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A CNUCOK CNPAB: MPOCTUN 3ACIB
I3 CEKPETOM

CknafaHHA nepeniky CnpasB — OAMH I3 HAUNPOCTIWMX CNOCOHIB KepyBaH-
HA 3aBAAHHAMY. MpoTe Ana 6araTbox Ntoaen BiH He npautoe. OaHa 3 npu-
YMH — Mano XT0 NPOXOAMB (HOPMANbHUIN TPEHIHT 31 CKNAAAHHA eDEKTUBHUX
CNUCKIB CNpaB, TOMY YaCTO MOAM BUKOPUCTOBYHOTb HEEMEKTUBHI METOAN.

Llo moxe aaty Bam SKICHUW NIAXIA 0O CKNaAaHHA nepeniky cnpas? Le
MOX/MBICTb KOHTPOMIOBATH, LLIO BU POHUTE NMPOTATOM AHA, HAJ YMM Tpeba
NoNpaLoBaT, a WO MOXHA BiAKNACTW. By 3mM0OxeTe BUKOHYBATK BCE MO-
TpiGHE BYACHO, PO3CTAaBAAOUYN NPIOPUTETU HA OCHOBI BaXXNMBOCTI 1 TEPMI-
HOBOCTI cnpaB. Bu 6bygete BNeBHeHI, WO pobuTe NpaBu/bHY CNPaBy B NO-
TPIOHU MOMEHT Yacy. B yHUKHeTe BUTPATK LIHHOTO Yacy Ha «raciHHA
noxex». OUIHIOYM CUTYaLI0 HA NIACTABI CBOEI MOTOYHOI 3aBAHTAXKEHOCTI,
BM 3MOXETe BUPILWNTK, Ha WO BUTPATUTK YacC. TaKOX nepenik cnpae Ao-
MOMOXe BaM ynopaTucsa 3 eMoLiamu, o6 Balli pilleHHsA 6ynn NpaBuib-
Hi 1 pOBUNK BAC MAKCUMANbHO e(DEeKTUBHUMN. ByTn ethekTUBHMUM O3HAYAE
BVMKOHYBATW OiNblle NOTPIOHNX CMPaB 3a MEHLW W Yac.

CKknafaHHs nepenikie cnpas 4OMNOMArae icTOTHO 3HM3UTU CTPEC, YHUKAU Y
HENMPUEMHOIO, BOMBYOIO AN KPEaATUBHOCTI TUCKY, LLIO BUHWKAE, KON BU
He BKNaJaEeTeChb y TEPMIHN.

Y Bac TakoX NONIMWAUTbCA CPOKYCOBAHICTb: BU 3MOXETe NpaLtoBaTn Hajg
BAXXMBUMU 3aBAAHHAMYM 1 BIAMOBNATUCS BiA APIGHWX | HENOTPIOHUX. By
3abyaeTe, WO Take NOYyTTS MPOBUHK Yepe3 3puB AeAnanHy, npaLoBaTu-
MeTe OiNbll NPOAYMAHO 1 LiNeCcnpsiMOBaHo.

A5 NAPAOOKC MPOAYKTUBHOCTI.
AK NEPENIK CNPAB NEPEWKOAXAE YCNIXY

[levMoH 3axapiafic HaBOAWUTb CTATUCTKKY Bid iDoneThis — po3pobHMKa
nporpamu NpPoayKTUBHOCTI:

* 41% cnpas i3 NepenikiB HIKOMN HE BUKOHYOTb;
* 50% cnpaB BUKOHYKTb 3a [IEHb;
* 18 % cnpas BUKOHYIOTb 3@ TOANHY;
* 10 % pob6IT BUKOHYIOTb 32 XBUTTUHY.
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Tanm-meHegKMeHT
36ipHuKK camapi

Meplwmn BUCHOBOK i3 LUMX LnMdp — 6arato nepenikis cnpas He ePeKTUBHI,
60 No6yAOBaHI Ha HeeEeKTUBHMX CUCTEMAX KEPYBAHHS 3aBAAHHAMM.

Apyrun BUCHOBOK: OCKiNIbKM 6araTo 3aBAaHb MOXXHA BMKOHATW WBUAKO,
Aeski 6yKBaNbHO 3@ XBUNUHY, OTXe, NOAMN BBAXAlOTb 3a Kpalye 6patucs
3a NPOCTI 3aBAaHHA. Ham BNacTMBO He 3BaXXaTW Ha MPIOPUTETHICTb 3a-
BOAHD | BTIWATMCA hanblNBUM BIAYYTTAM, WO M1 Ao6pe nonpauoBanu.

TpeTi BUCHOBOK: YMMano CNucKiB CNpas 3af0Bri, NepeBaHTaXeHI, Wo
CTBOPIOE CTpec. Bu 3myuleHi BigknaaaTyh ix Ha NoTiMm abo 30BCIM He pobu-
TW. Kpim Toro, 6arato xTo 3 ftoen CKNaaae nepeniku, He Marum YiTkoro
PO3YMIHHS CBOTO MOTOYHOMO PO3KNaay U 3aBaHTAXKEHOCTI.

