, HesannaHUpPOBaHHbIE COBELLAHNS, KOnneru,



Kak nnaHuposame cB0d deHb?

KOTOPbIE XOTAT NeperoBopunTb ¢ Bamun, — B onpegeneHHoe
BpeMs OHSA noaobHble oTBNekawuwme ¢akTopbl yqallamT-
cq. Bce 910 04YeHb XOPOLWO BUAHO HA HUXECNEAYIOLEM
rpaduke. Mpn nnaHMpoBaHnn CBOEro aHs Bbl HE JONXKHbI
ynyckaTb U3 BUay 3Ty KPUBYIO.

ExepHeBHble oTBnekawwme ¢pakTopbl

k |

L] B W 12 " % 8 0 2 M 2 4
Mepe6&ou 8 pabome BosHukalom 8 cmpozo onpedeneHHoe
Bpems

MnaHupyiTe cBoM gena B COOTBETCTBUM
C KPMBOW NPON3BOAUTEJNIBHOCTU U C KPUBOM
oTeneKaowmx GpakTopos

CocraBnsnte nnaH Bawero gHa B COOTBETCTBMM C pac-
CMOTpPEHHbIMM Bbiwe rpadukamn. Ecnu, Hanpumep, Bam
HeobxoaMmo nopaboTaTb Hag TEKCTOM A0roeBopa, Bbl
OOXHbI BbIOpaTh AJ19 9TOro TOT MOMEHT BPEMEHMU, B KO-
TOpbIA MNokasaTenb Bawelh paGoTocnocobHOCTU Haxo-
ONTCS B BEPXHEel Touke, a nokasaTteslb OTBJEeKaKLUX
$aKkTOpPOB — B HUXHEN.

Kpome Toro, 6yaeTt npocTo npekpacHo, ecnu Bel Havyep-
TMTe 06e pacCMOTPEHHbIE KpMBbIe, 0ToOpaxatwwume Ba-
LLe COCTOsIHME B Kakol-HNMOyab Hanbonee TUNNYHLIA (Unn

5 naxuy 8474



NAGHUpPYEME CBOU 3G0a4U W BPEMA

He TunuyHbll) ang Bac geHb. Haingute BpeMeHHble OT-
pes3ku, B KOTopble y Bac camas Bbicokast paboTocnoco6-
HOCTb NPW HU3KUX «OTBMEKalLWmMx» nokasarensx. Korga
HacTynaeT 3TOT caMbli ONTUMarnbHbIA ana Bac yac?

lITax, COCTaBNIAEeM IINIaH Ha LEHb

34ecb peyb NOMAET O TOM, Kak UMEHHO HYXHO MIaHUpPO-
BaTb CBOM AeHb. CocTaBnainTte cebe kaxabli Bevep nnaH
Ha Cnenylowmnin AeHb, a K Ha4any HOBOW Hedenn unm xe
KakK pa3 B KOHLLe Heenn COCTaBNanTe NiaH Ha Heaeno.

m  [less — 210 camas Kopotkas ¥ oboapumas efnHUua
Balero nepcoHanbHOra nAaHWpoBaKua. ToT, KTO He cnpas-
NASTCA CO CBOMM [HEBHbIM PACNMCAHMUEM, &f8a N CMOXKET
AOCTHT-HYTb AaNeKo WAYLUMX tenei. B

Mbl ONPOCUAM ThICSYY YENOBEK C LIENbIO Y3HATb, CKOMbKO
UM TpebyeTcs BPEMEHM Ha COCTaBfIEHME XOPOLIero nna-
Ha ux paboyero gHa. MNMo4Tn BCE OTBETUAN €QUHOMNACHO:
OT BOCbMW OO0 AeCATU MUHYT. Mcnonb3ylrite 31O Bpems
Ons Toro, 4ytobbl CnnaHMpPoBaTh CBOW AEHb.

M ewe oanH COBET nepepn Ha4aaoM: Ha4yMHamTe NopaHb-
lwe. 3TO 03Ha4yaeT, C OAHOW CTOPOHbI, HAYMHANTE CBOW
[EeHb Kak MOXHO paHblLe, 4TOObl cpasdy XXe MOXHO Obl10
NPUCTYNUTb K CBOMM 0053aHHOCTSAAM. B 0CO6E€HHOCTUN 3TO
KacaeTCs «XaBOPOHKOB» (CM. KPUBYIO NPOU3BOAUTENb-
HOCTM). A C APYrOi CTOPOHbI (9TO NPaBMIO ANs BCEX TU-
noe), NpucTynas K paboTe, HAYMHANTE C CaMbIX BaXHbIX
3a4ay 1 gen, a He ¢ NnTba Kode, Pa3roBOPOB UAN YTEHUSA
raser.



Kak naaHupoBams ceoi deHb?

PaboTaem co cnmckom HeooxoaMMbIX aen

Ona obneryeHnsi nnaHMpPOBaHUS CBOErO AHA Mbl PEKO-
MeHayeM Bam 0CBOWUTb TEXHUKY COCTaBNEHWUS Tak Ha3bl-
BaeMbIX CMUCKOB HEOOXOAUMBbIX OeNn (TakxkXe WM3BECTHbIX
Kak nepevyeHb paboT UK CNUCOK 3aJaHuni).

Cnucok HeoGXoAUMBIX Aesl Ha AeHb

Yro HymHO caenats? Ipynna npuopurera| Caenano nu?
Mo38OHKHTS r-HY B »

He#manny no nosoay MK
MNposepuTh AM3akH YNaKoBKH c
MoaroToeuTs oTuUeT 3a Mecsy

[UNA NPaBNeHHs A

Cocrasurs npefsapurensHoe B K
ONKUCaHKUE NPoJyKTa

MoarotosuTs paznuuHbie ¢

cOpTa 4as iR BCTpeyuM

MpocMoTpers peknamHbie D

NpoCnNeKkTh

1 Jlyywe BCero nnaHMpoBaTb CBOM AeHb HakaHyHe. 3a-
NUWNTE B CBOEM CMUCKe HEOoOXOAMMBIX Aen (unu Xe
B CBOEM KaneHjape) BCe 3afaHusl, KOTOpble OOMXHbI
ObITb BbINOMHEHBI 3aBTPA.

2 lpoBepbTe CBOW CNUCOK elle pa3 U pacnpenenvte ae-
Nla B COOTBETCTBMM C NpuoputetTaMmm. YTo n3 HameueH-
HOr0 MOXHO CAenaTb y>Xe CerofHa?

3 CocTtaBbTe OOMNONHUTENbHbLIA CNNCOK HebonbLIUX Oen,
Ha BbINOJIHEHME KOTOPbLIX TPeOYeTCs BCEro HECKObKO
MUHYT. N Korpay Bac B Kako-To MOMeEHT o6pa3syeTcs



Naanupyilme cBOU 3adayu U BpeEMA

KOpPOTKaa «nay3a», BbIMOMHUTE OAHO U3 3TUX 3a-
OaHuIA.

4 BHecuTe B OTAESNbHbINA CMIMCOK HEOOXOAMMbIX Aen BCe
Te 3agaHusl, koTopble Bbl He ycnenn ewe nogenarb
K KOHLLy paboyero aHs Win KOTopble NPUCoeanHUINCh
B X04e paboThl.

YuumMmcsa coctaBnaTtb niaH
Ha Hegenio

YT106bI LOCTUIHYTE XM3HEHHOI O PABHOBECHKS, UMETH BO3-
MOXHOCTb PENYNSPHO YAENSTh BPEMS CBOVIM XU3HEHHBIM
posisiM, a Taioke ObICTPEE BbIMOHATL 3a0aHWS U3 FPYMMbl
B B 6yoHve oHW, He06X0OMMO COCTaBUTL cebe npeaga-
pUTENBHBIN MIaH Ha NPeacTosLLyto Heaeo. C NoMOoLLBIO
«raneyHoro» npuHuuna (Covey S. R. Der Weg zum
Wesentlichen, Zeitmanagement der vierten Generation.
Frankfurt, 1997) Bbl 3anoxute «byHOaMEHT» Hacneny-
IOLLLYIO HEZENIO, HA OCHOBE KOTOPOro NO3OHEE CMOXETE
«MOCTPOUTb» JHEBHBIE MAHbI.

‘m ﬂmmmmmamcmﬁm&umga—
er BOIMAIHOCTD HOCTATONHO. CBOGOANO pacnpesenuts
.Iﬁlﬂﬂhummmm«mm&w
_.mmwmuutwaw
- 3 A-rpynnpl, He cBANMBAN BCe B OAHY Kydy. B 10 e camoe
: meﬂmmmoﬁoapnmww
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YHUMCA COCMABNAMB NAGH HG Hedenw

MnaHnpyem no «rane4yHomy» NpuHLUNY

«[aneyHbiM» 3TOT MPUHLMMA Ha3BaH M3-3a CreayioLLero
acCoLMaTUBHOIO CpaBHEHWS. BosbMuTe OOSbLLON CTek-
JISHHBIA KyBLUWH 1 3anonHuTe ero Ha 40 % Bopoin. 3atem
HacbINbTe Tyaa 60MbLIOE KONMYECTBO Necka 1 nopg, KOHeL,
KMHbTE HEMHOrO rajsbku. Tenepb yXXe Hawl KyBLUWH Ha-
nosnHeH o kpaes. U Bce xe Bam HYy>XHO OnyCTUTb B HEMO
elle HEeCKONbKO BOMbLUMX KaMHeR, OJHaKo yXe nocne
BTOPOro KamHsi BOAA HAYHET NepenvBaTLCS Yepes Kpai.
3T10T 06pa3 CUMBONM3MPYET CODOOM NNXOPaOOHHBIN,
He3arnaHMPOBaHHbIA AeHb, B KOTOPOM BCE BHMMaHWe
yOENeHO CPOYHbIM MefoYaMm (B Hallem KyBLUWHE 3TO BO-
0a, Necok 1 ranbka), a Ha OEeNCTBUTENIbHO BaXHbIE Aena
MeCTa yXe He xBaTaeT. BnosHe BO3MOXHO, YTO Kakoe-
TO 6onbLIoe aeno Bam Bce-Takm ygactes Tyaa Nomec-
TWUTb, NOCKOJIbKY OHO SIBNIIETCS CPOYHBIM W BKHBLIM Of-
HoBpeMeHHO. Mpu aTtom Bbl YyBCTBYETE, YTO Bam npo-
CTO HEeOoOXOAUMO «MOJIOXUTb B KYBLUWH» €lle OOHO
3a4aHne 13 rpynnbl A, MOCKOJIbKY €ro HEBbLINONHEHNE
MOXET «CTOUTb Bam ronosbi» (NpumMepamu Takoro 3a-
JaHus 9BRSIOTCA BCTPEeYa NpasneHus, 3akitioyeHne ao-
roBopa/Caenkn ¢ KpyrnHbIMK KIMeHTamm); nostomy Bel
cTapaTtenbHO «BTUCKMBaeTe» B MnaH Bawero goHa oba
3Tux 3agaHng. Co Bcemn sTMMun genamun Bbl, B KOHLE
KOHLIOB, 4yBCTBYETE Ce0si CNIOBHO «0efika B KOJIece».
Kpome Toro, 6onblume 3agaHua U3 rpynnsl B, BbINos-
HeHVe KOTOpbIX Bbl oTnoxunu Ha Gyaoyuiee, n npen-
croawme Bam «ropswme» pena A, OCTaBieHHbIE
B CTOPOHE, OKa3blBalOTCHA MOSIHOCTLIO MPOUrHOPUPO-
BaHHbIMM Bamu.
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HauuHaiiTe Bceraa ¢ BaxHbIxX gen

Korpa y Bac mHoro pa6otsl, Bel He JOmKHBI NpUCTynaThb
K Heli 6eCCUCTEMHO N NxopaaoyHo. Moaymante cnepsa,
kakue ua nen ansa Bac camble BaxHble, HaNnpMMmep, 3To0 Mo-
XeT ObITb MPOEKT AOroBOpa, Aeknapaums 0 NogoX0AHOM
Hanore unM xe kakue-nmbo BaxHbIe pelleHns Bpoae no-
KYMNKU MalvHbl. ITN-TO Aena n 0693aHHOCTU Bbl A,ONXHBI
YUYNUTBIBATbL NPW COCTABNEHUN MNaHa B MEPBYIO OYepeb.
ANropuTM COCTaBieHMS Pa3yMHOrO MnfaHa Ha Hegeno
MOXET BbIMNSAEeTb Cneaylwmm 06pa3om.

1. Mpexae BCEro noJIOXUTE B «KYBLUWH» camMble 00Jb-
e n Taxenble KamHu. 3To OyaeT o3HavaTb, 4TO Bbl
3anfaHMpoBanM fena B COOTBETCTBUMM C TNIABHbIMU
npuoputetamn (A n B, cm. c. 32). Bawa Hepens npu
NIaHMPOBAHUN A0MXKHA ObiTb HACTONBLKO 3aMNOJIHEHA,
4yTobObI OCTaBaNOChb €lle MECTO O MEHEee BaXHbIX
hen n ans «3anacHoro» BPeMeHu (BCMOMHUTE O npa-
Bune 60:40, cm. c. 58).

2. 3ateM pob6aBbTe K «OOMbLUMM KaMHAM» «MefloYb»
(BOAOY, NECoK 1 ranbky). 3aecb peyb NOET 0 3a4aHNAX
n3 rpynn Cu D. Ang MHOMMX U3 HUX HYXXHO COBCEM He-
MHOIO NPOCTPaHCTBA. TaknMu genamMm MOryT okasaTb-
ca TenedOHHbI pa3roBop, OTNpaBka WM MPOCMOTP
9NEKTPOHHOM MNOYTbl, 6ernbii NPOCMOTP MEHee Bax-
HbIX MOCTYNMBLUNX NPEASIOXEHUN U T.4.

3. BrnonHe BO3MOXHO, 4TO Npy TakOM NMOAX0Ae Kakas-To
4yacTb A€l OCTAHeTCS HEBbINOJIHEHHOW, HO TO, 4YTO OC-
TanoCb «CHapyXu», — BELW MeHee BaXHble Mo CpaB-
HEeHUIO C Temu, KoTopble Bbl yxe pacnnaHupoBanu
N ONa KOTOPbIX BbIAENUIN BPEeMms.
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B He caMiukom yenexanTecs HHTepnpeTaumen BoilLeonu-
canHoro obpaza. Cyre cocrout B cnegyloulem: Bbiaenss
npeae BCero BpeMsa Ans CambiX BaHbIx aen, Bol nonyya-
€T€ BOIMOWHOCTL YCTEWHD BbINOAHWTE BOonbiuyio Yacth
3agymanHora, o

Mpumep: nNnaHUpOBaHME Ha HEAEeNO0 C YCMeLUHbIM
pacnpeneneHmemMBcexaern

B cy660Ty Beuepom r-H HeimaHH 3aBepLunn cBolo pabouyto
HEZeNo COCTAaBMIEHMEM HOBOMO MyaHa. JTO 3aHAN0 y HEero
Bcero nonyaca. -H HelimaHH cpoenan kpatkuii 0630p npo-
wenwe HelenM M COCTaBUA HOBbIN CMMCOK HEOOXOAMMbIX
0en, B KOTOPbI/ BOLAM KaK HOBbIE, TaK U CTapble HEBLIMNOJI-
HEHHble 3apaHus. pyM 3TOM HEBBIMOSHEHHBIE U HEBAXHbLIE
Jena u3 CTaporo Cnmcka OH He CTan «MepeTackmBaTb» B HO-
Bbli1, @ NPOCTO NOAYEPKHYN. 3aTeM r-H HeiimaHH nocmMoTpen
Ha CMMCOK CBOMX XXW3HEHHbIX POJIEN U COOTBETCTBYIOLLUX UM
ueneii. OH BblZENMA Ans KaXA0W ponv No OAHOMY 33aHUI0
13 rpynnel B n oTBen Ha vx BbinonHeHne no 90 MUHYT exen-
HeBHO. Takum 06pa3om, 3a HEOENMO OH YOENUT BPEMS Kax-
0o 13 cemn ponei. Ecnm xe Ha Hepene BblACTCH MEHbLUE
3apaHee OroBOPEHHbIX BCTPEY 1 AeN (Neperosopsbl, Noe3nku),
OH CMOXET BCTaBUTb B YK€ COCTABJIEHHbIE MMaHbl HEKOTOPbIX
OHEen elle ogHO 3aaaHune 13 rpynnbl B. B koHue r-H HeimanH
cocTaBun cebe noapobHbIi nNnaH Ha noHeaensHuk. Mcexops
N3 CBOEro AecATn4acoBoro paboyero AHs, OH OTBEN LUECTb
4acoB Ha BbIMOJSIHEHVE TEX 3aaHWIA, KOTOPbIE UMENN OIS He-
ro HambOosbLLYIO BXXHOCTb M COOTHOCUSIUCH C NPUOpUTETAMU
n3 rpynn A v B.

B noHepenbHuK r-H HelimanH Hadan paboTy B COOTBETCTBUM
C COCTaB/EHHbIM UM 3apaHee NniaHoM. Yepea HEKOTOPOE BPeMS!
OOVH Konnera obpartumncs K Hemy C HEBONbLLIOW NpPoBnemoi,
KOTOPYIO OH NIErko pelumn 3a nonyaca. Emy noesesno: Gonblue
HMYEro HenpeaBMAEHHOrO HE MPOM30LLO, Y OH OTKIIOHUIICS OT



MNaanupyiime ceou 3ada4u U Bpema

ryiaHa Bcero Ha ofuH Yac. OCTaBLUMeCcs ABa C MOSIOBUHOM Haca
CcBOGOJHOMO BPEMEHM OH CMOXET NOTPaTUTL Ha 4TO-TO Gonee
BaXHoe. 1oTOM B Te4YeHvie nosyTopa 4acoB r-H HeliMaHH pa-
6oTan Hag, cneayloLwyIMM NyHKTaMy CBOEro MJiaHa, 3anjiaHnpo-
BaUl Ha BTOPHVK HEKOTOPbIE Apyrie BaxHble 3anaqm B 1 3apa-
HEee HazHa4YeHHbIe BCTPEHM M PELLIMA NOCBATUTL OCTaBLUMECS Ya-
Cbl YNYHLLIEHMIO CBOETO MiaHa 1 rpacmka paboTsbl.

Ana nnaHnpoBaHWS Ha HEOENo «rafievHbIr» MPUHLLAN
saBnsaeTcs Hambonee onpaeaaHHbIM. Kpome Toro, Bbl
BMOJIHE MOXeTe OTAes/IbHO pacrnjaHnpoBaTb Kakmne-to
onpegeneHHble oHN.

fmmﬂmu Bmu NO §ranesHoMys pHHUMITY rum-l

Pa6oTaemccucremom
CaMOKOHTpONA

Lna perynapHo yctaHaBnMBaeMbIX CPOKOB W 3afaHUNA PEKO-
MEHIYETCS eXEHELENbHO (EXXEMECSAYHO U eXXEr04HO) COCTaB-
NATb TaK HasblBaeMble KOHTPOJbHble Tabnuubl. Ha Hux Bbl
DOJIKHbI OTMETUTL BCE TO, 0 YemM Bam 06bl4HO HY>XHO He 3a-
ObITb nogymartb 3apaHee.

KoHTponbHble Tabnuubl AOMXHbLI OTBEYaTb Ha cnenyto-
Line OCHOBHble BOMPOCHI.

B Y70 4N8 3TOr0 HYXHO?
® Y10 HYXHO coenatb B NepBylo ovyepeab?



Pafomaem C cucmemoil CaMOKDHMpPoOAR

®  BbINONHEHbI 1 BCe YCIIOBUSA?

B 060 Bcem nu g nogyman(a)?

®  Bce nn BbINONHEHO?

TOT, KTO MOCTOAHHO paboTaeT ¢ KOHTPOJbHbIMU Tabnau-
uamu, MOXeT NoATBEPAMUTbL, YTO B ONpeaeNieHHbIX chepax
[EeATeNIbHOCTU OHU NMOMOralT CAKOHOMUTbL OFPOMHOE KO-
nmyecTBo BpemeHu. MopobHbie Tabnnubl MOXHO BeECbMA
YCMELWHO MPUMEHSATb HE TOJSIbKO B NMPOdECCUMOHASbHbBIX
061aCcTaX, HO U B JINHHOWN XU3HU.

MpenmMyLiecTBa KOHTPOJIbHbIX TA0OUL

® PaboTa c HMMK 3KOHOMUT Balue Bpemsi.

® YMeHblIaloT pPUCK COBEPLUEHMS OWKNOOK Mpu 4acTo
NMOBTOPSIOLWMXCH COOBLITUAX N MOXOXUX CUTYaLUSIX.

m C vx nomowpio Bbl BCTaeTe Ha NyTb K YAYyHLIEHWIO
putMma xu3Hu. Coctaensisa ux, Bbl oTkpbiBaete ans
cebs HoBble BapyaHTbl 060raleHns 1 ynydieHms pabo-
yero npotiecca.

B HakoHel, OHM obneryawT BcAKNe OOBACHEHUS,
CTONb 4acTo OTHUMalwLWme y Bac gparoueHHoe Bpe-
mMs. Ecnv Bbl nokaxeTe nx CBOMM COTPYAHUKAM Wn
Kosnneram, Te CMOryT H6bICTPO CNPaBUTLCS C onpene-
JIEHHbIMU 3apa4amMu 1 0653aHHOCTAMM.

Kak cocTtaBnsitb KOHTPOJIbHbIE
TabnubI?

Mo npaBunam, KOHTPoOsibHas Tabnauua fosixHa ObiTb CO-
cTaBneHa Takum o6pas3om, 4ToObl BCe OENCTBUS, KOTO-
pble HE0OXOAMMO MPUHATbL BO BHUMaHWe Ajisi AOCTUXe-
HUS MONIOXMTENBHOrO pedysnbraTa, OblM BEICTPOEHBI MO
nopsaky. Bce 0onxkHoO GbiTb MO BO3MOXHOCTU KOHKPET-
HO 1 NPOCTO. TO, YTO YXe BbINOJSIHEHO, A0JIXHO Cpasy Xxe
OTMEYaTbCH.
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Mpumep: KOHTPONbHas Tabnuua, cocTaBieHHas ans
OopraHM3aumm BCTpeum

KoxTtponsHan vabnuya: BcTpeyda s ... Bpema| v

B Pazocnath npurnalleHls no INeKTPOHHOW noyte

¥ 3a6poHMpOBaTH KOMHATY ANA Neperosopos

® CocTaBWTb 3anpoc Ha TEXHHKY

B CoCTaBHTb CNHCOK YHACTHHKOB

® 3akasath obep

® 3akasaTb 3an B pectopaHe Ha pedep

B 3atpeboBarth BCIO JOKYMEHTALMIO

B Cobpatb BCIO AOKYMEHTALMIO, CHCTEMATH3UPOBaTL ee
W Cienath KOMWH

B [logroTosuts KOMHaTY NeperoBopoB (ewe 3a JeHb A0 BCTpeyH)

B Pazpate pexnamHsie obpasubi HOBOM NPOAYKUWH

OtnenbHble NyHKTbI cogepXaT B cebe Mepbl, KOTopble
He0bX0OMMO MPUHATb JMLLb AN PELUEHUS KaKMX-TO Or-
peneneHHbIX 3ada4, OOHAKO OHM SBMSOTCA B TO Xe ca-
MO€ BPEeMsl 1 YCJIOBUSIMU, BbIMOSIHEHME KOTOPbIX MOMO-
XeT Bam no6uTthcs ycnexa B 3aayMaHHOM.

