YYEBHO METOANYECKOE ITOCOBHME 110 JIEKTUBHOMY
OBIMEYHUBEPCUTETCKOMY KYPCY
«TAUM-MEHEJJ)KMEHT: OCHOBBI YX®®EKTUBHOI'O YIIPABJIEHUSI BPEMEHEM)»

Pazpaborumk: k.¢puinoc.H., noueHT kadeapsl uctopuu u Gunocodpuu F0.JI. bamommna

VYMII nipegna3HadeHo sl CTYAEHTOB BCEX HANIPABJIEHUM MOATOTOBKHU U CIIELIMATBbHOCTEH,
BBIOpABIINX U1 U3YYEHUS JaHHBIA KypC

Oo0meynuBepcurerckuii  Kypc  «TaiiM-MeHeI:KMeHT»  HampaBJeH Ha  pacUIMpeHHe
o0pa3oBaTeIbHBIX BO3MOXKHOCTEH OOydJaromuxcs ¢ IOJTYyYCHHE AMH  JIOTIOJHUTEILHBIX
KOMIIETEHIIMH B 00JIaCTH 3HAHUM, OTJIMYHON OT OCHOBHOT'O HAINPABJICHUS MOJITOTOBKH.
OcBoenune OOIIEYHUBEPCUTETCKOTO Kypca - 3TO:

[J pacmupeHue Kpyrozopa
BO3MOKHOCTh BBIMTH M3 C(hepbl CBOETO OCHOBHOT'O 00pa30BaHMS M MOMPOOOBATH HEYTO HHOE
BO3MOYKHOCTH MPUOOPECTH HOBBIC 3HAHMSI, TTOJIC3HBIE JIJIsl OyMyIIel Kapbephl U Ou3Heca
BO3MOXKHOCTH Pa3BUTh c(hepy COOCTBEHHBIX UHTEPECOB
MOMNBITKA OBJIAJICTh JOMOJHUTEILHBIMUA KOMIIETCHIIUSIMU, KOTOPbIE BBIKHBI B JlajibHEUIIEH
JKU3HHA
BO3MOXKHOCTh B3aUMOJICUCTBHS B MHOM 00pa30BaTeIbHOM cpelie, OTIIMYHON OT COOCTBEHHOM
aKaJeMUYECKOMN TpyIIbl

OO0
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B npouecce ocBoenust Kypca gopmupyercss KommneHeuMsi YK-6 «CrnocoGeH ynpasisT CBOMM
BPEMCHCM, BBICTPAMBAThL U PCAJIM30BbIBATH TPACKTOPUIO CaMOpPa3BUTHUA Ha OCHOBC IIPUHIUIIOB 06paSOBaHI/IH B TCUCHUC
BCEU KU3IHU

Jlexmun W TmpakTHYECKWe 3aHATHA 10 JAaHHOMY Kypcy TpOXOIAT B HMHTepakTuBHOH dopme. Kypc
IPaKTUKOOPUEHTUPOBAH.

B cTpyKTYpY Kypca BXOASIT CileIyIoIHe TeMbl:

1. TaiiM-MEeHEIKMEHT . MOHATHE, CYIITHOCTh, 3HAYCHHE.

CyH.[HOCTB TaﬁM-MCHe,I[)KMCHTa, €ro axKTyaJbHOCTb B JAWMHAMHWYCCKHU I/ISMeHﬂ}OﬂleﬁCi{ cpeac. I/ICTOpI/IH pa3BUTHUA
TaﬁM-MeHeH)KMeHTa. 3HaueHne yYMEHHA  YHPABIATH BpPEMEHEM JIA  JIMYHOCTH W OpraHu3alunu. MI/I(I)LI (0]
TaﬁM'MeHe,H)KMeHTC 1 UX OIIPOBEPIKCHUC. Tumer TaﬁM-MGHGI[)KMGHTa.

2. JIuuHOCTh U BpEMi.

Ounocodust BpemeHu. Bpewms, Buabl Bpemenu. OcoOEHHOCTH BpeMEHU Kak pecypca. JIuHug
BpeMeHH. THIIbI XapakTepa JUYHOCTHU: MOHATHS, 0COOEHHOCTH BocHpusaTHs. [lepuoasl akTHBHOCTH
1 ux 3pdexkTuBHOE UcHonb3oBaHue. KoHIeHTpanus 1 nepekitoueHue BHUMaHus. JIeHb: MoHsATHE,
BUJIBI, METO/IBI U TpHUeMbl 00pbObl ¢ Hell. LleHHTHOT: mpuYHMHBI, TPOPUIAKTHKA, MPEOAOJICHHE.
JloByIIKK BpEMEHH, MOTIOTHTENN BpeMeHH (TalM-KUJUIephl, TTOMeXH). MUHUMH3AIINS BPEMEHHBIX
norepb. IIpuanun Ilapero. XpoHoMeTpax Kak cUCTEMa ydeTa U KOHTPOJIS PAcXoJOB BPEMEHH:
MOHSATHE, CYIHOCTh, 3Ha4eHUE. [10IHBIN M COKpAIIEHHbII XPOHOMETPAXK.