Mepen Hamu Mapagokc NPOAYKTUBHOCTI. CTBOPIOIOUY Mepeniku Cnpas., LWob
KepyBaTy CBOIM YacOM i AaBaTu CO6I paay 3i CnpaBamu, BU HEHABMUCHO
BOMBAETE BNACHI 3yCU/IA, TOMY LLIO BUKOPUCTOBYETE HEMPOAYMAHI CUCTEMMU
KepyBaHHA 3aBAaHHAMMN.

A5 YOMY BALUI CMNCKU HE NPALIOIOTD

B igeani HaNnpuUKIHLUI KOXHOTo AHA BCI CMPaBK 3 BAWOr0 Nepeniky MatTb
6yTW BUKPECNEHI, TOOTO BUKOHAHI. € BICIM HAUMOLWMWPEHILWWX MPUYNH, YOMY
LbOro He BIAOYBAETHCA.

1 Bu CTBOPIOETE CNUCOK, HE 3aMUCIIOYNCb NPO MeTy. OCHOB-
Ha MeTa nepeniky — AOMOMOITM BaM OpPraHi3yBaTh CBOI CNpaBu
| NTPOEKTK. CNUCKOM, SKUW BY BaunTe nepen 04nma, 3Ha4YHO ner-
e KepyBaTu, HDK TUM, WO 36epiraeTbcs y BalWin ronosi. MNpa-
BUMbHO CKNAAEeHUN nepenik ChoKyCye Bally yBary Ha HanBax-
NUBIWWX 3aBAAHHAX | HE 4ACTb BUTPATMUTU BECb YaC HA HAUMEH LU
KPUTWUYHI.

2 Bwu He BKa3yeTe TepmiHy BUKOHaHHA. Mepenik cnpas 6e3 TepMmi-
HiB — Ll CMUCOK BaxkaHb, He Binblie. TepMiHM JONOMaratoTb BU-
3HayaTV NPIOPUTETM 3aBAaHb | MPOEKTIB 3 MOMSAAY BaXXITUBOCTI
1 NOTPIOHNX YaCOBUX BUTPAT. be3 TepMiHy HeMae iMnynbey A0 Ail,
6e3 IMNyNbCy HIYOro He BIAOYBAETLCA. BU3HAUEHHS TEPMIHIB [0-
nomarae BNOpaTUCs 3 MPOKPACTUHALLIEW, OUIHUTU ePEeKTUBHICTb
BALLOI CMCTEMMN KEPYBAHHS CpaBamu 1 BMOMPATK Ti 3aBAAHHS,
WO CNPUAKTb JOCATHEHHIO BALLMWX Linew.

14

NleiiMOH 3axapiagic 1/
dopmyna cnucky cnpas Y

3 Bawi cnucky 3aa0Bri. 3aHaATo JOBMi CMUCKM PO3MOPOLLYHOTL YBa-
ry BEIMKUM BMOOPOM CMpaB. BoHW HepeanicCTUYHI 1 3MYLWYIOTb
BacC Bif4yBaTV CTPEC Yepes Te, LLO BW He BMKOHANN 3annaHosa-
HOro. AIKLLO CMTYaLisi NOBTOPIOETHCSA 3HOBY 1 3HOBY, Ball MO30K
3BIKA€ 10 HeBAaY i NPokpacTyHaLil. OUiHITb, CKiNbKn 3aBAaHb BY
peanbHO MOXeTe 3p06UTK 3a TOW Yac, SKNW MaETe.

4 Bauu CMUCKN iy)Ke Pi3HOMNAHOBI. AKWO BaXNBI | HecyTTe-

, CKNAAHI | NPOCTi CNpaBu CTOATb NOPYY, B NOCTINHO BiA-

pI/IBaTl/IMeTeCﬂ, NPOAYKTUBHICTb Byae BKpal HU3bKOLD, a CTpec
3pocTe.

5 Bam Ba)XKO po3CTaBNATU NPiopUTETU. NOAMBITLCS, 9K HaLL MO30K
NPOAYKYE PILLEHHS.

LLloOHS1 MU MPOKUOAEMOCS 3 Me8HUM 3anacom po3yMos80o20 pecypcy,
AKUU npu3HaveHul 0719 mo20, Wob Woch supiwiumu. BpaHui
piWeHHSa 0armbCsl HaM /1e2Ko, a Hadseyip Hasime Haunpocmiwuu
8U6Ip cMae cKNAadHUM. BUHUKAe sBmoma 80 8Upilly8aHHs. BoHa
81/1UBAE | HA 30aMHiCMb 8U3Hayamu, K 6a2amo 4acy nompi6Ho
Ha 8UKOHAHHS M020 YU IHWO020 3a80aHHS.

Benuki nepeniku 3mMyLyOTb MOCTIMHO BUPIWYBATK, AKa CNpaBa Baxn-
Ba, a KA — HIi. B BMbMpaeTe Ty cnpasy, WO AACTb WBWUAKNW pe3ynbTar,
a He BaXMMBIWY, AKLWO BOHA NOTpebye 6inbwmnx 3ycub. [OCTYNOBO BY
BTPayaeTe baaHHA 6oaan WOoCh BMPILYBaTW, @ TUM nade AidaTu.