Fpe v Koraa coctaBnaTb
KOHTPOJIbHbIe TabnuubI?

B npuHumne Bbl MOXeTe cOoCTaBfsiTb KOHTPOJIbHbIE
TabnMupl BE3ae, rOe BCTPEYaloTCs MoxXoxue OeicTBus
M CUTYaUMN WS XE PErynspHO NMPOUCXOAAT OAHU N Te
Xe npoueccbl. BoT HECKOIbKO NpMMeEpPoB 13 npodec-
CMOHAJIbHOM Cdepbl.

®  Bbl NoarotaenMBaeTe TEKCT AOroBopa.
B Bbl cocTaBngeTe XapakTepucTuky ¢ Mecta paboThl.



Paomaem ¢ CUCMEMOU CAMOKOHMPONR %

Bbl npoBoauTe cobecenoBaHue.
Bbl rOTOBUTECH K COBELLAHMIO U NPE3eHTauNN.
Bbl 3agymMbiBaeTe Kakom-TO MNPOEKT.

Bbl npoBoaute HabniogeHue 3a U3MEHEeHUeMm
KOHBIOHKTYPbI PbIHKA.

¥ Bbl OCYLLECTBNSAETE KOHTPO/b Had YeM-nnbo (Hanpu-
Mep, Hag NPOEKTHbIMN N3aepXKamMu).

® Bbl 3aHMMaeTe BaxHoe paboyee MeCTO Ha Nnpous-
BoacTtee X.

B O yem HYXHO He 3abbiTb NPV BPEMEHHOM HasHaue-
HUM X HA MECTO yexaBLuero B oTnyck Y?

®  Ha paboTy NOCTYNua HOBbIN COTPYAHMK. YTO OOJIXHO
ObITb COenaHo?

® OpguH “3 COTPYAHMKOB Obin yBOMEH. YTO A0SXeH
coenatb OTAen KkagpoB?

B NNYHOM XMN3HU TOXE MOXHO HAaNTU MHOXECTBO CUTya-
UM, B KOTOPbIX NOJIEZHO MONb30BaTbCS KOHTPOJIbHBIMM
Tabnvuamun. BoT HEKOTOPbLIE N3 HUX.

Bbl LO/IKHBI NPEfOCTaBUTL CBEAEHMS O L0X04aX.

K Bam O0IKHbI IPUATU FOCTW.

Bbl yesxaeTe B OTnycCK.

Bbl pacnpepensete gomaluHne 0693aHHOCTU.

Peub npget 06 onTManbHOM peLleHUn BOMpPOCca, CBS-
3aHHOro ¢ 06ecrneyeHnemM MoXunblx PoanUTENEe.

B C noMolbio KOHTPO/BHBIX Tabaul Bol Moxete Bbipa-
Gorats HeKOTOpbie NPaBKAa, KATOPBIMK Byaere pyxoaon—_
CTBOBATBCA B ONPefeNIeHHbIX CHTYALIMAX, B



=1

Naanupyime CBOU 3adayu U Bpema

Mone3Hble coBeTbl Npu paboTe C KOHTPOJIbHLIMM
Tabnuuamm

OGpaLaiite BHMMaHVMe Ha SICHOCTb (POPMYSIMPOBOK
N 1X 0030PHOCTb. TOJIBKO T€ KOHTPOJIbHbLIE TAbNNLIbI,
C KOTOpbIMM Bbl yxe paboTanu, MOXHO cumtaTb yc-
MeLLHO COCTaB/EHHBIMM.

KoHTponbHbIe TabnuLbl HE AOJKHbI MPEeBPaLLATHCS
B CBOJ, XeNe3HbIX Npaswil. YCTPOUTE UM NPOBEPKY
N OTKOPPEKTUPYINTE B TEX MYyHKTAX, rae 3T0 HE0OX0-
OVIMO, WUIM XXe NPOCTO pacLUMpbTE UX.

Paccnpocute cBomx Konser, KakMmMu KOHTPOSbHLIMN
TabnmMuaMn OHWM Monb3yloTcs. BnonHe BO3MOXHO,
YTO YTO-TO CMOXET NPUroanTeCH U B Baweli cdepe
OeATeNnbHOCT.

Cnipocute cebs, KoMy eLLie MOryT NMpuroamTees Batum
KOHTPOJIbHbIE TaBMLbI?

Bo MHOrMx cmuctemax nnaHMpoBaHUst BPEMEHN MOX-
HO HaMTN OYEHb MOJIE3HbIE CUCTEMbI CAMOKOHTPOJS
(Hanpumep, npu NAAHNPOBAHUN MYTELLECTBUS).
K HMM Bbl MOXeTE NprcoeanHnTb Balum nnyHble nm-
CTbl CAMOKOHTPOJISI.

B KHUXHbIX NlaBKax MOXHO HalTX OrPOMHOE Kosnye-
CTBO KHMXEK C YX€ rOTOBbIMW KOHTPOJIbHBIMMN
Tabnuamu. Bo3MOXHO, HEKOTOPbIE U3 HUX MOOIN-
oyt 1 Bam.
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PaunoHanbHO€e ncnosb3oBaHue
eéXeagHEeBHUKOB N 3J1IeKTPOHHbIX
3aMUCHbIX KHNXEeK

00630p pa3nNYHbIX CUCTEM
NJIaHUPOBaHNS BPEMEHU

Mockonbky Mbl HE MOXEM AepXaTb BCE B rosioBe, TO
BO3HMKAET HEOOX0AMMOCTb Aesiatb cede pasnnyHbIe No-
MeTKW. Ha camblli Xy[oii KOHew, XOTb Ha Bymaxke mim
B GrokHOoTe. OgHako OOJbLLUOE KONMHYECTBO JINCTOYKOB
MOXET BCKOPE BbIATU W3-M04, KOHTPOMS U MNPUBECTU
K 6ecrnopsioky Ha pabodem mecte. ['opa3mo yoobHee
NPV MNaHMPOBAHUM BPEMEHW MOJIb30BaTLCH EXeAHEBH-
KOM WM 3N1EKTPOHHON 3amnmMCHON KHUXKOW. Huxe Mbl
pacckaxem O Pas/MyHbIX CUCTeMax [js Kaxnoro KO-
lwenbka, 1 Bbl 06s13aTensHO HanaeTe ans ceds YTO-HU-
OyOp noaxomsiiee.

MnaHupyem cBoe BpeMs C NOMOLLbIO CNIUCKA
HeoOXxoauMbIX aen

OpHVYM M3 CambIX NPOCTLIX CPEACTB, NMOMOraloLLmMX 3d-
$eKTMBHO CrNpaBnsTbCs ¢ GECKOHEYHO BCTaloLLWIMKU ne-
pen HaMu 3agadamu, SIBMISETCA YXKe YMOMSHYThIA BbILLIE
CM1coK HeobxoanMbIx Aen. Ha ogHoi cTopoHe nmcTa 3a-
nMLIMTE BCE, YTO HEOBXOAMMO CAENaTe UMEHHO CEroHS.
A Ha Opyron CTOPOHE OTMETLTE BCE TO, YTO HYXXHO OyaeT
COenatb Ha HeOene wim Xxe C kakummn chepamm XnsHu
Bam Heobxogumo pa3obpatbes. [JobaBbTe Takke K Mo-



flaanupyiime ceou 36da4u U Bpems

JIY4EHHOMY CNUCKY KOJIOHKW AN1F YKa3aHug rpynmnbl npuo-
puTeToB U gngd aatbl NCNOJIHEHNA HAMEYEHHOT 0.
MpeumyLLecTBa: o4eHb MPOCTO U AeLleBo, Bce Heobxoan-
MO€ MOXHO A0cTaTh B lo6om gome u B Niobom opurce —
MOXeTe HayaTb NPSIMO cenyac.

HepoctaTku: B cnuckax Heob6xoOouMbIx Oen HET MecTa
ON19 NAaHMPOBAHMSA Ha OONTMA CPOK C CUbHO yAaneH-
HbIM BPEMEHHbIM TOPU30OHTOM, aapPeCcOoB NN Xe KPpaTKUX
3aMeToK.

®m Ecnu Boi ewe He Boibpanu gns cebs nogxoasiuyio cx-
cremy rmanupoaanuﬂ BpeMeHH, TO HaYHHUTE CO CNHUCKa He-
obxonumMbix pen. -]

Kanenpapb

KaneHpapb ¢ MecToMm afis 3anuceil oteevaeT 6osee Bbl-
COoKMM TpeboBaHUsAM (HanpuUMep, HaCTEHHbIN KaneHaapsb,
HaCTOJNbHBIN KaneHaapb, kaneHaapb, B KOTOPOM Kaxaas
Hepjens pacnonaraeTcs B OTAENbHOW CTPOKe, WM Kap-
MaHHbI KaneHgapb). B l'epmaHun exerogHo packynaet-
cs 250 MMANMOHOB KaneHaapen, 6onblias 4acTb U3 KO-
TOpbIX MOTOM pasgapmBaeTcsa. W xoTa no cratuctuke
BbIXOAWUT, YTO KaNleHAapb A0JIXEH ObiTb Y Kaxnoro Tpe-
Tbero, B peasibHOCTM xe 0koso 50 % Bcex HemueB BOOO-
LLIe M HE NOMb3YIOTCH, Y HAX HET AaXe TOro ManeHbKoro
6yMaxHOro kafieHgaprka, KOTopblil 06bIYHO HOCHT C CO-
60i1 B BymaxHuke.

MpeumyLlecTsa: AeweBoe 1 A4OCTYNHOE CPEACTBO MIaHU-
POBaHUS BPEMEHU, €ro MOXHO Aaxe MPOCTO MONy4uTb
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B nogapok. B nocnegHee BpemMs yBEINYMAOCH YACIO pek-
NaMHbIX KaneHgapein, pasgaBaembix 6ecrnnatHo.
HepocTaTku: O4eHb 4aCcTO B KaslleHOapsix XBaTtaeT MecTta
TOJIbKO HAa OgHY — TpuW 3anucu B AeHb. K TOMy Xe KaneH-
[apb NpuaymaH TONbKO AN CPOKOB, OH HE npeanonara-
eT JOCTaTOYHOro MecTa Asia 3anucu kakmx-nmbo gen, 3a-
OaHUA N T.M.

Beibop cpedcmB dna obneavenus ynpaBaeHus Bpemesem
npocmo ozpomMeH
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MpocToit exxegHEBHUK

EXXeoHEBHUKN, HAXOOALWMECS B HMXHEM AMana3oHe LeH
(okono 100 py6.), obnapatoT yxe 6onee pacluMpeHHbIMA
BO3MOXHOCTAMU. Cambil OELUEBbI eXeOHEBHUK UMEeT
KONbLEBON MEXAHU3M, C MOMOLLbIO KOTOPOro Bel moxe-
Te BCTaBATb W BblIHMMATb U3 HEro nUcThl. [Jata, npocTas-
JNIeHHas Ha KaxgoW cTpaHuue, a Takxke NNCTbl Ana camo-
KOHTPONSA MO3BONSAOT OCYLLECTBNAATL MJAHMPOBAHME Ha
OEeHb 1 Ha Heden, pacnpenensts CBOM Aena B COOTBET-
CTBUM C npuoputetTammn. Takxe B exenHeBHUKaxX AocTa-
TOYHO MecTa Ans 3aMeToK U NaMATOK.

MpenmyllecTBa: HM3Kasa LeHa, NPOCTOTa MPUMEHEHMUS,
MHOro MecTa OJis 3anucen 1 yxe rotoBble GraHkM Ons
JINCTOB CAMOKOHTPONS.

HepocTtatku: ona nonofHEHUS €XeQHEeBHUKA HA KOMbLAx
[OCTaTO4YHO CJIOXHO HanNTU NOAXOOAWMN «MPOAbIPSAB-
JIEHHBbIN» KaneHgapb unm 610K 3anacHbIX IMCTOB (Hanpu-
Mep, B OkTsbpe 1x ele HeT B npogaxe, B nekabpe oHu
yXe pacrnpojaHbl, a B ClieayoLem rogy, BO3MOXHO, BO-
obuie He BbHIMAYT B npogaxy). Becbma orpaHUYeHHBbIN
(a nHorpa Boobue oTcyTcTBYET) BIGOP G1aHKOB.

. mmﬂ HAYWHAETCR TOFAA, KOTA YeoBeK
ug MW [BBa-TPH NPEACTOAMUMX ACNA B AeHb
r, B ],anmnpye‘rero'mt,mﬁm

: m&nl npeAibiAyLiei FAaBe, i NAIOC YCTaHaBAWBaeT
mrlm Cponl Ans vaubonee BaKHbIX 3afay. m
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MnaHnpoBaHue BpeMeHU C MOMOLLbIO
npogeccuoHanbHbIX OpraHain3epos

JaHHoe cpeacTBo Ans niaHMpoBaHUSA BPEMEHN — ropas-
0o 6onee COBeEPLUEHHOE, MO3TOMY He 3PS ero HasbiBawT
opraHansepom. Kpome pasnunyHbliX kaneHgapewn (Ha-
npumep, Nno CTpaHuLe Ha AeHb WX Xe NO HeJene Ha
ABYX CTpaHuuax), B HUX COAepXaTCs Takxe cneumanb-
Hble pasfensl Ans noAaBefeHus UTOroB Mecsaua n roaa,
KOHTPOJNbHble Tabnnubl, MECTO OAS 3aMETOK, aJpecHas
KHUra M euwe uenbii psag nonesHom wuHdopmauum o
WKOJbHbIX KaHWKynax, pacCcTofHusax, tTapudax, mMexay-
HapOHbIX NpasgHuKax, 4acoBbIX noscax n T.4. B Heko-
TOPbIX Aaxe eCTb umTtatbl 1 $asbl yHbI.
MpodeccrnoHanbHble «NAaHUPOBLLMKN» BPEMEHU MOXHO
HalTM B Mara3uHax 1M xe 3akasaTb Ha BeCb opuc. Cto-
AT oHn okono 600 py6. OgHako Takylo BbICOKYIO LIEHY
NpPUAETCS 3annatutb ULWb NPY NEPBOMN MOKYMKe, TakK Kak
B nocneaywoowue rogbl Bam npuaetcs nokynaTtb SvLb
CMeHHble 6510kn. K ToMy xe Bbl nonyyaete He TONbKO Ka-
NeHAapb, HO TakXe pasnuyHbie 6/1aHkK, WabnoHsbl 1 cne-
uManbHble NPUHAANEXHOCTU (B HEKOTOPbLIE OpraHamn3eps.l
BXOJAT TaKXe KanbKynaTop, Habop nMHeekK, pyyka u T.M.).
[MpenmywiecTsa: OenCTBUTENBHO NPOQPECCMOHANBHOE pe-
LEeHWe, Npu 3TOM OHO XOPOLLO CUCTeEMATU3MPOBaHO. Or-
POMHOE KOIMYECTBO BCSAKOW BCNOMOraTesibHOM nHpopma-
UMK, agpecHas KHura, MecTo AN 3aMeTOK, pasfenbl Ans
noaBeneHns UTOroB Mecsua M rofaa; OrpOMHbIA BbIOOP
GyTNapoB pasnuyHbIX LUBETOB, Ppa3MepoB WU MaTepuasnos;
€CTb MECTO A NMUCbMEHHbLIX MPUHAONEXHOCTEN, BU3UT-
HbIX U KPEOUTHbIX KapToyek; 6naronaps LUBETHbIM pasae-
NINTENSM MOXHO N1Ierko CUCTEMATU3NPOBATL 3arnnCK.

6 1axas 8474



Nnasupylime ceou 3adavu u Bpemsa

m  Ecau gas gonrocpouHoro nnaswposakua B wcnonb-
mﬂx,mmmmmnocmnmyoueﬂnmmeonuo
NPeHMYLLECTBO OpraHai3epos: B KOMMEKT BXOAMT TaKoKe
yxe enpopsipsanensians Gymara dopmara Ad, noaxops-
wan ans npumepa noatomy But ¢ nerkocrsio mMoxere
NEPEHeCTH NeKTPOHHbIe p,aumae nAaKa fiHA U3 mtlmk
& Baw opranaisep. ; |
HenocTatku: gopor, 0cOBeHHO Npu NepBoM NpuobpeTe-
HMK. Vcnonb3oBaHue Toxe TpebyeT HeKOTOPLIX 3aTpar.
K HepocTtatkam opraHan3epa MOXHO Takxke OTHECTW Or -
POMHOE KONMYECTBO HEHYXHOW nHdOopmMaLumu, aat. K 1o-
My e Bam cTouT 60sbLumX TPYZAOB XOTS Obl pa3 B rof, Bo-
BpEeMsl NoaBeCTM UTOT MecsiLia.

- C nomowsio oprasaiisepa Bui cMoxere yenewso yn-
PABAATL CBOMM BPEMEHEM M A@NaMM, 2 TaloKe nonyuuTe
 BO3MOKHOCTH CHCTEMETHUECKH OPraHHIOBATE BCIO BaXK-
HYIO un¢opnasmo {Hanpumep, TenedonHbie. HoMmepa,
anpeca u 7.n.). Opranaiisep nomoxer BaM npuoﬁpecfu
YBEPEHHOCTS ¥ MeHbitie 3abbisaTs.

QHEKTpOHHbIe 3anMnCHbIe KHNXKU

B EBpone B nepsbie rofbl NOSBAEHUS 3/IEKTPOHHbLIX 3a-
MUCHBIX KHVXXEK CIyduncs nokynatensckuin 6ym. OpHa
TONbKO ¢upmMa Palm npogana csbille ABYX MUIUIMOHOB
3K3eMMApoB. Hapsaay ¢ «urpylikamu» U3 cynepmapke-
TOB, B NMPoJaxe Takke MMEIOTCS yXXe NoaepXaHHble ar-
naparbl. BepxHnii LEHOBON npenen OOCTUraeT WHoraa
TbiCA4M O0N1apoB. Kpome Hannumsa fat, anpecos, npea-
CTOSALUMX eN U 3aMETOK, MasieHbKM1E YHVBEPCaJIbHbIE MO-
MOLLHWKM 0BnagatoT «CnocoBHOCTLIO» YNpaBnsTh (B 3a-
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BMCUMMOCTM OT MOAenM u onuun) Bawen 3nekTpOHHON
NOYTOM, pacnucaHnemM TpaHCcnopTa, BaXHbIMU OOKYMEH-
Tamn, OHWM MOryT Aaxe XPaHUTb B MaMATW HECKOJIbKO
KHUT B 3/IEKTPOHHOM dopmaTte, npeseHTaumm, nepenasa-
eMble C NOMOLLbIO NMHGPaKpacHOro nopra cpasdy Ha npo-
€KTOp WKW 3KpaH MOHUTOPA, N MHOIO APYrux BeLlen.
JocTonHCTBa N HEAOCTaTKM 3NEKTPOHHbLIX OpraHan3epos
Mbl PACCMOTPUM HUXE.

Bymara wm anekTpoHuka?

Bbiio Bpems, korga opraHalisepbl 1 eXegHEeBHUKN SBIS-
JIMCb NpegMeTamMun KyibTa U UX, pasymeeTcs, genanv u3
KOXMn 1 6ymaru. Tem BpeMeEHEM MOSIBNISIETCS BCe OosbLue
cepebpsiHbIX OpraHan3epoB, CO3L4aHHbIX U3 XOJIOAHOrO
MeTania 1 noy4ymBLUNX Ha3BaHWE «KapMaHHbIA KOMIMbIO-
Tep». OAHAKO, HECMOTPS Ha TO Y4TO OHM CO3A4aHbl MO Mo-
ClegHeMy C/OBY TEXHWUKM, OHU MOAXOAAT [Aneko He
KaXZ0My, U B HEKOTOPbIX CNy4yasX UX MUCMbITAHHbIE Bpe-
MEHEM KOJUIErM OKa3biBaloTCs HaMHOro ynobHee. Llenb
3TOI rnaBbl — 3acTaBuUTb Bac 3apymatbes v BeibpaTtb Ans
cebsl TO, YTO NOAXOAMT MMEHHO Bam.

Kakumun pgocroumHcTBamu obGnagaiot
9JIEKTPOHHBbIE OpraHaiisepbi?

KapMaHHbIA KOMIMbIOTEP MO CBOUM pas3MepaMm MEHbLUE,
yem OOCTaTO4YHO MACCUBHbIN opraHam3ep. Ero rnasHoe
npevMyLLecTBo nepen 6ymaxHboiM «cobpaToM» — MOYTH
6e3rpaHnyHble BO3MOXHOCTU. CamMble ManeHbkre CoBpe-
MEeHHble MoJenu cogepxaT B cebe COTHM aapecoB U 3a-
NUCEn, C UX MOMOLLBLID MOXHO pacnjiaHMpoBaTb CBOIO
XW3Hb HA NATb NIET BNepes, YaTaTtb KHUTK, XPaHaLmnecs

6*
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B MamM{aTV B 3JIEKTPOHHOM dopmare, 1 aenatb MHOroe
opyroe.

C nx nomMoLLB0 Bbl MOXETE CUCTEMATM3NPOBATH BCIO WH-
dopmMaumio No npuHUMNY ee npeacrasneHus B Bawuem
KOMMbIOTEPE: HaNpUMep, 3anncarb B OTAESbHbIE Narkum
appeca, TenedoHbl, 3aa4n, CoObITUS, SNEKTPOHHbIE
nncoema, JoKyMeHThl B ¢popmarax Word n Excel, nakeTbl
haHHbiX PDF, npeseHTauuwn, co3gaHHele B PowerPoint.
OT10 3HauuT, 4TO KOrga Bbl 3aHOCUTE Kakme-TO Aathl
B Ball kapMaHHbIM KOMMBIOTEP WK Xe «MepeTacknsae-
Te» UX u3 0bblkHoBeHHOro MK, To moxete Oo6GaBuTb
K HAM Kakue-HMOYab AOMOSHUTESbHBIE JAHHbIE.

