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3¢ddeKkTrBHOE ynpasBieHNEe BpEMEHEM
O yemM 3TOT KYpC?

Mpexxae scero 3agaya 3TOro Kypca COCTOUT B TOM, yTObbI y6eAMTb BacC - Bbl
MOXeTe ropasao 6onblie ycrneeaTtb CAenNaTtb B 3TON XN3Hu! Mpn yem gna storo
Bam HEO6XOAMM 3HATb U NPUMEHATb NMPOCTblE NpaBuaa.

MpoyTeHne KHUTKN 3aliMeT y Bac He boaee O4HOro Yyaca - a NPUHLMIMbI ONUCAHHbIE
B KHUIM ByayT NOMOraTb BaM Ha NPOTAXKEHUUN BCEN KUHM.

B KHure C06paHbI TOYHbIE NpoBepPeEHHbIE UHCTPYKUUU, O TOM KaK YMpPaBaAATb
CBOUM BpeEMEHEM N TEM CaMbIM yCNeBaTb CAENATb 6onbLue.

MpoYnTaB KHUTY Bbl y3HaeTe:
® Kak ycneBaTb 1 3apabaTbiBaTb 60/blUE 33 MEHbLLEE BPEMS
® e HaliTW BpemMa Ha CEMbIO, Apy3ei, cCnopT

® KaK TpyAMUTbCA C YA0BOIbCTBMEM, 6E3 HAaNPSAXKEHUSA U HEPBOB.
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

[lepBbii mar: [l1anupyi! Beigesau miasHoe! JlercTrByit!

Becb TaliM MeHEeAXXMEHT MOMKHO CBECTU K TPEeM BOJILLEOHbIM C/OBaM:
MnaHupyn, Boigenan rnasHoe, [eictByn. Bce KHUIM O TalM MeHeOKMEHTE
PAaCCKa3blBalOT MMEHHO 06 3TOM, TO/IbKO MOA PasHbIMWU Yyrnamu, C pPasHbIX
PaKypcoB, N0, Pa3HbIM COYCOM.

[nasHoe NpaBW/IO YyMpaB/ieHUA BpemMeHemM 3TO — YycneTb caenaTb He BCe, a
ycneTb caenatb rnaBHoe. Bce 3ajaunm ewe He caenan HU OOMH YesioBeK, T.K.
3afa4 Bcerga 6onble 4yem MMeroWeroca BpemeHu. BaxKHO caenaTb MMEHHO
rnaBHoe, 1o u4TOo paetr 80% pesynbTata. Kak cKasaHO Bbllwe BeCb Taum
MeHeaKMEHT CBOAUTCA K TpeM cnoBam: MnaHnpyn, Boigenaii FnasHoe, [lenicTeyi.

MnaHupyn — o3HayaeT cocTaBAeHME CMUCKOB 3agay, YTo Heobxoaumo caenatb
BooOLLe.

Bblgenaii rnaBHoe — 03HavaeT BbI6OP rNaBHbIX 33434 M3 BCEro CMMCKa 3a4a4

[eAcTByiA — O3HayaeT — HenocpeacTBEHHOE BbiNOJHEHME B MeEPBYyl0 o4yepedb
rNaBHbIX 3a4au.

Cdename npamo celivac:

1. Cocmasbme crnucoK ecex 8awux 0es KOMopbIMU 8bl Xomume 3aHAMbCA 8
b6auxcaliwee spems

2. Bbidenume U3 CNUCKA camele B8aX(Hble - me 4mo npuHecym eam 80%
pesyansmama.

3. HayHume oesame camoe 2nasHoe oeno!
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

Bropoii mar: IlogroroButh UHCTpyMeHTBI AJI1 ynpaBJeHUA
BpeMeHeM

Bropoe npaBuio YnpaBneHUss BpeMEHEM [NACUT - AEPKU FTON0BY NYyCTOM.
3TO 3HAYMT YTO roN0Ba BCEraa A0JIKHA 6bITb CBOBOAHA 417 HOBbIX MbICNEN, UAEN.
YenoBeK He [0/1KeH MOCTOSHHO ZlepXaTb B ro/10Be CMMUCKM 33434 = YTO caenaThb,
TenedoHHble HOMepa, agpeca U T.4. - BCA 3Ta MHPOPMaLMA AONKHA XPaHUTLCA Ha
BHellHeM HocuTene. Mostomy Ana 3PpPeKTUBHOrO YynpaB/ieHMA BPEMEHEM
TpebyeTcs  MHCTPYMEHTbI. MHCTPpYMeHTbl  HeobxoAMMO  MCMOJIb30BaTb
cneayrouwme:

1) nporpammy opraHaisep LeaderTask
2) KNK nnn tenedoH
3) 610KHOT AnA 3anucen

KMK nan o6bi4HbIN MOOMABHBLIN TenedoH CKopee BCero y Bac Yy»Ke ecCTb - INaBHoe
yTobbl B HEM bbina PpyHKUMA "AnkTodoH". Ha aAnKTOoPOoH yaA0OHO HaANKTOBbLIBATbL
3a[34M Korga HeaoCTyrneH KoMmnbtoTep U 6N10KHOT.

BnokHOT anAa 3anucen byaeTr nones3eH Tem, YTO OH CaMbiA HEMPUXOT/IUBbLIA U
paboTaeT 6yKBasbHO Be3ae.

OpraHaiizep LeaderTask - 3T0 OCHOBHOM MHCTPYMEHT 414 YNPABNEHNA BPEMEHEM,
B HEro MOXHO 3aHOCUTb BCHO MHPOPMALMIO: CNUCKU 3a4a4, BCTPEYM, KOHTAKTHI,
uenn, npoeKktbl. LeaderTask 6yger HageXHO XpaHUTb BCO Heobxoaumyro
nHpopmaumio. Mpuyem, nporpamma MoXKeT pabotatb ¢ ¢newku, T.e. byger
BMecTe C BaMu rae 6bl Bbl HXM Haxoamnuce! [lna Havyana paboTbl C Nporpammbl -
BaM HeobX04MMO ee CKayaTb M YCTAaHOBUTb Ha CBOM KOMMbIOTEP.