6 Bu He BKasyeTe noapo6uub WOAO KOXHOrO 3aBAaHHA. OgHa
3 OCHOBHUWX MPUYMH, YOMY Nepeniky He NpauTb, — 6pak Ko-
POTKOIO OMNUCY 3aBAaHb. be3 iHopMaLil Npo NPIOPUTETHICTb,
OPIEHTOBHMUM YacC | 3HAYYLLICTb KOXKHOIO 3aBAAHHA ANS AOCAT-
HEHHS METU BAXXKO 3PO3YMITH, Y/ MOXTMBO MOrO BUKOHATK B 3a-
NPONOHOBAHMX 0OCTAaBUHAX, SIKI pecypcu NOTPiI6HI, KONW BaApTO
3a HbOro 6patuncs. Tak nepenik cnpaB NepeTBOPIETHCS Ha bap'ep,
a He Ha IHCTPYMEeHT etheKTUBHOCTI.

7 Bawi 3aBAaHHA 3aHaATO MacwTabHi. AKWO 3aBAAHHA Had-
TO BeNuKi 3a 06CATOM, Y HUX HEMAE YiTKOTrO MoYaTKy | KiHLS, BU
HE MOXeTe OLIHUTN NPOrpec | AKICTb BUKOHAHHA — Lie MPpU3BO-
ONTb OO MPOKpacTMHauil. Benuki 3aBgaHHa BapTo po36MBaTK
Ha ApiOHIWI. PO36MBLWN NPOEKT HA NiA3aBAAHHS, TETKO NO6AYNTK
nporpec.
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8 Bawi 3aBAAHHA He NPUB'A3aHI 4O KOHKPETHOI MeTu. Yci Balli ail

MatoTb AKYCb METY.

Hanpuknad, au 3amiHEMe onugy y 08uU2yHi 8020 asmomobins,
wo6 8iH i dani 651a20M01y4YHO 8ac 803U8. AGO GBPOHIEME CMOTUK
8 y/1t6/1eHOMY peCcmopaHi, Wob He Yekamu 8 yeps3i.

Came Hawi uini 3MywytTb HAC AIATU. M1 3HAYHO MEHLLE MPOKPACTUHYEMO,
AKLLO 3HAEMO, AKNIN KOHKPETHUIN NO3UTUBHWIA Pe3ynbTaT MaTUMEMO Bif BU-
KOHAHHSA LbOro 3aBAaHHSA. 3a IHWWX PIBHUX YMOB WO MMUOLIE MU BMEBHEHI
B pe3ynbTati, To 6inblia MMOBIPHICTb TOTO, WO MU MOYHEMO AISTU.

A5 OUIHITb CBOTI HABUYKU

3amano NpoCTo 3HATW, LLO BY HE BCTUrAETE BUKOHATM BCe 3annaHOBaHe,
MNOTPIOGHO PO3YMITL, YOMY Lie BiAOYBAETHCA.

NSt UbOro € KOPOTKUM ONUTYBaNbHUK. OLIHITb KOXEH i3 HABEAEHUX HIKYE
MYHKTIB 3@ WKaNow Big 140 5: 1 — Bam NOTPiOHA AOMNOMOrA 3 UMM MYyHKTOM,
5 — BaM yce BAAETHCS.

1 Bu po3ymieTe OCHOBHY POJib MEPEeNiKiB CNpaB y CUCTEMI KepyBaH-
HS 3aBAAHHAMU.

Bu BKasyeTe TepMiHu (KOHKPETHY AaTy) KOXHOMO 3aBAaHHA.

3 VY BalWuWX CNucKax He 6inblw sk 10 3aBgaHb (3 6anun). Y Bawmx
CNMCKax He Binblw Ak 7 3aBaaHb (5 6anis).

4 Bw rpynyeTte 3aBOaHHSA B PI3HI CNUCKM 3a CTyNeHeM CKNaLHOCTI
¥ TpyooBUTpaTamu.

5 BW nNnaHyeTe came CTiNbKW CNPaB, CKiNbKY MOXETe BCTUTHYTH.

Bu goaaeTe iHhopMaLito MPO BaXIUBICTb 3aBAAHHS 1 Yac, AKun
NOTPIGEH HA MOTO BUKOHAHHS.