3. llenenonaranue

[lenp n nenenonaranue. [IpoakTUBHBIN U PEAKTUBHBIN MOAXObI K )KU3HU: ONIPEACIICHUE, PA3INYHS,
3HAYMMOCTh s TenefocTwkeHus. Pacmmpenune mpoaktuBHOCTH. «Kpyr 3abot» u  «Kpyr
BIUSAHUS». LIEeHHOCTH Kak OCHOBA Iiesenoiaranus. MeMyapHHUK KaKk HHCTPYMEHT /ISl ONIPEIEIICHHS
cBoux 0a30BbIX HeHHOCTed. [lomxoapl k ompeneneHuto neneid. «Life managementy» u sxu3HEHHBIC
nenu. @opmynuposanue neneid: SMART-kputepun. SMART-1ien u Hamauenau:. JBE CTpaTeryuu



nenenocTwxkeHus. «BopoHka maros» u «Beep Bo3MoxHOCTEN». «CTparerndyeckasi KapTOHKa» Kak
MHCTPYMEHT CTpaTeruyeckoro nenenonaranus. Kirodessle obnactu xu3HuU: onpenenenue. Llenu u
KJItoueBble oOsacTy »kxu3HU. Kapra kiroueBbIx o0nactel )xu3HU. HCTPYMEHT «KOJIECO Lienei»

4. HHaHI/IQOBaHI/Ie M ITOCTAaHOBKA 3a1a4.

IlonsaTre m 3HaueHue IUIaHUpPOBaHMs. KOHTEKCTHOE M JOArOCpPOYHOE IUIaHHpoBaHue. IlonsTue,
3HAYECHHUE U TEXHUKA KOHTEKCTHOIO IIJIaHUPOBaHus. [IpuHIUIBI 1 IpaBUiIa IUIAHUPOBAHUS BPEMEHH.
«30710TbIE» MPONOPLUMM IUIAHUPOBAHMA BpeMEHU. l[lmaHupoBaHuMEe JHS C IOMOIIBIO METOMA
«Anpnel». ['opusoHTsl 1u1anupoBanusd. [Inanuposanue aus. IlocraHoBka 3anad. TUIIBI €XKEIHEBHBIX
3agad. OO30p 3amad: TOHATHE, 3HaueHWe. VIHCTpyMeHTHI co3gaHus o030pa  3ajau.
MaifH-MEeHePKMEHT U UHTEJUIEKT-KapThl. KOHTpOJIbHBIE CIMCKU W ABYXMEpHbIE I'paUKH Kak
MHCTPYMEHTHI YIIPABICHUS] BPEMEHEM.

5. Ilpuoperusanus.

PaccranoBka mTpPHOPUTETOB: TMOHSATHE, CYIIHOCTh, 3HadeHUE. OCHOBHBIE CIIOCOOBI U METObI
paccTaHOBKH MPUOPUTETOB. 3HaueHue 3akoHa [lapeto mist pacctaHoBKU npuoputTeToB. HaBsizanHas
CPOYHOCTh M €€ HeraruBHO€ 3HaueHue. [IpeoponeHue HaBsa3aHHON cpodyHocTU. CTpaTreruu OTKasa:
3HAYEHHE CJI0Ba «HET» I 2P PexTuBHOIM opranuzanuu Bpemenu. ABC-xpoHoMeTpak.

6. MoTuHBaIys ¥ caMOMOTHBAITHS.

MoruBanuss ¥ CaMOMOTMBAlLUS: IIOHATHE, CYILHOCTh 3HaueHue. MeTroasl MOTHUBALUU U
camoTuBauuu. Pabouas Harpyska u ee rpamMoTHoe pacnpezneneHre. COOTHOILIEHHE CHA, OTIbIXa U
TPYIOBOW JieATenbHOCTU. Pexum paboTel M oTAbixa. ODQdexTuBHbIM coH. CaMoHacTpoiika u
BIOXHOBEHHUE. TeXHOIOIus «cheanus ciaoHay. [IpaBuiio 2-X MUHYT.

