MUWHUCTEPCTBO CEJILCKOI'O XO3SMCTBA POCCUMCKON ®EJEPALIUN

@CﬂepaHBHOC rocyasapCTBCHHOC 6IO,ZI}K€THOC O6pa30BaTeHBHOC YUIPCKIACHHUC
BBICHICTO HpO(i)GCCI/IOHaJ'IBHOI‘O 06p330BaHI/ISI

«KYBAHCKUN 'OCYIAPCTBEHHBIN ATPAPHBI YHUBEPCUTET»

KYPC JIEKITUI
10 AUCIUTIIINHE
(Momy:r0)
b1.B./IB.3.2 CamomeHe:KMeHT: YIpaBJ/ieHHe BpeMeHeM



Tema Ne 1. Llesenosiaranue.

EnvHCTBEHHBIN pecypce, KOTOPbIM 00J1a1aloT BCE JIOAM 0€3 UCKIIOUEHHUS, —
3To Bpems. llepen HuUM Bce paBHBI. BpeMsi — HEBOCIOIHUMBIA pecypc: €ero
HEBO3MOXHO TIOJIOXHTh B OaHK U JKUTh HA MPOLEHTHI, B3ATh B3aliMbl U IOJIYYHUTh B
NOJIapOK Ha JEHb POXKJIEHUs. 3aT0 BpeMms Jerko tepsiercs. Ero moryr y Bac
yYKpacTh, W TOXHUIICHHBIH, K MPUMEPY, Yac Balled >KU3HU HHUKTO HUKOTAA HE
BEpHET.

B cBM3M ¢ O3TUM OJHMMH M3 OCHOBOIIOJIATAIONIMX KOMIIETEHIIUH
COBPEMEHHOT0 TNpodeccuoHana B IMOCIEIHEe BpeMsl CTaal yMeHue 3(PQPEKTUBHO
OpraHM30BBIBaTH BpeMsl Ha  JIOOOM  ypoBHE  (JIMYHOM, KOMaHIHOM,
KOPIIOPAaTUBHOM) M CIOCOOHOCTBH COTJIACOBBIBaTH CBOM JIEUCTBHUS C JEHCTBUSMHU
OKPY>KAIOIINX JJIsl BHITIOJTHEHUS TOCTABJICHHBIX 33/1a4.

MMeHHO B 3TOM W 3aKIIOYaeTcs CYIIHOCTh TalM-MEHEKMEHTa Kak
TEXHOJOTMH 3(P(PEKTUBHON OpraHU3aIlMi BPEMEHHU.

! Taiim-menedrncmenm — TCXHOJIOI'WA, IMO3BOJIAOIIAsl HEBOCIIOJIHMMOC BpPEMS KHU3HH
HCIIOJIB30BaTh B COOTBECTCTBHHU CO CBOMMMU JIMYHBIMU U 6I/I3HGC-I_I6J'I$IMI/I U OICHHOCTAMM.

HUcTopus cTa”HoBJeHUS TaHM-MeHeTKMeHTa B Poccun.

TaliM-MEHEPKMEHT 4acTO BOCHPHHHMMAETCS MCKIFOYUTENIBHO KaK 3ala/iHas
TEXHOJIOTHs. Tak JIM 3TO Ha caMoM Jjelie?

OredecTBEHHAas WIKOJIA HAay4YHOW OpraHU3allMM TpyJa W OpraHu3alnuu
JUYHOTO BpeMEHHM o0azaeT psijioM COOCTBEHHBIX JTOCTHXKEHUH, HE HMEIOUINX
aHaJIOroB B 3amaJHoON Hayke. bosee Toro, MHOTHME U3 pa3pabOTOK OTEUECTBEHHBIX
ucclenoBareyied OpraHu3ali BpEeMEHHM ObUIM T03alMMCTBOBAaHbBI 3alaHbIMU
CIEeUATUCTaMU.
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B HCTOPHUH  PaA3BUTHA OTCYCCTBCHHOIO T&ﬁM-MCHCI{)KMGHT& MOXXHO
BBIACIINTD TP OCHOBHBIX JTalla.



MepBoiii 3Tam (20-e roger XX Beka) — mepuox OYpHOTO pa3BUTHS
PKOHOMHUKUA M Hay4yHoW opranuzanuu tpyna (HOT). Oto Bpems rpamoTHOro u
3G (HEKTUBHOTO XO3SIMCTBOBAHUS, YIPABICHUSI SKOHOMUKOW CTpaHbl. 3apOKICHUE
U pa3BUTHE TaM-MEHEIKMEHTa Ha 3TOM 3Tare ObLIO CBS3aHO C JIEATEIbHOCTHIO
A K. T'acreBa(llentpanbupiii  MucTutyr Tpyma) u  I1.M. Kepxkennena (Jlura
«Bpemsi»), UbK UAEH U OMBIT ObUTH OCOOCHHO BaXKHBI JIJIs1 NAJIbHEHUIIIETO U3yUYEeHHUSI
Y Pa3BUTHUS OPTAHU3ALMN BPEMEHH.

Bropoii 3Tam 0TeYeCTBEHHOTO TaWM-MEHE/KMEHTA Hayajcs C BBIXOJA B
Hayase 70-x rogoB XX Beka kHuru J[.A. ['pannHa «OTa cTpaHHas Xu3Hb». B Hel
pacckasbiBaeTcsi 0 Omosiore A.A. JlroOuieBe, B MOJIOJIOCTH TMOCTaBUBIIEM cebe
MIO0ANBHYIO TI€JIh — pa3padoTaTh NEPUOIUYECKYI0 CHUCTEMY OMOJOTHYECKHX
00BEKTOB, TIOJIOOHYIO TepruoanYecKkoi cuctemMe MenaeneeBa. [logcuntannoe M
KOJIMYECTBO BPEMEHHM, HEOOXOAUMOE IJisi AOCTHKEHHS 3TOH 1M, OKa3aJloCh
ropaszio 00JbIle cpeHeN TPOIOIDKUTEILHOCTD JKU3HU YelloBeKa. Torma oH permi
U3BICKMBAaTh PE3EPBbl BPEMEHH, I YEro CTAl BECTU XPOHOMETPAXK CBOEHU
JesATebHOCTH (YYeT pacxoJIoB BPEMEHH), aHAIM3UPOBATh €ro pe3yJbTaThl U
IJIAHUPOBATH CBOIO padoTy.

! O6paTI/ITC BHHMAHHUC, YTO HA 3TOM 3TaAIIC BIICPBLIC ITOABHUIINCH UICHU!

® XPOHOMETPa)Ka KAK OCHOBBI YIIPABIICHUSI CBOUM BPEMEHEM,;
e OIOKETUPOBAHUS PACXOJI0B BPEMEHHU.

OCHOBHBIE HJIeH JTFOOHIIEBCKOTO TIOIX0/1a:
¢ >h(deKTUBHOE MbluLleHUe — OCHOBA TUYHON 3 (PEKTUBHOCTH;
® XPOHOMETPAXK — HHCTPYMEHT BBIPAOOTKH 3TOT'O MBIILICHUS.

Oco3HaHHOE YIpaBIIEHUE BpPEMEHEM KakK Memoo MbluileHus IO3BOJIIET
JOCTHYb JTYYIIUX PE3YJIbTATOB.

Tpernit 3tan. B suBape 2001 roma Ha cante «OpraHuzanuss BPEMEHN»
(www.improvement.ru) 3apoauiioch TIEpBOEC OHJIAWHOBOE TalWM-MEHEKEPCKOE
coobmiecTBo. Tak Hayajcs TPETHH 3Tam B MCTOPUM PA3BUTUS OTEUYECTBEHHOIO
TaM-MeHeKMeHTa. Ha ceroqusmHui 1IeHbp OHO OOBETUHSET:

e [riocieoBaTesiel JOOUIEBCKUX TPATUIU;

o |T-koHCYIBTAaHTOB, OJIATOAPSI KOTOPBIM CTAJI0 BO3MOXKHBIM 00bETUHUTD
KJIACCUYECKUE MOAXOAbI K TMYHOU 3(PPEKTUBHOCTH U COBPEMEHHBIE TEXHOJIOTUU
aHaIM3a U MOJIETUPOBAHUS OU3HEC-CUCTEM;

® [peAnpUHUMATENEH, MEHEIKEPOB, YIIPABICHYECKUX KOHCYJIbTAHTOB,
IPUMEHSIOIINX Ha MPAKTUKE Pa3IMYHbIE MHCTPYMEHTHI U TEXHUKHU TaiiM-
MEHEKMEHTA.
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http://www.improvement.ru/

Caiit «Opranuzanus BpeMeHm» (WWW.improvement.ru) — nepssiii B Poccun
KPYIMHEUIIIUA TEeMaTUYECKU MPOEKT 10 TailM-meHekMenTy. [lo3auee, B 2003r.,
OblJJa OCHOBaHA TMepBas U €AUMHCTBEHHas B PoccuM TpeHUHTOBas KOMITAHMS
«Oprann3zanysi BpEMEHW», Pa3BUBAIONIAS HAYYHYIO IIKOJTY TaliM-MEHEI)KMEHTA.

-

CranoBnenue 17} pa3BUTHE 3TOrO JTana CBSA3aHO c
uMeHeM I'.A. ApXaHreJibCKOro, OCHOBaTeNsl U OECCMEHHOTO PYKOBOJIUTENS TaliM-
MEHEKEPCKOro COOOUIECTBA, TEHEPAIBHOTO TUPEKTOPA KoMIIaHuU «OpraHu3anus
BpeMeHW», 3aBenytomiero kadeapon Taim-menemxmenta MOITY «Cuneprusy»,
aBTOpa MHOTOYMCIICHHBIX JEJIOBBIX OecTcemnepoB. [11e6 ApXaHTrenbCKuid, sIBISISICH
OCHOBOIIOJIOKHUKOM ~ OTE€YECTBEHHOM  METOJMKHM  COBPEMEHHOIO  TalM-
MEHEI)KMEHTA, 0 MPaBy CUUTAETCS BEIYIIUM SKCIIEPTOM B 00JIaCTU OpraHu3aluu
BpeMeHu. Co3aHHas ¥ BO3IVIABJIIEMasl UM TPEHEPCKAsl M Hay4yHasl IIKOJa TOTOBUT
Jy4IIUX B Halled cTpaHe HKCHEPTOB B 00JacTH yrpaBieHus BpeMeHeM. Ilon ero
PYKOBOJCTBOM pa3palaThIBAIOTCS M BHEAPSIIOTCA KOPIOPATUBHBIE CTaHAAPTHI
TalilM-MEHEKMEHTA, peajbHO padOTAIOII1Ee BO MHOTMX POCCUMCKUX KOMIIAHUSX.

Takum  oOpa3oM, TallM-MEHEIKEPCKOE COOOIIECTBO U  KOMITaHUS
«Opranu3anysi BpPEMEHM» Ha CETONHSAIUIHUM JE€Hb — OCHOBHBIE T'€HEPATOPbI
COBPEMEHHBIX UJIEH M TEXHOJIOTHI MOBBIIICHUS TUYHON 3P (PEKTUBHOCTU B HAILIEH
CTpaHe.

CoBpeMeHHbIN TallM-MEHEHPKMEHT — O3TO HE MPOCTO HAOOp NPHEMOB H
OTJCIBbHBIX TEXHUK, a KOMNWIEKCHAs cucmema yupaBieHus coOol © cBoel
JEATEIIbHOCTBIO.
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Cucrema TauiM-MeHe)KMEHTa i .

Punocohusa (sauem?)

%r Crpaterus (xyaauamm?)

~

TexHONoOrumM (4em MOXHO BOCNONbL3OBATLCA?)