7 Bu onucyeTe CBOI 3aBAaHHA KOPOTKO, YiTKO i MOXETe WBUAKO BU-
3HAUUTK, BUKOHAHI BOHW Yl Hi.

8 BV NOB'A3YETe KOXHE 3aBAaHHA 3 KOHKPETHOK METOIO.

MigcymymTe ouiHKK. AKWO B Habpanu Bia 32 Ao 40 6anis, BBaXanTe cebe
eKCnepToM 3i cknaJaHHsA nepenikis cnpab. AKWwo y Bac Big 19 Ao 31, TO BU
HenoraHo gaete cobi paay, ane Bce-Taku Aesaki cepw Bawol cTpateril
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KepyBaHHA 3aBAAHHAMM MOXHA NOAINWMKTI. AKLIO Y Bac 18 6aniB i MeH-
e, BamM NOTPIOHO 3MIHUTKX CBiN NiAXia A0 CKNaAaHHA NepenikiB 3aBAaHb.

dO AK HETATUBHI EMOLLII 3BHUXXYIOTb BALWLY
MPOAYKTUBHICTb

[ly>xe BaXXMMBO PO3YMITH, IK eMOLiT BNIMBAKOTb Ha MPOAYKTUBHICTb. AKLLO
MW HeLLACHI, BIAYYBAEMO CTPEC YK CTPAX, NPOAYKTUBHICTb Naga€e. Mu He XO-
4emo A0MyYaTUCs 40 PpOO6OTU HE3ANEXHO BIA TOrO, AKY POb BOHA BIAIrpae
B AOCATHEHHI HaWWX Linen. M1 CTaEMO MeHLW KpeaTUBHUMU, i HAM Ba)KKO
WOChb BMpPIWYyBaTN. M BTpaYaeMo (HOKYC | iy)Ke NTerko BiApnUBaEMOCs Bif
po60TK. 3peLToto MM pobUMO BKpamn Mano.

MogymanTe Npo ue 3 nornaay npaBuibHO CKAALEeHUX Nepenikis crnpas.
HaBiTb AKWO Balli Nepenikn HegoBri, MOB'A3aHI 3 KOHKPETHUMU LiNSMK,
MatoTb TEPMIHU | BCIO HaNexHy iHhopMaLito Woao NPiopuUTETY 3aBAaHb,
Balll pe3ynbTaTh MOXYTb 6yTW HeAOCTaTHbO AO6PUMIK. HeraTUBHI emo-
LT MOXYTb MPOCTO He AaTW BaM CKOHLEHTPYBATUCh | 3aKIHUMTK CNpaBu.
MocTapanteca 3'acyBaTu, WO CAPUYNHSE LI HEFATUBHI eMOLIT, | BXUBITb
3ax0fiB, W06 3MIHUTY WOCh Y CBOEMY XUTTI U 3MEHLIUTN CTPEC.

A 10 HAUNONYNAPHIWUX CUCTEM
CKNAOAHHA NEPENIKIB 3ABAAHbDb

N2 1. loBri cNnMCKK «BCe BpaxoOBaHO»

Y Ui cTpaTterii HEMA€E HIYOro eneraHTHOro. Bu NpoCTo 3anucyeTe KOXHY
CNpaBy, Sika CNAJa€e BaM Ha AyMKY, B EANHUNA CIUCOK.

Bu BXe 6aunte Hegoniku, ki Mae uen nigxia. Mo-nepue, Baw CNucok dbyae
3a40BrunK, NO-Apyre, y HbOMy byae 3abarato MOXNMBOCTEN ANa BUHOPY,
I, NO-TPeTE, BiH HByae 3aHaATO Pi3HOMMAHOBUMW. XOUETbCSt 3a3HAUUTH, L0
TaKi Mepeniku matoTb MPaBO Ha XUTTHA. MPOCTO Le Nepwmnmn KpoK CKNagaH-
HS nepenikig. Micna Toro Sk BU 3anuwete BCI CNpaBu, AKi CNagyTb Bam
Ha OYMKY, NOTPIGHO Byae OpraHi3yBaTu 1X 3 ypaxyBaHHAM BaXX1MBOCTI,
NPIOPUTETY, 3MICTY Ta IHLWNX XapPaKTEPUCTUK.
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Tanm-meHegKMeHT
36ipHuKK camapi

N2 2. Cnucok «3aBaaHHg + AaTa novarky + TepMiH BUKOHAHHA»

MpnBabNMBICTb TAKOro BapiaHTa nepeniky Cnpas y MOro NpocToTi. Kpim
TOrO, B HbOMY € O[VH I3 HAVBAXAUBIWNX €NEMEHTIB — TEPMIHU. TaKNK
CNUCOK Ja€ 3MOry chOKYCyBaTUCA Ha HEBENWKIN KiNbKOCTI 3aBAaHb. By
MOXeTe HafaBaTu yBary 3aBAaHHAM, AKi BXe po3noyati abo MatoTb 6yTy
pPO3M0oYaTi UbOro AHS, | BIAKAACTLX Ti, AaTa NOYATKy SKUX We He HacTana.
Kpim TOro, B 3MOXeTe YHUKHYTU CUTyaLlil, KON NOYMHAETE NpaLOBaTK
Ha/ 3aBAaHHAM OCTAHHbOI XBUAMHW. [laTa no4aTKy, Ky BU 3a3HAYMIN, Nia-
KaXke, WO BXe Tpeba NoumHaTh NpaLoBaT Hag CNpaBoto, OO BUKOHATY
BYACHO. Llen cnoci6 Texx Mae Baaw, ane BiH 3HAYHO NINWWUKA, HXX Nepwnm
BApIiaHT Nepeniky «Bce BPaxoBaHOY.