MeToan4veckue PEKOMEHIAIIUMM AJIA MOJTOTOBKH K JICKIIMOHHBIM H MPAKTUYCCKHM 3aHATUAM,
JIJIS1 BBINOJIHEHHSI CAMOCTOSITEJIbHOM paﬁDTl)l

CamocrosiTeJibHAasA padoTa CTYAEHTA NPH W3Y4YeHUH Kypca «TailM-MeHeKMEeHT»
BKJIIOYAET B ce0f yMeHHe CIylIaTb M AKTHBHO BOCIPHMHHMMATH JIEKIHUIO, NPH
HEO00XOIMMOCTH - KOHCIIEKTHPOBATH, TOTOBUTHCH K NMPAKTHYECKUM 3AHATHAM H
padoTarp HAa HMX KAaK B KOMaH/Ae TaK M MHAUBHAYAJIbHO, 000CHOBBLIBATH H
HU3JIarartb CBOK TOYKY 3pEHHUsl, MNPAKTHKOBATb MeTOAbl H INpPHEMBbI
TalilM-MEeHEeI)KMEHTa, TOTOBUTHCH K 3a4eTy.

3agaya cTrygeHTa — HauOoJiee NMPOAYKTHMBHO MCIOJb30BATh BblIeJEHHOE IS
yueObl Bpems. PaGora no miany odecneynBaeT palMoOHAJIbHOE MCIOJIbL30BaHHE
BpPEeMEeHH, CTPOryl0 MOCJIe0BATEIbHOCTh, MO3BOJISIET COXPAHUTHL HOPMAJIbHOE
CaMOYYBCTBHME, NPHUY4YaeT K OPraHU30BAHHOCTM M IucuMiuinHe. B BbiOope
JIUTEPATYPbl MO JAHHOW JMCUHMILUIMHE, CTYIEHTY cJelyeT PYKOBOJACTBOBATHCSH
Npexae BCero yKa3aHMSIMHU MNPOrpaMMbl, Y4eOHBbIX INUIAHOB, 00pamiaTbCcs 3a
COBETOM M KOHCYJIbTAUMSAMH K NPEnoAaBaTeIsiM.

HpI/I INOATOTOBKE K MNMPAKTHYCCKHUM 3aHATHAM H CaAaMOCTOATC/JIbHOM H3YyYCHHUHU
AUCHUIVIMHBI CJICAYET COﬁJIIOI[aTL CUCTEMATUYHOCTD M MNOCJIeA0BATCIBbHOCTh B



padotre. Heo0xonmMo cHavyajla BHUMATEJbHO O3HAKOMHUTCH C COJEPKAHUEM
IUIAHA 3aHATHA. 3areM, HAWTH B Y4YeOHOM IOCOOMH, KOHCIHEKTEe JIeKIMH
COOTBETCTBYIOILIME Pa3ie/ibl U NPoYMTaTh UX. OcBaMBaTh M3y4yaeMblii MaTepuaJl
ciaenyer nmo vacram. s 3Toro HeoOXoauMO pa3dUTh €ro Ha HeOOJbIIME, HO
3aKOHYEHHbIe 4YacTH (B Y4YeOHOM TMOCOOMM HM OOBIYHO COOTBETCTBYIOT
naparpadgbl HJIH pa3aeibl).

Jis1 JIy4dlero ycBOeHHsl MaTepuajia HA/A0 NMPHUBJIEKATh K padore pa3invHble
JHUMKJIONEAUYECKHE W3AAHNs, Pa3bICHAOIINE ClenuajbHble TOHATHS,
TePMHHBI, oONpeeseHusi (HampuMep, cJI0Bapb HHOCTPAHHBIX CJIOB M JP.).

Jloist 1OCTHIKEHUs ycnexa B U3yYeHUH HOBOM IMCHUILUIMHBI CJIeAyeT, BO-NePBbIX,
3HATH 3HAYEeHHEe YNOTped/isieMbIX TEPMHHOB, KATErOpHMid, MOCKOJIbKY 4YeJ0BEK
MBICJIUT, MpeKIe BCero, ¢ MOMOIIbI NOHATHI. Bo-BTOpBIX, aprymeHTaunus
YCTHOM U MMCbMEHHOM PeYH J0JIKHA ObITh IMOCJIe10BATeJILHOM U JOTHYHOM. J{J1s
3TOr0 NMPH M3YYEeHUHM MATepHuasia HeoOXOAUMO YJIOBUTH KaK JOTUKY, TAK U METO
pacCyKIeHU TOr0 WM MHOT0 ABTOPA.