Kpome Toro, kapmaHHbIi KOMMbIOTEP 0ONaaaeT crneayto-
LMW NPENMYLLLECTBAMN.

®  Bbl kaxgplh pa3 MOXeTe CTUpaTb, MEHSTb, 40MO0JI-
HATb WM JaXe NOSIHOCTBIO MEePENnMChIBATL 3aHECEH-
Hylo MH$popMaumio. Ha Bymare xe Bce UCTpaBnieHV st
04€eHb ObICTPO CTAHOBATCH HESACHBLIMMU.

®  OH OT/IMYHO MOAXOOWT AfS MPOCTOr0O U €XEAHEBHO-
ro obecneyeHnss 6€30MacHOCTN AaHHbIX (MM X KO-
nui).

= Bcio MHpopmMaumio MOXHO 3aKOAMPOBATb.

m BO3MOXHO HECKONbKO BapUaHTOB COPTUPOBKU WH-
dopmaumm: b NPY NOMOLLM OAHOMo Knka Bbl
MOXETE BbICTPOUTL CBOU 33aH1S U Aefia B COOTBET-
CTBUM C NMPUOPUTETAMW WM XE APYTMMU KaTeropus-
MU (HanprMep, MIAHOM Wi XXU3HEHHBIMU PONSIMU),
a BpeMsi OT BPEMEHM PACCOPTMPOBLIBATL MX MO AATE.

m KapmaHHble koMnbloTepbl 061a4at0T pasHbIMU CUC-
TemMamu noucka. Hanpumep, MOXHO nckatb MHGOP-
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MauMio Mo TemaMm (BCTPe4u, Has3HaYeHHble Ha 3Ty
HeOento; BCTpeun ¢ r-Hom Menepom; BCTpeun no
noeofy npoekta A).

E  Bbl MOXeTE 0OBEOVHUTLCA B OOHY CETb KapMaHHbIX
KOMMbIOTEPOB C Bawwmmm konneramm (310 NO3BOAUT
NNaHMPOBaTb COBMECTHbIE BCTPEYN, 0ONENT MONCK
CcBOOOAHOMO BPEMEHW B kanenaape Bawwx konner,
06ner4ynT COBMECTHYIO paboTy Haf, AOKYMEHTaMM).

B Bbl MOXETE 0ObEANHATL CaMyIO PA3/INYHYIO NHDOP-
Maumio.

Mpumep

Hekunit MmeHemxep no paboTe C KIMEHTaMK1, UMEIOLLMIA KapmaH-
HbIlA KOMMBIOTEP, Y3HAET KNMEHTA N0 HOMEPY BXOAALLIErO 3BOH-
Ka, OTKPbIBAET NOAXOASLLYIO Narnky ¢ TenedoHaMm 1 UMeHaMN,
a Takke ¢ain ¢ NocneaHNM A0roBOPOM, 3aKIOHEHHBIM MeXay
3TUM KITMEHTOM 1 GUPMOWN, N HAXOAUT B 3aMUCHON KHUXXKE CBOU
MOMETKM MO NOBOAY NPEACTOSALLEr0 Pas3roBopa.

HepocTaTKku 351€eKTPOHHbIX OpraHan3epoB

B JlocTaToOYHO BbICOKas LEHa (KaneHgaps XBaTuT Ha
BCIO Ballly OCTaBLLYIOCS XXM3Hb, HO HA MPaKTUKE Kax-
Dbl BNiafeneL, kKapMaHHOro KOMIMbIOTepa MeHSIET ero
B CpedHeM O[IMH pas3 B ABa-TpU roaa, Aaxe ecnm 06-
paLLIANCA C HUM BCE 3TO BPeMsl 04eHb BEpPEXHO).

®  Heobxoammbl 6aTapernkmn, MHOropa3oBble akKyMyJisi-
TOPbI N po3eTKa.

®  Cratuctuka: B OO0 MOMEHT MOXET CIy4UTLCS Bpe-
MEHHbI W AONTOCPOYHBIN BbIXOM, U3 CTPOS, K TOMY
Xe Cepbe3Hble NOJIOMKW BrOJHE BEPOSTHLI pa3 B ABa
roga.

85
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Mnaupydime ceou 3adayu U Bpema

BBon OaHHbIX TpebyeT MOBLILLEHHONO BHUMAHUSA
(Oaxe OonbITHbIE MOML30BATENM KAPMAHHBIX KOM-
MbIOTEPOB MPU3HAIOT, YTO BHOCWUTb Kakme-nmbo
NMOMETKN Npu TeniepOHHOM PA3roBOPE WM XE Npu
nnyHOM Gecene, Kak Mbl MPUVBLIKAM 3TO OeNaTb Ha
Oymare, BeCbMa HEYA0OHO 1 YTOMUTENBHO).
>KecTkas CTpykTypa Nporpamm.

MpenmyuwiecTea 6ymaxHbiX OpraHaii3epoB

X0opoLUO 3HAaKOMOE HaM CPEACTBO, He TPebyeTCs HU-
KaKoro npeasapuTensHOr0 00y4eHns.

MoxxHO 6e30 BCSKOro Tpyaa 1 B 1toboe MecTo BCTaB-
NIATb KAPTUMHKUN, HABPOCKW, IIOCTPALMN.

Jlyqwmin 0630p (BO3MOXHOCTb ObICTPO PA3NIOXUTh
nepen cobOM HECKONbKO CTPaHWUL, WM MaHOB
cpasy).

Bo3moxHa BCTaBka NOMETOK B NlOOOM MeCTe.

Bbl MOXeTe pacnoniarate CTpaHWLbl KaneHaaps Tak,
kak Bam yooGHO (Hanpvmep, BCTaBUTb pasfen C Te-
NedOHHbIMY 3BOHKaMU B M1aH OHS).

«PagymHasi CTpyKTypa», MHCTUHKTMBHO pacronara-
foLLIas MO MOPSIAKY BCe KIoYeBble 3aMeTkU. B anek-
TPOHHOM BapuaHTe Bbl OOMKHBLI pacnonarare WH-
¢dopmaumio B CTPOro 3aaHHOM JIMHENHOM MOPSIAKE.
Ha 6ymare xe Bbl MoXeTe opraHn3oBaTb CBO TEKCT
Tak, Kak 3ax0TuTe, KPOMe TOro, HEKOTOPbIE BELLN
MOXHO pa3fenunTb rpapuyeckn (Hanpumep, ceene-
HVS1 O KOHTaKTax MOXHO Pa3MECTUTb B BEPXHEM Mpa-
BOM YIJ1y, TO, 4TO HY>KHO CAeNnaTb, — B NPaBOM HUX-
HEM yriy, cneBa — Kpatkue 3aMeTku, a nocepeam-
HEe — TPW KITIOYEBBIX BbICKa3biBaHWA). Kak yxxe Obino
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CKasaHo BbilLe, NMpu Becene MOXHO AenaTtb KpaTkue
nomMeTkn Ha Gymare uim xe nNpPoCTO YTO-TO AOMUCHI-
BaTb; MpoAenbiBaTb NoAOOHOE HA KAPMaHHOM KOM-
nbtoTEPE ropa3ao CloxHee.

HepocTtaTkmn 6ymaXxHbIX opraHai3aepos

® B GONMbLUMHCTBE C/y4aeB OOBOJSILHO CIIOXHO MEHSITb
yXe 3anmcaHHyto nHdpopmaumio.

B CnoxHo obecrneynTtb 6e30MacHOCTb XpaHeHUs OaH-
HbIX. VX NOTEpsi MOXET NPUBECTU K KaTtacTpode.

®  CnoxHo 3apaHee yrnpaBnsiTb KakKMMu-nmbo cpokamm.,
Becbma 3aTpyaHUTENBHO COMOCTaBATb MHMOPMA-
LMIO C AaHHBIMW KaKOM-TMOO 9NEKTPOHHOM CUCTEMBI.

HainpuTe cBoIO «CUCTEeMy» ynpaBneHus
BpeMeHeM

Kaxxapli MoCTynaeT ¢ AOKYMEHTaMu, MAaHMPOBAHMEM,
YCTaHOBKOW CPOKOB 1 3aMeTkamu no-ceoemy. Bcnomora-
TeSbHbIA <MHCTPYMEHT» OOJIKEH CNyXuTb Bam, a He npe-
BpaLLaTh Bac B paba. Monb3yntech kako-H1Mbyab 0aHOM
rMaBHOW «CUCTEMOW», a eCnu MOYYBCTBYeTe Heobxoam-
MOCTb, TO MOXETE B35ITb B JIONOJIHEHWE K HEN OPYryto.
ExenHeBHMK, B KOTOPOM Bbl Aenaete kpaTtkmue NOMeTKM,
PUCYHKWN 1 HeOOMbLLINE HAOPOCKM BO Bpemst TenedoHHO-
ro pas3roBopa M B KOTOPbIA BKNaObIBAETE Pa3nNyHbIe
NPOCNEKTbl N «PeKNaMKM», MOXET ObITb OT/IMYHBIM [0~
MONHEHMEM K KapMaHHOMY KOMMbIOTEPY.

Ecrm xe Bbl He npencTaensieTe CBOO XM3Hb Oe3 anek-
TPOHMKMK, HO MPU 3TOM B TEYEHME MHOIUX JIET OT/INYHO
CMpaBnsINCh C «GyMakHbIMM CUCTEMaMK», TO, BO3MOX-
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HO, Hany4yWyM OOMNONHEHNEM K HUM CTaHET 3N1eKTPOH-
Hbli OpraHansep, KOTopbli Bbl cMOXeTe ncnonb3oBatb
KaK afpecHY0 KHUTY.

KoHTponbHass TaGnuua: AprymMeHTbl B MNOJb3y Bbl-
GpaHHoro Bamu cpepcTtBa ons nnaHMpoBaHuUs Bpe-
MeHU

WcnuiToigaete nv Boi 3aTpyaHenus npu pabote ¢ KOMNBIOTEPOM WAH
APYrOW 3NeKTPOHHOM TEeXHHKOH, HECMOTPA Ha TO YTO YIKe OCTaToY-
HO YacTo WMenw ¢ eit geno? Ecau aa, 1o Torpa obbikHoeeHHbiH By-
MaXKHbIH EXeHEBHUK AO/IKEH CTaTh BalikM rnasHbiM NOMOLLHWKOM

Bbl uacto u MHoro paboTaete 3a xomnbiotepom (Outiook w gpyrwe
CepBHCHbie nporpammel)? 370 apryMeHT B NOAL3Y 3NeKTPOHHOTO Op-
raHaiaepa

Hackonsko BaHo ans Bac conoctaeneHne faHHbix H 06MeH HMKM
¢ Konneramu?

Kakylio cHCTeMy yNpaBneHus BpeMeHem Henonb3ayloT Baww konnern
WK NaPTHEPbI (3T0 BaXKHO AN BIAMMONOMOLLM, 0DMeHa HHdopMa-
LHeH, ONbITOM, AN1A KOPNOPATHBHOMN MABHTHYHOCTH)?

Kaxyio ponb urpaet gns Bac nnaHuposuwivK BpeMeny npu obuienmn
¢ knuenTamu? He oirnaaut nu eBymaras caHWwKoM ycrapesiuei?
He kaxetca M OKpYKaioWwmuM, 4To Bbi ¢3aUrpanichs co CBOMM Kap-
MaHHbIM KoMAbloTepoM? He MOXET /M Y KIMEHTOB CIONMTLCA Bne-
YaTNIEHKE, YTO OHH HaxoAsTcs nof Bawwm cTporum KoHTponem?




MnaHnpynTe cBol pabouui AeHb

MOTOK AOKYMEHTOB U 3NEKTPOHHbIX MUCEM
HEeYMONMMO YBeNn4YnBaeTcs, TenedoHHble
3BOHKW W NeperoBopbl 3anosHAOT HaLLK
paboune OyaoHu. He oTyamBanTecnb, y HaC
€CTb YayHblil peuenT Toro, kak 3aHOBO
npucTynuTb K paboTe.



NagHupyiime ceoli paGoquii dews

Bopb0a ¢ «noXxuparensaMmn» BpeMeHU

3aecb Mbl nomoxem Bam pacnosHaTb «BOpa» Bawero
BPEMEHU, BbIgABUTb NMPUYNHbI, MeLllaoLline Bam cocpepno-
TOYNTLCA Ha pa60Te, n AagM HEeCKOJIbKO BaXHbIX COBE-
TOB, KaK CO BCEM 3TMM 6OpOThCH.

Ono3HalTe «noxupartens» Bawero BpemeHn
MpocMoTpuUTE NPUBEOEHHYID HUXe Tabnuuy. Her nu
B HE MOTeHuManbHOro «Bopa» Bawero BpemeHn?

KoHTponbHaga Tabnuua: Kro (uwnu 4to} oTHMMaeT
y Bac Bpemsa?

B Y Bac HeT Hu uenen, HH NPHOPHTETOB

B  Bbi He cocTasnnete Ana cebs HUKAKMX NAAHOB Ha feHb/ He-
neno /mecay

B Bbi nbiTaeTecs cAENaTh CAWWKOM MHOTO M CPasy

B Bol TpaTMTE CNMWUKOM MHOTO BPEMEHH Ha OXMAAHHE WAK
NOATOTOBKY

Bbl 4aCTO CTaNKHBABTECH C OTCYTCTBHEM KaKOro-AHBO cTUMy-
na v c bespaanuuuem K sbinonHsemoi Bamu paborte

Bam cTouT orpomHoro TpyAa ckalate «HeT»

Bbl 4acTo He MOXKeTe QOBECTH AENo A0 KOHuA

Boi Anoxoi cnyiuarens, MHOroe NponeTaeT MUMO Balumx yiwei

Boi Bcerga xotHTe BCe 3HaTh

Bam npucyle WanuwHee cTpemMieHHe K COBepLUEeHCTBY

Bam camwkom yacto NPHXOOLHTCA paﬁOTaTb C KHNnaMH 6)"—
Mar 1 KOppecnoHgeHLU1e

Y Bac nnoxo opraHW3oBsaH apx1B JOKYMEHTOB

Bb! He MOXETE HNU He XOTHTE NepeaasaTb ¢8oH obAzaHHoC-
TH OKPYAIOLLUM

B  Bu He nonyyaete gOCTaTONHON WH(POPMALIMK




Bopefia c ¢NOXUPAMENAMUYS BPEMEHU an

OkoHvaHue Tabnuubi

B Bam NPHXOOAWTCA CTHLWKOM YacTo CHOETD Ha GECHDHEJHhIX,
ONMHTENbHbIX H NNOX0 NOAroTOBRNEHHbIX NEeperosopax

B  Bbivacro NpHHKWMaeTe yJacTHe B CNNeTHAX W pasrosopax
C Konneramu

B Bbi (MM de OKpyXaloLLiHe) 4acTo HeNpasuIbHO PacCUHTbI-
Baere spems, Heobxogumoe Ans sbinonHeHns Bawmux sa-
nay v obasaxHocTel

B Bbi xoTHTe Cpaay sce ycneTb M BO BCEM NPHHATDL YYacTHe

Boi TpaTuTe croe gparoueHHoe BpeMs Ha «BOWHY» C Tex-
HWKOW, B KOTOpOK Bbi HHuero He noHumaete. Bam He xsa-
TaeT HEODXCAMMBIX 3HaHMH OPITEXHHKK

B Bu ewe HH pasy He NPUHUMANK YYACTHA B CEMHHapax no
ynpasneHuio cobcTaeHHbIM BpeMeHeM

Bbl JomKHBI onpenenvTs «noxuparens» Baiiero Bpe-
MEHV M Ha4aTb C HUM LieneHanpasneHHylo BonHy. Haii-
oyte cnocob opepxatb Hag, HUM nobeny. PasnenbiBaii-
TECb C ATUMM «BOpPaMm» Mo o4epeam 1 C NOMOLLBIO KOH-
KPETHbIX LIenen.

Kak cokpatutb 4ncno oteneKaiowumx Bac
OT paboTbl 1 Mewalowmx Bam ¢pakTropor?

Onpenenntb, 4YTO UMEHHO OTB/IeKaeT Bac ot paboThl,
— MPOCTO HEOOXOAMMO AJ1S YCHELIHOIrO BbIMNOJIHEHUS
3agaHnin 1 JocTmkeHus uenen. Hwxecnepyiowye
coBeTbl NomMoryT Bam B TOM cnyyae, ecnn Bac 4acTto
OTBIEKAIOT OKpYyXatoLme.

CoBeTbl Ang pykoBoaurteneun

B [lpy nNpoBedeHUM MeperoBOpoB Bcerda creayite
npuopuTeTam, YToObl HE TPATUTL OCHOBHOE BPEMS Ha



NnaHupyiime ceol paboyuil deHb

06CyX[eHE ManoBaXxHbIX BeLLER, UM MOXHO yae-
JINTb HEOOJIbLLOE BHMMaHWE NULLIb B KOHLLE.
Onpepenute ans ceba Bpemsi, B KOTopoe Bbl cBoO-
60HbI 4151 NEePEeroBopoB..

Yuntech ynpaenaTb B BUAE UCKIIOYEHNS. DTO 3HAYNT,
4yTO Bawm COTPYyAHMKM A0MXKHbBI 4ENCTBOBATL B HEKO-
TOPOW CTENEHM CaMOCTOATENbHO, @ Bbl AOMXHBI MPO-
SIBNSATb aKTMBHOCTb (Hanmpumep, gaBaTb COBET, OKa-
3blBaTb MOMOLb MM AaBaTb YKa3aHWs) Nullib B TOM
crlyyae, KOrga 4to-To He NaanTcs Uan Xe BbIOMBaAET-
Cs M3 HaMe4yeHHoro nnaHa. B octanbHOM Xxe Bl
OOXHBbI orpaxaaTb cebs oT 6yAHUYHOW PYTUHBI.
3aHecuTe CpoOKM, CBHA3AHHbIE CO CTPATErMYeCKMMMU
3agadamMm B nnaH Bawero gHA (CM. «Tuxmin 4ac»,
c. 60).

CoBeTbl AN COTPYAHUKOB

OuyeHb YacTo HaMm He ypaeTcs usbexatb nomex B paboTe,
HO He Hapo cpaeaTbes. Kak MOXHO GbicTpee pacnpaBb-
Tecb C Nnomeluaslm Bam noenom, a He TO npupgeTca no-
TPATUTb MHOIO BpeMeHn Ha TOo, yTOObLI CHOBA BEPHYTbCA
K paboTe.

N3berainTe (onTeNbHbLIX) NEpPepbIBOB.

ByabTte 4ecTHbl. ECnn Bbl AENCTBUTENBHO 3aHATHI, TO
NpsIMO ckaxuTte 06 3TOM MOMeLlaBLIeEMyY (UM nome-
wasLweii) Bam. Bbl MoxeTe BronHe apyXentobHo Ha-
MekHyTb 06 3TOM UM MONPOCUTb MOHATb Bac: «MHe
OYEHb Xallb, HO Cenyac y MeHs nNpoCTo aBpan. IToT
noknag fAoJkeH OblTb FOTOB K CEroAHsLLUHEMY BeYe-
py. Tbl Xe 3Haelb, Kak 3TO ObIBAET...».



Eﬂﬂbﬁﬂ C ENOXUpaMENAMUY BPEMEHU

Mpennoxute nepeHecT pPas3roBop Ha Gonee ynoo6-
Hoe ansi Bac Bpemsi.

Korpoa Bac 6ecnokosT kiveHThl, Bbl, pasymeetcs,
MPOCTO HE MOXETE WX MPOUrHOPMPOBaThb. B 3TOM Chy-
yae BbISICHATE, AENCTBATENBHO N Bbl TOT, € KEM UM
HeobXoaMMOo NeperoBopuTb.

BoT 0fiMH XMTPBIA CNOCO6 COKPaTUTL KOIMYECTBO MO-
Mex B paboTe: Bcerga BCTapaiTe U uamte HaBCTpeyy
HeoXuaaHHbIM noceTuTenam. [pocneaute, 4TOOLI
B6/M3n Bawero paboyero crosia He CTOs1I0 HA OfAHO-
ro cryna.

Ecnm Bbl BOPYr CTONKHYNUCH € ntobutenem nobon-
TaTb WM Xe OH NPOCTO CUAMT 3a coceaHuM ¢ Bamm
pabo4nm CTOSIOM, TO B 3TOM Crlydae GbiBaeT kpaii-
He CNOXHO 136exaTb UM COKPaTUTb YUCO HEHYX-
HbIX Pa3roBOPOB. J10roBOpmUTECH C KOMSIEramm O Ka-
KOM-TO OOLLEM curHane, 4tobbl B KPUTUHECKMIA MO-
MEHT OHW CMOIN «MPUATK Bam Ha NOMOLLIb>.
Cokpatunte BCe SMYHbIE KOHTaKTbl ¢ 6onTyHamu. [axe
KOHTaKT r1a3 SBNSETCS MPUITIALLEHVEM MEPEKNHYTHCS
napoii CNoB.

Bcerpa nepxute agepb 3akpbiTon. Ecim xe Bbl
pabotaete B 6onblLuoM 00LemM oduce, TO NPOCTO
MOCTaBbTE KaKON-HMOYOb LIBETOK Mexay coboin u
CBOMMM KOJieramu, Takum oo6pas3om Bbl «0Tropoam-
Te» CBOE JINYHOE MPOCTPAHCTBO.

MNepectaBbTe Mebesb Ha CBOEM paboyeM MecTe Tak,
4yTOObI HE CUAETHL JIMLIOM K MPOXOAY Wi ABEPW.
Mpuoymaiite BMecTe ¢ Bawmmm konneramu Kakowm-
HMOYb 3HAK, FOBOPSILLWIA O TOM, YTO B J@HHbIA MO-




NMaarupyame cBoi pabodui dexp

MeHT Bac He cnepyet 6ecrnokouTb (Hanpumep, 3TO
MOXeT OblTb Tabnnyka uam Xxe NpocTO MNepeBepHy-
Tasg BHW3 ro/I0BOW MIOLIEBAA UTrpyLUKa).
PacnnaHupynte CBOM «TUXUI Yac».

Ona ocobGeHHO BaxHbIX Oen, Tpebywouwux oT Bac
MOJIHOM OTAA4YM M KOHUEHTpaLUMn BHUMAHUSA, UCMNOJb-
3yiTe cBOOGOAHbIE KOMHAThI, Hanpumep Bbl MoxeTe
nepenTn Ha BPeEMsl B KOMHATy NneperoBopos, B 6u6-
JINOTEKY UNN Xe MPOCTO B KAOUHET KoNsiern, Haxoas-
Lerocs B AaHHbIA MOMEHT B OTIYCKE.