N2 3. MapHi cnMCKU: OCHOBHUI CNMUCOK i CMUCOK CNpaB Ha AEeHb

Llen nigxig nepeabavac, Wo y BaC € ABa OKPEMi CMUCKW: Ball OCHOBHUN
nepenik cnpas | CMUCOK Ha AeHb. OCHOBHUN Nepenik — e, No CyTi, MicLe
36epiraHHs BCIX BalIMX 3aBAaHb HE3ANEXHO BIf IX NPIOPUTETY, TEPMIHIB,
4acy Ha BUKOHAHHSA | MPOEKTIB, 3 AKMMMN BOHW NOB'A3aHI. [lpyrun cnu-
COK — Mepenik CnpaB Ha [ieHb, AKUN BN TPMMAETE HANOXBATI 1 NepioanyHO
nepernsaaete, Woob BIACTEXYBATY NpOrpec.

AK NpaLooTb LI CNUCcKK pa3om? LLoaHsa Bu nepernaaaere CBii OCHOBHUMN
nepenik Cnpas | BU6MpPAETe 3aBAaHHS, AKIi MOTPIOHO BMKOHATU HANBAMKYMM
4acoM. Bu nmepeHocuTe iX 4O CBOrO nepeniky cnpasB Ha [AeHb, 3BaXatuu
Ha Te, UM y BalWOMy PO3KNaAi AOCUTb Yacy Ha IX BUKOHAHHS. Takui niaxig
MOXe ByTV e(heKTUBHMM, SKLLO LLIOAO KOXHOMO 3aBAaHHSA BU3HAUYEHO TEPMIH
BMKOHAHHS, 3MICT, MPIOPUTETHICTb | Yac, NOTPIOHUM HA MOro peani3auito.

N2 4. Crpareria 3 + 2
Llto cuctemy moxHa onmcaTy ay)e npocTor POPMynot: TpU BENUKI
3dBAdHHA iLlBa HeBenukKi. LoaHs BK Biu6|/|paeTe n'aTb 3dBAdHb, HA4 AKWN-

MW nNpaytoBaTnmeTe.

Benuki 3a80aHHsA 3a6upatoms 8i0 00HI€l 200UHU 00 080X, HegernuKi
3a80aHHSA MarvmMb 6YyMu BUKOHAHI He dosuwe HiXX 3a 30 X8U/IUH.
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[lenmoH 3axapiagic 1/
dopmyna cnucky cnpas Y

OCHOBHO MepeBarot L€l cTpaTerii € Te, WO BOHA 0OMEXYE KiNbKiCTb
Cnpas, AKi BU pobUTe 3a AeHb: IX N'SATb, HE BiNblUe | HE MeHLLe.

Cmpamezito MOXXHQ NOEOHYBAMU 3 KMEeXHIKOK NomMidopax.
Po30inimb 00He 3i C80IX 8eNUKUX 3a480aHb Ha YoMUPU
«NOMIOOPU», KOXKeH M0 25 X8U/UH, | 3annaHyume n'smuxsunuHHI
nepepau.

OaHi€0 3 mepeBar Lboro nigxoay éyae MiHIMI3alis nepeckakyBaHHS
I3 3aBAaHHSA Ha 3aBAaHHA. OCKinbKy Ball Nepenik cnpaB OXOMNABaTU-
Me N1Le KinbKa 3aBAaHb, Ha SKMX NOTPIOHO CPOKyCyBaTUCA, BU HABPAL
Y NOCTINHO MepeMnKaTMeTecss 3 OAHOro Ha iHWe. 3BMYanHoO, HeJonMi-
KW B LLbOTrO MIAXOAY TeX €. BiH XOPCTKUW, HE AAE 3MOTN BUABUTU THYY-
KICTb I nignawTyBaTncs. Kpim Toro, y HbOMy HEMA€E BKA3IiBOK, K BUOMpaTHt
LI N'ATb 3aBAaHb HAa AeHb. ABTOP PEKOMEHYE BUKOPUCTOBYBATK CTpaTe-
rito 3 + 2 TaK: CKNaAiTb OCHOBHWI NePENiK yCix CNpa., siki BaM NOTPIGHO
3p06UTH, 3a3HAYNUBLLIN NOAPOOULI KOXHOIO 3aBAAHHA, TEPMIHW W LiNI.
| woBevyopa BigbupanTe 3 HbOrO TPU BEAUKI 3aBAAHHA | ABA HEBEUKI
Ha HACTYMHWUW OEHb.

N2 5.MpaBuno 1-3-5

MpaBwno 1-3-5 — e pi3HOBWA CTpaTerii 3 + 2. Bu BUbUPAETEe OHE BENMMKE
3aBAaHHS, TPV 3aBAaHHA CEPeAHbOr0 PO3MIpY | N'ATb HEBEANKMX 3aBAaHb,
Wo6 BMKOHATK BCe Le NPOTArom AHs. OTXKe, KiNbKICTb 3aBAaHb 3pOCTaE
[0 AeB'atu. Lewn niaxig rHyYkilmnmn, HX TeXHIKa 3 + 2: no-neplue, MOXHa
3p0obuTK AEB'ATb CpaB, a He N'ATb, NO-APYre, 3'ABASETLCA TPETS KaTeropis
3aBfaHb, MO-TPETE, KINbKICTb 3aBAaHb yCe X Takn obmexeHa. Bagn Tex e:
Len Nigxia He BpaxoBYyeE 3MICTY 3aBAaHb | HE MIAKA3YE, 33 AKUM MPUHLMMOM
BIiAOMpPATK NOTOYHI 3aBAAHHS i3 3araNbHOro Nepeniky cnpas.