S PeKTUBHOCTL (kak C HaMMeHbLLIMMM 3aTpaTaMu 10CTUYL Lienn?)

o Odhdhexmuenocms. Eciu mpecTaBuTh Hallly )KU3Hb KakK ABM)KEHUE IO
KaKoOMY-JTHOO MyTH, 3TOT 3TaIl AacT OTBET Ha Bompoc «Kak HyXKHO uATH, 4TOOHI C
HAaUMEHBIINMH 3aTpaTaMH YCUIIMK U B HAMEUEHHBINH CPOK TOCTUYH MOCTABICHHON
Hean?». ITo TalM-MEHEIPKMEHT B €ro KJIaCCMYECKOM MOHUMAHUHU (OIpeieTIeHUue
pPacxo0B CBOEI0 BPEMEHHU, TJIaHUPOBAHUE JEATEIbHOCTH ). JlaHHBIN ATan
MOJICKaXKET, KaK, HalpUMeEP, XOPOIIO MOJATOTOBUTHCS K KOHTPOJIbHOM paboTe 3a
MUHUMAaJIbHOE BPEMS.

o Texnonoeuu. 1103BONSIOT MPUHUMATH HAUOOJIEE CUIIbHBIE PEIICHUS
(TeXHOJOTUY MOBBIIICHUs THUHON Y exTruBHOCTH). ECcim cHOBa 00paTuThCS K
meTadope MyTH, TO Ha TOM dTarle MbI PEIIaeM, Ha YeM MOXKHO 70 BEIOpaHHOU
uenu gooparbes? [IpuMeHeHne pa3IuyHbIX TEXHOJIOTHUN MOMOTaeT HaM
neiictBoBath 3 HEeKTUBHO. MOXKHO MCKATh PEIICHUE BOSHUKIIICH MTPOOIEMBI,
BOCTIOJIb30BABIINCH METOI0M DJIMCOHA (TIepedrpaTh OTPOMHOE KOJTHUECTBO
BApUAHTOB, TpaTs OOJbIINE YeTOBEUYECKHE, PUHAHCOBBIC U BPEMEHHBIE PECYPCHI),
a MOYKHO HCIIOJIb30BaTh, HapuMep, TexHonorun ousnec-TPU3L! u naiitn
s (HeKTUBHOE pellleHre 32 MUHIMAJIBHOE KOJTUYECTBO BPEMEHHU MPU
OTPaHUYEHHOCTH PECYPCOB.

e Cmpameeus — 310 0TBET Ha Bonpoc «Kyna neuratecs?», onpeaesieHme
HaIpaBJeHUs pa3BUTHA. MOXXHO O4€Hb OBICTPO U ¢ KOM(POPTOM NEPEMEIIATHCS Ha
COBPEMEHHOM aBTOMOOMIIE U, TOJIBKO KOTJa 3aKOHYUTCSI OEH3WH, BAPYT MOHSTD,
YTO €XaJl HE B TOM HallpaBJICHUH, COBEPIIEHHO B JIPYT'yI0 CTOPOHY. DTO YPOBEHb
Hesernojaranus, orpeaesieHus ueen.


http://www.e-biblio.ru/book/bib/06_management/taim_menegment/sg.html#_ftn1

o Qunocoghus. B KOHTEKCTE TaltM-MEHEKMEHTA 3TO OTBET HAa BOIPOC
«3aueM?». 3a4eM CTaBUTh UMEHHO TaKue, a He uHble uenu? Kak oco3Hars cBou
YKU3HEHHbIE IEHHOCTH?

YpoBeHb HS(PPEKTUBHOCTH HalIed OpraHuU3alydyd BpPEMEHH HAIPSIMYIO
3aBUCHUT OT BBIOpAaHHBIX Lieneil. Eciin HET 4eTKOro npeAcTaBieHUs, Yero 1 Xouy (B
KPaTKOCPOYHOM M JOJITOCPOYHOM TEpPCIEKTUBAaX, B JKU3HH BOOOIIE), TO U
VIOPABJISATH BPEMEHEM CTAaHOBHUTCS HEBO3MOXHO. «EciM He 3Haellb, B KaKylo
raBaHb IUIBITh, HU OJWH BeTep HE OyJIeT MOMyTHBIM», — CKa3al BEJIHUKHIA
Mbiciiatens CeHeka. Torga ocraercs OOUH BapHaHT — IUIBITH II0 TEYEHUIO.
HekoTopsle 11041 UIMEHHO TaK M AENAOT: B UHCTUTYT (aKaJeMHUIO, YHUBEPCUTET)
HNOCTYNAIOT «3a KOMIIAHHUIO» C MpUTENeM, paboTaloT TaM, KyJa MX YCTPOWIIH,
cBOOO/IHOE BpeMs IIPOBOJAT B HOUHBIX KITy0axX, HOTOMY YTO Tak MpHUHATO ... Kem
npunaro? Krto pacrnopsbkaercst Bamie ku3Hbto? B urtore yueba He nOCTaBiseT
yIIOBOJICTBHUS, pa00Ta BBI3BIBAET pa3/ipakeHuUE, )KU3Hb pa304apoBbIBacT. YenoBex,
TakKUM 00pa3oM, MPOKHUBAET CBOIO )KU3Hb HECAMOCTOATEIBHO, U B PE3YJbTATE €r0
COOCTBEHHbIE MEUTHI U JKEJIAHWA TaK M OCTAIOTCA MeuTaMH MU keinaHusmu. Kak
NpaBUIO, TAKUE HCTOPUM 3aKAHYMBAIOTCS TPYCTHBIMM BOCIIOMHUHAHUAMH U
coxxkaneHusiMu: <«OKU3Hb HE CIIOXKWIACh ... @ BeAb HE 00 3TOM MedTal
O0OCTOSITENBCTBA ... HE TIOBE3JIO ... ».

N3BecTHBI aMEPUKAHCKUN CIIEHHAIIACT I10 YIPABIECHUIO BpeMeHeM CTHBEH
KoBu B cBoeli kHure «CeMb HaBBIKOB BbICOKOA()(DEKTUBHBIX JIFOACH BBIIEISI ABA
THUIIa OTHOILEHUS JTIOJEH K KU3HU:

1. peakmueHnuii;

2. NPOAKMUBHDLIL.

Peaxkmuenutii nooxoo. Ilonnas 3a8UCUMOCTD om
sHeuwHux oocmosamenscma u arodeti. JXU3Hb 10 MPUHIUITY «KaK CI0XKHIOCHY, «KaK
MOJYyYMJIOCh», «IUIBIBY, KyJa TEUEHHMEM HeceT». ODTO CTpaTerus MacCHBHOTO
YyeJoBeKa, KOTOPhIM MOCTOSTHHO HINET OINPaBJaHUSl CBOETO «HUYETOHEICTaHUsD):
«MIm Bcerna 4To-HMOYJh MeEIIAeT — HEYAAYHOE BpPEMsl ToJla, CPOUHBIA PEMOHT
aBTOMOOMJISI UJIK TO, UTO OHU CJIMIIIKOM YCTaju BUYepa BeuepoMm. Tak OHU TOBOPST,
HO MCTHHA 3aKJI0YaeTCs] B TOM, YTO €JIMHCTBEHHBIM MPEMATCTBUEM, CTOSIINM Ha
WX IYTH, SBISIOTCSA OHU CAMHU ... OHHU BCErO JIMIIb MPOXOASAT MHUMO >KHU3HU,
TnepeOuparoTCs U3 OAHOro AHA B Apyroif. 4

Ilpoakmuenslit no0x00. Bvicmpaugsanue dHCU3HU NO CBOEMY HCENAHUIO,
aKmugeHoe GluAHUe Ha codovimus u obcmosamenbcmed. JKU3Hb  «BOMPEKN
U «HECMOTPS Ha 00CTOATENHCTBAY. MBI caMu (POPMUPYEM CBOIO JKU3HB, SBISIEMCS
€€ aBTOpaMH, CJIEJOBATEIbHO, HECEM OTBETCTBEHHOCTh 3a Hee. IJTO CTpaTerus
YCHEUIHOTO YEJIOBEKAa, YMEIOUIEro JOCTUTaTh IOCTABJICHHbBIC UEIH, >KUBYIIETO
AKTUBHOM M OCMBICJICHHOM >XKM3HBIO. OCHOBHOM MPUHIIMIT TaKUX JroJiel — «S cam
CTPOIO CBOIO JKM3HBY». «Benrkue coObITHS Bepliarcs Jt0IbMH, KOTOpbIe OepyT Ha
ceOs1 BCIO OTBETCTBEHHOCTh W MEHSIOT MHUpP ... », — OTMEUaeT B CBOCH KHHIE
«Msiciiu HectanaaptHo!» Ilonm JlemOGepr. IIpoakTHBHOCTL — 3TO CHOCOOHOCTH
OTBEYATh 3a CBOM JECHUCTBUS, 3a KAXKIbIM 1Iar U CTPOUThH KU3Hb B COOTBETCTBUU CO
CBOMMH IIEJISIMU U CTPEMJICHUSIMHU.
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Ot IIo3uuMu 4YCJIOBCKa II0O OTHOHMICHHUK K XXHU3HHU 6YI[GT 3aBUCCTh €TI0
CIIOCOOHOCTh K JOCTHKCHHUIO nejaen H, 4YTO HCMaAJOBAXXHO, Kad€CTBO €TI0
COOCTBECHHOM JKM3HU.

HpO&KTI/IBHOCTB moApasymMeBacT yMCHHUC BI)I6I/IpaTB n JoCcrurarb nOcjiu, T.C.
BJIaACHUC OCHOBaAMU I CIICIIOIaraHus.

Ilenenonazanue — 510 ompeneneHrne, KOHCTPyHpOBaHHUE 11eNu, popMupoBaHue oOpasza
XKeIaeMoro OyayIero.

Iloaxoab! K onpeiesieHUIO LeJei.

e Ynpaenenue codon kak komnanueil.

o «Poonvie» yenu u suoenue oyoyuwiezo.

[lenu, ocoOEHHO AOATOCPOYHBIC, (HOPMYIHPYIOTCS HA OCHOBE 0a30BBIX
LIEHHOCTEM.

OCHOBHOM MHCTPYMEHT OMpPEACIICHUS 0a30BbIX IEHHOCTEH — MeMyapHUK (OT
CIIOBA «MEMYAaphbl») — MPOCTOM TEXHOJOTHYHBI WHCTPYMEHT, KOTOPBIA JaeT
BO3MOYHOCTB OBICTPO C(hOPMHUPOBATH CIIHUCOK KJIFOYEBBIX EHHOCTEH.

dopmynupyiTe IeIM KOHKpeTHee. MakcuMalabHO TOYHOE M IIOJHOE
MPECTABICHUE JKEJIaeMOro pe3ysbTaTa ITO3BOJIIET OINPEISIUTh KPUTEPHH €ro
JOCTHXKEHUS (KakK IMOWMEM, 4YTO pPe3yjibTaT y)Ke€ JOCTUTHYT), COCTaBUTbH ILJIaH
JeWCTBUHN, KOHTPOJIUPOBATH MPOIIECC TOCTHIKCHHUS.

B TaliM-MeHe)KMEHTE  IIpM  IIOCTAHOBKE €M IPUMEHSCTCS
texunka SMART.

Kpumepuu SMART:

«YMHbIE Uenu»: Kak cpopMynupoBaThb LIeNU rpaMoTHO

SMART
specific— KOHKpeTHasA
measurable - uamepumasn
achievable — pocTXxumas
relevant—- penesaHTHas / 3Ha4YMMan

time-bound - npuUBA3aHHaA KO BpeMeHU (eCTb onpeaeneHHbIN CPoK).

Texanka SMART dame Bcero mnpuMeHseTcsl Ui  KPAaTKOCPOUHBIX |
CPEIHECPOUHBIX IIeJiell (0T HeCKOJIbKUX Henenb 10 1-1,5 mer). Uem nanblie 1eib
10 BPEMEHW MW YEM MEHEE OHa OYEBHJHA, TEM MEHBIIEC BO3MOXKHOCTh TaKOU
KECTKOU KOHKPETHU3ALINH. CriemoBaresnbHoO, TpedyeTcs MOAXO/ K



bopMyIMpOBaHHIO W CHoco0aM  JOCTWIKEHHWS 17U,  albTePHATUBHBIN
kinaccuueckod SMART-texnuke. I 3TOoro HEOOXOAMMO pPacCMOTPETh Te
CUTYalllH, B KOTOPBIX Yallle BCEro MPUXOUTCS JEHCTBOBATD.

Tunsvt ucx00HBIX CUMYAUUIL:

® 3aJlayHas;

e mpobieMHasl.