Cdenamo npamo celivac:

1. YecmaHosume opeaHalizep LeaderTask. CKayameo:
http://www.leadertask.com/download/leader.exe

2. HazHaybme y0o6Hyto kHonKy Ha menegoHe/KIK 0na ¢pyHkyuu "AukmogpoH”

3. [lo0comosbme y00bHbIl  6a10KHOM U KapaHoaw  0aa  3anuced.

Ctpanuua 5


http://www.leadertask.com/download/leader.exe

3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

TpeTuu mar: Ucniosib3oBaTh opraHamsep LeaderTask

HayHem € camoro rnaBHOro — Kak MCNoab30BaTb TPHU BoNwWebHbIE CNOBa Talm

MeHeaXXMeHTa B opraHaisepe LeaderTask:

CospaHue cnuckos 3agay (MnaHnpyin!).
YcTaHOBKa CPOKOB M npuoputeTos (Bbiaenai rnasHoe!)

O630p 3aaa4y Ha CeroaHs (Oeiictyin!)

Co3paHue cnucKa 3aaayd

Ana Havana 3¢¢EKTVIBHOI'O NnAaHNUPOBAHUA BpPeEMEHN HE‘O6XOAVIMO co34aTb
CNMUCOK BCeX 3a44a4, KOTOopble AO0/KHbI 6bITb cAenaHbl B 6nnkanwee BpemMAa un

obo3pumom byaywem. 3anyctute nporpammy LeaderTask M HayHuTe ero
MCNONb30BaThb.

Co3aaTb 33434y MOXHO cneayoWmmm cnocobamu:

e HaxaTb Knasumuwy Ins

e HaxaTb NpaBoOM KHOMKOW MbILIM U B MEHIO BblO6paTb «[06aBUTb 3a4a4y»

* BbibpaTb B NaHe/ M MHCTPYMEHTOB KHOMKY «J06aBuTb 3aaauy»

Nobbim yaobHbIM AnAa Bac cnocobom 3anuiwinte Bce 3aaa4m B LeaderTask.

! 3agaun i
i D | 9~ B8~ [CiMossormre » S+ [+ v v | ! |2 DoBasuTs 3anaqy - H
Bsf amsaliH rl'lunnep:rmca rP'a3DEEUTK.E rHHdJDDMaLM/ﬂIBMMb rEcrpE'-m ]
(b4 b Hammeriosarme P
— MOZBOHHTL ZAKAIYHKY BHIACHHTL OETANH PEANTHIALIHH
LJ ©YHKLHH "VUET NOCETUTENER"
MozBOHKTL peaaKTopy ¥MypHana "KomnotoTep u 3H3Hb" y2HATh O
L CPOKAX pazMelleHna mybnuxaLmm
MOZE0HWTE HAYEANBHKMKY OTZENE cheiTa - YEEOOMWUTE O COCTORHWK TERYLLHX
L Aen
MO3BOHWTE HAYANBHHWKY PEKNGMHOrD areHTCTEd - AOroBOpUTCA O NpoAneHHK
L dpeHasl peknaHMHoro Bnoka
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

YcTaHOBKa CPOKOB M NPUOPUTETOB

Mocne TOro Kak CNMCOK 3aZ1a4 roToB, HEO6XOAMMO ONpPeaeIUTb YTO U Koraa
BbINONHATb. ECNM 334a4a [A0/1KHA BbINONHATLCA B ONpeAeneHHblA AeHb, TO e
HeobXxoAMMO NPUCBOUTL TOT CPOK B KOTOPbLIM 3Ta 3a4a4a byaeT akTyanbHa.

MPUCBOMTL CPOK 3aZa4e MOXKHO HECKOJIbKMMM cnocobamu:
* B CBOWCTBaX 3a4auu LENKHYTb Ha KHoMKe «CPoK»
* MepeHecTu 3aa4y U3 AepeBa Ha HYXKHYI0 AaTy B KaneHaape.

[na Toro 4tobbl BbIAEAUTL FNABHbIE 334a4M, T.€. KOTOpble Hanbonee BaXKHbl — UM
HeobXoAMMO MPUCBOUTbL COOTBETCTBYIOWMIA nNpuopuTteT. [aa NpUCBOEHUSA
NpMopuTETa MOXHO MCMO/1Ib30BaTb HECKO/IbKO CMOCO6O0B:

e HaxaTtb «ropadee coyetaHune» Ctrl+PgUp

e B CBONCTBax 33Za4M LENKHYTb MO KHOMKE «NPUOPUTET» - BbIOPATb HYXKHbIN
NPUOpPUTET Y 3a4a4K

[Ana Toro 4tTo6bI OTCOPTUPOBATL 334a4N MO NPUOPUTETY HEOBXOAMMO LLENKHYTb
no wanke Tabanue - crtonbey "HammeHoBaHme" - T.0. 3agaum byayr
OTCOPTUPOBAHbI MO Ba*KHOCTU - CBEPXY CaMble BaXKHble CHU3Y HE BaKHble.