N2 6. Cuctema, siKa I'pyHTYETLCS HA NPOEKTAX
Y uin cuctemi BM po3buBaETe 3aBAaHHA Ha KaTeropil Ha OCHOBI MPOEKTIB,
3 AKMMW BOHW NOB'I3aHI. K HACMIAOK, BUXOAUTb Kiflbka nepenikie, No oa-

HOMY Ha MPOEKT. 11t0C y TOMY, L0 NPUB'A3KA 10 OCHOBHOI METU 3aKNajeHa
BiZl NOYaTKy | B baumTe nporpecy poboTi Had yCiMa NpoeKTamn. B moxeTe

19


https://bizz.monolith.in.ua/uk/books/taim-menedzhment-zbirnyk-samari-miaka-obkladynka
https://bizz.monolith.in.ua/uk/books/taim-menedzhment-zbirnyk-samari-miaka-obkladynka

Nnerko BM6GPATK 3aBAaHHA, Had SKUM MNOYHETe NpaLoBaT, 3a1eXHO Bif
TOrO, AKUW MPOEKT 3apa3 HanaKTyanbHiWn Ans Bac. Heaonikm LiEl cucTemu:
BOHA HE BM3HAYAE CTPYKTYPW BALIOrO AHS | MICTUTb Mano AeTane Wwoao
KOXHOTO 3aBaHHA (He BiJOMO, CKinbKy NOTPIGHO yacy i Aki npioputetn).

N2 7. 3-MIT-niaxig,

MIT — ue abpesiatypa Big most important task, 1o B nepeknani 03Hayae
«HanBaxnueiwe 3asaaHHa». [i nonynapusysas /leo babayTa i3 ZenHabits.
net. CnoyaTky uUs cTpaTeris o3Ha4ana, Wo B/ 0OMpPAETe OAHE HAVBAXIMNBI-
e 3aBAaHHA | POKYCYeETECH HA MOMO BUKOHAHHI MPOTATOM [HS, He Biapn-
BAlOYNCb HI HA WO iHWe. TiNbKM 3aBepLIMBLIN Le 3aBAaHHA, BU bepeTecs
J10 Yorocb iHworo. Migxig 3-MIT — nowmnpeHun BapiaHT. Ak nepeabadac Ha-
3Ba, NOTPIOGHO BIAIGPATV TPU NPIOPUTETHI 3aBAAHHSA, CHOKYCYBATMCA HA HUX
NPOTATOM AHSA M BUKOHATK IX, XO4 61 WO CTanocd. Taka igest npakTuyHa.
Ane Ko BM HeJOCTaTHbO MOTUBOBAHI, CXUIbHI A0 MPOKPACTMHALLT, 4acTo
He Ja€ETe paan 3i CBOIM HaBaHTAXEHHSM, LieW Niaxia Bam HaBpsg uv niginae.

N2 8. Metoa KaHb6aH

MeToa KaH6aH — paun ana Bi3yanis. Lle yygoBa cTpaTerid, SKWo Bam
NoA06AETHCSH BAYUUTIU CBOIT MPOEKTU W 3aBAAHHA HA PI3HUX CTagiax
BMKOHAHHS.

AK ue npaytoe: 8iabMimb HacMiHHy OOWKY ma navky cmukepis.
Ha dowui 3p06imb mpu KO/TOHKU: Ni8a KOMIOHKA «3a80aHHS»,
cepedHs «Y npoueci», npasa «BukoHaHo». Ko)xHe Hoge 3a80aHHSI
3anucytime Ha cmukepi i mpuknerume 1020 00 KOMOHKU
«3as0aHHs». Po3novaswu pobomy Had 3a80AHHSIM, 8U
nepeksieroeme cmukep y cepeoHio KOTOHKY «Y ripoueci». Konu
3a80aHHS 3a8epuweHo, Hak/1elKa nepemiulyembcsl 8 KOMOHKY
«BUKOHQHO».

Llem migxio ma€ Kinbka ICTOTHUX nepeBsar. Mepeaycim Le OyXe Haou-
Ha Mpe3eHTalis BalWMX NPOEKTIB | 3aBAaHb. BiH Aae 3mory Bnbupatu
HAaWBAXXNUBILWI 3aBAAHHS W NErko po3CTaBNATU NPIOPUTETH BiANO-
BIAHO A0 TEPMIHOBOCTI. MeToa KaHbaH gonomarae Bam BIfCTeXyBaTK
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Mporpec BUKOHAHHS 3aBAaHb, | KOXXHE 3aBAaHHA MOXe byTu Nerko nos'a-
3aHe 3 NPOEKTOM, IKOrO BOHO CTOCYETbCSA, AKLLO BY BUKOPUCTOBYETE Ha-
KNEeNKN PI3HUX KOMbOPIB.