3aoaunan cumyayun — curyauus, korga sicio, YTO u KAK nyxHo caenats. Octaercs
TOJBKO B3ATh U C/IEJIATh.

HpHMep: IMPOBCCTU MAPKCTHUHI'OBOC UCCIICIOBAHUC.

Ilpobaemnana cumyayus — cUTyalus, B KOTOPOM He BHoiHe sicHO, UTO HyXHO
clenarb, u TeM 6osiee coBepiieHHO HesicHo, KAK »To HyXHO nenars.

Crparernueckass KapTOHKa — HWHCTPYMEHT TaMM-MEHEIKMEHTA, NAFOLIUN
BO3MOKHOCTh HE NOTEPATH LIEIM B IOBCEIHEBHOM cyere. OHA AenaeTcs B BHJE
3aKJIAJKH, HA KOTOPYIO BBIITUCHIBAIOTCS OCHOBHBIE CTPATErHYECKHE LIEIIH.

[IpenmymiecTBa CTpaTETM4ECKON KAPTOHKH:

e BCerja HalOMHHAET O TeX LENSAX, KOTOPbIE BbI Ce€0€ MOCTaBUIIN;

® [IOMOIacT BUJETh JKEJIAeMbIH pE3yJIbTar;

® [I03BOJISIET COOTHOCHUTH CBOM MIOBCEIHEBHBIE 33a4H C LIENSAMHU U JIEJIaTh
1arv K JOCTUKEHUIO LIEJIEH.

Tema Ne 2. XpoHoMeTpak KaK NMePCOHATBLHASI CHCTEMA yUeTa BPEeMEeHHU.

OnHoll W3 TIaBHBIX XapaKTEPUCTUK BPEMEHHM KaK pecypca SIBISETCS €ro
HEBOCMOJHUMOCTb. IMEHHO MO3TOMY BpEMs YacTO HA3bIBAIOT PEAKUM PECYPCOM:
BpEMsI €CTh Y Ka)XJOro 4eJoBEeKa, HO JAJIEKO HE Ka)XIblil YMEET UM YIPABISATH U
IPAMOTHO PaCIOPSKATHCA.

Hoznomumenu epemenu (xponoghacu) — nedrdhPeKTUBHO OpraHU30BAHHBIC MPOLIECCHI,
BEIyLIUE K MOTEPSIM BPEMEHH.

lloenomumenu epemenu:

HeueTkas mocTaHOBKa 1ICIIH.

OTcyTCTBHE NPUOPUTETOB B JIEJIAX.

[TonBITKY CIWIIIKOM MHOTO CIEaTh 32 OJIMH pa3s.
OTcyTCTBHE NPEACTABICHUS O MPEICTOSIINX 3a/1a4ax.
HenpaBuiibHOE TIIaHUpPOBAHUE JIHSL.

3aBajieHHBII NUCEMEHHBINA CTOJI.

HNuTepHeT, KOMIBIOTEPHBIE UTPHI, YaThI, (POPYMBI.

Hopora.

LNk~ wWdE



9. Henocratok MoTHBaIHH.

10. TenedoHHbIE 3BOHKH, OTPHIBAIOIIKE OT JCA.

11. TTouckwu 3amnucei, agpecos, Teae()OHOB.

12. HegocTaTok KOOIEpaIiuH.

13. He3zanmnmannpoBaHHBIC TTIOCETUTEIH.

14. HecriocoOHOCTh CKa3aTh «HET».

15. Hanuuue HEmoIHOM WK 3a103/1aj1oi nH(popMarmm.

16. OTcyTcTBHE CAaMOAUCITUILUIMHBI (YacThIE TIEPEKYPHI, IIEPEPHIBBI HA Yaid,
Ko(e).

17. HeymeHHe 1OBECTH JEJIO 10 KOHLA.

18. OtBieueHue Ha BHENMTHUE (DAKTOPHI.

19. 3aTspKHBIE COBEMIAHUS, COOpaHUSI.

20. HemocraTouHas moAroToBKa K 6ecemam, IeperoBopam, BCTpEUaM.

21. TIlpocMoTp TeneBu3opa, GUiIbLMOB.

22. Pa3roBOpbI Ha YaCTHBIE TEMBI.

23. N3numiHss KOMMYHUKA0EITbHOCTb.

24. Ype3aMepHOCTh JIEJTOBBIX 3aIUCEH.

25. CUHAPOM OTKJIaIbIBAHHUSI.

26. XKenanue 3HaTh Bce (HaKTHI.

27. lnutenpHOE OKUIaHUE (OUEPEIH ).

28. Cnemika, HETEpIICHHUE.

29. CaumkoM peaikoe JAeIerTupoBaHue (periaro caM Jeina, KOTOPbIe MOTYT
caenaTh Apyrue).

30. HemocTaTouHbIit KOHTPOIH HAJl ACIETHPOBAHUEM.

31. Heuetkas oOpaTHast CBSI3b WJIH €€ OTCYTCTBHE.

Takum 00pa3oM, UCXOI M3 BO3MOXKHOCTEH KOHTPOJISI HaJ MOTJIOTUTEIISIMHU
BPEMEHH, MOYKHO OIPEACIUTH CJICAYIOIINE TPYIIIBI XpOHO(haros.

Buewnue oocmoamenscmea — NOTJIIOTUTEIN BPEMEHM, HAXOJSAIIMECS BHE
30HBI HAIIErO JJUYHOTO KOHTPOJIA.

Heyghpexkmuenan opzanuzayus npoyeccoé —NOTIOTUTEIN BPEMEHH,
KOTOPBIE YACTUYHO HAXOAATCS B 30HE HAIIIETO KOHTPOJISI U BO3ICHCTBHS.

Jluunvle Xponoghazu — OTIOTUTEN BPEMEHH, KOTOPBIE HAXOJATCS B 30HE
HAIIIETO MOJHOrO0 KOHTPOJIS, CIEI0BATEIbHO, Mbl MOKEM HAa HUX BO3JICHCTBOBAThH.
Heo6xo1uMo TOJIBKO BBIUTH U3 KOMITBIOTEPHON UTPhI WU BBIKIIOUUTH TEIEBU30D,
COKpaTUTh BpeMsl Tele(OHHBIX Pa3rOBOPOB WM HE OTBJIEKATHCS Ha YaThl, KOTJa
nuuens pedepar, 1 T.1.

[To xapakTepy «pacXWIIEHHUS» BPEMEHH, TOTJIOTUTEIN MOTYT OBITh
pa3aeneHsl Ha 4 OCHOBHBIX BUJIA.



OcHOBHbIE BUAbl NornoTutenem BpeMEeHM

» OxunpaHua
» MNpepbiBaHuna
» OTBNeYeHun

» OTKNnagbiBaHMe Ha «NOToOM»

Xponomempajrc — y4eTr pacxoAOB JHMYHOIO BPEMEHH IMyTEM MPOCTOW MUCHMEHHOMN
dbukcanuy, JalOMUA MaTepual s aHalli3a U TPUHITHS PEHICHUN U SBIISIOIIUACS
WHCTPYMEHTOM TMOBBIIICHUS 3PHEKTUBHOCTU MBITIUICHHUS.

TexHuKa XpoHOMeTpaNxa

1. PuKcuUpoBaTh B TeYeHUe OHA BCe BbINONHAEMbIe
paboTkl, ANUTENBHOCTLIO OT 10-15 MUHYT

2.BbibpaTthb 1-2 Kno4eBbIX NokasarTens

YMEHbLUNTb
pPacxodbl BpEMEHN

YBENUYNTb
pacxobl BpEMEHN

3.0TCcneauTb U3MEHEHUA NokasaTeneun
B AWHaMuKe (rpadpuk AMHaMUKKN
nokasarenen)

nH BT cp yT nT
AHK

Xponomempasic, KaK 0CH0O8A YNPABICHUA TUUHBIM 6DEMEHEM.

¢ [lo3BosisieT NOBBICUTH JIMUHYIO 3((HEKTUBHOCTh IPAKTHUECKU Oe3 3aTpat
YCUJIAM.

e BripabarbiBaeT MPUBLIYKY BHUMATEIIBHOT0, OCO3HAHHOTO OTHOIICHUS K
CBOMM TIOBCETHEBHBIM 3aj[a4aM U JiejaM, a B I1eJIOM — K COOCTBEHHOM KU3HHU.

e He TpeOyeT kecTKOro CTpyKTypUpPOBaHUS, TIJIAHUPOBAHHS,
«pacKJabIBaHUS TI0 TIOJIOUKAM.

e BripabareiBaeT 3()()EKTUBHOCTH MBIIIIEHUS, YTO TTO3BOJISET
MIPOYKTUBHO JCHCTBOBAThH B HEMIPEACKa3yeMoil 00CTaHOBKE, OBICTPO IPHHUMATh



peleHus: ¥ TMOKO pearnpoBaTh Ha HENMPEIBUCHHbIC U3MEHEHUS CUTYalluu U
BHEUIHUX OOCTOSITENIBCTB.

e CrocoOcTByeT BbIpaOOTKE HE3aBUCUMOCTH B CYXK/IEHUAX, I03BOJISET
BbIpa0OTaTh YMEHUE OLICHUBATH PE3YyJIbTaThl Uy KOU pabOThI, BUACTh HCTUHHBIN
TPy, 3QJI0)KCHHBIA B HUX.

OcHoBHas ujes XpOHOMETpaka MOXKET OBITh KpaTKo c(hOopMylIHpoBaHa B
OJHOH (paze: «Xouewrv ynpagnameo — uzmepovy.

Tema Ne 3. Ils1anupoBanue.

[lon mnanupoBaHWEM OOBIYHO MOHUMAETCS KECTKas MOCTAaHOBKA 3aJad C
YETKOW IIPUBS3KOM K OIPEAECICHHOMY BpEeMEHU. Takod IUIaH 4YacTo He
COOTBETCTBYET XAOTUYHO MEHSIOIICHcS OOCTAaHOBKE U  HEIPEICKa3yeMbIM
IIOBOPOTaM >KU3HU.

ITon kakuM Yacom 3amucaTh 3TH 3aJaYd B €XKEIHEBHHUK, Ha KaKO€ BpEMs
YCTaHOBHMTbH HAalIOMHUHAHKE B MOOMIBHOM Tenedone miu Outlook? Kak BcnioMHUTB
0 Aenax B HykHoe Bpems? Kak onpenenuts Hanbosee 01aronpusiTHOe Bpemsl ISl
penIeHus 3a/1a4u, He IPUBSI3aHHOM K ONPEAEICHHOMY JHIO U acy?

Pa3zo0patbcss ¢ 3TOM mpoOJIEMOl HaM MOMOTYT APEBHHE TI'PEKU, KOTOPbIE
MCITOJIb30BAJIM JIBA COBEPIIEHHO Pa3HbIX MOHATHUA ISl 0003HAYEHUSI BPEMEHHU.

Ileppoe = — «xponocy, IPUBBIYHOE  HAM  JIMHEWHOE, HU3MEPHUMOE,
MexaHudyeckoe Bpems. VIMEHHO [ yHOpAJOYEHHS 3TOrO  BPEMEHU
MPUCIIOCO0JICHBI OOBIYHBIE €KETHEBHUKW M OpraHaizepnl. Bropoe o0o3HaueHue
BPEMEHU  — «Kaupoc», yToOOHBIH ~ MOMEHT;  BpeMd,  NoAXojsulee s
OCYUIECTBJIEHUSI KOHKPETHOTO 3ambicia. «Kailpockl», ynoOHbIe MOMEHTBI, CO3/1at0T
TO, YTO YCJIOBHO MOXXHO Ha3BaTh HEeOOHOPOOHOCHIbIO BpeMeHU. Pedb uaeT He o
KOHKPETHOM  BpPEMEHM (JIeHb, Yac, MHHYTBI), a 00 ONpEeIeICHHbIX
00CTOATENBCTBAX, OJIATOMPUATHBIX JIJIsl COBEPILIEHUS TOTO UM MHOTO JeNa.

Bce gena u 3amaum, OpuBsA3aHHBIE K KOHKPETHOMY BPEMEHHM (XPOHOC),
Ha3bIBAKOTCS HCECMKUMU.

! Kecmkue 3a0auu — 3a1a4um, TpUBSI3aHHBIC K ONPEACIICHHOMY BPEMEHH.