0O630p 3aaau Ha cerogHA

Mocne Toro Kak CNUCcKM 3a4a4 roToBbl, 3a4a4n pacnpeseneHbl No CPOKam u
MMEIOT NPUOPUTET, MONKHO MEPEXOAUTb K BbIMONHEHMIO 3TUX 3adady. Ana Toro
4yTobbl MOHATb YTO AeNaTb cerogHA - HEeobXOAMMO LWENKHYTb Ha KHOMKe
«CerogHsa», KOTOpas pPacnosioXeHa B HaBMUraTope nog KaneHgapem. Mpu Bbibope
«CerogHsa» B AepeBe 3af4ay 0TobpPas3ATCA 3a43a4M, KOTOpble 3annaHMpPOBaHbl Ha
CerodHs, Te YTO He MMEIOT CPOKa M 3a43a4M KOTOpble MMET npoLueaLlne CPOKMU.
T.o. B «CeroaHs» oTobparkatoTcA BCe aKTyaNbHble MMEHHO B 3TOT AEHb 3a4auyM.
Mpu sTom oTnagaer HeobXxoAMMOCTb MPOCMATPUBATbL MNPOLUbIE AHU, YTOObI
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3¢ddeKkTrBHOE ynpasBieHNEe BpEMEHEM

HMYero He 3abbiTb. Bce Heobxoanmbie 3aaaum 6yayt B CeroaHsa. Ecam Kakyto nmbo
3aga4vy u3 «CerogHA» nepeHecTy Ha byayulyto AaTy — TO 3Ta 3a4a4a otobpasmTea

MMEHHO B TOT A€Hb, 10 HACTYMN/JIEHNs ee CPOKa OHa He ByaeT mellaTb TEeKYyLWMM
3aZa4am.
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

[IpumensaTs metogooruio GTD (Getting Thing Done)

Getting Things Done GTD — 3To cTpaTerna ynpaB/ieHMA AeATeNbHOCTbIO, a
TaKXe CMCTeMa NMPUEMOB U TEXHUK, LeNb KOTOPOM — MOMOYb COBPEMEHHOMY
yenoBeKy ycneBaTb 6Oonblie, a ycTaBaTb MeHblie. AbbpeBnatypa GTD — ot
Getting Things Done, Ha3BaHWA KHUIM aMepUKaHCKoro busHec-TpeHepa [d3sunaa
AnneHa.

OcHoBHble nonoxeHua GTD ¢ npumepamm Kak 3TO MOXKHO AenaTb B opraHalsepe
LeaderTask:

1) OpraHusauma wuHopmauun. Bcs noctynawowana wHbopmaumsa OO0/XKHA
HaXo4AUTbCA B OAHOM MecTe. Tak nerye ee NPOCMaTPUBATb M UCKaTb HYXHOe. Bcto
nHpopmaumio HeobxogMmo A[ennTb Ha AEencTBuA T.e. TO 4YTO HeobxoAMMO
BbINONIHUTL (B opraHaisepe LeaderTask aTto Ha3biBaeTca "3agaun”) n cnpaBoYHyo
nHpopmaumio (B opraHamsepe LeaderTask ato HasbiBaeTca "3ameTkn").

2) FpynnupoBKa 3a4a4 N0 KOHTEKCTY. BbiNoNHATL Aena, y KOTOPbIX OAMHAKOBbIN
KOHTEKCT (B TepMuHONOrnm Tamm-meHeakmeHTa "Kampoc") : mecTo, 4enoBek,
3BOHKM, cobbiThe... (B opraHaisepe LeaderTask ato HasbiBaetca "Kateropua').
[ena c 06LWMM KOHTEKCTOM ropasno sdpdeKkTMBHEE AenaTb BMECTE, AaXKe eC/IN 3TU
0EeNa OTHOCATCA K pa3HbIM NPOEKTaM.

Mpumepeobil:

KoHTeKkcT "3BOHKK": BCe 3BOHKM B TeyeHuMM paboyero gHs nydwie caenatb 3a
OAMH pas, T.e. BblAEINTb BpeMA - U1 063BOHUTb BCeX HEOOXOAMMBIX NHOAEN.

KoHTteKct "BaHK": gena cBfA3aHHble ¢ BaHKOM - TakKe nydwe oTmeyaTb B
KaTeropun "BaHK" - T.0. MOXHO cAenaTb Cpa3y BCe Aesla 3a 04HO noceleHue
H6aHKa.

KoHTekct UBaHoB U.U: 3apaum cBA3aHHblie C onpeaeneHHbIM 4yenoBekom (B
opraHansepe LeaderTask aTo HasbiBaeTca "KOHTaKT"): cnpocuTb, AOrOBOPUTLCA,
0b6cyauTb - He06X04MMO CBA3bIBATL C STUM KOHTAKTOM. [pu BCTpeye, Unm 3BOHKe
C 3TUM KOHTAKTOM - MO}HO Cpa3y yBUAETb BCe 3a4a4M KOTopble HeEoBXoAMMO C
HUM peLnTb.
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

Bbl moxkeTe nu3snekatb M3 LeaderTask - 3a4a4M HY>KHOrO KOHTEKCTa BCEro 3a oAnH
K/IMK- BbIBPaB HY>KHYIO KaTeropmio/KOHTaKT.

Opyrumn cnoBamu - TPyNnNMPOBKA 33434 NO KOHTEKCTY = 3TO BbIMNOJHEHUE
AENCTBUIM KOTOPble aKTya ibHbl 34eCb U cenyac.

3) Kputepuum Bbibopa 3agau ANA BbINOJHEHUA

e 1.0 KOHTEKCTY (YTO HYXKHO cAenaTb B 3TOM MECTE? C 3TUM YEe/IOBEKOM? NpwU
3TOM CcObbITUN?)

e 2.[lo BpeMeHMU (YTO HY}KHO caenaTb B 3TO BPEMA? U €CTb /1M Y MEHSA BpPeMSA
Ha 3T0?)

e 3.0 cunam (sHeprus ectb N Yy MeHA SHeprus Ans peanusaumm sTon
3a4a4mn?)

e 4. Mo npuopuTtetam (4To caenaTb CAaMOe BaXKHoe?)