Ecnm Bam HyXHO 4TO-TO 06CYyauTh, TO cnepsa ObICT-
po nporoBopuTe 310 Npo cebs. Cpasy xe nepexoam-
Te K rnaBHOMy v OyabTe NocnenoBaTesbHbI.

Ecnm xe Bac Bce-TakM oTOpBanvM Mo Kakon-nn6o
npuynHe ot paboTel, TO, Kak ToNbko Bam ypnactcs oc-
BOGOAMTLCH, Cpady Xe npucTynante K CBouUM 006s-
3aHHOCTSM.

e e
s



Bopblia ¢ ¢NOXUPAMENAMUD BPEMEHU

Kak npeoponeTtb ceds n cnpaButbCs
C «OTCpO4YKamMun»?

YacTto cnyqaeTcs Tak, 4TO YenoBek OTKiaablBaeT NpPUHATUE
PELUEHWIA UM BbINONHEHWE KakuxX-nnbo 3a4aHuii Ha He-
CKOJNbKO HEN, a nHorga v Hepenb Bnepesd. B onpenenex-
Hblil MOMEHT 3TV HEBbLIMNOJIHEHHbIE Aena NepexoanT B pas-
Jen «ropsawmx», N Ha HUX NPUXOAMTCH TPaTUTb Maccy Cui
N BPEMEHW, HE FOBOPS YX O CTpeccax, Nnpu 3TOM KayecTBO
BbIMNOJIHEHUSA MOXET 0Ka3aTbCs ropasfo HUMXE, YEM B TOM
cnyyae, koraa Bce 6bi10 6bl CAeNaHO BOBPEMS.

Mopob6HbIE «OTCPOYKM» MOXHO OOBACHUTbL TPEMS T[JiaB-
HbIMW MPUYNHAMN.

B Mb nzberaeMm ManionpuaTHbIX BeWe U ropasno
OXOTHEE 3aHMMaeMCs NMycTaKamu.
Mbl co3HaTenbHO M3beraem CnoXHbIX Oe.

® Mol n3beraem 3agay, TPeOYOLMX OT HAC CIIOXHBIX pe-
LIEHWNIA.

B 60/IbLUIMHCTBE CNyYaeB MMEHHO 3TU HEMPUSATHbLIE, TPYA-

Hble iena U CNIOXHbIe PELLEHUs Kak pas 1 ABASIOTCS KIt0-
Yyamu K Hallemy ycrnexy.

YnpaxHeHune

E [IpoBeguTe aHann3 U BbIACHUTE: Kakne MMEHHO aena
Bbl cTapaeTtecb oTnoxuTb? Kakne mepbl Bbl MOXeTe npu-
HATb NPOTUB 3TOrO 1 kKoraa?




Nagnupyiame ceod paboyuil deHs

Mpupymainte ons cebs npaBuso, cregys KOTOPOMY

Bbl cMOXeTe CnpaBnTbCA C «OTCPOUYKaAMU».

Boputecb CO CBOMMM «OTCPOYKAMMU»

Hukoraa He OTKNaAbIBaNTE BbINOJHEHNE HEMPUATHLIX Oe.
CrnoxHble 3a4a4v TOXe He CTaHyT OT 9TOro jierye. I1mm
Bbl TO/IBKO pUCKyeTe NoTepsiTb 340P0BLE U MOCTPaaaTh OT
CTPECCOB.

BuisicHiTe onst cebsi, noyemy gaHHast Bels Bam He Hpa-
BUTCS.

PewTtecb HakoHel NpUGErHyTb K caMOAUCLMUMIMHE
N He OeicTBoBaTb 6OMblUe MO MPUHUMMY «HPABUT-
cs — He HpaButcs». [Monpobylite HaliTn ana cebs
CTUMYN: ecniv, HanpuMep, Bbl HakoHeu-To pewmnTech
MOCBATUTbL Y4aCc CKy4HOMY, OABHO OTKNAaZblBaeMOMY
COCTaBJfIEHMIO OTHETa MO KOMaHAMPOBOYHLIM PaCXO0-
[aM 3a MPOLW/bIA Mecsl, TO ABYMS OHAMWU MO3Xe
y Bac Ha cuety 6ynet Ha 500 gonnapos 6onblie —
KTO elle MOXET MOXBacTaTbCA CTOJIb BbICOKOW «MO-
4acoBOW» OMnNaTon?

MooymaiTe: Bbl cMoXxeTe n3baBuTbCsA OT OENCTBYIO-
wmx Bam Ha HepBbl, CKY4YHbIX, HO NPWX 3TOM COBEP-
LLIEHHO Heo6XoAuMBbIX Oen Nullb Torga, Koraa pac-
NPaBUTECH C HUMM.

OCO3HaHHO NNaHVpyNTe Kaxabl cnegylowmi war. He
TepsriTe U3 By CBOIO Lenb. Hanpumep, korga Bel, non-



Eim
Bopb{ia C ENOXKUPAMENAMU® BPEMEHU

HOCTbIO U3HYPEHHLIN XapOoW, yXe Lesbli Hac MeaJIEHHO
TawmTeck B Nnpobke 1 Bapyr Buamte tTabnuyky «Ctpou-
TENbHbIA y4acTOK 2 KM», TO 3Ta HAOMMCb 3aCTaBnsieT
Bac nprnoboaputbes: Tenepb Bbl 3HaeTe npuyrHy npo-
WCXOOALLEro U NOHMMAETE, YTO, KaK TOJIbKO Bbl MuHye-
Te 9TOT y4acCToK, ABWXEHWEe HanaguTtcsa. Bawa uenb —
9T0 Ta xe camas Tabnuyka. OHa fomkHa 6biTb onis Bac
«CBETOM B KOHLIE TyHHENs» 1 obneryatb Bam BbinosHe-
HME CNOXHbIX M HENPUATHBIX Oer.

= BosHarpaguTte camu cebs nocne BbIMOJIHEHNS KaKo-
ro-HMbyab HEMPUSATHOIO 3a4aHNUS.

Takxe Bbl gonxHbl 3aaatb cebe crnepyioliMe BONpPOCHI.

®  Vcnonb3yeTe nu Bbl kakve-HMbyab Apyrue BaxHble
06513aHHOCTM U Oefla B KayecTBe CamMoornpaBhaHus
nNpu yKNOHEHUN OT MEHee NPUATHbIX Aen?

® Bo03MOXHO, y Bac ecTb HekoTopoe npeaybexaeHue
OTHOCUTENILHO MepenopyyYyeHnss ob6si3aHHOCTEN KOoJI-
neram?

®  Bo3MOXHO, Bbl 4epecyyp CUIbHO CTPEMUTECH K CO-
BEPLUEHCTBY?

B BeposaTHO, Bbl He 3HaeTe, Kak NPUCTYNNTb K HOBOMY
HEMPUATHOMY UM CIIOXHOMY Aeny?

=  Bo03MOXHO, Bam kaxeTcs, 4To kakme-1o nobumbie
nena 6bicTpee npveeayT Bac k ynoBneTBopeHuio?

Paspab6oTaitTe cBOIO cTpatervio B 60pbbe ¢ «0TCpoUka-
Mu». ECnn nocne npoyYTeHns BCEro BbileCKa3aHHOro Bebl
MOYYBCTBOBANIM CUJIbHYIO HEO0OX0OMMOCTb MPUCTYNUTb
K OencTemio, TO nogymanmTe, He 3anucaTtbCca nm Bam Ha
TPEHWHT.

T saxas 8474



m Naavupyime csold pabouud dens

Kak adpdeKkTnBHO npoBOaUTDb
BCTPEYU N BeCTu TenedoHHbIe
neperosopbI?

MbI TPATUM OFPOMHYIO0 YaCTb HaLLEro BpeMEHN Ha TenedoH-
Hble 3BOHKM U neperoBopbl. C MOMOLLLIO NPUBEOEHHBIX
3[eCb HEKOTOPbLIX MPaBWi W MIAHUPOBAHUA Mbl CMOXEM
CMpaBfATbC C HAMK €CNIN U He BbICTPEE, TO YX TOYHO ro-
pasfo ycnewuHee.

CoBeTbl N0 NpoBeaeHnio TenedoHHbIX
neperoBoposB

Mpexae Bcero Bam He0GX0AMMO Bbly4MTL BCE DYHKLMN
Bawero TenedoHa: nepesos, 3BOHKOB, OECLUYMHbIA pe-
XM, ObICTPbI HAOOP HOMEpPa, NOBTOP Habopa Homepa,
CMMCOK MOCTYMUBLLUMX 3BOHKOB, aBTOOTBETYUK, MPOMKAs
CBS13b 1 T.M. — 3TN ONLMM BECbMA MOJIE3HbI U UCTIbITAHBI.

Ecnn Bam npuxogmtca 4acTtO 3BOHUTb U MPUHMMATH
3BOHKW, TO, O4€BMOHO, Bam o4veHb npurogurcsa onpe-
Jenvitens HoMepa M CUHXpoHm3auusa ero ¢ K. Ha-
npumep, Bbl MOXETe YyCTaHOBUTL HA CBOEM KOMIMbIOTEPE
crneumasibHylo nporpamMMy, Tak HasblBaemblin Adress-
manager, OTKPbIBAIOWMIACS OOHVM LUEMYKOM MbILLbHO.
Mpy BxOOALLEM 3BOHKE aBTOMATUHECKM OTKPLIBAETCS
Adressmanager, KoTopblili BbIBUPAET 13 CNMCKA HYXXHbINA
Bam HOmMep BMeCTe C NMOMETKaMU O 3BOHSLLEM W Lienn
pasrosopa.

C noMOLLBI0 FPOMKOV CBA3W, NAPaIENbHON INHAN U T.M.

Bawm konnern Toxe CMOryT MpUHSATbL y4acTve B pas-
roBope.



Kak 3pekmusHo nposodums Bcmpeyt U BECMU meNedoHHbIE Nepezoaops?
G

Kak c3kOHOMUTb BpemMs npu 3BOHKaXx
no tenedoHy?

m  Pacnpepenute TenedoHHble 3BOHKM MO rpynnam
N npucTynarite K HAM no ovepean. CocTaeeTe cebe
nnaH TenedOHHbIX 3BOHKOB.

m [penBapuTtenbHo coenaite ons ceds kpaTtkue Mo-
METKM, 3anuLInTe KIIIOYEBLIE CNIOBA, HaMeTbTE BO-
NPOCbI M LenM NPeacTosawero pasrosopa. NMogymanm-
Te 00 aprymeHTax, KoTopble Bbl J0/KHbI MPUBECTY,
00 anbTepHATVBHBIX M KOMIMPOMMUCCHBIX PELLEHVSIX,
0 TOM, KaKne apryMeHTbl MOXET MPUBECTM NapTHEP.
MoaroTtoBbTE OOKYMEHTbI, KOTOPLIE MOryT Bam noHa-
[obuTLCA B XO4E pasroBopa.

m [lpexge 4em HayaTb pPasroBOp, NPEACTaBbTECH
M KpaTKo uanoxure uenb Bawero 3soHka. Eciv Bol
B TEYEHME HECKOJIbKMX MUHYT Oyaete manaraTb CBOM
npobnemMbl «He Mo agpecy», TO MOMycTy NoTpatuTte
CBOE U1 YyXXO€ BPEMSI.

= Ecnv Bam npepcrount gonrnin pasroBop, TO MOWH-
TepecymTecb crnepsa, pacnofiaraeT v BPEMEHEM
Baw cobecenHuk.

m [lenas kpatkue 3amMeTKn Mo Xxo4y pasrosopa, Bbl 13-
6aBuTE CEOS OT MYYUTENBHOM HENMOBKOCTU MPK nepe-
crpaLwmBaHin 1 OT NOBTOPOB. («Tak, Koraa, 3HauuT,
OymeT arta BCTpeya?»)

= 3anuwuTe BCE pe3ynbtatbl U BbIBOObI, CAEJlaHHbIe
nocJie 3Toro pasrosopa.

'l,h'f



naaHupyiame ceod paGoyui dens

® BynbTe kpaTku U ymenTe GbICTPO 3aKOHYMTbL pasro-
Bop. Mpu aTtom O6yabTe MakCUManbHO BEXJIUBHI.
B koHue nogsBeauTe UTOrM pasrosopa — 3TO Takxe
nomoxet Bam 3anoMHUTL camMoe BaxHoe.

®  Ecnm xe Bbl nonanu Ha aBTOOTBETYMK, TO OyabTe npe-
nenbHo kpatku. loBTOpMTE CBOM HOMEP €ele pas.
Ecnm xe Bbl HEe x0TuTe OCTaBNsATb roJIoCOBOE CO00-
LLleHMe, TO noBecbTe TPYOKYy A0 TOro, Kak YCbllnTe
ryaok.

®  Ecnu Bbl 3B80HUTE CaMu, ecniv cniewuinTe, To nsberaiite
N06bIX NOCTOPOHHUX pa3roBopoB. C NOMOLLbI0 NPo-:
cToro Bonpoca «4em mory OblTb nosie3eH?». Bbl Ha-
npamMmylo nepengete K geny. Ecnu xe TenedoHHbIR
pasroBop 4JNTCA CANLWIKOM [0Jro unn Bbl o4yeHb 3a-
HATbl, TO MOXeTe, N3BMHUBLUUCH, NpepBaTb Pa3rosop
1 nonpocuTtb cobeceHnka Nepe3BoOHNTD.

OTpbixalite oT TenedoHa

Bbigennute cebe HECKOJIbKO 4acoB TULIKUHLI. lMonpocute
CBOEro Koslery B3sTb Ha cebs noctynawolme Bam 3BOH-
KW, a 4epe3 HEeKOTopOoe BPEMS NMOMEHANTECL C HUM MeC-
Tamu. AKTUBUPYNTE Ha Bawem aBTOOTBETYMKE DYHKLUIO
NPOCNyLLMBaHUA, C ee NoMoLbio Bbl MoXeTe npocaywmn-
BaTb BXOASLLUME 3BOHKM, HE OTPbLIBAsACb OT PaboThl, 1 NOA-
X0ANUTb K TenedoHy B 0COOEHHO BaXHbIX Ciyyasix. ToJib-
KO He 0OMaHbIBaTE N He 3acTaBfsiTe APYrUX NPUAYMbI-
BaTb UCTOpPWUMK, Hanpumep: «K COXaneHwuio, OH Bbile.
MoxeT, 9 cmory Bam yem-Hnbyab nomoub? Mepe3BoHuU-
Te, noxanyiicta, nocne 16:00».



Kaxk agppexmusHo nposodums BCMpesu U Becmu menedonHbie nepezosopni? |

Y10 penaeT BCTpEUy ycnewHom?

CoBewaHue - coBpeMeHHasa afibTepHaTuBa

paboTe

«Bbl oanHOKN? lMpuxoamTte Ha coellaHue! Tam Bbl cMO-
xere:

B BCTPETUTb MUMbIX U MHTEPECHbLIX NI0OEN;

E o4yBCTBOBaATb Cebs BaXHbIM;

® CTpOuUTb rpadukn U gmarpamMmel;

® TPOU3BECTU CUJIbHOE Bre4at/ieHne Ha CBOWUX KOJNEr;
m HacnagutbCcsa Kode, HanuTKaMmn 1 NeYeHbeM

.../ BCE 9TO — B CaMblii pa3rap paboyero gHa.»

Kak HM CTpaHHO, B 3TOM LUYTOYHOM o06bsiBNeHnn, 3ame-
YeHHOM HaMn B OAHOM 6|0po, COoOepXnTca Hemano npaB-

Obl

. JonycTtum, Bbl n narepo Bawux konner xpete B Te-

YyeHue NATHAAUATM MUHYT OBYX OPYrux 3anasfgblBaloLmx
YYaACTHUKOB WM Xe MoTpaTuaIn BAYCTYIO LENbIA Yac CBO-
€ro BpeMeHn Ha 6ecnofie3Hy0 uam Niaoxo NOAroTOBMEH-
Hyl0 BCTpedy. Bo yto Bam 310 06ownocb? Bbl MoxeTe
TakXe noacyMtatb CBOW rOAOBblE BPEMEHHbIE 3aTparthl.
Ecnn xe coBellaHns NpPoOBOAATCS KaXAble ABe Hepenwu,
TO noTepwn ByayT orpomHble. Pe3ynbtat — Bbl nocTapae-
Tecb nsberaTtb Mx, Kak NPOCTO GecnonesHylo TpaTy Bpe-
MEHW.

Bbl CMOXeTe MPOBECTU BCTPeYy C ropasao G60/bLInM yC-
nexom, ecnu Gynete CnegoBaTb HECKOJIbKMM MPOCTbIM,
HO NPV 9TOM OYEHb YEeTKUM Mpasusam, KoTopble, K coxa-
JIEHUNIO, 4aCTO UTHOPUPYIOTCA.



KoHTponbHag Tabnnua: CekpeTbl yCNELIHOro nNpoee-

Maanupyiime ceoi paboyuil deHs

A.EeHUd coBeLaHun

CocraBbTe YETKYIO NMOBECTKY AHS

Onpepenvte Lieny. Hanvwwmte Takxe, K Kakum pesynbTa-
TaM HeoBXOAVIMO NPUIATU

MozaboTbTeCk O TOM, 4TOOLI BCE AIOKYMEHTHI Bblnn po3aa-
Hbl 3apaHee, a He HeMOCPEeACTBEHHO B XOAE COBELLIAHMS

Y4aCTHUKM J0MKHbBI MOArOTOBUTBECS K COBELLIGHNIO 3apaHee

CocTaBbTe YeTKUi MaH 3aceJaHns

Crapaiitecb NpUAEPXNBATLCS YCTAHOBNEHHBLIX BPEMEHHbIX
pamok. He onazapiBarite. He yxoauTe paHbLue, 4em 3a-
niaHMpoBaHo

PaanunyHble rpadukm 1 guarpammbl SBASKOTCS HArNSaHbIM
noareepxaeHnem Bawwmx cnos. OHM obneryatoT oTBETHI
Ha BOMPOCHI 1 NO3BOSSIOT ObICTPEE JOCTUMHYTL MPOMEXY-
TOYHbIX PE3YNLTaToOB

KopoTkure naysbl 1 CBEXWIN BO3OYX MOMOraloT BOCCTaHO-
BUTb CWSTbl U MOBbILLIAIOT BHAMATESIbHOCTb

MpoTokon 3acenaHnst LOMKEH ObITb KOPOTKMM U HETKMM.
Bce 3apmaum cnegyert 3aHeCTV B Tak Ha3blBaeMbllA CMIMCOK
HeobxoaumbIx gen. (Kto? Yto? Korpa?)

® ' CopeujaHmsi CMOTYT NDUHECTH YAOBONLCTBHE MWL
£ TOrHa,; KOrAa OHM YCneli s,




Kak 3dhdrekmusHo NPoBodUms BCMpesu U Becmu menedoHHbIE NepezoBopsi?

O 4yeM HYXXHO NMOMHUTb NPU NPOBEeAEeHUN
neperoBOopoB U coBeLww,aHuin?

«Jlyylive neperoBopbl — Te, KOTOPbLIE HE COCTOSANMUCH».
3T0 He Bceraa Tak, Ho TeM He MeHee Bbl Bcerga O0/KHbl
nckaTtb anbTepHaTMBbl. Hanpumep, [Be BCTPEYM MOXHO
06beanHUTL B 0AHY (0COBEHHO B TOM Cliyyae, eciv y4a-
CTHUKW O0MXHbI NPUOLITL HA HUX B OJIHO M TO X€ MECTO).
B0o3MOXHO, Havnydwum pelueHvem OyneTt TenekoHde-
PEHLMSA UM Xe peLleHne, BbIHECEHHOe Mo AaHHOMY BO-
NPOCY BbICOKOMOCTABIEHHLIMU TMLLAMM.

N36aBbTe ceba n cBOMX Konser oT 6ecrnonesHoi Tparbl
BPEMEHW Ha MycTble Pas3rosopbl. M0 BO3MOXHOCTM CO-
KpaTUTe YMCIIO y4aCTHNKOB. BOT OCHOBHbIE BOMPOCHI, KO-
TOpble HEOBX0AMMO PeLInTL Nepes opraHnsalumen cose-
LaHms.

® Koro HenocpencTBeHHO MOryT KOCHYTbCA PeLleHus,
npuHATLIE B X0m4e auckyccum? MoxeT GbiTh, GyaeT
J0CTaTO4HO OL4HOrO 3aMecTUTeNa?

#  KTo obnagmaeT cneumanbHbIMn 3HAHUAMKN 1 6e3 Koro
Henb3a 000NTUCH?

®  Ha KOM nexuT OTBETCTBEHHOCTb (pMHaAHCOBas, aaMU-
HUCTpaTUBHas, NpaBoBasl) 3a BbIHECEHWE PELLUeHWNIA?
KT0 BbIHOCUT pelenna? bygeT nnm gocTaTo4YHbIM, eCc-
JIN 3TN 1A NPOCTO Y3HAKOT O BBIHECEHHOM pPELLEeHUN
13 npoTtokona?

®  [leiiCTBUTENIbHO I HEOOXOAMM PYKOBOAUTENb COBE-
waHna? Kto M3 npuCyTCTBYIOWMX MOXET B3Tb Ha
cebs 3Ty ponb?



Naanupyiime caoi paboyui ders

® [logymaiiTe, KOMY U3 y4aCTHUKOB HEO0BX0AMMO Npu-
CYTCTBOBATb JIMLWb NPU 06CYXAEHUN NEPBbLIX MYHKTOB
nnaHa sacegaHusi. B cooTBeTCTBMM C 9TUM COCTaBbTe
NMOBECTKY OHSA.

MpaBuna urpbl Npy NPpoBeAeHUU NepPeroBopoB
WN COBeLaHnn

Bcerpa cob6niopainTte obwenpuHATbIE MpaBuna noBefe-
HWS NPV KOMMYHMKaL MK 1 COBMECTHOW paboTe. Ciofa oT-
HOCATCS: OrpaHW4yeHne BPEMEHMW, OTBELEHHOrO Ha Bbl-
cTynneHne; obpas3 OeNcTBMIA B 3anyTaHHbIX CUTyauusx;
npasuna «0bpaTHOW CBA3U», NPaBuia MPUHATUS peLle-
HWIA.