C moHsTHEM «KaHpOC» CBSI3aHO OOJBIIMHCTBO HE MPUBSI3AHHBIX JKECTKO K
OINpeJeIeHHOMY BpeMeHHU Jeil. Takue esa v 3aaui Ha3bIBatoTCs cUOKUMU.

!F ubOKue  3ad0auu —  337a4¥, TPUBA3AHHBIE K  KOHTEKCTaM  (YCIIOBHSIM,
00CTOSITEIHCTBAM).

OO6cTosTenbcTBa, OJAroNpUATHBIE JI COBEPILIEHUSI TOTO WM UHOTO Jela,
peleHus 3a/1a41, Ha3bIBAIOTCSI KOHMEKCMAaMmu.



Koumekcm — 310 YCJIOBHUC HJIM COBOKYITHOCTD YCHOBHﬁ, HauoOoee MMOAXOOAIINX AJIsA
COBCPIICHUSA OMMPCACICHHOTO AcJIa, pCIICHUA KOHKpGTHOfI 3aJa4H.

Ka}KI[OMy KOHTCKCTY COOTBCTCTBYIOT 1CJId, KOTOPBIC HauoOoIee YMCCTHO
COBCpIIATh MMCHHO B 3TOT MOMCHT, B 9THX 00CTOSTEIIbCTBAX.

! Bce KoHTEKCThI YCIIOBHO MOKHO pa3aCiINTh HAa YCTBIPC TUIIA:

1. Mecmo. Pemenue 3aauu CBSI3aHO C ONpPEACICHHBIM MecTOM. [Ipumepsr:
«ecnu 51 0yry B 0aHKe», «Kor/ia 1 0y/ly B HHCTHUTYTe», «HE 3a0bITh KyIIUTh B
MarasmHe», «KOT/ia OKaXych B oduce», «10May» U T.1.

2. Yenosex, epynna arodeii. Pemnenne 3amaqu CBA3aHO ¢ YSIOBEKOM, TPYIIITION
monent. [Ipumepsl: «eciau s yBUXKY NMPenogaBaTess», «Koria 3aieT MPUATeIb).

3. Brewnue oocmosamenvcmesa. lIpuHATH perieHNEe BO3MOYKHO, YUUTHIBAS
HE3aBUCSIIINE OT MEHSI 00CTOSITENbCTBA [IpUMEpBI: «eCu MPUMYT 3aKOHY,
«KOTTAM3MEHSATCS MPABUJIAY», «E€CIIU OyeT XOpOoUIasi MOTr0/Aa), «ECIN y
HAYaJIbHHUKA Oy/ICT XOpolllee HACTPOEHHUE .

4. Buympennue oocmoamenvcmea. Pemenue 3amaun, mpo0OeMbl 3aBUCUT
oT Moero coctostHus. [Ipumepsr: «ecnu OyeT IpPUJIMB TBOPYECKOT0
B/IOXHOBEHMUSI», KKOTJa 1 YYBCTBYI0 ce0si OOJILHBIM / 3TOPOBBIMY, «ECIIH
OyJIeT HACTPOEeHHUEe», KKOT/a 51 MOYYBCTBYIO B cede CUJIbD) U T.II.

Takum oOpa3om, MpUMEHsST TTOHATHE KOHTEKCTAa M CO3/1aBasi OoJjiee THOKYIO
CUCTEMY IJIAHUPOBAHMS, MBI MOKEM pearupoBaTh Ha JIHOObIE U3BMEHEHUS CUTYyaIluu
Y WCIIOJB30BaTh UX JUIsSl PEIICHUS CTOSIIMX NIepe] HaMu 3a7ad. Pemuts 3Ty 3agauy
MOMOTaeT KOHTEKCTHOE TUTAaHUPOBAHUE.

! Konmekcmmnoe nianupoeanue 6 maim-meHeoIHcMeHme — 3T0 CIIOCOOHOCTD PCIINTDH

3aaqy 0e3 3aTpar JIMIIHUX YCUJIMH B HaubOoJjee IMOIXOJMINee IS 3TOro Bpems, He
BCErJIa 3apaHEE 3aIAHHOE.

KOHTEKCTHOE TMIIaHMPOBAaHUE YYUTHIBAET HE CTOJIbKO BPEMEHHBIE PaMKH,
CKOJIBKO HaJM4he ONPEJEICHHBIX YCJIOBHM, ONAronpuUaATHBIX JUIsl PEIICHHS
KOHKpETHOM 3amaud. Mcrmonp30BaHME TEXHUKM KOHTEKCTHOTO IJIAHUPOBAHUS
CIOCOOHO yYBEJIWYUTh TMOKOCTh pEarupoBaHUs, YTO UPE3BbIUAalHO Ba)XXHO B
CUTYallUsX HEOMPEIEICHHOCTH, TaK KaK MOBBIIIAET 3PPEKTUBHOCTD EATEILHOCTU
yejgoBeKa (MakCMMyM pe3yibTaTa nOpu MuUHUMyMe ycwimil). [lpu  3TOM
COXpaHAETCS BO3MOXXHOCTb OBICTPO  KOPPEKTHpOBaTh IUIaHBI B  Ciyd4ae
HeoO0XoauMocTu. BaxkHo, 4TO 3T0 mporcxoauT 6e3 noTepu nH(OpMAaLIUY O JIeiax U
3aJa4ax, O KOTOPBIX MOXKHO 3a0bITh U C YIUBJICHHMEM BCIOMHHUTH 00 HX
CYILIECTBOBAHUM B CaMblil IOCIETHUNA MOMEHT, KOT/la MPEeANPUHUMATh MEPHI yKe
no3qHo. KoHTekcTHOe TmIaHMpoOBaHME JaeT MpeicTaBieHue o000  Bcel
COBOKYMHOCTHU JIeNl U 3aJ]lay, *KECTKO HE MPUBA3AHHBIX K KOHKPETHOMY BPEMEHH,



MO3BOJIICT BBICTpAaWBaTh OOIIYI0 KapTUHY HEOOXOIMMBIX JCHCTBHHA IO WX
peanu3aiy, TMpUydaeT MbICIUTh A((EKTUBHO, BHUAETh W  HCIOJIb30BaTh
BO3MOYKHOCTH JUIsl PEILICHUS 3a/1a4, BBIMIOJIHEHUS NI, @ B KOHCYHOM HMTOTe — JUIsI
JOCTH)KECHUS CBOUX IIEJICH.

TexHMKa KOHTEKCTHOTO TUIAHUPOBAHHUS COCTOUT M3 TPEX IIIaroB:

1. BeifienieHre TUIIOBBIX JIMYHBIX KOHTEKCTOB, HAU0O0JICE aKTyaIbHBIX JIJIS
BaIllel TIOBCEHEBHOM KU3HU MK pabovei IeATeIbHOCTH (KaK MpaBuiio,
J0CcTaTouHo 5-9).

2. CocTaBJieHHE CIIMCKA 3a/1a4 10T KaXKIbIi KOHTEKCT.

3. [Tpu mpuOIMKEHUN KOHTEKCTA MPOCMOTP CITMCKA COOTBETCTBYIOIIMX
ITOMY KOHTEKCTY 3a]1ad.

PerynsapHoe BegeHME  KOHTEKCTHOTO  IUIAHUPOBAHMSI  CIIOCOOCTBYET
BbIpa0OTKE BHYTPEHHEro 4YyBCTBa NPHUOIIKEHUS HYXHOTO KOHTEKCTa U
o0ecnieunBaeT MPOCMOTP HEOOXOAMMOIO paszzesia B MOAXOASIIUNA MOMEHT, 4YTO
OBICTPO BXOAUT B IIPUBBIUKY.

K OCHOBHBIM HMHCTpyMEHTaM, C MOMOIIBIO KOTOPBIX MBI MOXEM CO34aTh
CBOIO CUCTEMY KOHTEKCTHOI'O INIAHUPOBAHUS, OTHOCSTC:

® CXKEIHEBHUK;

® CTHUKEpHI, 3aKJIaJKU ISl TMOKUX 3a]1a4;

® JI0OCKM KOHTEKCTHOT'O IIJIaHUPOBAHMSI.

[Inanupyst cBO¥ JA€Hb, MBI YUUTHIBAEM JIBa TUTIA 3a7a4:
e 7Kecrkue — puBs3aHHBIE K ONPEICIICHHOMY BPEMEHH.
e I'mbOxue — 3aBucCsIINE OT KOHTEKCTA (YCIOBUM, OOCTOSITEIHCTB).

Ho ectp Takue 3agaum, Ha BBITIOJIHEHHE KOTOPBIX TPEOYETCS OMpeIeIeHHBIHN
pecypc BpemeHu. Hampumep, TOAroTOBKY U pacyeT Oro/pKeTa 0 HOBOMY MPOEKTY
3a 10 MuHyT He cpaenaemib, MOTpeOyeTcss Kak MUHHMYyM 2—3 4aca B TEUCHHE
HECKOJBKMX JHEH, YTOoOBl TMOATOTOBHUTH BCE HEOOXOAUMBIE MaTepHAbI,
MepPENPOBEPUTh pacyeThl U M30ekaTh ommrook. Kak ObITh ¢ Takumu 3amadamu? K
KaKkoMy THUNY 3aj1ad ux otHectu? Takum oOpa3oM, BO3HHUKAET HEOOXOJAMMOCTH B
BBIJICJICHUH TPETHETO TUTIA 33]1a4 —OKI?KETHPYeMbIX.

! BIOIDKCTI/IpyeMLIe 3aJla4M — KPYIIHBIC, BPEMACMKHUEC 3aJadl, XCCTKO HE

npuBsi3aHHble KO BpeMeHH. OHU TpeOyroT OIpeaeseHHs] KOJWYecTBa BpPEMEHH,
HEO0OXOAMMOTrO JIJISl UX BBITOJTHEHHUS.

brwoswcemuposanue epemenu ¢ nname Ousa. llpu onpeneneHun OrKETa
BPEMEHHU Ha BBINIOJIHEHUE BCEX 3aJlay B €XKEAHEBHOM IJIAaHE BAKHO MOMHUTH, YTO
MJIaHupoBath cienyer He Oosee 60% pabouero BpeMeHHM (KECTKHE 3ajadyu +
npuoputeTHeie). OctanbHbie 40% BpeMeHU HCMOJIb3yeM Kak CBOOOIHBINM pe3epB
Ha HENpEeIBHUICHHbIE M3MEHEHMsI cUTyaluuu. Mexny 3agadamMu BCErna HY>KHO
OCTaBJISITh «3€JIEHbIE 30HB — CBOOOHOE BpEMSI, TOMOT'a0Illee BEIPABHUBATD IJIaH
B TOM CJIyd4ae, €CiIH B )KECTKOM pacIUCaHUU MTPOU30MIET COOM.



Tema Ne 4. O030p 337124 U €0 POJIb B IPUHITHH PEUICHUH.

! O630p — HarnggHOE NpeACTaBleHHe HH(oOpManuu (3a1ady, CPOKOB, CIPAaBOYHBIX

JTaHHBIX U T.[.), TIO3BOJISIONIEE JIETKO BUJETh BCIO COBOKYIHOCTh U B3aMMOCBS3b
3JIEMEHTOB M JAIOIIee BO3MOXKHOCTH 3(P(PEKTUBHO MPUHUMATH PEIICHHUS.

!CyTL 0030pa COCTOMT B CO3/JaHUU CBOCOOpa3HOM KapThl, B KOTOpPOH

OTpaX€Hbl OCHOBHBIE OPUEHTHPHI, HANIPABJICHUS JIBUKCHUS, YUTCHBI BCE MEJIKUE
JIeTaJIH.

SdhchekTuBHBLIN 0030p — Kak cBoeoOpasHan
«KapTa», Ha KOTOPOW €CTb BCE OPUEHTUPDLI U
Menkue aetanu.

NMomoraeT yBuaeTb BCHO CUTyaUUIO LENUKOM U BbiOUpaTh oNnTUManbHbie
HanpasneHua OBMXEHUA.