Bce Kputepumn, 3a ucknoveHnem Ne3 (T.K. KOMNbOTEP HE MOXKET OonpenenvTb
Balle CaMo4yBCTBME) NpucyTcTBYtoT B LeaderTask:

KoHTeKcTbl M Bpemsa - peanusytoTca ¢ nomouwpbto "Kateropuin", "KoHTakToB",
"BpemeHHbIx nepnoaos (aat)", "MpoekTos".

MpuopuTeTbl - Tak U peanusoBaHbl B LeaderTask - npuopuTetamu, npuyem
No/Ib30BaTe/Ib MOXKET CamM onpeaennTb cBoi Habop NPUOPUTETOB U FPYNNNPOBaATb

334341 ucxoan 13 atoro Habopa.
4) EctecTBEHHaA MoAeNb N/IaHUPOBAHMUA.
Mogenb NNaHMPOBaHUA NPOEKTA NpeanoXKeHHaa [13smaom AnneHom:
1. Onpeaenntb KOHeYHyto Lenb (“3ayem”) n npuHuMnbl paboTbl.
2. MNpeacTtaBuTb cebe Kenaembit pesynbTaT paboThl
3. CreHepupoBaTb MAEN O TOM, Kak f06UTbCA 3TOro pesysbTaTta
4. OpraHusoBaTb paboTty

5. Onpegenutb banxKanwme Aencrems
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

B LeaderTask npoekTbl npeactaBneHbl B BUAE OTAENbHOro pasgena. CBowcTea
"MpoeKTta" cnyxKaT ana 3anucu: Llenun, ncnonHntena, BpeMeHHbIX PaMOK NPOEKTa,
YCTaHOBKM ¢dnara npu 3aBeplleHMn NPOeKTa, BCe AeNCTBUA (3a4aun) NO NPOEKTY
HAaXO4ATCS B €r0 KOHTEKCTE, T.€. 0TOOPaXKaoTCA KOraa OH aKTUBEH.

5) ExXeHeaenbHbIN 0630p.

Konnuyectso 3a4ay NOCTOAHHO YBE/IMYUBAETCA, UAEU, MbICIU PELLEHUS NPUXOOAT
Ham B ronoBy MOCTOAHHO. [puM 3TOM cpeay HWUX ecTb KaK MoJsie3Hble TaK U He
oyeHb. YTOo6bI He yTOHYTb B Kyde co6CTBEHHbIX nnaHoB [aBug AnneH
pekomeHayeT Aenatb MUHUMYM pa3 B Heaenwo "ExxeHepenbHbin 0630p". ITOT
0630p noMmoOXKeT ybpaTb HeaKTyalbHble 3a4ayu, BbIAENUTb MNOYeTYe UEenw,
OLLEHWUTb HAaCKO/IbKO Mbl 6/IM3KN K LLeNn U T.A.

B LeaderTask ypobctBo 0630pa 33agay - 3TO OCHOBHAaA QYHKUMA NPOrpamMmbl.
O630p 3amay Aaocturaetca ¢ nomoulbto "Hasuratop" (oTobparkeHue 3agay -
"Bxopswme", CeroaHs, MpoekTtbl, KaTteropuu), a Takxe "®unbtpos" T.e. 3apaHee
npegonpeaeneHHblXx HAbOPOB KpuTepmes, MO KOTOpbIM ByayT ¢uAbTpoBaTbhCs
3a43u4Mm.

Mpumepbl PUNBLTPOB:

«Mowu 3agaum Ha cerogHa», «[ena B 6aHke»,«BAXMHOE», «CPOYHOEY,
«Mpopgaxmn 3a mecau», «PaboTtbl No npoeKkty XYZ B ceHTAGpe», «MOHUTOPUHT
OENernpoBaHHbIX 3aga4y», «Tembl pgnA coBewaHuAa no npoekty Ny,
«MpocpoyeHHble 3agaun», «Lenu Ha roa», "3BoHKK", "O630p Leneit Ha roa" ...

LeaderTask nonHocTblo yaoBneTBopAeT MNOTPEOHOCTM ANSA NMPUMEHEHMUS
meTtoponorun [Oasupga AnneHa - Getting Things Done, n paeT MOLIHbIe
WHCTPYMEHTbI ANA NNAHUPOBAHUA BPEMEHMN.
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

0

I" LeaderTask NepconaneHei oprananzep 5.9.7.4 EI@

E@aﬁn Mpaska Bwg Ongun  WHoopymenTtsr  [Nomows

Z 8 T

Cerogna: 05.11.2010 Pabota/buznec rﬂuuHoe l
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nBcHNCE L ;InpDH3EEL'I'H ONTHMMHZAaUWED CTRaHWuY Nog KNHoYeEsIe CNOBa (SEO) —:||E|
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Haiiti makcHmantHo Gonbwol obbem MHpopMaULKK No Teme
[ | =] "ApTOMaTHZaUMA YUETa XOZANRCTEEHHLIX ONepauMi Ha ——
[ Broaawme S npegnpUATHK”
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BHewHM BnA opraHansepa LeaderTask
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

3anucbiBaTh BCTpPpE€4YH B KaJICHAAPb

B JKM3HM ecTb ABa TUNA 3a4ay: KecTkue u rnbkme, rMbkue 3agaum aTm
Hanpumep "HanucaTtb cTaTblo" nam "caenatb otyet B CP" T.e. He NpUHUMNKANBHO
KOrga MMeHHO HaZo 3aHMMaTbCA 3agadvyenl. A BOT 3a4aya '"CXOoAUTb B KUHO C
*eHo B 19:00" - »kecTKasn, T.K. 3a4a4a A0KHaA ObITb BbINO/IHEHA MMEHHO B 3TOM
Bpema. XecTknme 3agayM NPUHATO HasbiBaTb '"'BcTpeuamun" [na ypobHoro
oTobparkeHnA BcTpeu - B LeaderTask cywiectByeT KaneHaapb. B kKaneHgape moryT
pa3meLLaTbCA TaKKe 3a4a4M KOTopble NPMBA3aHbl NPOCTO KO AHI0, 6e3 BpemeHMH,
a TaKXe 3aZa4n KoTopble Npoao/KatoTcAa bonee ogHOrO AHA - HaNPUMep Kakoe
TO CObbITME, UIN KOMAHAMPOBKA.