Marepuaj CYMTaeTCsl YCBOEHHBIM TOIAA, KOIAA OH MOXeT ObITh M3JI0KEeH
CaAMOCTOSITEJIbHO B IOCTYITHOM /IJISl IOHUMAHUS APYTUX YCTHOM WM NMUCbMEHHOI
dopme, 1, 4TO camoe INIaBHOE, IPUMEHEH B IPAKTHYECKOH 1eATeJIbHOCTH.

I[.]'Iﬂ HANJY4IIIEero yCBoceHusd Martrcepuaga CJICAYECT KOHCIHCKTHPOBATHL OCHOBHOC
CoacpKaHue TEM Kypca. Bo03M0KHBI HECKOJIbKO BAapPHAHTOB KOHCIIEKTOB:

Ilnan - 3T0 mepevyeHb KPATKO c(POPMYJIHMPOBAHHBLIX BOINPOCOB, M3JI0KEHHBIX B
HU3y4aeMOM TEeKCTe U OTPAKAIOIIMX ero coJiepKaHue U CTPYKTYPY.

PasBepHyThIi IUIAH OTJIMYAETCH OT IMPOCTOr0 JHIIbL 00JbIICH JeTaJu3anueH
OCHOBHOM TeMBlI.

Te3unchbl - 3TO OCHOBHBIE MBIC/IH, MOJIOKEHHE BbICKA3aHHbIE B KPATKOl 4eTKOM
popme.

PaGoumne 3ammcu - 310 (opca 3amuceil, B KOTOPYH) KOMIIOHYKTCH BCe
npeabIyliie BHAbI 3amMceil, BbINOJHEHHbIE CTYIeHTOM B ceMectpe (romy),
NPUMEHUTEJbHO K MporpaMmMe Wwin yde0Homy miany. Hemocrawmme mecra no
NMporpamMme BOCIOJHSIOTCH U3 IPYIUX HCTOYHHUKOB.

B koHTeKCcTE JaHHOTO Kypca Haubosee 3¢ GeKTUBEH NOocJaeIHU BUI KOHCIIEKTOB
— paboumne 3aNUCH.

Pabora Ha HHTCPAKTUBHBIX JICKIIWAX W ITPAKTHYCCKHUX 3aHATHAX.

PadoTa Ha UHTEPAKTUBHBIX JIEKIUSIX U MPAKTHYECKUX 3aHATHSAX NMPeAnoaraer
CMOCOOHOCTHh CTYI€HTOB OPHEHTHMPOBATHLCS B MHOroo0pasuM Marepuaja 1o
JAHHOW JUCIHUILIMHE, YMeHHMe BbLIOMpaThL MaTepuas, YyMeHHe padoTaTh
HHIMBHIYAJIbHO M B KOMaH/Ie NIPH pellleHNH Y4eOHbIX 32/1a4, CAMOCTOSATEIbHO H



A0Ka3aTeJbHO H3JIaraTb CBOK MO3MIUI0 B YCTHOW M NMCbMEHHOH (opMme,
BCTYNIAaTh B JMUCKYCCHH, APTYMEHTHPOBAHO OTCTAMBATH CBOE MHEHMHE.

Ha npakTuyeckux 3aHATHAX MO JUCUMILIMHE MPeIYCMOTPEH JJisl BbINOJHEHHUS
PSil NPAKTHYeCKMX 3a/IaHU, HANpPaBJEHHBIX HAa OCBOeHHME METOIAMKH
yIOpaBJIeHUs] BpeMeHeM, KaKIbld CTYIeHT J0JI:KeH BBINOJHUTH MOJHBIH
nepevyeHb yKazaHHbIX 3ajanuii. KoHkpeTHOe coaep:kaHue 3aJaHUil PUBOIUTCS
B IUIaHAX MPAKTHYECKHX 3aHATHI, a TaKke BbIIAeTCA CTYIeHTaM
HEMOCPEACTBEHHO HA 3aHATUW. BbINOJHEeHHE COOTBETCTBYIOIIUX 3aJaHUil
HANMPABJIEHO Ha OTPaldOTKY W 3aKpeIlUieHHe TEeXHUK, NMPHEMOB M MeTO10B
TaliM-MeHEI)KMEHTA, KIPUMEPKa) UX HA ce0f U CBOIO KM3HEHHYIO CTPaTeruio, a
TaK:Ke CaMOAUATHOCTHKY. MMEHHO MO3TOMY NpPH BbINOJHEHUH 3aJaHUH OT
CTyleHTa TpelOyeTcsi MaKCMMAJIbHASI CTeneHb peduiekcuH, M YeCTHOCTH 110
OTHOIIIEHUIO K CaMOMY ceoe.