B rtaiiM-MeHe/)KMEHTE dalle BCEro HCIOJB3YIOTCS TPU  TPYIIIBI
WHCTPYMEHTOB, TTO3BOJISIONINX JIETKO M MPOCTO c03/1aTh 3(h(PEeKTUBHBIN 0030p.



[pynnbi uHcTpyMenToB 0630pa

= ek 2 e = OeymepHbie rpadmkm

NuTennekr-kaptbil (Mind maps)

anss ;' - Sy [NpencraeneHne Hopmauum B hopMme UHTENTEKT-
2 s KapT - TEXHOMOrMA MamHa-MeHEeKMEHT

ITpaBuiia cocTaBiaEHUs KOHTPOJIBHOIO CIIUCKA:

e CHHCOK COCTaBIsIETCA B CBOOOJHOM IOPSIIKE, UTO MO3BOJIIET HE 3a0bITh
HU OJTHOU JIETaJIM, BOIIPOCA, ITYHKTA.

e KoynuecTBO MyHKTOB B CIUCKE HE JIOJKHO OBITH OOJIBIINUM (B
COOTBETCTBHH CO CTPYKTYPOIl BHUMaHUs YelioBeka — He Ootee 10).

e Bce myHKTHI B CITUCKE JIOJDKHBI OBITH C(HOPMYTUPOBAHBI B PE3YJIHTATO-
OpUEHTHUPOBAHHOM Bue. OCOOEHHO BaXXHO 3TO MPABUIIO JIJISl CIUCKA 33/1a4 Ha
nexsb (to dolist).

Hcnonbs3oBanne IByMEpPHOro 0030pHOro rpaduka momMoraer OCylecTBISATh
ru0Kkoe TUJIaHMPOBAHME 3a7a4 CO CJOXKHOM CTPYKTYpOMl, MMEIOIIUX BIIOJHE
oTpezieNIeHHBIE CPOKH UCITOJTHEHUSI.

! IIpaBuiia co3manus IBYMEPHOro 0030pHOro rpaduka:

e KpynHyro 3aa4y WM NpoeKT pa3OMBaeM Ha MOJ3aa4u, KOTOpbIE
3alKChIBaeM B JIeBOI koJioHKe Tabiuubl. [loa3agaun 3anuceiBaeM B MPOU3BOJIEHOM
MOPSJIKE TAK )K€, KaK JJIsI COCTABJIEHUSI KOHTPOJBHOTO CIIUCKA.

e Bpoaum BTOpoe u3MepeHue — BpeMs (KajJeHaapHble AaThbl, THU, HEJEIU U
T.4.). Hampumep, NpoekT paccunTaH Ha ToJi, CJIeJ0OBaTEIbHO, B KAUEeCTBE
BPEMEHHOT'O U3MEPUTENsl OYIyT UCTIOIB30BATHCS MECSIIBI.

! Maiina-MeHeaKMeHT — 3TO TEXHOJIOTHSl MPEJACTaBJICHUS IMMOTOKOB HMH(OpMAIUU B



BUJIE, TpeOYyIOIEM MUHUMAJIBHOTO BPEMEHH U MCUXO(DU3UOIIOTUUECKUX PECYPCOB IS
ee MOoucKa, aHaJIu3a U MOHUMAaHHUS.

MHTennekT-KapThbl

P  RDTENT 2
" R '*;‘.". L Y

Tony Buzan, ¥

E ABTOp METOAMKMK:
Touwm bbrozen

Haunbonee 3¢hheKTUBHbLINA U NMPOCTON Crocob opraHu3auum MbICITUTENBHOW
OEeATeNbHOCTU, OCHOBAaHHbINA Ha UCNOMNb30BaHUU KOMOUWHUPOBaHHbIX 3anucen
(cnoso, CMMBOM, PUCYHOK, NMUHUA, pa3NUYHble UBeTa...)

!9TO N COCTABJISICT OCHOGHYIO uoeio unmesllieKkm-Kapm: oOp2anulauus

paéombz c uud)opmauueii C MAKCUMANBHBIM UCHOJIb308AHUEM B03MOICHOCH El
mo3sea.

! Humennexm-kapma — 510 Hanbosee 3GHEeKTUBHBIN U MPOCTOM COCO0 OpraHu3aluu

MBICITUTENIBHON N1€ATE€IbHOCTH, OCHOBAaHHBIM Ha HMCHOJIb30BAaHWU KOMOMHHPOBAHHBIX
3anuceil (pUCYHKOB, CIIOB, CHMBOJIOB, JIMHUI).




O6nactu NMPUMEHeHUA UHTeNNEeKT-KapT.

¢ [MogroroBka npe3seHTaLUu# U BbICTYIJIEHUNA
¢ OO6yuenue /| KOHCNIEKTUPOBaHUE

o [puHarTue pelwseHui

¢ [MnaHupoBaHue:
Hegenum

npoekrTa
SdKNTIOYEHUA KOHTDAaKT

e Mo3zroso# witypm

e JinuHbien 2860‘"19 «Knroyesbie obnacru»
e Cr MpOBaHUE CTaHOaDTOE,; perJiaMeHToE M « MTHOQODMAalLInM

Tema Ne S. Ilpuopurersl. OnTUMH3ALUA PACX0A0B BPEeMEHH.

! Paccmaeumeo npuopumembsl — 3HAYUT IIPHUHATH PCIHICHHUC, OLICHUB I10 OIIPCACIICHHBIM

KPUTCPHUAM, KaKHC M3 ITIOCTABJICHHBIX 3ada4 W ACJT MMCIOT IICPBOCTCIICHHOC, @ KAKHUC —
BTOPOCTCIICHHOC 3HAYCHHC.

I Cammiin IPOCTOH CcrOcoO paccTaBUTh MPUOPHUTETHI — OLEHUTH BCE 3a/1a4M
U JieJa 10 KPUTEPUSM «BAKHOCTB» M «CPOYHOCTBHY. Crenate 3TO Ham
nomoxetmMampuya Jizenxayipa.!
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MaTtpuua d1useHxayspa

B A

£ BaxHo,
9 Ho Bpems Aspan s U
% mepnum - [O.3#3eHxaysp
(1]
C
Cyema,
Cnewka
4>
Cpo4HOCTb

Bce nena, cormacHo marpune OH3eHxayspa, MO BaXXHOCTH U CPOYHOCTHU
MO’KHO pa3JeIUTh HA YEThIPE KaTErOPHUHU:

e A — BaXHbIE U CPOUHBIE (KTOPALIUID IPOEKT, HEOTIOKHBIE JIeNa,
KPUTHUYECKUE CUTYALIUH ).

e B — BaxxHbIe, HO HE CpOYHBIE (HamucaHnue pedepara, TUMIIOMA, KOTOPHIE
CaBaTh €Ile HE CKOPO; IUIAHUPOBAHKE JOJATOCPOUYHBIX LIE€TeH U ap.).

e (C — HeBaXKHBIE, HO CPOUYHBIE (TeneOHHBIC 3BOHKH, BHE3AITHbIC
MIOCETUTENH, MEJIKHUE JIea, PYTUHA, HABA3aHHBIE» MPOOIEMBI U T.1.).

e D — HeBakHbIE U HECPOUHBIE (TIOTJIOTUTENIN BPEMEHU; MEJIOYH,
OTHUMAIOLIUE BPEMS U JIp.).

[Ipenmy1iecTBa MaTpUIbl DH3eHXaydpa:

® [IPOCTa B UCIOJIb30BAHUH;

® [I03BOJISIET YMEHBIIUThH YUCIIO HE BaXKHBIX JIETI;

® [IOMOTaeT OBICTPO OMPENCIUTh MPUOPUTETHHIE 3a/1aUU U JIeTa.

! MeTton MHOTOKPUTEPUAIBHOM OLIEHKM IIO3BOJISIET JIydllle IOHSATh W
WCIOJIb30BaTh HAIY CUCTEMY KPUTEPUEB Il NMPUHATHUS PELICHHS B CUTyalUH
BbIOOpA. J[J151 7TOTO HAM HYHO ClIeJIaTh BCETO IMATh I1aroB:

1. OnpenenuTh KPUTEPHUH, IO KOTOPHIM MBI OLICHUBAEM BapUAHTHI
(>kenaTenbHO UCTIONH30BATh HE OOJIBIIE MATH—CEMHU KPUTEPUER).



2. B3Becuth KpuTepuH, ONPEACIUTh UX CPABHUTEIHHYIO BAXKHOCTH (Beca
pacrpeenseM Tak, 4ToObl UX cyMMa Obljla paBHA €AMHHUIIE).

3. OLIEHUTh BapUAHTHI M0 KXKIOMY KPUTEPHUIO (IS OLIEHKU MPUMEHSIEM
TpexO0auibHYyIO mIKay: 1 — MI0Xx0, 2 — XOpoIIo, 3 — OUYE€Hb XOPOIIIO).

4. TlopcunTaTh B3BEIICHHBIE OLICHKH BAPUAHTOB.

5. BeiOpath camblii onTUMaIbHBINA BapUaHT.

BaXHO NOMHMTB, 4YTO E€OUHCTBEHHOM BEPHOM MAaTPULBl KPUTEPUEB HE
CyIIECTBYeT. Y KaXJOro 4YelOBEeKa OHa CBOSA, M BCE MBI JelaeM BBIOOp,
OCHOBBIBasICh Ha COOCTBEHHOW Martpuiie. Kaknue KpuTtepuu cOCTaBsAT OCHOBY ITOM
MaTpHUIIbI, 3aBUCUT OT Ipodeccuu, 0COOCHHOCTEN XapakTepa, CUCTEMbI IIEHHOCTEH
yenoBeka U np. [loaTomy nake mpu OLIEHKE OJHOM M TOM K€ CUTyallMM M Beca
KPUTEPUEB Yy Pa3HbIX JIOJEH OyIdyT pachpelnensiTbCs MO-pasHoOMy (M KpUTEpUU
MOTYT OBITh Pa3HBIMH, U PE3YJIbTAaThl, COOTBETCTBEHHO, TOKE MOTYT OTIMYATHCS
JIPYT OT ApyTa).

B npuMepHyr0 cuCTEMYy KpPUTEPUEB NMPUOPUTETHOCTH (MPUMEHHUTEIBHO K
paboyeil mpakTUKe) MOTYT BXOAUTH CIEAYIOIINE HauOoJiee YaCcTO BCTpeUarouecs
KPUTEPUHU:

® JCTOYHMK 337auu (YpOBEHb PYKOBOJUTENS, IOCTAaBUBLIETO 33/1a4y;
NPUOPUTETHOCTH 3aJa4u JUIsl HETO);

® BIIUSHUE BBINOJIHAEMON pabOThl HA padOTy KOJUIET HAa TOPU30HTAIIBHOM
YpPOBHE (SIBJIIETCS JIM 3a/1a4a 3BEHOM B LIETIOUKE BBIMOJIHAEMBIX 3a7a4u?);

e BKJIAJ 3a/1ayMl B OOIIKI pe3ysbTatT (1eI1 KOMIIAHUH, IPOEKTa,
nojApas3eiaeHus, OTAeNna);

e COOCTBEHHBIN UHTEpEC K 3a/1aue;

® CJIO’KHOCTb 33Ja4H;

® BpEeMs3aTPATHOCTH 3aJa4M (OOJIbIINE, CIOXKHBIE 331441 PEIIAEM B
MIEPBYIO OUEPEb);

® DUCKH B CIy4Yae HEBBINOJHEHUS 3a/1a4H;

® HaJIM4YM€ B JAHHBIII MOMEHT HEOOXOAUMBIX PECYPCOB, UX JOCTYIMHOCTb.

WHoraa k 3TUM KpUTEpUsM JOOABISIOTCS TONOJHUTENbHBIE:

® SBJISIETCS JIM 3Ta 33jJja4a JCHEKHOM (CBA3aHO JIM €€ PeLeHHE C
PUOBLIBIO; HACKOJBKO BEJIMK PUCK IMOTEPSTH ACHBIU B ClTydae, €CIM 3a7a4a He
Oyner pereHa)?

e BIMSET JIM 337a4a Ha UMUK KOMIIAaHUU?

e KJIMEHTCKas JIM DTO 3aja4da’?

e BIUSCT JIM 3a7a4a Ha OecriepeOoiHOCTh paboThl oduca?