I\/.' LeaderTask MNepcoHaneHelii opraHaiizep 6.9.7.4 EI@

E{Daﬁn I'Ipaﬂu:a Bug  Onuwn  Mucrpymedter  Momowes

Ceroans: 05.11.2010 Pabora/Busnec rﬂnHHoel
4 HoaBps 2010 b Hoabpe 2010 j.j 1) 31|kl 1O D
necH4Nce 1 NOHEAENEHKE 2 ETOPHKE pesa

123 4[5]67
8 91011121314
151617181920 21

222324 252627 28 0800 Buischute y xocTepa
29 30 NPHUYKMHBI NPOCTOA CakTa
: 1 09 00 CNAAHUPOBATD MNAH 1
& Bropaume - MAPKETMHIOBOWR
-1 = KOMMAHWA NO
=l Pabora/Busnec 1 10 = NPOBKEHMIO
=) B3 guzaiid — MPOEKTA "ABC"
= Moaaepsxa Haiith makcumansHo
Gonbwon obwem
= Paspabotka 1 119% ukhopMaLMK No TEme RCAROEORMIL J
- "AsTomarmsauma yue = CRLENE
B OTAEN NPOAAXK
E lMnanwnposatme 12 0o
[ Npoeiu ] Mepears tragosuumy
00 uHpopmaL Mo 06
@ Mousa 13 OCTaTKaX Ha CKaage
=1 14% -

OTobparkeHne KaneHaapa B opraHalisepe LeaderTask

Ona Toro 4ytobbl KaneHdapb He Teps/n CBOEM HArnagHocTM, HeobxoaAnmo
pasmellaTb B KaneHAape TONbKO BCTpeyun. Takmm obpasom B gepese
oTobparkatloTcA 3agaunm  KoTopble Hado caenaTb CerogHsa, a B KaneHpgape
OTMEYatoTCA KEeCTKME BCTPEUM.

MoAabITOXWKB: BCTpEeYa 3TO 3a4a4a XKeCTKO NpmnBA3aHHaA KO BpemeHW.
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

U3MepATh pe3y/ibTaThl

[peBHAA MyapOCTb rNacUT: eCAN Xo4Yellb YTO IM60 N3MEHUTb - U3mepsb. T.e.
AnA Toro 4tobbl HavaTb 3dPEeKTUBHO pacxoAoBaTb CBOe BpemsA Heobxoammo
M3MEpPUTb TEKylMe MNOoKasaTenu - T.e. Kyda TpatuTbcs BpemaA. [ns sToro B
LeaderTask ecTb cneunanbHbii MHCTPYMeHT: "CTaTUCTMKA" KOTOpbIA oToObparkaeT
Ha YTO TPATUTCA BPEMA HA KOMMbIOTEpE.

Mogaynb CTaTUCTUKM NO3BOAAET YBUAETb Ha KakMe MporpamMmbl M caliTbl 6bli10
NOTPAYeHO BpemA, MOCTPOUT HarnsAHble OTYeTbl. ITU OTYETbl MOXKHO Ha3BaTb
XPOHOMETpPAXK BPEMEHM NPOBEAEHHOIO 33 KOMMbIOTEPOM.

[nsa oTobparkeHWUs cAenaHHbIX Aen, 3a4ay 3a onpeaefieHHbli nepuog B
LeaderTask ecTb cneuuanbHbii MHCTpyMeHT "Otuetbl". OTyeTbl oTObOpaXKawT
caenaHHble 334341 3a onpeaeneHHbI Nepuoa.

T.o. LeaderTask XpaHMUT gaHHble O TOM Kak OblI0O NOTPAYeHO BPEMS U Kakue
pe3ynbTatbl OblNM  AOCTUTHYTbI 33 3TO BpemsA. ITO O4YeHb YyaobHo AanAa
noc/ieAyolWero aHaansa - MOXKHO YBUAETb Ha UYTO TPATUTbCA BPEMEHMU Bosblue
BCEro M AaeT N 3TO pe3y/ibTar.
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

[IlpumeHenue metoaosioruu Tainm-/IpauiB

MeTtoponorna Tanm-ApaiiB — 3To Habop PasNYHbLIX NPUEMOB, TEXHOJIOIUMN
HanpaB/AeHHbIX HA NOBbIWEHWE NUYHOM IPPEKTUBHOCTU, Ny4dlIer OpraHM3auuun, u
CaMOMOTMBALMK YenoBeKa. HasBaHue «Tam-[paiiB» NPOMUCXOAUT OT Ha3BaHUA
KHUMM — «Talim-[paiiB: KaK ycneBaTb *XUTb M paboTaTb», aBTOPOM KOTOPOI ABNAETCA
M3BECTHbIN POCCUMCKUIA 3KcnepT B o06nactm ynpasneHua BpemeHem — [neb
AneKkceeBunY ApXaHresbCKUN.