EnekmpoHHI IHcmpymeHmu 0515 Memody KaH6aH — Trello,
KanbanFlow, LeanKit, Kanbanote.

OauH i3 HegonikiB cuctemn KaHbaH — Npo AKyCb HEBEMUKY CPABY MOXHaA
3anpoCTo 3abyTn, KLU0 BOHA 3arybuTbCsa B 3arafbHil Maci.

N2 9. MarpuuHa cuctema

Lo cuctemy npefcrasms CTiBeH KOBi y CBOIM KHVKLI «7 3BUMYOK HAA3BU-
YaMHO ePeKTUBHUX Ntogen». IT TaKOX Ha3MBatoTb maTpuLeto EnseHrayepa.

MaTpnua cknagaeTbca 3 YOTUPbOX KBaﬂ,paHTiBI
* BaX/lnBe TepMiHOBe;
°* BaX/lnBe HeTepMiHOBe;
* HeBaX/inBe TepMiHOBe;
* HeBaxnunsee HeTepMiHOBe.

Yci 3aBAaHHA PO3MNOAINSOTb NO KBaAPAHTAX BIAMOBIAHO [0 LNX XaPaKTEPUCTHK.
3aBAaHHA 3 Nepworo KBagpaHTa MatoTb OYTU BUKOHAHI HErANHO.

3aBAaHHA 3 APYroro KBaJpaHTa He Taki TEPMIHOBI, ane iXx BUKOHAHHA MaE
6yTV 3anNN1aHOBAHE HA MEBHUMN YaC Y HANBAMKYOMY MaANBYTHbOMY.

3aBaHHA 3 TPEeTbOro KBaApaHTa MOXHa AgeneryBatm KOMycCb, a 3aBaH-
HA 3 YeTBepTOro B3arasni Mo)KHa He BWKOHYBATW.

Lla cnctema fae Bam NpoCTUmM CNoci6 3po3yMmiTi, SIKi 3aBAAHHS MOTPEOYHOTb
BALLOI yBaru, a ki Mo)KHa NpPOoirHopyBaTu. BoHa 3MyLlye DOKyCyBaTMCS

Ha 3aBAaHHAX, AKI 6e3nocepeaHbo NOB'A3aHI 3 BALUUMUK LINAMN.

B1 nocTiMHO 3anuTyBaTMmeTe cebe: «Yn BaknuBe Le 3aBAaHHA AN
MeHe?». HeBaXXNnuBi 3aBAaHHSA MOXHA He BUKOHYBaTW 6e3 6yab-aKoro
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NoYyTTA NPOBUHW. HeQoniK1n MaTpuLusa TeX MA€: BOHA He nepeabadac pos-
WndpyBaHHA 3aBAaHb (TOBTO BU He 3HAETe, AK HArato yacy Bam noTpibHO
Ha BUKOHAHHA 3aBAAHb) i, KPiM TOTO, MOXe BUHUKHYTU Npobaema, aKLo
y BaC Ha3bMpaETbCA Ayxe 6arato cnpas B O4HOMY 3 KBagpaHTiB (0co-
61MBO BAXXKO BUPIWUTK, Ha YoMy (hOKYCyBaTUCSA, SKLLO 6arato 3aBAaHb
y ApYromy KBagpaHTi).

N2 10. 9k ynopsakysatu cnpasu (GTD)

Cuctema [leBiaa AnneHa «gk ynopsaakyBaTvi CnpaBu» — 0fHa 3 HanBIAOMi-
WINX CUCTEM KEePYBAHHS 3aBAAHHAMM. AKLLIO KOPOTKO, Y HaLWiN roNoBi Kpy-
TUTbCA HAA3BMYAMHO HAraTo 3aBAaHb, K MM MAEMO 3POOUTU. BiNbLICTb
I3 HUX HISIK HE KAaTeropunsoBaHi 3 NOrNsay 3MiCTy, NPIOPUTETY 1 OYiKyBa-
HOro ehekTy. Y HaC HEMAE KOAHOIO MaHy Ain, TOX POPMYETbCS BIAYYTTA
HE3aKiHYEeHOCTI. M1 XO4eMOo BMKOHATK L 3aBAaHHS, ane He BAAEMOCA A
LIbOrO A0 XXOAHUX Ail, O NPU3BOAUTbL A0 CTPECY.

Cuctema «fK ynopsiikyBaTu CnpaBu» 3MyLIYE HAC y3ATW BCI Ui AyM-
K 3 TONOBW 11 MepeHecTn 1X Ha nanip. Matoun Taknumn nepenik, Mu CTpyK-
TYPYEMO 3aBAAHHSA BIANOBIAHO 40 IXHbOrO 3MICTY: CTBOPIHOEMO KiNbKa
CMUCKIB | PO3MNOAINAEMO 3aBAAHHA 3@ HUMUW. Pa3 Ha TWXOEHb Nepeniku
OHOBJ/TOEMO.