JoroBopuTtecb CO CBOMMM KOJIIEraMu HasHayaTb CypOBble
WwTpadbl ONO34aBLLUMM HA BHYTPEHHME COBeLLaHmsa. Hanpu-
Mep, TOT, KTO MPUAET CANLIKOMNO34HO, AOoMKEH ByaeT no-
TOM ybpaTb KOMHaTy MeperoBOPOB WM ONAaTUTb BCEM
06en, NMB0o OH HE CMOXET NPUHATL y4acTusl B 4AHHOM CO-
BellaHMn. ITO MOXET NokaldaTbCs CAMLLIKOM XECTOKUM,
0[HaKo nNopobHble MepPbl — €AMHCTBEHHBIA cnocob n3be-
XaTb MPOMELNEHNIA NO BMHE MOCTOSIHHO OMa3AblBalOLLMIX.
aBHOE NpY 3TOM — 4TOObLI NOAOOHbLIE CAHKLMN HE CTaNu
CKPbITOM Harpagon ans octanbHbIX («KTO y Hac cerogHs
6naropofHbIi CNOHCOP MOPOXEHOro?») 1 4Tobbl BCe Obl-
JIN C HAMK cornacHel. BoT yBuanuTe, nocne Toro kak Bel Tpu



Yyumecs nepenopyuams ceou oGa3zaHHoCmMU dpyzum

pasa nogpsaz npumMerte nogobHsIe Mepbl, Orno3aaHys npe-
KpaTaTcs.

Kak cakoHOMUTb BpemMs B xoae neperoBopos?

Bo Bpemsi npoBeaeHVs CoBeLLiaHMs obpalLaiiTe BHUMA-
HVe Ha crnemylolme «3n100600HEBHbIE» BELLUW: NMOCTOPOH-
HVME Pa3roBOpPbI, OTKIOHEHUS OT TeMbl, 3aTsHyBLUMECSH
pasHornacusi, 6aHanbHyl0 60pbby 3a BlacTb, «MepTBble
TOYKW»; HeBepHas MHGOPMaUMa U MNPEXOEBPEMEHHbIE
3aKJTII04EHNS] TOXE MOryT nomeluars Bam gocTurHyTb Ha-
MeYeHHON Lenn. NHorga KkopoTkasa naysa win nepeHece-
HME COBELLIAHNS Ha CReaylwmii IeHb MOXET OKal3aTbCs
JIydLLIe, YeM OJIMTENbHOE U YTOMUTENBHOE PELLEHME BCEX
npobnem cpasy.

B koHUe 3acepaHus nogBeaute UTOrn. 3anuwnte, YTo,
Korga v kem JOSKHO ObITb MCMONHEHo. Ecnin Heobxoam-
MO, IOrOBOPUTECH O CNEAYOLLMX NEPEroBopax.

Cpasy xe nepenvumTe NpoTOKOMbl COBELLIAHMS B CBOIO
3annCHYI0 KHXKY, NOTOM Bbl cMOXeTe pasocnartb ux
no noyte (pacnedyaratb W pasfatb) BCEM Yy4YaCTHMKAM
BCTpeun. OnTMasibHbiIM BapuUaHTOM OyaeT npoaemMOH-
CTPMPOBATb NMPOTOKOJT BCEM COOPAaBLLUMMCS C MOMOLLBIO
BMAEONpPOeKTopa — TakMM 00pa3oM MOXHO Cpady xXe
YCTPaHUTb BCE HeAOpa3yMeHus.

YUlUTEeCh IIepenopy4aTs CBOU
00S3aHHOCTY OPYT'MM

MHorve oy 4acTo AeNaoT CaMm Jaxe Ty 4acTb paboThl,
C KOTOPOW ropasao Jyyllie 1 ObICTpee CrpaBuIiCh Obl NX



Maarupyikme ceell pabouuli deHb

Konnern unn coTpyaHuku. B kavectBe onpaBpaHvs BCe
1 BCceraa npuBOASAT OHU U Te Xe NPUYUHBI, HanpuMep:
®  nepenopyyaTtb KOMY-TO CBOM 3a4aH1S BECbMa PUCKO-
BaHHO;
B  ropas3no UHTepecHee Jenatb BCE CaMOMY;
Y MEHS 3TO MONYYUTCH ropasfo Nyylle; 9 Xe, B KOH-
Le KOHLOB, 9KCNePT B TaKUX Aenax;
B ecnu 9 6yny poenatb BCE CaM, TO BCE MOJy4UTCS rO-
pas3no 6uicTpee;
B g c yoOBONLCTBMEM BhINOJIHIO 3Ty paboTy.
WCTWHHBIE € MOTUBbI MOYTU HUKOrA4a HE PacCMaTpUBaIOT-
csa. Hanpumep, 4enoBek He Xo4eT npu3HaTtb cebs cnabbim
N HEYBEPEHHbIM B CBOUX cunax («A BOPYr y MOEro Konne-
ru Mionnepa 31O NOAy4UTCS ropasno Nydlle, Yem y Me-
HA?»). nn OH He XO4eT NoTepsATb KOHTPOJIb Had CBOUMM
3aja4aMm M 006S3aHHOCTAMU. Mnn 3TOT 4enoBek NPOoCTO
CNMLLKOM ropa n cumTtaeT cebss He3aMeHMMbIM PaboTHU-
KOM. Wnu xe OH NpocTo 6OMTCS NOTEPSATL BNACTb.
K TOoMy Xe nepemaya CBOMX 00S3aHHOCTEN He TOJbKO
nomMoraeTt CaKOHOMUTL Balle Bpems, HO oGnagaeT u ewe
HECKOJIbKMMM MPEenMyLLECTBAMM, 4ACTO YMyCKaemMbiMU
13 BUaY.

®  Bbl mMoxeTe ropasgo addekTMBHEN WMCMNONb30BaTb
3HAHWS 1 YMEHUS B KakoW-HMOyab Apyroin obnactu.

® MHorve Bawwn konneru, koTopbiM Bbl nepepanu
4yacTb CBOUX OOSI3aHHOCTEWN, TOJIbKO BbIMIPAKT OT
3Toro n 6yayt Bam 3a 910 6GnarogapHsl.

m Bbl MOXeTe ucnonb3oBaTb OCBOOOAMBLIEECS BPEMS
ONsg Apyrux npoekToB, OOy4eHUs Wnn MNOBbILLEHUS



Yyumech nepenopydamb CBOU obasaHHOCMU ﬂj:l)-'?.UM

KBanudukaumn, naaHNpPoBaHUsa, TBOPYECKMX 3aja-

HUA N T.4.
WckyccTBy nepenopy4yatb CBOM 06S3aHHOCTM MOXHO Jer-
KO Hay4uTbCs, MpU 3TOM He 06s3aTesnibHO 3aHMMaTb Py-
KoBoaswmn noct. Ecnm Bbl YyBCTBYETE, YTO pas3pbiBae-
TECb MeXAy MHOIOYMCIIEHHBIMU Aenamn 1 0693aHHOCTS-
MW, N HEe XOTUTe, 4TOObI Tak MPOA0JIXAN0Ch 1 Aanblue, TO
Bam npocTo Heo6xoaMMOo NprMoBpecTy 3TOT HaBbIK.

B [lepenopydetne 0BR3aHHOCTEA — OTNM4MbIH cnocol
NOBBICHTL KBAAWDMKALIMIO Kaapos. Braronaps ItoMy yse-
NMUHBAETCA YHCNIO KOMMETEHTHBIX COTRYAHHKOS, npuobpe:
TAIOTCA HOBLIE TBOPYECKHUE CWJIbl, BCE 3T0 NONAOHHTEAbHBIM
obpasom snusieT Ha aanbHellwee pazsutie pupmsl. N

[lepenopyualiTe CBOM 06A3aHHOCTH
C YCIIEXOM

Ecnu nosBonsieT mepapxuyeckas CTPyKTypa npeanpu-
ATNS, TO Hambonee yacto Bbl [0MXHBI Mepenopyyartb
opyrum csou 06s3aHHOCTM 13 rpynnel Cu D.

OcHoBHble NpUHLMMBI: ecnv Bbl nepenopy4unny ceoun o6s-
3aHHOCTM KOMY-n60 13 Bawmx COTPYAHWKOB WU KOJ-
Jier, TO OH B NEPBYI0 O4epPeb A0IKEH:

B noHATb, Yero Bbl OT HEro xoTuTe;

B y6eauTbCA B TOM, 4YTO OAHHOE 3ajaHue oTBevaeT
M ero NHTepecam TOXe;

B OblTb YBEPEHHLIM B TOM, YTO BbINOJIHEHVE JAHHOIO
3a4aHus BaxHO Ojs ycnewHol paboTel npeanpu-
ATNS;



Nnadupyime ceol pafioduid dexb

® OblTb B COCTOSIHUW BbINOJIHUTL AAHHOE 3aflaHne, OHO
OOMXHO OblTb €My MO cunam.

MwmeliTe B Buay, 4TO BCe, 0 YeM Bbl 3abymeTte wnam npocTto
He coobwmTe Bawemy konnere, MOXeT MomeLwiaTb emy
BbINOJIHUTL JAHHOE 3aJaHue. 3arngHuTe ele pas B yxe
UCMbITaHHYl0 Bamu kKoHTponbHyl Tabnuuy (cm. c. 72)
W nepepgante ee Konnere, kKOTopomy Bbl nepenopy4mnnm
BbINOJIHEHNE OAHHOro Aena — 3TO NOMOXET eMy nyylle
BO BCeM pa3obpaTtbcs. B HuxenpuBeaeHHOM crnncke Bol
HangeTe eLle HEeCKOJIbKO MYHKTOB, Ha KOTOpPble cnenyer
06paTnTb BHMMAHME.

AecsaTb NpaBun yCNELWHOro nepenopyyeHus

obGa3aHHOCTel

1 lMogymanTe, 4TO MMEHHO Bbl XOTUTE KOMY-TO Nepenopy-

YUTb.

2 Pewwte, KOMY UMEHHO Bbl X0TUTE 9TO LOBEPUTS.

3 3anuwunTte, 4TO0 HEOGXOAMMO NpPY 3TOM CAenathb.

4 PasbacHuTe Bawemy COTpyOoHUKY WK KOJJIere Heko-
TOpble AeTann BbIMOJIHEHMA AAaHHOr0 3aJaHug.

5 Ecnn Heob6xopumo, npoBeauTe ¢ Bawwmm konnerowm He-
CKOJIbKO TPEHNPOBOK.

6 3apaHns OOXHbI faBaTb BO3SMOXHOCTbL Bawemy kon-
nere paspabatbiBaTb CBOM COOCTBEHHbIE METOoAbl pe-
LeHus.

7 Ob6cyante ¢ Bawmm Konnerom Bce, 4TO MOXET UMETb
OTHOLLEHWE K NepernopyyeHHoOMYy emy aeny.

8 Bawe BMelaTenb,CTBO paspeLlleHO TOIbKO B TOM Chy-
Yyae, ec/im OHO 3apaHee OroBOPEHO.



Hasedume nopAdoKk Ha cBoeM pafiovem mecme

9 lNocTosiHHas KOMMYHMKaLMA — 3as1or Batuero obuero
ycnexa.

10 lMocneaylowmin KOHTPOJIb: OLIEHUTE U NMOXBaUIUTE pa-
60Ty, BbINOSIHEHHYIO Balumm COTPYAHNUKOM WK KOJI-
Neron.

HaBepute nopsaaok Ha CBOEM
paboyem mecTe

MopsigoK M CUCTEMATMHHOCTL SBNSIOTCS [IaBHBIMA Ca-
raeMbIM/ 3KOHOMUM BPEMEHU. 34eChb Mbl MOAENMMCS
¢ Bamn cekpetamm TOro, Kak MMEeHHO HYXXHO OPraHn3o-
BbIBATb MOPSAOK HA paboyem CTose A/ 9KOHOMUMK Bpe-
MEHW 1 MPOCTPAaHCTBA.

Mopspok Ha Bawem ctone n To, kak Bbl xpaHuTe ooky-
MEHTbI, HAMPSIMYIO 3aBUCAT OT Baluero nHoMeMayansHoro
pexvma paboTbl. MHorve nogy npu 3ToM OymMatoT, YTO
TOJIbKO B MOJSIHOM BECMOPSIAKE OHM MOryT CTaTb TBOPYEC-
KON NNYHOCTLIO. [N Apyrx 3arpOMOXAEHHbIN CToNn —
CIJIOLLIHOE Haka3aHue, NoTOMY YTO 3TO NMOCTOSIHHO UX OT-
Bnekaet. OnTMManbHOE peLLleHne — TO, MPY KOTOPOM Bbl
Cpagy, He TpaTd BPEMEHU Ha NMOUCKM, MOXETE HANTU Ha
CBOEM paboyeM MecTe HeoOXOOVMYKD AOKYMEHTaLMIO,
3anMcu, AUCKU U T.M.




u NMaanupyime ceol paboyuil dens

el

XpaHuTe Ha cTone ToJIbKO Heobxoaumoe

Ha MHormx paboumx CTonax MOXHO HacTo YBUOETb
cTonku Gymar, ropbl Nanok, NPo3payHbix ¢aiinos, anc-
KeT 1 T.M., — BCe 3T0 Mbl 6EPEM B PYKU N1LLb A1 TOTO,
4yToObl NEPEenoXuTb Ha APYroe MecTO, MOCKOJIbKY eLle
He peLunnun, YTo C ATM Jenartb.

Bbixon, n3 nonoxeHus cnegyowmin. B3satb B pyku Kax-
Oblil nncT Bymarn 1 BbICTpo Npobexatb ero rnasamu.
LeBn3 <dem MeHblLe cTosT — TeM Oosiblle KOop3uHa s
OGymar» MOXeT ObITb TaKXe MPUMEHEH N K CamMoii Mycop-
HOM KOp3K1He (BcromHuTe 0 npuoputete D, ¢. 34). daxe
ecnu Bbl He yBepeHbl, npurogutcs v Bam korpa-Hm-
Oyob elle ata Oymara, 6e3 coxaneHus BblbpacbiBainTe
ee. Bcerpa 3apaBaiite cebe BOMPOC: NPOU3OAZET Jin
4yTo-HMOYOb YXacHoe, ecnm s He Oydy XpaHuTb 3TO
nMCbMO?

To, ¢ yeM Bbl He MoxeTe cpasy pa3obparbcs, Hago Oy-
OeT NpocMoTpeTb No3aHee. Ecnm Bol 3HaeTe To4HYIO fa-
Ty, KOra Bce JOMKHO PELUNTLCS, TO NoNoXmTe 3T Gyma-
M B OTAENBHYIO NArky 1 OTMETLTE B €XXE€OHEBHUKE OEHb,
Korga vx CHoBa MOXHO GyAeT NPOCMOTPETb.

Hasoaum nopsaok no cucreme

Ectb TONbKO YeTbipe cnocoba pasaenatbcs ¢ Oymaramm

N [OKYMEHTaMU: BbIBPOCUTL MX, Nepenatb Kosnnere, npo-

paboTaTb WM OTNIOXMTb UX <[40 JHLINX BPEMEH».

Ecrm Ha Bawwem cTtone nosHblii 6ecrnopsifiok, To NpuMmTe

cnenyloye Mepbl.

1 Paccoptvpyite Bce OOKYMEHTbI B COOTBETCTBUN C NX
NPUOPUTETOM.



Hagedume nopadok Ha caoem paliodem mMecme

2 BbibpocuTte Bce, 4TO HOJblLLE HMKOrAa He NoHagoobuT-
cs HM Bam, HM ocTanbHbIM. [1ns 9TOro Bbigenute cebe
crnieumanbHblii WKWK Oas cTapbix 6ymar.

3 Mepepalite cBOMM Kossieram Te 6ymaru, OTHOCUTESb-
HO KOTOPbIX Bbl HE MOXeTe BbIHECTU CAMOCTOATENBHO-
ro pewenusi. MpenBapuTtensHo cHabauTe 3TM A0KY-
MEHTbI KpaTKUMWN MOMETKaMNn.

4 B nepByio oyepenb NpocMoTpuTe Bce Bymaru, OTHOCSH-
wmeca kK npuoputety A. Padymeetcqd, He cpady. Te,
C KOTOpbIMMK Bbl yXxe pazobpanncb, NepenoxmTe B OT-
nenbHylo nanky. PaGoTy Xe Hap OCTaBLIMMUCS A,0KY-
MeHTamu Bbl cMOXeTe nNpoJosiXuTb Nocne Toro, Kak
noJIHoCTbio pa3bepeTe CBOM CTO.

5 OtopBuraTth Ha 6yayuiee Bbl umeeTe npaBo Nullb Te
6ymarn n OKyMeHThI, Ha NpopaboTKy 1 NpuBeAeHNe
B Mopsinok KoTopbix y Bac euwe ectb Bpemsi. OgHako
MX TOXE HYXHO Kak-TO CUCTeMaTu3npoBaTb U paso-
6paTb! YT0OLI-HE 3a0bITb BEPHYTLCS K HUM MO3JHEE,
3anuwunTe 06 3TOM B CBOEM €XeAHEBHUKE Win opra-
Hamnaepe.

Kak noctynutb ¢ ocTaBwnMUcS
OOKYMeHTaMu?

«Bcsikylo paboTy MOXHO pacTarvBaTb A0 GECKOHEYHOC-
Tn». BnonHe ectecTBeHHO, 4TO Bbl He pacnonaraete ab-
COJIIOTHO BCEN HeoHXOAMMON MHDOPMALMENn 1 YTO K CO-
BEPLUEHCTBY MOXHO CTPEeMUTbCS [0 OEeCKOHEYHOCTW.
Ho Tak nu ato Heobxoammo? O6s3aTeNbHO JiM COCTaB-
NATb KaXAbli BHYTPEHHUIA OOKYMEHT MO BCEM npasunam?
BoBce HeT, O4YeHb 4aCTO B KayecTBe OTBETa Ha MUCbMO
ObIBAET AOCTATOYHO U Mapbl CTPOK, HAMMCAHHbIX OT PYKU



112 =

NaaHupyime ceod pafouud dexs

(ecnn TONbKO peyYb MOET O BHYTPEHHEN MNepenuncke co-
TPYOHMKOB). YTOOLI HE pacTpaynBaTb CBOW CWJbl MOHA-
npacHy, Bbl JoMKHbI 3apaHee onpenennTb s ceds Ko-
HEYHYIO TOYKY PaboThbl.

Mpumep

Bam HeoOXoaumO COCTaBUTb KOMMEPHYECKOEe MpPemsioXeHue.
Mpexae 4em NPUCTYNTL K paboTe, MOCMOTPUTE Ha HYackl 1 CKa-
xute cebe: «Ceivac 11:30. A nomKeH 3aKOHYUTL 9TO MUCBMO
yepes OecsAtb MUHYT». Ecim xe k 11:35 Bbl ogonenn TOnbKo
npuBeTcTBMe 1 obpalleHre, TO NPOCTO «MOACTErHUTe» ceods:
«Y MeHs1 OCTa/I0Ch TOJIbKO MATb MUHYT. Bnepen», — v Bbl 064-
3aTesnbHO NPOABMHETECH!

Kak MOXXHO COKOHOMUTb BpeMs
npu yTeHun?

YrteHne cneumasibHbIX XypHasIoB HE0OX0aMMO LSt TOro,
4yTOObI MOBbLILLIATL CBOIO KBaNMUKALMIO 1 YTOObI BCeraa
VMETb NPeacTaBneHne 06 OCHOBHbIX TEHAEHUMSIX pa3Bu-
Tmsa. Kpome TOoro, nogobHas nMreparypa MOXET MOCIy-
XUTb «TONYKOM» ang Baiumx cobcTBeHHbIX naen. OpHa-
KO PeOKo y KOro HaxoauTcsl BPEeMst Ha YTeHne noaoOHbIX
nyGMKaumii, Befp Hall padoymii IeHb U Tak NeperpyXeH
HenpekpaLLALWLMMCH NMOTOKOM OOKYMEHTOB N KOPpPEC-
NOHOEHUNN.



Hagedume nopRdok Ha cBoem pafiouem mecme

Yutante TONbKO TO, 4TO Bam peiicTtButensHo
MOXEeT NpUroanTbCcs

CoctaBbTe ans cebs cnucok nybnukauuii U npoekToB,
KoTopble Bbl 6Gbl X0TENM NpocMoTpeTb. Boioenute cebe
0N HUX OTAEenbHyl nanky. OCTanbHyld MOCTynaloLLyio
crieunanbHyio nutepaTtypy M LOKYMEHTauuIo cpasdy xe
oTKNagbiBanTe B CTOPOHY UKW NPOCTO nepeaaBante KoJi-
neramMm. Hu B KOeM cnyyae He NPUHUMANTECH TYT Xe Nnc-
TaTb nonaswnin K Bam B pyku XypHasn. B npoTMBHOM Xe
cnyyae Bbl He cmoxeTe udbexaTb onacHoctu Geccuc-
TEMHOTI0 YTEHUS U NMPOCTO «yTOHETe» B 00beme NHDOP-
Mauuun. PesynbtaT — Bbl 3pA noTpatute CBOE BpPeEMS.
BmecTo 9TOro nocrapantechb eXXeMeca4yHo BblAenaTb A4
cebs oeHb 1 Bpems, koTtopoe Bbl Bynete TpaTutb Ha pa-
60Ty CO crneumanbHol nuTepaTypoi. 3aHecute aTy gaTy
B CBOWN exepHeBHUK. Korpa xe nooongeTr Bpems, chne-
aynTe cneaylowmM npasuiam.

®  CHavana npouuTanTe copepxaHue. lpuHuManTechb
3a 4YTeHne Kakoh-nnbo cTaTtby NULbL B TOM Cllyyae,
korga ee 3aronoBok obeliaet Bam OeliicTBUTENBHO
WHTEPECHOE 1 NOoNe3HOEe YTEHNE.

m Ecnun xe Bbl yxe HeCkonbko pasd nogpsm He CMOrau
HalTn ons cebs B KaKOM-TO OMpeaesieHHOM nepu-
0OMYECKOM M3JaHMN HUYEro MHTEPecHoro, To npe-
KpaTuTe ero 3akasbiBaThb.

B Balle 4yTeHne foJ1XHO ObiTb onpaBaaHo. Ecnm k1o-T0
pan Bam 4T0-TO NpouynTaTth, TO 3TO BOBCE HE 3HAYMUT,
4yTO faHHas nybnvkaums 6yneT UHTepecHa 1 nonesHa
ona Bac.

8 saxms 8474




Nnarupyime csol padouud dexb

B Hayuutecb TexHUKe ObICTPOro YteHus. [ns atoro Bbl
MOXEeTe 3anucaTbCs Ha KypChbl WM Xe NPOCTO Mpu-
0bpecTn yuebHuK. OgHaKo ecnvi Mpy 3TOM He yrnpax-
HATLCH, TO MOXHO ObICTPO MOTEPHATL CKOPOCTb YTe-
HUA, HapaboTaHHyo Bamm B npouecce obyyeHus.