[aHHYIO MEeTOA0N0rMI0 MOXHO C YCNeXoM NPMMEHSTb B opraHainsepe LeaderTask.
[denosolt opraHamsep LeaderTask co3gaH Ans nnaHMpoBaHWA 3a4ad, BCTpeu,
ynpaBneHuA NpoeKkTamm u coTpyaHmkamm. Cam aBTop metogonormm Tanm-Lpans -
Fne6 ApxaHrenbCKMin - pekomeHayeT mcnonb3oBaTb LeaderTask gna ynpaBneHua
BpemeHeMm.

LeaderTask comepXuT Bce Heobxoanmble GYHKUMM AN AEN0BOro 4yenoBeKka. Bor
OCHOBHbI€ JOCTOMHCTBA NPOrpPamMmbl:

o LeaderTask ouyeHb rmboOK, T.e. €ro MOKHO HacTpPOUTb Noa Ntobble NnoTpebHoOCTK.
B Hem ecTb Bce Heobxoammble QYHKUMKW: aApecHass KHWUra KOHTAKTOB,
NNAHUPOBLWMK  3aJa4y, KaneHaapb, MOYTOBbIM  KAMEHT, eXeAHEBHUK,
NepcoHanbHbl MHPOPMALMNOHHbBIA MeHeaxep(MUM)...

e QOpraHaMsep MOXEeT XPaHUTb Ntobble AaHHbIEe T.e: MPOEKTbl, 334341, 3aMETKM,
CCbI/IKM, KOHTAKTbl, AOKYMEHTbl, Tabauupl, ¢ainbl, a TaK¥Ke pPasnYHYIO
CEeKPEeTHY0 WHPOpMaLMIO(Napoan, NOrMHbI, NUH-KoAbL...). Mpu 3Tom BCe
AaHHble HaZeXHO 3alnLLeHbl!

e LeaderTask mobuneH, T.e. ero N€rko MOXKHO NePeHOCUTb Ha dAeLlKe ¢ MmecTa
Ha mecTo. Bce Bawm aaHHble Bceraa 6yayT c Bamu.

e U HaKoHeu nporpamma oTANYHO ApYXUT ¢ MS Outlook'om

OTAbIX: KaK He npeBpaTUTbCA B «3arHaHHYIO Aollaab»

OpraHu3yimte cBOW oOTAbIX Haumbosnee KayecTBEHHO, CTapalTecb MaKCUMaAbHO
NepeKkNtYNTbLCS.

B LeaderTask moKHO caenaTb cneupyanbHyto Kateropmio «OTabix», B 3Ty KaTeroputo
3aNMncbIiBaTb Aefla KOTOpble MaKCMMasibHO Bac pacc/iabnAaitoT, nepekntoyatoT Balle
BHMMaHMe, OTBAEKAlOT OT paboTbl.
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

Camble BaKHble Aena BblAeNeHbl UBETOM, OHM AalT 6onbwuin 3PEKT T.K.
MAKCMMa/IbHO MepPeKIoYaloT BHUMAHME — TEM CaMbiM Bbl OTAbIXaeTe OT OCHOBHOM
paboTbl. TakMe paccnabnatowme 3aHATMA yA0OHO pa3HECTM MO NOAKATETOPUAM:
«ExxeyacHO» - ManeHbKue NATUMUHYTKM ans paccnabneHuns, Hanpumep: «Mo3BoHUTb
3HaKkomomy», «locmoTpeTb YTO-HMOYAb WHTepecHoe B WMHTeEpHeTe», «CXOAWUTb
nonuTb Yaay,

«Ha obepe» - pena 6onee pavTenbHble MO MNPOAO/MKUTENbHOCTM, HaNpumep:
«Caenatb rMMHAcCTUKY», «[lporynaTtbca B napke», «Cxoantb K pebAaTam B coceaHUi
oTaen»

«CBobOAHOE BpemaA» - Aena KOTOpble MOXHO AenaTb Hanpumep B BbIXOAHble UAK
nocne paboTbl, Hanpumep: « TpeHaxXepHbIN 3a/1», KNOCEeTUTb CeaHc paccnabnstowero
Maccaxa, «Ha pblibanky», «CxoauTb B bunbapa»

Ntoru:

e Cpenalite oTAbIX B TEYEHUWN AHS PUTMUYHDBIM;
e (ObecneumBaliTe MakCMMaibHOE NepPEKIOYEHNE;

Momsau,un: KaK CnpaBaAaTbCA C HENPUATHbIMU 3a4d4aMU

MeTtopa «LUBeiyapcKoro cbipa». s TOro 4tobbl BbINONHUTL HENPUATHYIO/CNOMKHYIO
3a[la4y CHayana pasbenTe ee Ha HECKONbKO Bonee MesikMx noa3agaay U BbiMONHANUTE
MX B NPOMU3BOJIbHOM MopAaaKe (Kak 6bl «BbIrpbi3asA» M3 pPasHbIX MECT KYyCOYKM
6onbloi 3agaun) B LeaderTask aTo yaobHo genatb B ApeBoBMAHON Tabanue 3a4ay:

«1arywkn n CNOHbI» - OYeHb MHTEPECHbI MeToh, CyTb ero B craeaylowem. EcTb
TakMe gena (B TEPMWMHONOIMU TaiM-MEHEMKMEHTA Ha3blBAOTCA «NArYLWKaMMU»)
KOTOpble AeNaTb He XO4YeTcA, HO OHW Heobxoaumbl. 3acTaBuTb ceba caenatb WX
6blBaeT OYeHb C/IOXKHO. Tak BOT pelleHWe 3Ton npobnembl MOXKHO onucaTtb
noroBopkon «Kaxpgoe yTpo cbedal NArywky». T.e. Kakabli AeHb YMeHbluaTb
KO/IMYECTBO HENPUATHBLIX A/, CaMoe Jiydlee Bpemsa A/A 3TOro — yTpo, caenan u
BECb AEHb MOXHO 3aHMMaTbCA APYrMMK Bosiee NpuUATHbIMKM Aenamu. B LeaderTask
«NATYLWEK» MOMKHO NErko BU3yasbHO BbIAENATb CPeAn NPoYMX 3afdady C MOMOLLbIO
npuopuTeToB. Hanpumep MOXKHO caenatb NpuopuTeT «JIArywKka» u onpeaennto emy
3eNeHbli uBeT GOoHa, U XKenTbli UBeT 3a4a4y (MMUTMPYA HacToALWyl NAArywky). T.o.
BCEX JIATYWEK MOXHO TMOCTPOUTb B OAMH pAg M NOCAeAO0BaTeNbHO WX
JIMKBUAMPOBATD.