® BIUSET JIM 33/1a4a HA YBEJIMYEHHUE KOJUYECTBA MPOJaXK, HOBbIX KIIMEHTOB,
BBITIOJIHAEMBIX MPOEKTOB, TOCTABIIMKOB, TAPTHEPOB U T.11.?

dopMynupysi KpUTEpUH, HEOOXOJUMO YUUTHIBATH CHEIUPUKY CBOCH
NeATEeTbHOCTH, KOMIIAHWH, OoTAena. Jlydiero pesyiabTaTta MOXHO JOOUTHCA, €CIU
COOTHECTH MATPUILy CBOMX KPUTEPUEB C KPUTEPUSIMHU CBOUX KOJUIET U BHIPAOOTAThH



o0IIre KpuTepuu i MOBBIMIEHUS 3()PEKTUBHOCTU ACSITEIBHOCTH U TPAMOTHOM
paccTaHOBKH NMPHOPUTETOB.

Tema Ne 6. TeXHOJIOIUM JOCTHKEHUSA Pe3yabTATOB.

CoBpeMEHHBIN MHUpP pPa3BUBACTCA HEMPEPHIBHO M AUHAMUYHO, MOCTOSHHO
JUKTYsT HaM BCE HOBBIC U HOBBIC YCJIOBHS. MbI, CTpeMsCh OBITh YCICIIHBIMH,
MBITAEMCSI BIUCATHCS B U3MCHSIOIIUMCS U YCKOPSIOIIMICS TeMIl ku3Hu. Paboune
Harpy3Kyd pacTyT, KOJIMYECTBO 3a/1a4 YBEJIMYUBACTCS C KXKIBIM JHEM, 4YacThIC
nepepadOTKi W HEHOPMHPOBAHHBIN pabounii rpadvK CTAHOBSATCS IPHUBBIYHBIM
JesoM. DTO BceoOIIasi mpodiiemMa, OT KOTOPO# B TIEPBYIO OYepeb CTPAIAl0T CaMble
MEPEIOBBIE, TEXHOJIOTHYECKU Pa3BUTHIE CTpaHbl. Hampumep, B AMOHCKOM SI3bIKE
JlaXke TMOSBWIICS TEPMUH «KapoIlW» — CMEPTh OT MEPEYTOMJICHHUS Ha padouem
MEcCTe.

[TosToMy OJTHOM M3 Ba)KHBIX 3a]lay TaUM-MEHEHKMEHTA SBJISIETCA BHIPaOOTKA
YMEHHUsI TIPaBWJIBHO PaclpelesiaTh CBOIO PabOuyl0 HArpy3Ky: B Hallled >XU3HU
JIOJDKHO OBITH MECTO U JJIA pabOThl, U NI OTAbIXa. B IpaMOTHO BBICTPOSHHOM
CACTEME JIMYHOTO TalM-MEHEIKMEHTA BAXHYIO pOJIb MUIPA€T HE TOJBKO
KOJIMYECTBO BPEMEHHM, HO M €ro KadecTBO. J[Jig TOro 4YTOOBI OTABIX CTaad IO
HacTosAmeMy J()QGEeKTUBHBIM, TMPUHOCAIIUM TI0JIb3y M yOeperarmimM Hac OT
Ype3MEPHBIX NIEPETPY30K, OH JIOJKEH OBITh MPAaBIIIFHO OPraHU30BaH.

! YesoBek — CJIOKHAg OwWoJiornyeckas CHUCTCMaA, IIOAYHMHAIOIIAACA

OOJIBIIIOMY YHCITy Pa3IMYHBIX PHUTMOB, €CTECTBEHHBIX M HCKYCCTBEHHBIX. Kak
MOKa3aJad HWCCJIeJOBaHMs, HanOoJee BaXKHBIMU JUIS YCJIOBEKAa  SBIISIOTCS
CJICAYIONINE €CTECTBEHHBIE OMOIOTUUYECKUE PUTMBI:

e J[HEBHOM.

e HenenpHbIN.

e ['0m0OBOIL.

BHyTpr »THMX OCHOBHBIX OHOJIOTHUYECKHMX PUTMOB pPabOTOCTIOCOOHOCTH
4eJI0BEKa HE OCTAETCS TOCTOSHHOM, OHA U3MEHseTCs (ToXe pUTMUYHO). EcTh cBOM
NepUoAbl Craja v MoAbeMa aKTUBHOCTU. DTO BaXKHO YUUTHIBATh MIPU OpPraHU3aLUU
coOCTBEHHOM AesTenbHOCTU. Hanmpumep, B TeueHUe IHA Halla aKTUBHOCTb UMEET
nBa cnana (mpumepHo ¢ 13 go 15 gacoB u mocne 21 yaca) W JaBa moabema
(nmpumepHo ¢ 45 10 11 yacoB yrpa u ¢ 16 1o 18 yacosn).
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VY «GKaBOPOHKOB» (JTIOJIEH, MPUBBIKIINX PaHO BCTABaTh U PAHO JIOKUTHCS
cnaTh), MEpBbI MOAbEM OyneT BbIlIe, OHM 0oJjiee MPOAYKTUBHO padOTaIOT B
NepBOM MOJOBUHE JHS. Y «COB» (JIIOEH, KOTOpPhIE MPUBBIKIN MO3/IHO BCTaBaTh U
MO3/IHO JIOXKUTHCS CIaTh) BTOPOM, BEUEPHMI, MOJBEM AKTUBHOCTU OYAET BBIILIE.
OTU 0COOEHHOCTH BA)KHO YUYUTHIBATH MPU MJIAHUPOBAHUM CBOEH AESITEIBHOCTU B
TE€YEeHHE JIHA: HauboJiee BaXKHbIE, IPUOPUTETHBIE Jelia JIydyllle HAMETUTh Ha BpeMs
1oJlbéMa aKTUBHOCTH, @ MEJIKHUE, PYTUHHBIE JieJla U BOMPOCH OCTaBUTh Ha MEPUO]T
cnaja, Korja pabota TBOpUeckas, TpeOyromas OOJBIIIOr0 HAMPSHKEHUS CUJl OyIeT
HeahpexTuBHA. DTO camblil yOOHBIH MOMEHT pa3o0parbcsi Ha pabodyem CTole,

yOpaThCsi B KOMHATE.

! Ilpasuna y¢hcpexmuerozo omowvixa.




Mpasuna apheKTUBHOIo oTAbIXa

1. PUTMUYHOCTL (5 MUH. B qac)I

2. MonHoe nepeknvyeHune

3. MakcumMmanbHas CMeHa KOHTeKcTa

Ho mocne paxe camoro 3(pQpeKTHBHOrO OTIbIXa HYKHO HACTPOUTHCS HA
JanbHeyo padory. B 3ToM HaM MOMOTYT ClTOCOOBI CAMOHACTPOMKH.

OmauM W3 caMbIX TPYAHBIX IIIaroB SBJSETCS BKIIOYCHHE B PaboTy.
Oco0eHHO ecnu Tepesl HaMU CTOSIT OOJbIINe, JOCTaTOUYHO TPYAHBIE U HE BCETaa
npusATHBIC 3amadu. Kak TpaBMIIBHO BKIIIOUHUTHCS B PabOTy, YTOOBI CIKOHOMHTH
CHJIBI Ml PEIIUTh 3a7ady? B MOMOOHBIX CHTyaIMsIX MOYKHO MPUMEHHUTh MHOXECTBO
Pa3HOOOPa3HBIX TEXHUK CAMOHACTPONKH.

«Axopenuey. JIt060i1  MaTepHaIbHBIA  OOBEKT (WIKOpBY») CBSI3aH C
OTpeeIeHHBIM YMOLMOHABHBIM COCTOSTHUEM. Y KaXKJOTO YEJIOBEKa CYIIECTBYIOT
CBOM «AKOps» (My3bIKa, IIBET, CIOBO, JBMKEHHUE, KeCT U T.1.). Korma Ham HY»KHO
HACTPOUTHCS HAa PabOTy, MbI «BKJIIOYAEM» HYXHBIM MaTepUATBHBIN «SIKOPbHY,
BBI3bIBass HEOOXOAMMOE JIJIsi paboThl AMOITMOHANIbHOE cocTosiHue. Camblii 4acTo
UCIIOJIb3YEMBIN «SKOPb» — 3TO My3blka. Hampumep, puTMuUyHasi My3bIKa XOPOIIIO
HACTpanBaeT Ha MEPEroBOPHI, a CIIOKOWHAsA, O€3 CIOB — MOMOTaeT MPHU HACTPOITKe
Ha WHTEJUICKTyaJbHyI0 paboTy. Ha OTABIX MOXKHO HACTPOUTHCS C TOMOIIBIO
CaMOT0 JIFOOMMOTO U TMPUATHOTO MY3BIKAJTBHOTO TIPOU3BEICHHS.

«Sxopem» ISl BKIIOYEHHS B pabOTy MOXKET CTaTh JI00as YepHOBasd,
TEXHUUYECKass padoTa, WIN «3amouka_Kapandauieiy. ITO BBIpAKEHUE OCOOECHHO
MOMYJISIPHO Y XYJIOKHUKOB W XOPOIIO OTPaKaeT CyTh METOAA: NPEKIE YeM
NPUCTYIIUTh K pab0oTe HaJ KapTHUHOW, HY)KHO cJejaTh ICKH3, a Mepel TeM, Kak
JenaTh 3CKW3, HEOOXOAUMO HATOYWTh KapaHJamu. Tak, MPOCTOe TEXHHUYECKOE
JIEJI0 TIOMOTaeT HACTPOUTHCS Ha CIOXKHYI0 padoTy. [lapamnensHo ¢ HaTaunBaHUEM
KapaHjame, odopmieHueM TUTYJbHOTO JmcTa pedepara, MOIO0POM
WUTIOCTpAallMid K JOKJIAaTy Mbl OOJAyMbIBaeM IUIaH JaidbHEHIIe paboThl U
MOCTETICHHO BTSTUBAEMCS B PEIICHUE 3a/1a4H.




«lllgeiiyapckuit__colpy. ITOT METOA TIOMOTAeT COKpPAaTUTh BpeMs Ha
packauky M 0e3 JIMIIHUX BPEMEHHBIX 3aTpaT U YCWIMM BKJIIOYUTHCS B PEIICHUE
CIIOHBIX, HJHeproemMkux 3agad. CyTb METOJa COCTOUT B TOM, 4YTO 3ajaya
BBINIOJIHAETCSI HE B JIOTHYECKOM, a B MPOU3BOJIBHOM mopsjake. [lompoOyiiTe
«BBITPHI3aTh» MaJICHbKME KYyCOYKM U3 Oousblioro jena. Hampumep, npu
MOJATOTOBKE JUIUIOMa WU pedepara oGOpMUTE TUTYIBHBIN JIMCT, HANUIIUTE
HECKOJIbKO TOHSTHBIX, MPOCTHIX ab3aleB, MoAOEpUTE WILTIOCTPALIUU, COCTABHTE
rpaduku, TaOIUIBI U T.1. BCKOpe BBl yBUIAUTE, UTO B BaIlle «JI€TIE-CHIPE» CTAJIO TaK
MHOTO «JIBIPOK», UTO «JIOECTH) €ro YKe HECI0XKHO.

Ilpomercymounan_padocms. Pazbeiite BCio paboTy Ha HECKOJBKO 3TaIloB,
3a MPOXOXKACHHE KaKJIOTO M3 KOTOPHIX Ha3HaubTe ceOe HEeOOJbIIyI0 Harpamy.
Hampumep, 3a Kakaple TpU HAMMCAHHBIX CTPaHWIBI pedepaTa BBl MOXKETE
«IPEeMUPOBaATH» ce0s ABAAIATHI0 MUHYTaMU OOIIEHUs B yate U T.1. HemenieHHas
Harpaja 3a KakIblid CIEJTaHHbIM [Iar MOTUBUPYET Ha JaJbHENIIEE JBUKECHHUE.

Ecnu 3amaya Gosbiiasi, C0oKHAs M HE UMEET KECTKUX CPOKOB MCIIOJTHEHHS,
YeJIOBEKY TPYJIHO 3aCTaBUTh ce0si ee cjenaTh. [akue KpPYIHBIE HEProeMKHE
3a/1a41 B TEPMUHOJIOTUY TaiM-MEHEIKMEHTA HA3bIBAIOTCS «3a/1a4aMU-CIIOHAMM.