Lle ay»xe npubnu3Hnii onuc cUcTemn «AK ynopsiaKkyBaTy Cnpasm», Npo Hel
HamMCcaHa Lina KHWXKA. Y bOro NiAXo4y € | NACK, | MiHYCK: Hanpukiaa,
BiH HE A€ 3MOTW OLLIHUTK BCKO CYKYMHICTb 3aBAaHb, HE JA€ YABMEHHA Npo
NPIOPUTETN N HE MOB'AI3YE 3aBAAHHS 3 METOLD, ae X came Len 3B'930K
3abe3neuyye Hokyc.

A AK CTBOPUTU ILEANIbHUNA
CMACOK 3ABAOAHD

baraTto ntofen HeAOOLUIHIOE BNANB NepPenikiB 3aBAaHb Ha Hally NpoayK-
TUBHICTb. Afle Taki nepeniku cnpasai BiAIrpatTb BUPIiWanbHy posb. BoHM
JOoNoMaralTb 3HWXKYBATK CTpec, POoKyCyBaTUCA U YHUKATU NepewKos
Ha WNSXY BUKOHAHHS 3aBAaHb.
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Kpok 1. BipokpeMTe NOTOYHI 3aBAAHHSA
BiA MaibyTHIX

CTBOpITb ABA Nepeniki 3aBaaHb: «[TOTOUYHI 3aBAAHHA», HA AKI BUTPayaTu-
MeTe CBilM Yac Ta yBary WoaHs, i «kManbyTHi 3aBAaHHA», OO BiACTEXYBATY
BCi 3aBAAHH4, AKi NOTPeBYIOTb BaLIOT yBaru (M0ro Bu nepernsHeTe TinbKu
HANPUKIHLUi AHA, W06 CTBOPUTY NEpenik crnpas Ha HACTYNMHUIA AeHb). Lien
NPOCTUM KPOK — BIAOKPEMUTN MOTOYHI 3aBAAHHS Bi MaNbYTHIX — Kpu-
TUYHWIA. [paLooUn 3i CMUCKOM «T10TOYHI 3aBAAHHSA», BU N0HAUMNTE, K BiH
MOTMBYE BaC | HaAmMxaE. € WOocb Nigéaabopanee B TOMY, OO BUKPECTIO-
BaTW KOXXHE BMKOHAHe 3aBaHHA 3 BAlIOro nepeniky cnpas. HanpukiHui
AHS BW byaeTe pagiTh CBOEMY YCiXy.

Kpok 2. BusHaure, 0 SIKoro pesynbraTty npusege Bac
BUKOHaHHS1 KOXXHOIO 3aBAaHHS

€0MHA NPUYMHA NOYATH LLOCb POBUTN — e HABNU3UTUCA A0 AKOICb KOH-
KPeTHOI MeTh. M1 NOYNHAEMO AIATY, WO 4OCATT KOHKPETHOIO pe3y/bTa-
Ty. MogymanTe Npo ue 3 Nornaay Balwux nepenikie 3aBaaHb. K 4acTo BU
He MOXKeTe BNOpaTnCs 3 SKOKCb CNPaBoo abo HaBITb HE MOYMHAETE Npa-
LIOBATN HAA HEtO, TOMY L0 BOHA HECYTTEBA AN BAC? HannpoCTiWmm cnocio
yrnopaTucs 3i cnpaBamu y BalliOMy CAUCKY — Lie BU3HAYUTY NPUUNHY A9
KOXHOrO 3aBAaHHA. Tpeba yCBiAOMUTHY, HABILWO Le 3aBAAHHS 3'SBMUIOCDH
y BalWoMy nepeniky. BusHaute, YoMy NOTPIOHO MO0 BUKOHATK, | 3aNULLITb
L0 MPUYMHY NOPYY i3 3aBAAHHAM. Tpeba HacnpaBai 3anucaT Lo Npuyn-
HY — Lle HaJacCTb I maTepianbHOCTI. ToAi Aig 03Ha4YaTUMe, WO BY pyXaETecs
[0 MEeTN, AKOT XxoueTe JOCArTU.

Kpok 3. Po36uitTe Nnpo€EKTU Ha OKpEeMi 3aBAAHHS

LLlo6 yTINUTW NPOEKT, po36UNTe NOro Ha KOMMNOHEHTU. MPOEKT BTIMOETb-
CS B XKUTTA 3aBAAKM POOOTI Hag OKpemMumy 3aBAaHHAMU. By, HaneBHO,
3HAETE NPO Le IHTYITUBHO. ANe UM BUKOPUCTOBYETE Lie NpUHLMN ANg
BAlUVX LLOAEHHUX NepenikiB 3aBAaHb? Po36m1BaOYM NPOEKTU Ha HeBe-
NWKI 3aBAAHHS, BU pobUTE IX BINblI AOCHKHUMM. Lle TakoX Aae Bam 3MO-
ry pokycyBaTtu yBary i yac Ha 3aBAaHHAX BIANOBIAHO [0 IX TEPMIHOBO-
CTi 1 BAXIUBOCTI.
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