«CNnoHbI» B TEPMUHONOTUN TaAUM-MEHEAKMEHTA 3TO OYEHDb KPYMNHble 3a4a4n. Takune
3aga4n HeobxogMMO MO MeToAy «LIBeMLApCKoro cbipa» pa3busatb Ha bonee
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

MeNKue, T.e. pPa3apobuTb «COHa» Ha HebobluMe KYCOYKKU (BUPLUTEKCDHI) U KaXKabIN
AeHb «CbefaTb» NO 04HOMY TaKOMy BUdLUTEKCY.

«Tabnanua exxegHeBHbIX Aen»

Ypob6HbIn cnocob oTobpaKeHUA «NArylWweK» M «CA0HOB» B OAHOM MecTe 3TO
3anucbiBaTb MX B oaHoM Tabnuue. B LeaderTask 3to mo»HO caenatb nmbo c
MOMOLLBID pPerynsipHblX 3agad4 — 33a4aTb MNepuoaMYHOCTb 3agdave, U 0630posB
KaneHgape.

Utoru:

e [lpumeHanTe meTtog, LLIBeNLL@pCKOro cbipa AN1A PacKauKku

e ExXeagHeBHO cbegaiTe MUHUMYM OOHY «AATYLLKY»

e [lpobuTe «CNOHOBY Ha «BUBLUTEKCHI», NPUBAMIKAIOLLNE K AOCTUNKEHUIO CIOHA
e 3aBeaute Tabanuy exegHEBHbIX A€/, CO CNMUCKOM Harpag, 3a UCNosIHeHNe

Lienn: Kak npnuban3nUTb MeuTbl K peanbHOCTMU.

B LeaderTask ouyeHb yaobHO BecTM Kakme nMbo 3anmcu, 3aMeTKM, a TaKXKe
MeMyapHUK. MemyapHUK (OT cnoBa memyapbl) - CAYXUT Ans 3anucu Hambonee
3HauYUMbIX cobbITUI AHA, Heaenun, mecsaua. Hambonee yaobHbIM cnocobom BecTu
MemyapHUK ABNAIOTCA — 3aMETKM.

3ameTKun YAO6HO Aenatb no AHAM, T.0. AOCTUraeTCA XpOHOJ’IOI’VI‘-IGCKMVI nopA4aoK
3dMETOK (‘—ITO OYeHb CXOXKe C 06blYHbIM UHTEPHET 6]10I'0M) TaKkKe € nomoLLbio
3aMETOK MOXXHO Hanmcatb JIM4YHYKO MUCCUIO, ONMUCATb LLESTN.

KnioueBble 061aCcTU XKU3HMK.

[Ona 3pPeKTMBHOrOo NNaHMPOBAHUA BPEeMeHU HeobXOAMMO BblAENUTb OCHOBHblE
HanpaB/eHUs Ballel AeATeNbHOCTM T.e. KAwouyeBble 06/1acTU KU3HU. Knwouesblie
obnactn ygobHO pacnonoXuTb B HaBuraTope, B pasaene Kateropum.

Life management u }Xu3HeHHble Lenu

Ana Toro yTobbl 3HATL Kyda UATU U 3a4€M, a TaK¥Ke KaKnX pe3y/1ibTaToB p,O6I/IBaTbCF|
O4YeHb MNMONE3HO YEeTKO onpeaennTtb CBoOM Ue U No npowecrsnn onpeaeneHHoro
CPOKa MOXHO TOYHO Y3HATb 4ero mbl 4OCTUT/TA. Hanpmmep: HanuwuTe naaHbl 4YTO Bbl
caenaete B Te4eHUN cneagyrouero roga, Kakmx pesysibtatos AOCTUTHUTE, BCé TO, O
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3¢ddeKkTrBHOE ynpasBieHNEe BpEMEHEM

yem Bbl MeyTaeTe. be3 Kaknux AMbo «HO» U APYrMX COMHeHUI. MOoXHO HanucaTb B
dopme cueHapus: «CHavana a caato Ha npasa, NOTOM MOKynak aBToMobunb, Aanee
CeMbeN edem oTAbiXaTb B AepPeBHIO Ha Mecsau..» Kak M3BecTHo, BCe, YTO Hac
OKPY)KaeT - 3TO mMaTepuasbHana NPOEKLUUs HaALMX MbICNEN, NOITOMY OYEHb BaAXKHO
C034aTb YETKUM MNO3UTUBHbLIA 06pa3 cBoero byayuwero, 4Tobbl OHO 6bI1I0 MMEHHO
TaKMM, KaKUM Mbl XOTUM.

Ana ukcaumm nnaHos (uenei) Ha rod, yaobHO 3aBeCcTU OTAENbHYI KaTeropuio
«llenn», roe onucbiBaTb TONbKO LEAM M [0/FOCPOYHbIE MNAaHbl U3 Pa3NUYHbIX
KNtoYeBbIX obnacteit ¥M3HW. 3anucbiBaliTe YTO MMEHHO Bbl CAENaeTe, K KaKomy
CPOKY M B Kakom nopsagke. MNpeacraBbTe Yto LeaderTask 3To BOAWEBHbIA CNUCOK
MCNOJIHEHUA XeNaHui — Bce 4YTo byaeT 3anncaHo Bamu — BCe UCNONHUTCA. MoMHUTE
MMEHHO TO, YTO Bbl AyMaeTe(nnaHUpyeTe, NpeacTaBaseTe) o byayLem yalle BCero u
npoucxoamT.