. «3adauu-caonvl» — KPYIHbIE, CIOXHBIE, TpeOyronue OONbIIMX YCHUIUN 3aJayd,
MHOT/Ia HE UMEIOIIHE KECTKOI0 CPOKA UCTIOJHECHHUS.

CaMblil BepHBIN CIIOCOO PELINTH CIOXKHYIO «33Jady-CIOHa» — 3TO YBHUJIETh
pe3ysnbTaT OT T€X MHUHHMMAJIBHBIX IAroB, BEAYLIIUMX K JOCTHKEHHIO Hend. Jlid
ATOr0 «3aJ1auy-CJIOHAa» HEOOXOJIMMO pa3leiiuTh Ha MOA3aJauyM, pellas KOTOpble
MOKHO JIOCTATOYHO OBICTPO MOJIy4aTh BUIUMBIE PE3yJIbTAThl MPEANPUHUMAEMBIX
ycunui. Ecnu nojazagada okaszanach TPyJA0EMKOM, TpeOyroliei 00JbIIoro pecypca
BPEMEHU Ha BBINOJIHEHUE, CTOUT pa3leiuTh ee Ha Oosnee Menkue 3amadu. C
JAHHBIM MPUHLKIIOM Pa3rio0an3aii Mbl YK€ 3HAKOMWINCH, KOT/1a TOBOPUIIH O
CTpaTeruu JAeUCTBUS B 3aJauyHbIXx cuTyauusax («Boponka maros»). Pasmep
N0/1331a4u JTOJKEH OBITh TAKUM, YTOOBI €€ MOXKHO ObUIO PElIMTh 33 OJMH pa3 (B
TeueHue oaHoro AHs). [Ipu HeoOxonuMocTH O10/PKETUPYEM BpeMS Ha BBIITOJIHEHUE
«I10331a4M-CIIOHA» TAK, KaK MbI A€M IPU U3YYEHUH AJITOPUTMA IIJIaHUPOBAHMS
nHs. B aToM cnydae monzanmaun OyayT OTHOCUTHCS K OIOKETUPYEMOMY THILY
€XKEIHEBHBIX 3aJa4. B TallM-MEHEI)KMEHTE [aHHAas TEXHUKA Ha3bIBAETCA
«Hape3KOoW CJOHa», a MoA3ajauu — «OudumTexkcamu». OTO TMPHUHIATAS U YXKe
YKOPEHUBLIASICS TEPMHUHOJIOTHS,, KOTOPOM BIIOJHE MOXKHO IOJb30BATHCS KaK B
MOBCEHEBHOM KM3HU, TaK U NIPU pEUICHUU padoUmX 3a]1ay.

- «budmTekcb» MOTYT OBITh «HJLTIO30PHBIMIY» U «peaIbHBIMUY. {151 TOoro
9TOOBI CTaTh peajdbHbIM, «OUQPIITEKC» TOKEH cooTBeTcTBoBaTh SMART-
KPUTEPHUSIM.

[Ipumepsr:

«nnro30pHbIi OMPIITEKCY: YUUTh aHTJIUUCKUN S3BIK.



«PeanpHplii  OMQIITEKC»:  KaKIBIH  JE€Hb  YYUTh 1O  OJHOMY
rpaMMaTHYeCKOMY MPABUITY U J€NIaTh TPU YIPAKHEHUS IO HEMY.

Bonburyro 3amauy MOXXHO pemuTh U ¢ nomouibio Meroaa «llBeiapckoro
Chlpa». DTO €Ille OJUH croco0 pabdoThl ¢ TPYIOEMKUMH 3aJadyaMu, B OCHOBHOM,
UHTEJJIEKTYaJIbHOTO XapakTepa (HalucaHUe OT4YeTa, IOATOTOBKA JAMIIJIOMHOMN
paboTsl, pedepaToB, KHUT, CTATEH U T.1.).

B xu3HM HaM TNPUXOAUTCS HMMETh JI€10 HE TOJBKO C TI00aIbHBIMU
NpOeKTaMUd M TPaHIUO3HBIMU 3ambiciaMu. OYeHb YacTO Mbl CTAIKUBAEMCS C
MEJKUMH, TPEOYIOIIMMU COBCEM HEMHOI'O BPEMEHHM Ha PELIEHHE, HO JOBOJBHO
HEMPUATHBIMU JIelaMHi, OpaThbCsl 3a KOTOpble Ham coBceM He xodercs. Kax
MPaBHUIIO, PEIICHHE MOAOOHBIX 3amad (HampuMep, BbI3BaTh CAHTEXHUKA, CKa3aTb
HEPBHOMY KJIMEHTY, UTO €ro 3aKa3 He OYyJET BBINOJHEH B CPOK; OIUIATUTH CUET 3a
TeneoH W T.A.) He TpeOyeT HHU OOJNbIIMX DHEPro3arpar, HU MPHIOKEHUS
3HAYUTENIbHBIX YCUJINI, HU UHTEJUIEKTYaIbHOTO HAIPSKEHUS.

Taxue 3agaun B TallM-MEHEKMEHTE IPUHATO HA3BIBATh IATYILIKAMID.

= «JI}lzymKu» — MCIJIKHUC, HCIIPUATHBIC 3a/la4M, HC TpC6yIOHlI/IC MHOTO BPEMCHHU U CHUJI
AJI1 UX pCIICHUAA.

! ['maBHEIC IIPpU3HAKH «I[GJ'I&-J'ISII’YIHKI/I»I[QI

® Ero BBHITIOJIHEHUE BBI3BIBACT HETIPUSATHBIC IMOIIUH;
® TPYIHO HAWTH MPUYHMHY, KOTOPAS MMO3BOJUT OTHOCUTHCS K 3TOMY JIeTTy C
HHTY3UA3MOM;
® 00BEKTHBHO (€CITU OTKJIFOYUTH SMOIIMK) OHO HECIIOKHOE.

Texnuka pabomul ¢ «aazywikamuy. Y UCIAHIEB €CTh NOroBopka: «Kaxmnoe
yTpO chelail Mo OJHOM JIATYIIKe, TOT/la BEeCh JIeHb OyJellh YyBCTBOBATh CeEOs
nobenurenemy. JIydmmuii crnoco® CIpaBUTHCS C WISATYIIKAMU» — KaXKIbIA JEHB C
yTpa celiaTh OJIHO MaJICHbKOE HEMpHusATHOE Jeno. Tak u aeHp Oyner cBOOOJEH OT
nepexXKuBaHUM, U yTpo HayHeTcs ¢ mobensl. [1ycth aTa mobena ManeHbKas, mycTh —
TOJBKO HaJ OJHHM <JISTYHIAYbHUM)» JI€JIOM, HO 3TO CHJIbHAsl IOJICO3HATENbHAas
MOTHBAIIMSA, HACTPOW Ha ymady 10 camoro Beuepa. CiemoBaHue TakoMy oOpasy
JEUCTBUS HE TO3BOJIMT BaM OTPaBJATh ce0e BeCh JACHH HAIIOMHUHAHHUEM O
npeacTosmen «sarymke». Ecnu nepedpazupoBath 3HameHuTOoe «Craenan aeyno —
TYJSd CMENO», MOXXHO TMOJYYHUTh JI€BU3 «AHTWISTYIIAdbei» OOpbObI, KOTOPHIH
Oynet 3By4aTh Tak: «Chell JIATYIIKY — BECh JIEHh CBO0OOICH». XOPOIIUH Crocod He
3a0bIBaTh O «IATYIIKaxX» U «OudTexcax» — clenarbh TaOJIMUKYy U OTMEYaTh B HEl
CBOM yCIIEXH.
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[IpenmyI1iiecTBa TAKOT0 MOIX0J1A:

e J[aeT BO3MOXKHOCTh Ha BECh JI€Hb COXPAHUTH OUIYIIEHUE OJICP>KAaHHON
o0O€e kL.

e lM30aBinseT OT YyBCTBA TPEBOTHU: ChEJICHHAS JISATYIIKA HE MassYUT BECh
JICHb HAa TOPU30HTE, OTPABJISISI BaM >KU3Hb.

e CHIXaEeT ypOBEHb TPEBOTH U CTPaxa: BbI JEIAETE HE HENPUITHOE JET0, a
BCET0 JIMIIL N30aBIISIETECH OT <JISATYIIKI.

Tema Ne 7. KopnopaTuBHbI# TaiM-MEHEIKMEHT.

KopnopaTuBHblii TaliM-MEHEIKMEHT — 3TO HHCTPYMEHT IOCTPOEHUS
BCEH cHUCTEMbI pabOThl KOMIIAHUH, TTO3BOJISIIONIUMN Kak MOXKHO Oosiee 3(hPeKTUBHO
MCIIOJIB30BaTh BpeMsi Kaxjaoro pabotHuka. Ceiyac cTajso HOPMOUM TO, 4TO TOII-
MEHEJKEphl OpraHu3anuii 0epyT Ha ce0s OrpomMHBIM 00beM paboThl. Jlaxe
OOBIYHBIM COTPYOHUKAM Tiepenaerca Bce Oosblie mnonHoMouuil. Iloatomy
U3bICKAHUE PE3epBOB BPEMEHU CTAHOBUTCS >KM3HEHHO HEOOXOAUMOM 3ajauei.
TaliM-MEeHEI>KMEHT MPUHIATO CUUTATh HAYKOW MO YIPABICHUIO BPEMEHEM, HO HAJI0
MOMHUTh, YTO BPEMsI — MOHSITHUE OTHOCUTEIBHOE, UM YMPABIATH HEBO3MOXKHO.
3aT0 MOKHO YMPABJIATh OpPraHU3alMEd JeATelbHOCTH. lIpaBuUiibHAs MOCTaHOBKA
nenel u 3agad, yMmMelnoe ornepupoBaHUE OM3HEC-TIPOLIECCAMH, TPAMOTHBIM pacuer
BPEMEHH, BBIJIEJIEHHOTO Ha OIPEAENIEHHbI MNPOEKT — BOT OCHOBHBIE KIIIOUU
KOPIIOPATUBHOTO TAMM-MEHEKMEHTA, KOTOPBIM MOKET MPUHECTU YCIEX Balleu

KOMIIaHHH.

Nrak, 9yTO ¢ 4yero ke HayaTh BHEIPEHUE TEXHOJOTHN TalM-MEHEHKMEHTA?
[lepBpIM n€7OM HYXHO TpPOBECTH OOydeHHE TMepCOoHaa, COMPOBOXKAAEMOE
pa3IUYHBIMH TpPEA- U IOCT-TPEHHUHTOBBIMM MEPONPUATHUSAMU. 3aT€M CIEAYyET
BBISIBUTh, HACKOJIbKO TMPABWIIBHO OPTraHMW30BAaH pabOuuil MPOIECC COTPYIAHHUKOB
KoMmnanuu. Ilo pe3ynpraraMm 3TOW OTUAarHOCTHUKH ITOSBUTCSA BO3MOKHOCTbH OLICHUTH
pealbHYI0 KapTHHY, KOTOpas HAIJISIAHO MOKAXET BCE JOCTOMHCTBA M HEAOCTATKH

CHCTCMBbI pa6OTI>I (prMBI. Ananuz IMMOJIYYCHHBIX JaHHBIX TIIO3BOJIMT BBIABUTD



OCHOBHBIE MPOOJIEMBI €KETHEBHOM JEATEILHOCTH COTPYIHUKOB, TIOAPA3ACICHUN U

JaKC KOMITaHUH B IICJIOM.