CnpaBnsiemMmcs ¢ NOTOKOM
3JIEKTPOHHbIX NUCEM

PykoBogsiue COTPYOHUKM €XeQHEBHO MonyyalT 6Gonee
OIOXUHBI 3NIEKTPOHHbBIX NUceM. U He TonbKo OHK: OT 6ecko-
HEYHOr o NOTOKa 3N1EeKTPOHHOW KOPPECMOHAEHLMM B TOMN U
WHOW Mepe CTpanaloT BCe, KOMY NPUXOAMTCS MHOMO 1 4acTo
paboTaTtb C KOMMbOTEPOM. M 3TO He yaMBUTENLHO, BEOb Te-
nepb Mo 3NEKTPOHHOM MOYTE MOXHO OTMPaBUTb BCE TO, YTO
paHblle MNPUXOOMSIOCh MOCLUIATb C MOMOLLBIO OOBIYHOrO
KJTACCMYECKOro NMcbMa, U 3T0 HAMHOro BbICTpee, Aellese
1 yoobHee. OgHaKo MMeHHO Hnarogaps CKOPOCTU pPacchbin-
KM 3TO CPEACTBO KOMMYHUKaLMW 06n1afaeT cnesyolwmm He-
jocTaTtkom: B Baw sumk noctynaer MHOXeECTBO MHbopma-
UMM — HYXXHOI 1 6eCnone3Hon, BaXHOM 1 BTOPOCTENEHHOA.
OKO0J10 NOMOBMHBLI MMCEM 0Ka3bIBalOTCS BOOOLLE COBEPLLEH-
HO 6ecrnonesHbIMM 1 HEeCYLLECTBEHHbIMU A1l Baweli pabo-
Thbl, K TAKOBbIM, HANpUMep, OTHOCATCH PACChUIKU HOBOCTEN,
BCAKas MOCTOPOHHAS peksiamMa (Tak HasblBAaEMbIA cnam),
MHbOpPMaLMOHHAsA paccblika Ans 3aperucTpUpOBaHHBIX
nosib3oBateneli kKakux-nmbo canToB v T.n. MNogobHble NUCk-
Ma NPUXOOST K HAM eXeOHEBHO 1 NPOCTO «3abuBatloT» Halu
AWmK. Kak xe co BCeM aTM CNpaBUTbCa?

Cospante perucTpaTtop B CBOEM SNEKTPOHHOM MOYTOBOM
ALLMKE.



CNpasnaemcs ¢ nOmMokom SNEKMPOHHBIX NUCEM

Bbioenute cebe oTaenbHbI AeHb, B KOTOPLIA Bbl cmMoXxe-
Te 3aHATLCSA HaBeAeHNeM nopsiaka B CBOEM 3JIEKTPOHHOM
noyToBoMm suinke. Cospainte B HEM CMCTEMY nanok. Tor-
na Bbl cMoXxeTe paccopTMPOBbLIBATbL BXOAALIME MUCbMA
B COOTBETCTBUM C NMPOEKTaMu, KINEHTaMU UAN BHYTPEH-
HUMKN 3agadamu. Bbigenute Ha kaxayio paboyyio 00-
nacTb OT TPex A0 ceMu nanok, npu 3ToM camux obnacremn
0ONXHO OblTb He Bonee Tpex.

Mpumep

Bce HOBOCTM C NOMOLLLIO YCTAHOBNEHHOrO GubTpa aBToMaTu-
4eCckr NOMELLAIOTCS B Nanky ans HoBocTen. Kpome Toro, Bol 3a-
BENM OTAEeNbHble Nanky A8 Kaxaoro npoekTa, OTAENMB npu
3TOM TekyLLume NMPOeKTbl OT YXKe 3aBepLUeHHbIX. Kak MeHemxep
no ToBapy, Bbl MOXeTe TakKe COPTMPOBATL BXOASLLME NUCbMA
B COOTBETCTBMW C BUOAMW TOBapa wim xe cepuamun. MNpyn sTom
Bbl MOXeTe Kak pasnmyatb ¢Gady Npon3BOACTBA M AaTy BbIMyC-
Ka NpoAyKLMN, Tak U KOMOMHMPOBATb UX.

; Mw&pﬂmmmﬁamocoé Haubonee nogxo-
Mmmwm ! 5

Ucnonb3yrite npuHynn 3iiseHxayapa

Jepxnte awmk BXoasawmx nmcem nycTtoiM. Wepapxuio
NPUOPUTETOB, COCTABJIEHHYIO HAa OCHOBE AnarpamMmbl
OnaseHxayspa (CcM. €. 32), BMOAHE MOXHO MNPUMEHSATb
M K 3NEeKTPOHHbIM NucbMaMm. B OonbLIMHCTBE ClyvyaeB
pewnTb, K KaKOMY MMEHHO NPUOPUTETY CleayeT OTHeCTU
TO WM WHOE MUCbMO, MOXHO C MOMOLLbIO agpeca OT-
npasuTens uan Tembl nucbma. llogymante, BO3MOXHO,
OyfoeT pa3ymMHee pacrnpefenvtb nanku B COOTBETCTBUM
¢ A-u B -npuopmutetamMmmn BXOASLWMX B HUX nnucem. Mncbma,

s*



___H nnanupyime ceoi paboyuil dens
e,

nognagawowme nog karteropuio D (peknama, aHeKOoTbl
M T.M.), MOXHO CTEPETb Cpasdy, He Yntas. Pewwmnte, Kak Bam
cnepyeT nocTynatb ¢ NMcbMamy u3 rpynnbl C: CTOWT nu
npo4ynTatb 3TO COOOLLEHNE UM Xe MPOCTO yAanuTb ero?
Ecnn xe paHHoe nucbmo npuroautcs Bam nosxe, u Bbl
3HaeTe npubNn3NTEeNbHO KOorga, TO CcaenanTe COOTBET-
CTBYIOLLYIO MOMETKY B CBOEM eXelHeBHUuKe. Kak TOonbko
3Ta Jata MUHYET, MUCbMO MOXHO OyaeT CTepeTb.

C nomoupblo aBTomMatTnyeckmx GuUNbLTPOB (Takue, Hanpu-
Mep, ecTb B Outlook) MOXHO BbiAENUTL pa3HbIMU LBETA-
MW COOBLLLEHUNS, MOCTYNMBLUME OT BAXHbIX KIMEHTOB, Ae-
NIOBbIX MAapTHEPOB, HavanbCcTBa W T.n. Bbnaropaps aTon
onuuu Bbl cMOXeTe cpasdy Xe OTAu4UTb 3T NUCbMa OT
apyrux. Unn xe (Toxe npu nomMowm GuNbTPOB) MOXHO
aBTOMaTMYECKN pacnpefensatb noctynawlime nucbma no
3apaHee CO34aHHbIM Bamu gng Hux nankam 1M nognan-
Kam. 3TO 3HaYNTENLHO 06nerdynT Bam paboTty, u Bbl cMO-
XeTe unTaTb KOPPecnoHAeHUMo 6onee nocnenoBartesib-
HO. Hanpumep, nanky ¢ HOBOCTAMW MOXHO NpocMaTtpu-
BaTb BCEr0 pas3 B HEAENo 1 NOTOM yAansTb NPOYUTAHHOE.

B JNosepbrech yHKUWH q:mrponn
mBaucncrmnmnnhﬁim f

Cpasynn Hapo oTBevaTb Ha 3JIEKTPOHHbIe
nucbma?

MHormve niogm n3 crtpaxa Toro, 4To cenyac npousonaet
4TO-TO CTpalUHOe, YyBCTBYIOT cebs HeyloTHO, Korga cras-
KMBAIOTCS C HEOOXOAMMOCTbIO Cpady Xe OTKPbIBaTb BXOAS-
Lee coobuieHme. OpHako Bbl BOBCe He 06s3aHbl Cpady e
ynTatb NUCbMO N OTBEYaTb Ha Hero. Ecnn Bel 6y):|,eTe KaXx-



CNpagnfeMci ¢ NOMOKOM INEKMPOHHBIX NUCEM

Oblli pa3 npepbiBaTh BbINOMHEHNE KAKOro-nmbo 3ajaHus
pagy NPoYTEHUs HOBOrO BXOAALLEr0 COOOLEeHUsl, TO no-
TOM Bam noHamobutcs MHOro BPEMEHU Ans TOro, 4tobbl
CHOBa BTAHYTLCS B paboTy. 3aaymanTtecb, MOXeT, Bam Oy-
0eT ropasno yanobHee NpoBepsiTb MOYTY TONLKO MO yTpaMm,
nocne obena M BeYEPOM WM Xe BCEro OAMH-ABa pasa
B [€Hb (B TO BPeMSs, KOraa He XaeTe Kakux-nnmbo BaxHbIX
nncem)?

Ho He 3abyabTe, 4TO Balum KNneHTbl, Kak NpaBuio, 0Xu-
[aloT OTBETa B TEYEHWE OHA WM [aXe HECKOJIbKMUX Ya-
coB. V ecnn Bbl BOBpeMS He oTpearnpyeTte, TO OHM NpoO-
CTO o6paTaTcs K Bawmm KOHKypeHTaMm.

ABTOMaTnyeckasa nognucb moxet Bam
npuroauTbcs

DOyHKUMA NOANUCK MPU HANUCaHWM BJIEKTPOHHbLIX Mn-
CeM — OY€eHb NMpakTuyHasa u ynobHasa Belwpb. Bbl moxeTe
B CYMTaHHbIE CEKYH/[bl BCTaBUTb B NMMCbMO Balwum nonHele
haHHble, 6narogaps aToMy Balw agpecaT cpa3y CMOXeT
HaiTKU n npoyecTb Bawe coobueHne. JaHHasa PyHKLMG
Nno3BosiSeT faxe 3aa4atb Habop Balwmx AaHHbIX B COOT-
BETCTBUM C agpecaToM nucbma. Hanpumep, Bbl moxeTte
onpenenutb, KOMY «NokKasbiBaTb» HOMep Bawero mo-
OunbHOro TenedoHa, a KOMy Her.

[o HacTosWwero BpemMeHn BO3MOXHOCTb MCMOJIb30BaHUSA
aBTOMOANMMCU B KayecTBe LabnoHa AOKYMEHTa WUCMOJb-
30BajlaCb KpariHe penko, a 3ps, Tak Kak 3TO OYeHb
nNpakTU4HO 1 yno6Ho. Hanpumep, npu cocTaBneHnn nepu-
04MYECKNX TEKCTOB (KOMMEPYECKNX NPEeaNIOXEHNA, Npu-
rnaweHnin n T.n.) Bbl MOXeTe BOCMNONL30BaTbCH BbILle-
ONUCaHHOW PYHKLMEN N BCTaBUTb HEOOXOAMMbIN BapuaHT
B MYCTOE OKOLLUKO Ucxoaauero coobuieHus. Mocne atoro



Naanupyime caol pabovui deHb

Bam ocTtaHeTca TOnMbkOo Oo06aBuTb Tyaa HeobxoOumble
OaHHble.

Kak Hy>XHO nucaTb 3/1eKTPOHHbIE NUCbMa?

Cnepyowme npaswna, KOTOPblE TakXe MOXHO OTHECTU
K NpaBuiam aTukeTa, NOMOryT COKOHOMUTL Balle Bpems
1 Bpems nosyyarens.

Bcerpa 3anonHsiite none, OTBEAEHHOE O/ TEMbl
nnucema. @opmMynupyiiTe ee KpaTko 1 HETKO.

Ecnn mexay MOMEHTOM noJlydeHust nucbMa 1 Bawmm
OTBETOM Ha HEro MPOLLJIO BCEr0 HECKOJIbKO MUHYT, TO
cohopmynupyiite Temy 6onee nogpobHo. ITO NOMO-
XeT afpecaTy MOHATb, Ha KAKOe MMEHHO NMUCbMO Bbl
oTBeTunn. Ecnn HeobxoamMmo, TO ykaxuTe B ckobkax
TEMy MepBOHAYasIbHOro nucbMa. B crnyvae BHyTpeH-
HMX COOBLLEHNI, OTNPaBASEMbIX COTPYAHMKaMMK Gup-
Mbl OpYyr Apyry, TemMa nucbMa 4acto OblBaeT BaxHee
camoro TekcTa.

N3beraiTe anMHHbIX, 6ecnonesHbix GopMyIMpPoBOK
N He NUWKUTe «OTBETHbLIX» NMCEM (Hanpumep, 6naro-
[ApPCTBEHHbIX) MO KaxXAoMy TMycTaKy (oTBedanTte
VWb Ha Te coobLleHns, KOTOpble 3TOro TpeobyloT,
UM B Kakux-nmbo ocobeHHbIX cnydasx). MomuuTe,
4TO 3JIEKTPOHHASA NMoyTa — 370 No BONbLUEN YaCTh UH-
$popmaLmoHHOE CPeaCcTBO KOMMYHUKALMN.
Ncrnonb30BaHWE B Ka4eCTBE TEMbl TaKMX 0OLLENPUHS-
TbIX CNOBOCOYETaHUNM, Kak «MHdopmaumnsa ana Bac»,
«K CBELLeHMI0», 0ObIYHO yKa3blBAKOT HA TO, YTO OTBET
He TpebyeTcs.

OtBeuast, COTpUTE BCE, HAYMHAsA C UCXOAHOr0 CO06-
LLEHNS, YTO He ABNAETCH HeoBX0AUMbBIM OJ1F NOHUMa-



CNpGBAREMCA C NOMOKOM 3NEKMPOHHBIX NUCEM

Hus Bawero oteeta. OcTaBbTe NULb Te MYHKTbI Unn
BONPOCHI, Ha KOTOpble Bbl faeTe 0QHOCNOXHbIE OT-
BeTbl «da» UIn «HeT».

Mpu nepeckinke d9NeKTPOHHbIX NMceM OyabTe npe-
[enbHO OCMOTPUTENbHbI — AenanTe 3TO NNLLb TOraa,
Korpa oTnpaBuUTENb COrnaceH Ha Hee. B COMHUTENb-
HbIX cnydyasx OyaeT Nydwe CnpocuTb ero paspelle-
HUS.

dopmynnpyinte CBOM MbICAN HACTONbKO KOPOTKO
M FCHO, HACKONbKO 3TO BO3MOXHO. Mcnonbaynte
TakXe Takol anemMeHT odopmieHus, kak absal,
N cnepylowias 3a HUM nycrtas cTpoka. Bce aTo cako-
HOMWUT BPEMS Mony4yaTenss U YMeHbLUUT BO3MOXHOCTb
TOro, 4YTO caMble FnaBHble NMYHKTHl Bawero nucbma
OCTaHyTCH He3aMe4yeHHbIMU.

MpunoxeHns [O0MKHbI OblTb ManeHbKMMU Mo 00b-
€My, MX KOJINYECTBO He AOMXKHO MNPEBbIWATb ABYX-
Tpex. OcobeHHO aT0 kacaeTcs rpadukos. CxumanTte
6onblwie no obbemy dainbl, COXpaHanTe uUx B rar-
unu zip-popmarte (NpUKpPensieHHbIe AaHHble, N0 00b-
emMy npesbiwatowme 500 K6, noBnekyT YypesmepHble
3aTpaTbl BPEMEHU Ha OTKPbLITUE U NEPECHINKY).

[MepecbinanTte TONbKO T€ AaHHbIE, KOTOPbLIE COXpaHe-
Hbl B CTaHAapTHbIX popmaTtax (Hanpumep, B pdf-¢pop-
mate). B npotuBHOM Xe cnyyae Balw agpecaT npocTo
HE CMOXET UX OTKPbITb.

Mockbinante KONUIO NMCbMAa APYrMM NIOASM NNLWb TOr -
[a, Korga aTo AecTBUTENbHO Heobxoanumo. Yucno no-
nyqateneit JOMKHO OblTb HACTOSIbKO MasieHbKUM, Ha-
CKOJIbKO 3TO BO3MOXHO.



120 3 - = .
3 NaaHupyiime csoil paoyud denn

B ECmM 31O yX Tak HeobXoaumo, TO MepechlianTe
aHEeKAOTb! U LUYTKW NULLL TEM NI0OAM, 151 KOTOPbIX
OHW He OKaxyTCcsi noMexon B pabote. Cpasy xe CTu-
paiTe BCe NCbMa C HEMPUCTOMHBLIM IOMOPOM U MO-
WIbIMW KapTUHKamn. Eciv Bbl 6ornblue He xoTuTe
nosiydatb nofobHble nMucbma, TO noroBopute 00
3TOM C OTNpaBUTENIEM, MHAYE UX YACIIO HUKOraa He
YMEHBLUNTCS.

Mepen oTNyCKOM yCTaHOBUTE (PYHKLMIO aBTOMAaTUYECKO-
ro usselleHvs o Bawem otcyrctBun. Brnarogaps atomy
Bawum konneru n KnmeHTbl ByayT 3HaTb, 4TO Bbl cMoxeTe
NPOYECTb OTNPasieHHble Bam nncbma TObKO HECKOBKO
Henesb CNycTs.



CtTaHbTe X03siIMHOM CBOEro
BpeMeHU

YnpaBneHne BPEMEHEM — HE YHUBepcasbHoe
CPEeACTBO U NOAXOAUT OHO AaNIEKO HE BCEM.
Hanoute ona cebs 10, 4TO NOAONAET UMEHHO
BaM 1 CMOXEeT cpasy JaTb MOSOXUTESbHbIN
pesynbTar.



CMaHbme X03AUHOM CBOEZ0 BPEMEHU

Bce ynpaBnsioT BpemMmeHeMm
no-pasHomy. K kakomy Tuny
npuHagnexwurte Bbi?

Bce niogn pasHble. B TO Bpems kak 0gHOMY, Hanpumep,
HPABUTCH akKyPaTHO 3aroJiHATb FOTOBbIe O1aHKM, APYro-
My HeOOXOaMMbI CMIOHTAHHOCTb W CBOOOAA /151 TBOPHEC-
TBa. OOWH pacTpa4mMBaeT CBOW CWIbl HA U3MMLLHEE CTPEM-
JIEHMe K COBEPLLEHCTBY, OpYroii — Ha CocTap/eHve nna-
HOB M 4Ype3MEPHOE pBEHME, OH XOYEeT Caenartb BCe,
ObICTPO 1 cpasy. [lns ycneLwHoro yrpasieHnst BpeMeHeMm
BaXHO cneayoLlee: Bbl JomkHbI BoiOpaTh A cebs To,
4yTO OTBeYaeT Bawwm vHOMBMAOyasbHbIM OCOOEHHOCTSAM
1 NPeanoHTeHNsM.

Ha cneayowmx cTpaHmuax Mbl npeactasim Bam vetbipe
pa3nnMyHbIX TUMNAa JIMYHOCTN: JOMUHAHTHOIO, MHNUWATUB-
HOr0, OPraHM30BaHHOIO 1 OOGPOCOBECTHOrO MEHEKE-
pa CoBCTBEHHOI O BPEMEHM.

Cpeoy atux TMNOB 00s3aTesibHO HAMOETCA OAMH WK
OBa, Hanbonee 6nn3kne Bam. YTobbl y3HaThb, K KAKOMY
MMEHHO Tuny Bbl npuHagnexuTe 1 Kakum cosetam Bam
HYXXHO CnefoBaTb, WCMONb3YWTE TaK HAa3bIBAEMbIE
KOHTpPOJIbHblE Tabnmupl. B Kaxaoi 13 yetblpex Tabnuiy
OTMETbTE TE€ BbICKA3bIBAHWSA, KOTOPbIE OTHOCHATCSH
k Bam. Mocne aToro nocMoTpuTe, B Kakmnx Tabnaunuax Bl
Hawnm ons cebst HamMbosbLIEEe YMCNIO BEPHbIX YTBEp-
XOEHUN 1 NpoYUTanTe Cneayowme 3a HUMU COBEThI.

HwkeonucanHas tTunonorus npuHaanexut ¢upme DISG
(www.disg.de). Tectbl DISG nomoratoT fiydLle noHMmaTb
cebsi 1 ocTaslbHbIX. JJaHHOE e OnMcaHue TUMOB «Bpe-



BCe ynpasnam BpeMEHEM NO-pa3HOMY. K KGKOMY muny npuHadnexume Bu?

MEHHbIX» MEeHeIXEPOB NPUBOAUTCS 3AECH C NOOE3HOMo
paspewenns Seiwert/Gay «Das 1*1 der Personlich-

keit», 9.Aufl., Offenbach 2003.

KoHTponbHas Tabnuua: Bbl AOMMHaHTHbIA MeHe-

mxep?

Al mory BbICTPO NPOBECTH aHANK3 H CPa3y e pacnosHalo
rnasHoe

B ObbiuHo 7 COCTABAAC NHWDL FPyObiH, NpeaBapHTENbHbIH
nnaw

B Mue Bcerga XOYeTcs chenartb Bce cpa3sy

B mory pa3roapHsarb C KEM-TO M NPH 3TOM napannens-
HO BBINOAHATE KaKoe-nubo 3anaHue

B §] 4acTO NMPHCTYNAIO K BLINOMHEHHIO KAKMX-TO CMEMHbIX
3afaHuH

B § HeHaBHXKY CKYKY M 3aHiKeHHbie TpebosanHa

B Y meHs B 3anace BCera eCTb HECKONBLKO cnocobos pele-
HHA TOH HAW HHOHW 3afauu

B f yacTo AEHCTBYIO WMMYNBCHBHO M HHOMAA He NOBOXY
CBOM fena Ao KoHua

B A uMmelo CKAOHHOCTE K Becnopafiky W W3HYpUTEnbHOM
pabore

B § scerfia 3aHHMAI0 THAHPYIOLLYIO NOIHLMIO B AUCKYCCHAX
M Ha BCTpeyax

|

Korga MHe CPO4HO HTO-TO HYMHO, i MOTY C JIEFKOCTbIO
npepsaTb APYrHX, HO He NGO, KOraa MelwaloT MHe
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CmaHbme X03AUHOM CBOE20 BPEMEHU

AdecaTb cOBEeTOB AN AOMUHAHTHOro MmeHeaxepa

1 PaccraBnaiite npuvoputeTbl. Bbigenute cebe Bpems
M onpegennutecb CO CBOVMMMU LENSAMU, OXUAAHUAMMU
1 npuoputeTamMu.

2 MMpexpe 4em npuctynaTe K KAKOMY-TO BaXHOMY 3aja-
HWI0, TWATeNbHO NpoaymManTe BCe AeTany U onpege-
NiMTe, cKoNbko Bam notpebyeTcs BpeMeHW Ha ero Bbl-
NoJIHEHME.

3 byabTe Tepnenveee C OKpyXawoWMMW, OABANTE UM
vHorga gopy.

4 He 3arpyxaite gpyrux 60fblIMM KONUYECTBOM Oen
1 MPOeKToB cpaasy.

5 CrapaiiteCb Kak MOXHO pexe OTpbiBaTb APYrMX OT
paboTbl, 60MbLUE NPUCIYLLUMBANTECH K OKPYXaAIOLLUM.

6 bBynobTe BeXnuBbLI M BCerga cMoTpute B rnasa cobe-
CeLHNKY.