Utoru:

e Onpepaennte BalM LLEHHOCTU C NOMOLWbIO «MemyapHUKa»
o ChopmynunpymTe BaLly IMYHYIO MUCCUIO

e WNuwuTe Bawe npusBaHue

e BbisBuTe 5-7 KNtoYeBbIX 06/1aCTelM BaLLEN KU3HU

e HanuuwwuTe cueHapui Ballen }KU3HU Ha rog Bnepea,

e Hanuwwurte yenn Ha 5, 10, 15 net
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3¢dodeKTMBHOE ynpaBieHNe BpeMeHeM

IIpaBuia Ynpasisienusa Bpemenem

1. [enatb ToNbKo rnaBHble 3aga4u. (ThasHble 310 Te yTo AatoT 80% pesynbTaTa)

2. Jepxun ronosy nyctoil. (Bcio MHOOPMALMIO 3anmCbiBaTb HA BHELLHMIA
HOCUTENDb)

3. ExxeAHEBHO NPOCMATPMUBaTe BaLl CMIUCOK AeN Ha CEeroAHA.
4. NepeHocuTe HeaKTyabHbIE 33434 U3 CErOAHA Ha byayLume AHM.

5. 3anucbiBaiite Bce aAena, MbicAM, Maen, Aaxke ecan OHM MoTpebyloTca Bam
yepes mecay, Uan rod. YctaHaB/AIMBalTeE UM CPOK - TaKOW - KOraa OHM byayT
aKkTyanbHbl. CPOK Hafo yCTaHaB/AMBaTb BCEraa, [axKe ecnn y 3a4ayv ecTb
KOHTAKT, MPOEKT, KaTeropuit nnmn sce smecte. Koraa npuaer Bpems - 3agava
NOSIBUTbCA B BallEM CMMUCKE Ha CerogHA - M Bbl PELUNTE YTO C HEW Aenatb. B
nobom cnyyae Bbl NPO Hee He 3a byauTe.

Tpu BoJ/iIEGHBIX CJIOBA YIIPAaBJIE€HHUSI BpEMEHEM:

Mnanupyn, Boigenan rnasHoe, [lencreym

[IpaBuibHbIN AnroputMm IlnanupoBanusa BpemeHu

1. 3anucaTb BCe 3a4a4uM, NPOEKTbl, NOE3AKN, BCTPEUYM, 3BOHKU U T.A. T.€. BCE YTO
HeobxoAnMo caenatb B eANHbIN CNUCOK 3aaa4 LeaderTask.

2. BblaennTb U3 CNMCKa 3a[a4 CaMble BaXKHbl U MOMECTUTb MX K Hayany Crumcky C
NMOMOLLLbIO NPUOPUTETOB.

3. YcTaHOBUTb AeHb Koraa 6yaete 3aHMMmaTbcA 3agadveit. [ns 3Toro npocto
nepeTawmTb 334341 B KaJieHAAPUK (TOT UYTO B pasaene NnaaHUpPoBaHUA)

4. Nepep Havanom paboyero AHA - NPOCMaTPMBaTb CMMCOK 3ada4y Ha CeroaHa u
[enatb Te 3a/,a4M KOTOpble HaX0AATCA CBEPXY CMUCKA - T.e. CamMble NaBHble.
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3¢ddeKkTrBHOE ynpasBieHNEe BpEMEHEM

UToru

Hagetocb YUTeHMe A0CTaBMAO BaM yAO0OBO/IbLCTBME U Bbl NpMobpenn nonesHole
3HaHWA KOTopble byaeTe NPUMEHATb B *KU3HKU! B ntobom cnyyae He orpaHMuYMBanTeCh
NPOYTEHMEM 3TOM KHUIM - MNPOJOKAWTE COBEPLUEHCTBOBATb CBOM HaBbIKM MO
YyNpPaB/ieHUIO BPEMEHEM, Ny4YlniA cnocob ana 3Toro aTo obuieHne ¢ 6AU3KMMM Mo
ayxy nwogbmu!  MpucoeanHanTecb K APYKHOMY  UHTEpPHET  -coobuiecTBy
nosb3oBaTtenelt opraHaiisepa LeaderTask: http://www.TimeDriver.ru, 3T0 mecTo -

roe y4acTHMKM MOTYT CMOKOWHO 06LaTbCA Ha aKTyanbHble TeMbl, pelaTb CBOM
NpobaemMbl U He TONIbKO M3 061aCTU yrpaB/ieHUs BPEMEHEM, HO U B }KU3HU B Liesiom!

[o BcTpeun Ha popyme!

MXenato 30pascmeosame!
NeaH AbpamoscKuli - pykogooumesnb KOMaHObl pazpabomuukos LeaderTask

Apocnaens, AHeaps 2011

Ctpanuna 20


http://www.timedriver.ru/
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KoHTakTHas uHpopmanusi:

Bonpocbl 3amevyaHuAa nNpeaNoXKeHUA NO KHUre - NoXKanyhucrta nuwute Ha
3N1EeKTPOHHYIO NoYTY - ivan.abramovsky@almeza.com

LeaderTask MepcoHanbHbI Opranaiisep: http://www.leadertask.ru

LeaderTask Ynpasnenne KomnaHnueit: http://www.leadertask.ru

NHTepHeT coobluecTBo nosb3oBaTtenen: http://www.timedriver.ru
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