[Tocne 3TOro TOTUYHO MPUCTYIUTH K (OpMaTA3AINH TTOJTYICHHBIX 3HAHUHA U
UX 3aKpEIUVIEHUIO B BHUJAEC KOPHOPATHUBHBIX CTaHAApPTOB. 3]I€Ch B KadyeCTBE
KOPIIOPATUBHBIX CTAHAAPTOB MOTYT BBICTYIIATh: MPABWJIBHO MTOCTABJICHHBIC 3314l
(IpUOPUTETHOCTh, CPOYHOCTD, BUJBI JACAJIAHHOB), €IUHBIE CTAHIAPTHI OTYETHOCTHU
Y IUITAaHUPOBAHMS, JTUYHBIE U KOMAHJHbIE HACTPOMKHU 3JIEKTPOHHBIX OPraHai3epoB
u gap. Kpome Toro, o0s3aTelbHO HYKHO ONPENEIUTh TJIOCCapuid TalM-
MEHEDKMEHTAa — TEPMUHBI, KOTOPbIE OTHOCATCS K IUIAHUPOBAHUIO BpemeHu. U,
MAJICHBKUW CEKPET — PEMIaMEHThlI, MOAKpEIUIsieMble CaHKuusMu. Hampumep,
BBEJICHHE ITPa(HBIX CAHKIMI 3a OMO3JAaHUS aBTOMATUYECKH JUCIUTUTMHUPYET

COTPYIHUKOB KOMITaHUH.
P PEeKTUBHOCTH KOPIOPATUBHOIO TaliM-MEeHEeI:KMEHTA

JlpeBHUE pUMIISTHE TOBOPWIIM, YTO HAWIYUYIINM 3aKOHOM SIBIISIETCSI BCETO
ok oopMIIeHHE yCTosBIIErocss oObdas. B 3Tom oTHomeHun Haubolee
2 PeKTHUBHBI CTAHIAPTHI, HAWJIECHHBIC M BBEJCHHBIE B OOMXOJ JIIOJABMHU
camMoCTOATENbHO. [l03TOMY CTOMT HOPUCMOTPETHCS K TOMY, Kak BeIyT ceOs
HamOoJiee yCrelHble pabOTHUKY M TPUBECTH MX MPUMEP B KadecTBe HamboJee

HpCI[HO‘ITHTGHBHOfI MOACIIN T&ﬁM-MGHGZ{)I(MCHT& JJI1 OCTAJIbHBIX.

Ho mpumenars ko0 BceM oOTnenramM OJHM U T€ XK€ IIpaBWwiIa TauM-
MEHEeKMEHTa He cTouT. KaxaoMy — cBoe. TOJBKO Tak MOYKHO pacCYMTHIBATh Ha
noBeilieHne A(P(PEKTUBHOCTH pabOThl KOMIIAHUM B IeJdoM. PaccMmoTpum
noipoOHee, KaKk MOYKET U3MEHHUTHCS KU3HDb KKIOTO OT/ACINa Balie (GUpMbI TTOCIIe

BHCAPCHUA KOPIIOPATHUBHOI'O TaﬁM-MeHeﬂ)I(MeHTa.

1. Otnen nmpoaa)k — YMEHBIIEHUE PacXo/la BPEMEHH MEHEIKEPOB IO
MpoJakaM Ha BTOPOCTENEHHBIE OMNEpalMM W YBEIWYEHHUE HENOCPEICTBEHHOTO

O6H_IGHI/IH C pC€aJIbHBIMHA U IMMOTCHIMUAJIIbHBIMHU KIIMCHTAMU.



2. CepBHUCHOE TOJApA3/ACICHUE, UMEIOIIEE HEMOCPEACTBEHHYIO CBSI3b C
KIMeHTaMu: call-ieHTp wim reseption — yydiieHWe KadecTBa CepBHCAa IS
KJIIMEHTOB, KOTOpbIE HE3aMEJIMTENIbHO TPUBEAYT K IOBBIIIEHUIO (DPMHAHCOBBIX
MoKa3aTeJicH.

3. BHyTpeHHee mojpasziesieHle, He HUMEIOIee CBSI3U C KIMCHTaMU —
MIPOTHO3UPYEMOCTh HUTOTOB JACATEILHOCTH OTJEia, a TaKkKe MHUHUMAaIu3aIus

KOJIMYCCTBA CTPCCCOB CPCaAU COTPYIHHUKOB.

Baeapenue KOpHOpaTMBHOIO TaWM-MEHEIKMEHTa, B HJAcale, TOJHKHO
IIPUBECTU K CHW)KCHHUIO CPOKOB PEAIM3ALMU IIPOEKTOB, U COKOHOMIICHHOE BpEMs
MO3BOJUT COTPYAHUKAM YBEIMYUTH OOBeMbI padoTel. Kpome Toro, taiim-
MEHEJKMEHT I03BOJISIET COTPYAHUKAM HAXOIWUTbCA B €AUHOM BPEMEHHOM U

MH(OPMALMOHHOM TOSICE.
Tema Ne 8. KOMnmeepmaunﬂ TauM-MeHeIKMEHTA.

Hcnonbs30BaHrne KOMIUIEKCHBIX MPOTPAaMMHBIX pEHIeHH ¢ (YHKIIMOHAJIOM
JUIS.  aBTOMAaTH3alMd  JIeJIONPOU3BOJICTBA, TalM-MEHEPKMEHTa, pabdoThl C
KOHTpareHTaMM W KaJapaMu, OIO/)KETHUPOBAaHUS IMO3BOJSET CYLIECTBEHHO

YBEIUYUTH 3(PPEKTUBHOCTD NEATETLHOCTH JIF000H OpraHu3aluu.

CepBuCHI 1 IPOrpaMMBbI ISl TUTAHUPOBAHUS U YIIPABIICHHS] BpEMEHEM

1
Gooqgle Keep

Google Keep — omaekTpoHHBIH OJOKHOT € BO3MOKHOCTBIO CO3JAHMS
OOBIYHBIX 3alliCed W MPOHYMEPOBAHHBIX CITMCKOB, MPOCTEHINas Iporpamma,
MOJI/ICP KU BAIOIAST BCE MOOMIIBHBIC MIIAT(OPMBI, a TAKKE UMEIOIas Opay3epHYIO U
odumaitn Bepcuto. Ilone3HbM TaHHBIA CEpBUC SIBISIETCS B TOM IUIAaHE, YTO W3
J1000r0 yCTPOICTBA, T'Zi€ BBINOJHEH BXOJ B Baml (Google-akkayHT, BBl CMOXETE

MNOJIYUUTb AJOCTYII KO BCCM HMMCIOIIMUMCA 3aIllUCAM, KPOMCE TOI0, MOXHO HA4aTb


https://keep.google.com/

paboTaTh HajJ JOKYMEHTOM CO cMapTQoHa emé B TpaHCIOpPTE MO AOpOore Ha
paborty, a mpoaoKuTh yxke B oduce ¢ ITK.
2

Maniac Time

OTra mporpaMmma, Kak MaHbsK, MpECIEAyeT Bac BECh AEHb. B Xopomiem
cMmbiciie, KOoHeyHO ke. C MoMmeHTa 3amycka MporpaMMbl OHa coOupaeT
uH(pOpMAII0O 00 OTKPBITHIX TMPUIOKECHHUSIX W BPEMEHH PabOThI ¢ HUMH, YTO B
KOHIle paboyero JHA MOXHO HCIIOJNB30BaTh IS aHalu3a BPEMEHH,
3aTpayMBaEeMOro Ha pa3Hble JEHCTBUA (MPOLEHT U peajgbHOe BpeMs). M3 maHHON
CTATUCTUKU BHUJHO, CKOJBKO B JICHb Bbl pabOTalM B TEKCTOBOM pPEIaKTOPE,
CKOJIBKO B Opay3epe, Ha CKOJBKO OTBJICKAINCh Ha Jpyrue mnpuiiokeHus. Ecmu
OMpe/IeIEHHOE BPEMS HE BBINOJIHATh HA KOMIIBIOTEPE HUKAKUX JICHCTBUI, a TOTOM
BEpHYThCS 3a Hero — Maniac Time BCTpeTHUT Bac BONPOCOM, TJe Bbl ObUIM U
noyemy He padotanu?

3

LeaderTask

DTa nporpamMma COBMeEIIAeT B ce0e cpa3y HECKOJBKO TMOJE3HBIX (PYHKIIMI —
KaJleHJapb, IUIAHUPOBIIMK, oOpraHaiizep, wmeHemkep ¢aiino. [lupoxuit
GyHKIHMOHAT — JOMOJHIETCS  BO3MOXKHOCTBIO  MHAMBUAYAJIbHOM  HACTPOWKH
(BBIICIICHUE MPUOPUTETOB), CIOCOOHOCTHIO BU3YIM3UPOBATH MPECTABICHUE WU
XOJ  BBINOJHEHUS MPOEKTOB, CHUHXPOHU3UPOBATH CBOM JIAHHBIE MEXIY
ycTpoiicTBaMu Ha pasHblx miargopmax u ¢ Outlook. OueHuTh BCe JOCTOMHCTBA
pOrpamMMbl Mepe]] MOKYIKON pa3padOTUMKU NpeiaratT 3a 45 nHei 0ecriaTHOro
UCIIOJIb30BaHUSI.

4

Microsoft Outlook

MHoOrum NaHHBIA TPOAYKT M3BECTEH KAK MOYTOBBIM KIHUEHT, HO 3TO JIMIIb
onHa u3 ¢ynkuuii. Ha camom nene Outlook mpenoctaBisieT Takke BO3MOXHOCTh
paboThI C KaneHAAPEM U TUIAHUPOBIIIMKOM — JJOCTATOYHO yIOOHBIMH M TIOHITHHIMU

Juist Becex monb3oBarened nmakera Office. OO0 ucnosib30BaHUM 3TOM MporpamMMbl B


http://www.manictime.com/download/
http://www.leadertask.ru/

KayecTBE HMHCTPYMEHTa [UJIsl TallM-MEHeI)XKMEHTa uuTaiitTe B cTtaThe [7eba
Apxanrenbsckoro http://www.improvement.ru/bibliot/outlook/01.shtm.

)

Microsoft OneNote

Emé onun cepBuc u3 makera Microsoft Office, ¢ HemaBHero BpemeHU
pacrpocTpaHsomuiics  OecriatHo.  [Iporpamma  He  SBISETCS  YEM-TO
PEBONTIOIMOHHBIM, XOTSI M TIpejiaraeT JOCTaTOYHO CHJIBHBIH WHCTPYMEHTAPHUI:
BO3MOXXHOCTh JPEBOBUIHOIO OTOOPaKEHHS CIIMCKA JeJl, JOOaBJIICHUS K 3a1adaM
aynmno u Memua ¢aiimoB. OCOOEHHOCTh — MOJJEPKKAa PYKOMMCHOTO BBOAA IS
[JIAHIIIETOB.

6

Mununnan

DTOT cepBUC, MPEAHA3HAUYCHHBIA JIJI1 JIMYHOTO HUCIOJb30BaHUS, CO3AaHHBII
aBTopaMu  MeramiaHa —  yCHENIHOTO  KOPIIOPaTUBHOIO  MHCTPYMEHTA
mwianupoBanusi. OOUH W3 CaMbIX HW3BECTHBIX M (YHKIIMOHATBHBIX POCCHHCKHUX
IIPOJTYKTOB.

7

Remember the Milk

Onna w3 nHambonee wu3BecTHhIX mnporpamm mo GTD. Ilomumo cromcka
JIeN/TUTAaHUPOBIITKA, JAHHBI CEPBUC OCHAIIEH IIEIBIM PSJIOM COBPEMEHHBIX
TEXHUUYECKUX PEIICHUM, MPU3BAHHBIX PAa3rpy3uTh NaMaTh. Cpean HUX: HACTPOMKa
E-maill wu  sms-onoBemeHuit 0  OPEACTOSIIIMX  JeJax,  YIpaBJICHHE
3aMeTKaMu EVernote (KoTopelid, K CIOBY, MOXHO TakK)K€ HCIOJIb30BaTh B IICIISIX
yIOpaBJICHUS BpPEMEHEM), pabdoTa ¢ TPWIOKEHUEM TpH OTCYTCTBUU HHTepHETa,
BO3MO>KHOCTD CUHXPOHU3AINHT c kanenmaapém Google (emé OJIHUM
CaMOCTOATEILHBIM TMPAKTUYHBIM WHCTPYMEHTOM, BBITIOJIHEHHBIM I10 aHAJIOTHH C

€KEJTHEBHUKOM).


http://www.onenote.com/
http://miniplan.ru/
https://evernote.com/intl/ru/
https://www.google.com/calendar/render