Bce ynpasnaiom spemMenem na-pasHomy. K kakomy muny npuxadnexume Bs?

7 MeHblle copeBHylTechk 1 6onblie paboTanTe coBMe-
CTHO C Koneramu.

8 CHauvana nogymaiiTe, a MOTOM (HEcnewHo) NpUCTy-
nante Kk paborte.

9 «MputopmMo3nTe», HE NPEObABASANTE K OKPYXaoLWUM
6onbnx TpeboBaHUiA, 4eM K camMomy cebe.

10 Otabix ToXe noneseH. Boigenaitte cebe nHorga cne-
LumanbHoe Bpems 4nsl Hero.

KoHTponbHaa Tab6nuua: Bbl MHULMATUBHBLIA MeHe-
axep?

B § pcerpa c YAOBOALCTBHEM MPHCTYNAIO K HOBBIM M HHTE-
PECHBIM 33AaHHAM

B 5 4acTo MEHRIO CBOW NPHOPHTETDI

B § yacTo oKa3LIBAIOCH B TVIEHY Y CAULWKOM Bonbworo ko-
NuyecTea 3afannin

B Mue we xBaTaeT caMOAMCUMNAMHbLI NPH NAAHHPOBAHMH
cobcTBeHHOTO BpemeHH

B § cknoHeH 4acTo He AOAeNbIBaTh 3a4aHHA H ¢NepecKaKkn-
BaTh» C OAHHX JieN Ha Apyrve

Ha moem ctone ecerpna «xaocs. Sl cknoxeH K Gecnopaaxy

A YacTo Mory ckasatb ¢f1as, He NOAYMaR, & NOTOM He Bbi-
NoNHKTL obeulaHHoe

B { crapatocb uaberars pyTHHHoM paBoTbl H ecnm 1 Bepyce
3a TaKylo, TO BbINONHAIO TONBKO Ty, KOTOpas ABAAETCH
KpaiHe BaKHOW

B § yacto oTpbiBaI0 OT PABOTHI OKPYKAIOLWMX M NO3BONRIO
MM TOXE OTPbiBaTh ¥ OTBNeKaTh MeHs. Mue ropaano npu-
aTHee noBonTats, yeM 3aHATbes pabotoi

Y MeHs npobnembl C NyHKTYANsHOCTBIO

# vacro 6biealo nnoxo noprorosnex(a) (Wnu e coscem
He rotoBa(a)) K BcTpeye UnK CoBeLAHHIO




CmaHbme X03AUHOM CBOE2D BPEMEHU

JecaTtb COBETOB A1 MHULMATUBHOIO
MeHeaXxepa

1 lpexae Y4em NPUCTYNUTbL K HOBOMY 3alaHUI0, 3aKOH-
ynTe npenbiayliee.

2 He nos3BonainTe okpyxaowmm oTpeiBaTh Bac ot pabo-
Tbl N HE HOﬂbSyVITer I'IO,EI,O6HbIMVI rnepepbiBaMn B Kaye-
CTBe NoBoAa nobesnenbHNYaTh.

3 PaboTtaiTe nocnenoBaTenbHO HaA, Ha4aTbiM Bamu npo-
€KTOM.

4 Hayuntecb OblTb MYHKTYaNbHbIM.

5 He 6pocanTechb BbIMOMHATL BTOPOCTENEHHbIE 3aaHNs
M He pacTpayvBanTe noHanpacHy Bawwu cunbl 1 aHep-
ruio.

6 MucbmeHHO dukcupyinTe Bce 3agaHua. CocTaBbTe ce-
6e cnncok Heo6Xx0AUMBIX IEN U NPUOPUTETOB, CTapai-
TeCb NPUAEPXUBATLCSH €rO.

7 Ynopspounte Baw paboumini AeHb M COCTaBbTE €ro
nnaH.



BCE yNpasnfiom BPEMEHEM NO-pasHomy. K y muny npuHadaexume Bui?

8 3aBennTe exemHEBHUK UM OpraHamaep, NCNonb3yi-
Te ero Takxe Kak CpeCcTBO CAMOOUCLUMIIVHDI.

9 Pasbepute cBoOW paboynin CTON U OYUCTUTE KOP3UHY
ons éymar.

10 He nossongiite oTtBnekate Bac no nnyHbiM BOMpPO-
cam. OrpaHuybTE BpEMS Ha Pas3roBopbl, OyabTe Me-
Hee OB MTEeSbHbI.

KoHTponbHas TaGnuua: Bbl OopraHuM3oBaHHbII Me-
Hepxep?

B f] pabotaio MeaneHHo, HO NOCTOAHHO W NOCNeAOBaTeNb-
HO, # BCETAA fienato BCe BEPHO W NO NOPAAKY

B f HeHasKXKY, KOrAa CPOKH AABAT HA MEHA, W BCerga Bhl-
cTpauBaio AnA cebn epapxuio NPUOPHTETOB, NOTOMY YTO
370 nomoraeT MHe 0BPecTH yBepeHHOCTb H HAaBECTH no-
PRAOK B Aenax. fl MHOro 3anwcbisalo, YTobbi NOTOM cle-
NaTb BCE NPpasHNbHO

B MHe HyHO BpeMs, uTobbl cNoKOHHO Bce obayMaTh

5l ckopee opraH130BaHHbIM YenoBeK

1 HEOXOTHO FOBOPIO ¢HETH, NOTOMY HTO 3TO MOXET YXYA-
WHTh B3aWMOOTHOLUEHHWA C KONneramu

Bl crapaioch NO BO3MOMHOCTH Waberath KoHDpOHTAUMH
C OKPY»KSIOLLHMH

B flyacto noenio ceba Ha TOM, UTO OTKA3bIBAIOCh OT BLINOS-
HEeHUA «FOPALLMX® €N B NONb3Y MEHee BaXKHbIX W CPOY-
HbiX

B f] BoBpEMS NPHXOXY Ha 3acCefaHHA M COBELLAHUA, HO NPH
3TOM Befy cebs Ha HHUX [JOCTATOYHO CKPOMHO W CAEPXKaH-
HO W HEOXOTHO BO3Naraw Ha CESﬁ OTBETCTBEHHOCTb 3a
uto-nubo

B Ecnu mHe nepenopydnni kakoe-nubo feno, To s 4acto
3a4al0 BONPOCH] ¥ YTOUHAIO AeTant, ocobeHHo B Havane




Cmanbme X035UHOM CBOE20 BPEMEHU

JdecsaTb COBETOB A1 OPraHN30BaHHOIO
MeHepXxepa

1 MovwuTe HOBblE, Boslee KOPOTKUE MyTU K AOCTUXE-
HMIO HaMEYeHHbIX Uefiell B3aMeH YXe WCMblTaHHbIX
cTapblX.

2 YBenuybTe CBOK MNPOM3BOAMTENBHOCTb Tpyda WU yC-
KOpbTe pabounii npouecc.

3 O6mMeHuBaiTeECh OMLITOM C KOJIIeEramu, paccrnpocute
MX, KaK OHM pacrnpeaensoT CBOU Aena U NpUopuUTEThI.

4 BoBpemsi pacrno3HaBaiTe npobiembl U peLlanTe ux.
YMenTe Takxe HaxoguTb PELEHNs U B MEXJIMYHOCT-
HbIX KOHQMKTHbBIX CUTyauusx.

5 YT1006bl n36exaTtb CNELWKN U HEe 3aBUCETb OT BPEMEHMU,
cTapaiiTecb HauMHaTb CBON pabouunii AeHb paHbLUe.

6 MeHblle gymaiiTe o0 3atpaTax Tpyaa v 6onblie 0 pe-
3yfabTaTte.

7 YT106bLI He nMonacTb B LUENTHOT, BOBpeMsa obpalualite
BHMMaHME Ha KOHEYHbIE CPOKMN.



BCe ynpasnaom BPEMEHEM NO-pasHOMY. K kakomy muny npuxadnexume Bui? §

8 OTHOCUTECH MO3UTUBHO K NIOOLIM U3MEHEHUAM, OHU
oborawaloT Bauly XW3Hb.

9 Pewaitte cBOM 3agayM camu, NpuM 3TOM HauyMHanTe
C Masnoro.

10. Bonblue pgoBepsiiTe cebe, roBopute rpomye. Yaule

rOBOPUTE «HET».

KonTponbHas Ttabnuua: Bbl 400pOCOBECTHbIA MeHe-
axep?

fl yacTo TEepAIOCH B ABTaNAX

fl scerpa coctasnsio nogpobHbie fetanbHbie nnaHsi

fl scerpa noapobHO aHANW3KPYIO BCe AeTanu

fl yacTo Tpauy Gosblue BpEMeHH Ha COCTaBNEHHE NNaHOoB,
4eM HenocpeacTBeHHO Ha CaMM AeHCTBUA

fl Bcerna ocHoBaTeIbHO NPOAYMBIBAIO BCE NPHOPHUTETHI

B Ecnm HoBoe 3afaHHe HOeT epa3pes3 C HaMeyeHHbIM MHOKD
NAaHOM, A MOBORIO «HETH»

B Mue Bcerna TpebyeTca MHOrO BPEMEeHH Ha BbICTYNeHWe
C JOKNagoMm, npW 3TOM KOAMEraM OHO YacTo KaWeTcs
CMILIKOM CNOMHbIM

B Ha koHdepeHuyuax MHe yacTo BbisaeT TpyaHo BeicTpo
NPHHATH K KEKOMY-TO PeLUeHHIO

H f ecerga nNyHKTyaneH W NPUXOMXY Ha BCTPedY XOPOLOo
NOArOTOBAEHHbLIM, A NPHHOWY ¢ cOBOH MHOTrO NONe3HOH
[OKYMEHTaLMH

Bl scerpa yetko cobmonalo BCe NpasHna W NpeanMcaHun

B Ha moem crone scerga GeaynpeuHbiii Nopagok, ece ne-
WHT Ha CBOEM MecTe

B Ecnu 5 nepenopy4aio KOMY-TO CBOM Aena, To sceraa obb-
ACHAIO KKAYIO AeTanb W Tpebyio noapobHeix oTueTos

9 saxay 8474



CMOHbME XO3AUHOM CBOE20 BPEMEHU

DdecaTb coBeToB ANg AOGPOCOBECTHOrO
MeHeaXxepa

1

Ewe pas TwartenbHo NpoCMOTPUTE 1 NPOoAyMaliTe CBOM
nnaH. Ecnu Bbl 3annaHupoBanu CAUWIKOM MHOro, TO
y Bac octaHeTCa CnmwkoM Mano BPEMEHU Ha ero ne-
pepaboTKy WM HAa BHECEHWE BHE3arHbIX N3MEHEHWIA.
CKOHLIEHTPUPYMTECH Ha pe3ynbTate, a He Ha 6e3yn-
PEYHOM BbINOJSIHEHUN.

Bbl He MoxeTe m3b6exaTb BCEX BO3MOXHbIX PUCKOB.
[MocTtapanTecb 3TO NOHATh.

MpuHnmaliTe Hanbonee NpusTHble AN Bac pelleHus,
Jaxe ecnu He obGnamaeTe OocTaTo4HOW MHPOpMa-
unen.

He TpaTtbTe CTONLKO BPEMEHU HA UCCEN0BaHNE 1 aHa-
nna.

YctaHoBuTe cebe 4YeTKMe BPEMEHHblE TpaHuLbl OJis
BbIMOJIHEHUS KaXA0ro 3a4aHuns.

MocTtaBbTe nepen coboli AOCTUXUMYIO Lefb. He Tpe-
OyinTe oT cebs CNULLIKOM MHOIOro.



Kak MEHAMb CBOU NPUBLIMKU?

8 3HaiiTe, 4TO COBEPLUEHCTBO TOXE MMEET CBOU FPaHn-
Lbl: «XOPOLUO» Jlyylle, YeM «MPEBOCXOOHO>.

9 He 6yabTe cnuwkom TpeboBaTenbHbl K cebe 1 oKpy-
xawwmm. MNposaBnanTe CHUCXOOUTENbHOCTb.

10 Jliogn ropasno BaxHee, YeM CTPOrue ycTaBbl U AU-
pekTuBbl. He 3abbiBaiiTe 06 3TOM.

Kak MeHaTb CBOM NPUBLIYKN?

B Teopun ynpaBneHnss BpeMeHeM eCTb KaK «CUJIbHble»
dakTopbl (Cuctema NnaHNPOBaHUS BPEMEHU, NMPUHLLAN
MapeTo, NnaHUpoBaHWe Uenm 1 T.M.), Tak n «cnabbie»,
KOTOpble SBASIOTCA HE MeHee BaXHbiMU (a MOXeT,
naxe n 6onee), yem nepeblie. O HUX-TO N NOKAET peyb
B 3aK/IIOYNTENIbHOM YacTu.

Balua BHYTpeHHSI yCTaHOBKa Ha ycnex

[opbkasa npaBaa COCTOUT B TOM, YTO AN YCNELIHOro yn-
paBfieHMs BDEMEHEM MpeXAe BCero Heobxoamma camo-
avcumnnuHa. N cambiMy BaxHbIMU dakTopamMn 34ecCh SB-
naTca Baw BHYTPEHHW HACTPOW U CTUMYN K AENCTBU-
M — Bbl OMXHbI OblTb aKTUBHbI B AOCTUXEHUN LENN.
MbI He MOXEM ynpaBnsaTb BDEMEHEM KaK TakOBbIM, HO Mbl
BMOJIHE MOXEM MEHSATb HalUX C HUM OTHOWeHud. na To-
ro 4toObl UMETb BO3MOXHOCTb AOCTUraTbh 6ONbLIEro 3a
MEHbLLEe BPEMS, HE HYXHO HMKAKOW Marmu, npocTo A0-
CTaTO4HO 3HaTb, rAe Mbl XOTUM 0Ka3aTbCH, YTO NS Hac
ABNSETCH CaMbIM fIaBHbIM, 4E€r0 UMEHHO Mbl XOTUM [0-
OUTLCA M Kak 3TO CAeNathb.

'_-}*




CMaHbLME XO3IAUHOM CBOE20 BPEMEHU

3nenwui «noxunparesb» BpeMeHN

Ecnn mbl npepBapuTenibHO He MpoaHanM3upyem cuTya-
LM1I0, TO MOTEPSEM MOTOM OFPOMHOE KOJINYECTBO BpEME-
HU. TO Xe Npou3oiaeT n B TOM ciny4yae, ecnn Mbl Oyaem
coBepLuaTb OWMOKM U HE NPUHMMATL UX BO BHMMaHWE, ec-
nn Bynem, Kak CTpaychl, NpPSATaTb rofioBy B Necok. Becnom-
HUTE, Befb OYEHb HYACTO Mbl MPeEKpPaLLaeM HayaToe NnLLb
N3-3a IOXXHOW YBEPEHHOCTU B TOM, YTO «y HAacC HUYEro He
BbIAOET» WM YTO Mbl «KEPTBA BHELUHUX 0OCTOATENLCTB»
(K TaKUM «BHELUHUM 0OCTOATEeNbCTBAM» OTHOCATCH Wwed,
KONNEru, KINeHTbl, NOCTaBLUMKA UM Jaxe Noroaa, Cyab-
6a, 3Be3abl, NnatHuua 13-ro u 1.n.). N noatomy y Hac yxe
HeT cun 60poTbeCs ¢ NPobEMON.

= «f ybexaeH 8 ToM, YTO MOs ¥m3ub Ha 10 % cocrout
M3 NPOUCKORRLLEro CO MHOH W Ha 90 % — u3 Toro, Kak A
Ha 3T0 NpoKcXoAsiee pearnpyio.»  Yopaes CBundons m

TeM He MeHee MOJHbI aHann3 cuTyaLmMu NokasbiBaeT HaMm,
YTO MMEHHO M3-3a Halleil peakuuMy Ha BHellHWe 00cToA-
TenbCTBa U MOXET BO3HUKHYTb Npobnema 1 4To, BO3MOX-
HO, NO-ApPYyromMy 6bino Obl Nyylle. STOT XUBOTPEMELLYLLNA
BOMPOC Mbl PeLUv NPOUNIOCTPUPOBATL NPUMEPOM.

anMep: Moqa npoﬁnema - HeNnyHKTyaJIbHOCTb

B npoLunom moeli camoli 6onbLUoit Npobnemoli Bbina yxacaro-
LA HEMYHKTYaNbHOCTb. $ NPpUX0AMN BOBPEMS JIWLLb HA CaMble
B2>KHble OEN10Bble BCTPE4YN. Kor,u,a a coﬁmpancn B FOCTU K MOe-
My nydiemMy apyry Mapkycy u ero xxeHe Mapaiie, To MM nocTo-
SIHHO MPUXOOWOCH XOATb MEHs OKONIO Mosydaca, a MHorpa
1 ponblue. Kaxapih pas yTo-HMbyap cnydanock. Hanpumep,
OfHaXaObl NPSMO Mepeq, OTbe3O0M S MOMYYMST SNEKTPOHHOE
NMCbMO, Ha KOTOPOe Hapo OblIO «CPOYHO» OTBETUTBL, B Crieay-



KaKk MEHAMb CBOU NPUBLINKU T

IO pa3 MHe 3axX0TeNoCh 3aexaTb Mo Lopore B MarasviH 3a
HOBbIM aaarnTepoM K MobunbHoMy TenedoHy. OgHako npopa-
BELL CMOI HalTX €ro Ha cknaae Tofbko 20 MUHYT CryCTs, U K TO-
My Xe S BCTa/1 B CaMyto [JIMHHYIO o4epeb K kacce. A elue Kak-
TO NpsiMO 3a 10 MUHYT 0 BbIXOAA Y MEHS 3a3BOHWN TeNedOH, 1
XOTS1 Pa3roBop He Bbl1 CPOYHBLIM, § MOTPATW HA HETO 45 MUHYT.
B npyroii pas s onosgan n3-3aToro, YTo rnonan B Npodky. MNnoc
KO BCEMY Ha BCEX MSATM CBETODOPAX, Kak TOMBKO S K HAM MOOb-
e3xar, Kak Ha3Jo 3aropasiCa KpacHblii CBET, a CTPOUTENBbCTBO
Ha OOHOM M3 y4aCTKOB AOPOrK CTaU10 NOCNEOHEN Kanewn.

Mouyemy y MeHs Bcerga upet Bce He Tak?

Kak BuauTe, 9 HU4Eero He MOr C 3TUM cAenaTb, HE Tak Nn?
91 NPOCTO CTAHOBMJICS XEPTBO 06CTOATENLCTB, KOTOPbIE
He MOr M3MeHWUTb: NPoAaBEL, o4epenpb, Nnpobka Ha Lopo-
re, TenedoH u T.4. 9 b HU NPU YEM.

JenctentenbHo, Ha cBeTodopax 3aropancs KpPacHbIR,
npogasel, 6bin1 MeonMTenbHbIM 1 T.M. Ho Beap Te xe ca-
Mble BeLM MPOUCXOAAT U C APYrUMWU NogbMW, O4HAKO
OHW NPX 3TOM OCTalOTCA NYHKTyasbHbl. 9 BeOb He paccyn-
TbiBaN, 4TO Takoe npomnsonget? (Tenepb Bbl BUanTE, Ha-
CKOJIbKO BaXHO BCerga MMeTb AOMOJIHUTENbHbIM 3anac
BPEMEHN?)

B Vawaere? [loneiraiiTecs MCNONbIOBATH 3TOT NpUMED

B KakoW-HHOYAb BoIXOAALIEH H3-NOJ KOHTPONA cihepe Ba-
wek WH3HH!

BoabmuTe Ha ce09 OTBETCTBEHHOCTb!

OpHaxabl 9 pewnn 3aHOBO NpoaHanaM3npoBaTb BCE CBOU
6ecUncieHHble 0No34aHus, 1 BHe3anHo A noHsn: «[da g
Xe cam Obln BMHOBAT B HUX!». 1 Bcerma xoTen UCMosb30-
BaTb BCE BpeMdA [0 KOHUA W K3-3a 3TOro BCcerga




m CMaHbme X03AUHOM CBOEZ0 BPEMEHU

3aHMMancs cpasy HeckoNbkKUMKU genamu. ATo 0Co3HaHue
MMeno cnegylowme MocneacTBus: MOCKOJbKY Tenepb
3HaJsl, 4TO caM BMHOBAT B CBOMX OMO3AAHUSAX, TO MOT yXe
4TO-TO M3MEHUTb. Ecnn MHe NpeacTosno Kakoe-TO Cepb-
e3Hoe MeponpusTie, TO S yXe He 3aTeBas nepep, Bbles-
[OM HUKaKWMX CMOXHbIX U OOArMX Aen U Bceraa oTnpa.-
nancs B NyTb 3apaHee.

B Baartb Ha ceba OTBETCTBEHHOCTD 32 YTO-NH6O — caman
Gonbwan npobnema M3 BCEX BO3MOMHBIX, HO npH
3TOM M NMEPBbIK LWAar K PelleHHI0 OCTANbHbBIX. B

Mbl B COCTOSSHUM CaMM NMOMEHSATbL CBOW 00pa3
XU3HU

LeicteutenbHo, B 6OILLUMHCTBE cnyqaeé Mbl CaMU Hecem
OTBETCTBEHHOCTb 32 BCE TO, YTO C HaMM MPOUCXoanT. Mel
MOXEM MOBAUATb HA MPOMCXOASLLEE C HAMW U HA BHELLUHWE
obcTosATeNnbCTBa Gnarogaps Hawemy o6pasy XMU3HU U Ha-
UMM BHYTPEHHMM yCTaHoBkam. lNpu 3TOM nocnegHve aea
dakTopa Mbl B COCTOAHUN N3MEHUTb. Mbl, KOHEYHO, MO-
X€eM MPOCTO CUAETb U XaNoBaTbCA HA TO, YTO «BCE PABHO
HE CMOXEM HMYEero NMoMeHsaATb». Unm xe Mbl MOXeM Ha-
YY4UTbCH MPUHMMATb BO BHUMaHWE TO, HA YTO Mbl HE MOXEM
NMOBAVATb W MOMbLITATLCA HANTU Kakon-HMOyOb npuemne-
MbIi1 419 HAaC CNocob M3MEHUTb CIIOXKMBLLYIOCS CUTYaUUIO.
M Torga Mbl MOHMMAEM, YTO HET HUYEro, YTO Mbl HE MOI/N
Obl M3MEHUTb. KNtoy K n36aBneHnio OT CTPECCOB, Neperpy-
30K U LLeNTHOTa HAaxXOAMTCS B HAC CaMumx.

B Bosbmute Ha cebn OTBETCTEEHHOCTD 3a TO, YTo y Bac
He nonyyaercs. NMpoadanuanpyiiTe 3Ty CUTYaUMIO eLile paas,
HaMIUTe NPHUKHY M NOCTapaiTech HIMEHKTL TO, YTo B Ba-
WHX CHNAX. =



KaKk MEHRMb CBOU NpUBsYKU? .

Camoe rnaBHOe - HalMuMe cTuMmyna

Cnenyowmii BaxHblii GakTtop — 3TO0 CTUMYN (UM MOTU-
BaUMS), N OH TECHO CBSA3aH C HaWEN BHYTPEHHEN YCTAHOB-
Ko, a 06a OHU ropasno BaxXHEe BCAKUX TEXHUK U BCrO-
MoraTtenbHbiX cpeacTs. CpaBHUTe, Hanpumep, pabouyto
NPOV3BOAUTENBHOCTE KaKoro-HMbyab [OHS, B KOTOPLINA
Bbl 6biM paccesiHbl U HE UMEeNM HU MasieLero XxenaHus
paboTaTb, C MPOM3BOAUTENILHOCTBIO AHSA, MPenwecTBo-
BaBwero Bawemy otnycky. BcnomHuTe, kak Ttorga Bubl
npocuaenu 4o sedvepa B oduUce U BbINONHUAN BCE OCTaB-
lwrecs 3ajaHus.

By.que ONTUMUCTUYHDI

Korga Mbl HeratMBHO HaCTPOEHbI MO OTHOLUEHWIO K 4e-
My-TO, TO 3TO MeWaeT HaM U cbrBaeT Hac cC TOJIKY.
M n3-3a aToro MHorne n3 Hac C/ANLWKOM paHOo CAA0TCS.

Mpumep

I'-H HeypayHukoB, KOTOpPbIA C yOOBONLCTBMEM BeraeTt Tpycuoin,
npuwen kak-to B oduc 1 cnpocun AByx CBoux konner: «He xe-
nanu 6bl Bbl COBEPLUUTL 3aBTPa BMECTE CO MHOM YTPEHHIO MPo-
6exky?». Ha npolwnoii Hepene y ero Konaner Bcerga Haxogu-
NI0Cb BpeEMS Ansi NPOAOSXMTENbHbIX O6ecen, 0AHAKO HA 3TOT pa3
OHW OTBETUAN: «HeT, y Hac CnnwkKoM MHoro gen». - Heypau-
HUKOB 0Buaenca n nocne 3Toro crapanca o6xoamTb 060Mx CTo-
poHol. Byayyn neccuMmncTom, OH BOCMPUHAN 3TOT OTBET Kak «H
TepneTb Tebs He MOry». A O TOM, YTO 3TW €ro KOAneru SOXHb
OblMn B CPOYHOM MOPSiAKe MOArOTOBUTb K 3aBTPALUHEMY AHIO
OY€Hb BAXHBIA NPOEKT, OH He 3Han. [103ToMy, 4TOObl BHUKHYTb
B CyTb [€Nla, emy NpoCcTO CNefoBano Torga Cnpocutb: «Moxer,
Bam 6ynet ynobHee nocnesaeTpa? Mnm 4ac — 3TO CMLLKOM
MHOro gns Bac?».



E CMAHLME X03AUHOM CBOE20 BPEMEHU

Hukorga He McxoamMTe U3 CaMoro XyALlero npennosoxe-
HUA, BMECTO 3TOro MonbIiTanTeECH B3rNgHyTb Ha MPONCXO-
adauee ¢ ontumuamom. OfHaKO 3TO BCe PaBHO HEe 0CBO-
60>Kﬂ,aeT Hac OT npeaBnaeHnsa BCex BO3MOXHbIX PUCKOB,
TakKunx, Hanpummep, KakKk oOueHKa BO3MOXHOINo nageHusd
CTOMMOCTUN NpPoOeKTa nnm Xe Kak HeO6XO£I,VIMOCTb B34Tb
c coboi1 30HTUK, ecnv 3a OKHOM cepoe obnavHoe Hebo.

B gHepocratoumo NpOCTO 3HATH: HAAO NPHMEHATS Ha
NPaKTHKE; HEAOCTATOMHO NPOCTO XOTeTh: Hafo Aenarh.s
Hozann Bonsghearnz leme N

MposiBuTe ANCUMNAMHY U MYXeCTBO. [MOMHUTE, YTO KoY
K yoa4YHOMy yrpaBsJieHUI0 BpeMeHeM, 3O@eKTUBHOM pa-
60Te 1 [OCTUXEHUIO LENN NEXUT B HAC CaMmX, U OH 3aBU-
CUT OT HaWMX YCTAHOBOK W caMoguCUMUNAUHbL. [lnaHu-
pynTe, HAYHUTE YTO-TO AenaTb, U TPYAHOCTU OTCTYNAT.

Kak pa3paboTaTb npaBuibHYyIO CTpaTeruio?

Ecnu y MeHs1 yTpoMm nepep cemuHapom 3abonen 3y6, 1o 9
npumMy Kakyl-Hnbynb Tabnetky. Ho Ha cnepylowmin oeHb
A 06a3aTeNbHO MOWAY K OAaHTUCTY, MNOTOMYy 4TO Tabnet-
Ka NIMLb KPaTKOBPEMEHHOE peLleHne. YacTo Mbl peluaem
MHOrve Hawwu npodeccuoHasnbHele Npobnemsl ¢ NOMO-
whbto «Tabnetok». CHayana [ENCTBUTENBHO MPUXOAUT
obneryeHne, HO MOTOM, Kak MpaBu/IO, BCE CTaHOBUTCSH
TOJIbKO XYyXe.

Mpumep

-H Mariep 4acTo TepsET BaXHbIE AOKYMEHTbI. M emy yacTo npu-
XOOUTCS CPOYHO KX NCKaTb, YTO 3aHMMAET O4EHb MHOIO BpEME-
HW. Modvemy? [a noToMy, 4TO Ha CTone y Hero Gecrnopsaaok. [a-



Kak MEHAMB CBOU NPUBBYKU?

e ecnu r-H Maiiep v ybepeTcs kak-Hubyap Ha cTose, Bce paB-
HO Yepes Kakoe-TO Bpems ero paboyee MecTo OyaeT cCHoBa 3a-
X/amieHo.

Ecnn xe Bbl 4eACTBUTENBHO MPULLAN K OCO3HAHMIO CBO-
eli npobaemMbl U PELUNSIN HTO-TO N3MEHUTbL, TO Bam Heo6-
XoOoMmo 6ypeTt cnepnoBaTh TPEM MpasBuiam.

1 WpeHTndunumpynte nctovyHmk Bawen npobnemsl.
2 boputechb ¢ Npu4MHamMu, a He ¢ CUMNTOMaMW.
3 CocTaBbTe cebe nnaH OencTBuid.

Mpumep

B cnyyae ¢ r-Hom Maliepom cBOeoOpasHoii «TabneTkoin» Obino
Obl pa3obpatk cBoi cTon. OpgHAKo Yepes3 Kakoe-TO BPEMs I-H
Maliep nomkeH Obin 3a8aTbcs Bonpocamu: «[loyemy Ha MOemM
cTosie BCeraa Bo3HvkaeT 6ecropsaok? a notomy, Y4To y MeHst
HET HUKAKOM CUCTEMbl M HUKAKOro MecTa ONA XpaHeHUA BaK-
HbIX 1 YK€ MPOCMOTPEHHBIX MHOKO JOKYMEHTOB. A rnoyemy s He
paspaboTan Takyto cuctemy? [oTomy 4TO Obll O4EHb 3aHSAT.
Moyemy? MOTOMY YTO 3aHMMASICS HEBKHLIMU AENaMu, C HU3-
KUM MPUOPUTETOM, HO KOTOpPLIE AOCTaBS/N MHE YOOBOJBLCT-
Buve, BMECTO TOro 4TOObI 3aHATLCS TEeM, 4TO ﬂ,eVICTBMTeﬂbHO Obl-
JIO BaXHO M CPOYHO, HO MEHEE MPUSTHO>.

Hanbonee npaBuibHBLIM pPELUEHMEM [OaHHOK npobnemsbl
ons r-Ha Maiiepa 6yneTt BblpaboTka CUCTEMbI C NpPaBUb-
HbIMW npuopuTeTamn. Mpu 3TOM cO3JaHWe MecTa Ons
XPaHeHUs AOKYMeHTOB BGyOeT COOTBETCTBOBATL B Hel ca-
MOMY BbICOKOMY MPUOPUTETY. Takxe B OAHHOM Ciyyae
Heobxogmma n camogmcumnnianHa. Bpems, kotopoe noHa-
nobutcs Ha 9710, Kak pa3 u OyaeT COOTBETCTBOBATbL TOMY
BPEMEHU, KOTOpoe r-H Manep 0o HacToawero MoOMeHTa
TpaTuUa Ha NOMCK NponaBWwuMx OOKYMeHTOB. PaspaboTka
BbILLEYKA3aHHON CUCTEMbl 3alAMeT y Hero camoe 60Jb-



m CMAHbBME XO3HUHOM CBOE20 BPEeMEHU

Luee NATb YacoB. Ho nNpu 3TOM CU Ha NoanepXxaHue aTol
CUCTEMbI NMOHAOObUTCA B pesynbTaTe ropasno MeHblie,
yem Ha 6eCKOHEeYHble MONCKMU.

HayHute npamo cenvac!

1 Hanpure B 9TOM KHUrE NPSMO celyac OAHY UK BE U3-
JIOXEHHble NpPoGneMsbl, Haf KOTOPbIMM Bam HyXHO pa-
6oTaTb Npexpae Bcero. Beinuwnte umx.

2 BobisiBUTE NpuymHbl. BeipaboTaiiTe cTpaTeruio no nx yc-
TpaHeHuio. HaigmTte Koro-To, KTo CMOXET Bam B aToM
NOMOYb, NPOKOHTpoNupyeT Bac u npuagact Bam ctu-
Myn K geicTteuio. [loctaBbTe nepen cobon uyeTkme
N OOCTMXMMbIE LEenn.

3 Npuaymaiite camu cebe Kakyl-HUBYab Harpagy, Ko-
TOopytlo Bbl monyduTe, Kak TONbKO AOCTUFHETE Hame-
YEeHHON uenu.

4 CpenaiiTe, HakoHeL, KOPOTKYIO Maysy M paclimpbTe
niaH CBOUX AEeNCTBUI, 4TOObI MOTOM C HOBLIMU CUSIaMu
B35ITbCH 3a pelleHne cnepyoulein npobdnemsi!

CeMuHapbl U TPEHUHT U

Bnaropaps aToih kKHure y Bac tenepb ecTb HEOOX0AMMBbIN
mMartepuan anst camoofyyeHusi. M xoTs nocelleHne cemm-
HapoOB He saBNseTca HeobxoaumbiM, Gnarogaps um Bbl
cMoXeTe fnerye u ObiCTpee MNOHSATb BbILIEN3NOXEHHbIN
MaTepuan. Haxogsck B rpynne eauHOMbILINEHHUKOB, Bbl
cMOXeTe nocnylwaTb APYrMX y4acTHUKOB ceMuHapa, no-
[ennTbCs C HUMMU OMbITOM, Yy3HaTb UX TOYKN 3PEHUS U NO-
Nly4nTb Maccy nones3Hom nHpopmauum. K Tomy xe Ha ce-
MUHapax Bbl cmMoxeTe OCBEXWUTb MOJIyY4EHHbIE 3HAHUS
n npopaboTtatb Hambosiee CNOXHble MecTa. IJTO Kak



Kak MEHAMb CBOU NPUBLIYKUT 4@

B CMOpPTE: AOMONHUTENIbHbIE TPEHMPOBKM ELLE HUKOMY He
nomeLuanu.

[MpenmyliecTea ceMMHAPOB:

+ B TEYEHMEe KaKoro-To BpemMeHu Bbl cMoXeTe NnosHo-
CTbIO OTK/IIOYUTBLCS OT CBOUX €XeAHEBHbIX 3a60T U non-
HOCTbIO CKOHLEHTPMPOBaTbLCS Ha NpeameTe. Bel cMoxeTe
ropaspo rnybxe norpysanTbCsl B TEMbl, PACCMOTPEHHbIE
B AAHHOW KHUre;

+ Bbl cMOXeTe 3apaTbh BOMNPOCHI BeaylleMy ceMmHapa.
MocnegHuin Takxe 6yaeT cocTaBnATb ANs Bac cneumans-
Hble yNpaxHeHUsl, Nooxoaswme MMeHHo gna Bawwux 3a-
hay v gns Bawero paboyero gHs.

PesynbTaT: 60NLLUMHCTBO YH4ACTHMKOB Hallero ceMmHapa
nocse Kaxgoro 3aHaTus yXxe MoryT (He3aBMCc1MO OT CMno-
COBHOCTEN) COKOHOMUTL 0KONO0 30 MUHYT BpeMeHu 3a
neHb. Kpome Toro, Baw ycnex yepes oauH — Tpu Mecsaua
MOJSIHOCTbLIO OKYMUT BPEMS U AEHbIM, NOTPayeHHble Bamu
Ha ceMuHapbl.

TpeHuHrn crnoco6CTBYIOT ycrexy

MpodeccunoHanbHble TPEHUHTU MO YNpPaBlEeHUIO BpeMe-
HEM OY€eHb BaXKHbl, BeOb C UX NOMOLbI0 Bbl cMoxeTe pe-
WwaTb CBOW NNYHble Npobnembl. TPEHMHI NoMoxeT Bam
paboTaTb Hag CBOel CoOCTBEHHONM Lenblo. Benywmin no-
DOOHbIX TPEHWHIOB aHanu3upyeT WHAMBUAYASbHbLIN
cTunb Bawer paboTbl 1 B COOTBETCTBUN C HUM NOALICKN-
BaeT Hambonee noaxopsawyt Bam nporpammy. Takum
o6pa3om, Bbl MoXeTe He TpaTUTb BPEMS U CUMbI HA YCBO-
eHne Jyxabix Bam 06pa3LoB noBeaeHus, a Bolbpatb AN
cebs To, 4TO NOAXOAMUT UMEHHO Bam 1 He nmpoTuBopeUnt
Bawumm npusblykam.



KnoGaayx Hope, Béamse Xonvzep
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CaMoMeHeg)KMeHT

W3 kHuru «CaMoMeHepKmMeHT»

Bbi yaHaeTe:

B Kak chopMHpPOBaTL 2AeKBATHYIO
CaMOOLEHKY;

B KaK NocTasuTb nepep cobok yenn
H peanu3oBaTb MX;

B Kak pacnpefeNnTb cBOe BPeMs;

m Kkak 3chdrexTHBHO paboTaTh B koMaHge.

3my KHUZY,
a maroke Mo6YI0 dpyzyio U3 CHICKaG,
nPpUBEGEHHOZ0 HA BIMOPOU CMOPOHKE 0B/10XKKU,
Bbl MOXeme npuobpecmu 8 HaUuem
u3damenscmse




MoTtuBauus

M3 kHuru «MoTueauuss Be yanaete:

W Kakue (DaKTODPbl BAHAIOT HA Hally MOTH-
BaLMIO,

B Kak MOTWBWpOBaTh cebs camoro;

B KakK MOTHBMPOBATb CBOWX COTPYAHUKOB;

B C NOMOLbIO KaKUX METOAOB YCHNMTB
MOTHBALMIO COTPYAHHKOE,

MoTuBauus

my kHuzy,

a maroke 1106yro Opyyio U3 chuckd,
NPUBEDEHHO20 HA BIMOPOL CIMOPOHKE 0BAOXKUY,
Bbl MOXeme npuobpecmu 8 HaUem

u3damenbcmse




[lpoBepeHue
npeseHTaluMH

Wa kHurv «lMposeaenme npeseHTauuis

Boi yanaete:

B KaK yCnewHo NpeacTasuTh CBOH NpoexT
W NPOAYKUHIO hHpMBL;

B KaK npaskibHO NOArOTOBUTLCS
K Npe3eHTaluMK, NpoBecTH ee W RoBUTLCA
ycnexa;

B KaKOBbi CAMbIe PACNPOCTPAHEHHbIE OLUMOKH,
CoBepluaeMbie JOKNaaQ4YHKaMM BO BpEMA
BLICTYNNEHMA;

B Ha YTO HYXKHO oﬁpam‘rb BHHMaHHe
NpH NPOABHIKEHWK TOBaPa;

B Kak yDefuTh CBOMX Chyluatenen.

Imy kHuzy,

usdamenscmse

a maroke 106y dpyeyio U3 cnucKd,
NPUBEOEHHO20 HA BIMOPOL CIMOPOHKE 0B/IOXKU,
Bbl MOXeme npuobpecmu 8 Hawem

We npe3eHraLur



Cl2 OMETA-A
OnToean npofiaxa OCyL|eCTBNASTCA

ThA «YuxHuras:

Uentpansusii odmc: 123022, Mocksa, CronapHeii nep., 14, noa. 2;
ana nouto: 123022, Mockea, a/a 34

Ten. /dpanxc: (095) 258-08-38, 253-46-82, 252-29-25, 253-46-25, 253-12-29,
253-15-1

E-mail: market@omega-l.ru; zakaz@omega-l.ru

Hudopmaynonnni caiT: www.omega-l.ru

Xoture caenars 3akaz? Bubupaiite noboii sapuanr:

n no o (095) 253-46-25,/15-11,/12-29, 258-08-38.
Mpuwnure 3axas no daxcy: (095) 253-12-29 /46-25.

MoceTute Haw caiT: www.omega-l.ru.

MpHwnnre 3aKa3s No 3NeXTPOHHOIN noute: zakaz@omega-l.ru.
Mocerure AwuHo Ham ogmc: Mockea, Cronaphuii nep., 4. 14, n, 2

(c 9.00 go 19.00).

3axkammre KuMrn no noure: 123022, Mocksa, a/a 34 (ronsko ans
IOPHAHUECKHX NHL).

CBAMMTECH C HAWWMM DEFHOHANBHBIMKH gunepamu. (www.omega-l.ru).

HurtepHer-Mara3uH www.sprinter.ru

117105, Poccua, Mocksa, Bapwasckoe w., 9, nas. 515-09
Ten.: (095) 737-03-77, gob. 5017; info@sprinter.ru

Dupmennbie Marasuus «0’keii-kHura»

«Jlenosan nuteparypas Ha KHUKHOH Apmapke «LlenTpansHans
(m. «Tynbckass, Bapwasckoe wocce, g. 9, a7, 5, nasunbor 515-09); ren.:
(095) 737-03-77, aob. 5017

Bcex knueHToR W nokynarenei Mol GyaeM paasl BUAETL B CETH HALWMX
POIHMMHBIX MArasWHOB, rae NPEACTARNEH BECH CNEKTP AENOBONH W yweBHoN
nWTepatypsi agatenscrea «Omera-Jl» u 6onee 800 segylunx MOCKOBCKMX
W pervoHanbHbix Mapatenscre. 3to Gonee 35 000 kuur no acem Haykam!

B pexwume ceobogroro goctyna Bui cMoxete spibpats mobyio kuury,
NPOheccHOHANbHBIE KOHCYNLTaHTLI OTBETAT Ha Bce Baww sonpocel.

[lna NOCTORHHBIX KNHEHTOB NPEAYCMOTPEHA CHCTEMA CKMAOK, HaKomM-
TenoHbix Honycos, pacnpoaakd. Halwwum knwextam becnnarHo npegocrae-
NAOTCA KATANOrH NPOAYKUMH, OCYILECTBNAGTCA NOANMCKA HA Pacchinky
npanc-nKcTos,



006 aBTOpax

NMpodeccop, nokrop Mopr Knobnayx — oavH
13 pykosoautenen komnaHumin: Firmen drilbox (cneuwa-
NN3NPYIOLLLENCS Ha NPOM3BOACTBE KacceT), tempus
(www.tempus.de, cuctema ynpasneHusi COOCTBEHHbLIM
BpemeHeMm, cemuHapel), DIGS (www.digs.de, passutue
JINYHOCTHBIX KayecTB); paspaboTunk TEMP-meTopmkn
(6bino npopaHo cebilie 100 000 HaNMCaHHbIX M KHUD
Ha TEMy CamOMIaHVMPOBAHWS, YNPaBIEHUS BPEMEHEM
N BbIpaboOTKN LieNien); aBTop MHOrQYUCNIEHHbLIX KHUT
O MNaHUPOBAHUN MPOMECCUOHANBHBIX U XU3HEHHbIX
uenen, naypear npemun «Jlydwee npeanpusdtie rogar.
LLInpoko mn3BecTeH B MepMaHun Gnarogapst MHOro4mnc-
JIEHHBIM BbICTYMNIEHUSIM Ha TenesuaeHun. Ero anekT-
pOHHbIN aapec: knoblauch@tempus.de.

Xonbrep Bénme — AnnioM1MpoBaHHbIN MHXEHEP; paspa-
60T4MK NpoekTa tempus-Trainer ons ceMyHapoB «Ynpas-
JieHne COBCTBEHHLIM BPEMEHEM C MOMOLLLIO KaPMaHHOMO
komnbtoTepa 1 nporpammel Outlook», a Take «Osnaae-
H1Ee HaBblkamm PaboTbl C OPUCHON TEXHMKON 1 ynpasne-
HMe NOTOKOM WHbopMaumn» (www.tempus.de); aBTop
MHOIOYUCIEHHBIX CTaTe O KapPMaHHbIX KOMMbIOTEPAX,
HanMCaHHbIX MM 47151 KOMMbIOTEPHOIO XypHana «C't». Ero
3NEKTPOHHLIN appec: hwoeltie@tempus.de.



TAS_CHEN G ) DUE

«Kozda Bam nyxcnst noeu, cosent npo-
peccrondid WAl RPOCHIO XOMEMca PAchid
KK €Neyuamiicny, omepuleatime ooy
KHUZY MO Cepuut Ha ar0bot cmpantiie»,

JIGROHUHHBIE, ROHANHLIC U 0OHOBe-
MEHHO NPAKMUYHBIEE PYKOBOOCIMBA 1O 10~
BCOCHUIO 6 CAMBIX PACHPOCMDANCHHBIX
OUIHEC-CLIMYAUUAX. Xopowiasa cmpykmype
U NPOOYMAHHBIL OUIALNH KHUZ ORI 1UX
0cOOeHHO YOOOHBIMI AN MEX, KOM) BN
HO OBICIPO ROAYHANIE JOCMYIT K HEODXO-
OUMOL UHPOPMALLILL.

be in group!

MiamtTEabcTRG

OMETA-A

123022, Mockea, Cronaphein nep., 14
Ten. /panc: (495) 777-17-99
Http://www.omega-l.ru