3ayer

3ayer Mo JAUCHUIJIMHE NPOBOAMTCA B (opme: 1. ycTHOI Geceabl Mo OIHOMY
TeOpeTHYeCKOMY BOMNPOCY, 2. BbINOJHEHHIO MPaKTU4Yeckoro 3aganus. CryaeHT
HOJI’KeH Y€eTKO, JJOTHYHO, CBA3HO, CAMOCTOATEIbHO M3JI0XKUTh MH(POPMALHIO IO
BbINIABIIEMY €My 3aJaHMI0, B CJy4ae HeO0OXOAUMOCTH, OTBETUTb Ha
JAOMOJIHUTEJIbHbIE BONPOCHI B PpPaMKax TeMbl. A TakiKe BbINOJHUTH
NPAaKTHYECKoe 32/1aHue, 000CHOBAB BHIOPAHHBIN CIIOCO0 €ro pelieHus.

IIpakTH4yeckune 3agaHusl 0 OCHOBHBIM TeMaM Kypca:

1. TaliM-MeHeIKMEHT: MOHATHE, CYIIIHOCTD, 3HAYCHHE.

1. TlompoOyiiTe 3amucarb, 4ero BB Ha CAMOM JIEJI€ XOTUTE OT ce0s M OT KU3HU. ITO MOTYT
OBITH KaKHe-TO KOHKPETHBIC BEIIH, @ MOTYT OBITh CUTYaI[UH, COCTOSTHUS WJIM 00pa3 >KU3HU.

2. PaccmoTrpuTte Kakaoe U3 3amicaHHbIX kenanui. [lompoOyiiTe miCbMEHHO OTBETUTH Ha
BOTIPOC: KaKOW CMBICIT WUIH KaKasi ICHHOCTh CTOUT 3a 3THM XKeJIaHueM?

3. IlepecmoTpute Bce, 4TO Bbl HAMCAIN PaHbIle, U MONPOOyiTe cHOopMyTUpOBaTh TE
KOHKPETHBIE I1eJIH, JOCTIKEHUE KOTOPBIX OYJET peaIn30BBIBATh BAIlIA CMBICITBI, IIEHHOCTH U
[TyOMHHBIE JKETaHHUs.

4, [TonpoOy#iTe HaWTH W 3amucaTh €IIe OJWH-IBa
BapUaHTa KOHKPETHBIX IIeJiel, KOTOpPbIe TaKxe OyIyT peajM30BbIBATH Ballll CMBbICJbI,
HEHHOCTH U INIYyOUHHBbIE JKeJIAHUS.

K BBINOJHEHHI0 JTAHHOTO 3aJaHHs CJIeyeT OTHECTH CEPbe3HO, MOCKOJIbKY K €ro aHaju3y
MPEeICTOUT HEOTHOKPATHOE 00palleHe B MPouecce BLIMOJTHEHHS MOCTeTYIOIIHX 32 JaHU.

2. JIN4HOCTb ¥ BpeMsl.

1. Tect AlizeHka. BeimonHsiercss Ha 3aHATUU TIpU
ITOMOIIY MTPENOIaBATENS.

2. Tect «CyObeKkTUBHAs MHHYTa» BBINOJHSETCA Ha



3aHATUU B Mapax, cieays MHCTPYKLUSAM IpenojaBareis. AHaIN3 pe3yJbTaTOB MPOBOAUTCS
CTyAEHTaMH WHAWBUIYaJbHO M CaMOCTOATENIBHO, B Ciydae 3aTpyAHEHHUM, MpenoaaBaTesib
OCYIIECTBIIIET HEOOXOAMMOE KOHCYIBTUPOBAHHUE.

Tect «llepcoHanbHass KOHLENUUS BPEMEHH)
BBIIIOJIHACTCS CTYACHTaMU Ha 3aHATUU MHIUBUAYalbHO. [IpoBonuTCs aHamu3 pesynbraros.
B ciyuae 3arpyqHeHuii, npemnogaBareb OCYIIECTBIAET HEOOX0AUMOE KOHCYIBTHPOBAHUE.

3ajanue 1Mo OleHKE CTENEHU MEePEKII0YCHUS
OrneHuTe 10 NATHOAUTBHOM ITKAJIE CTETICHb EPEKITIOYCHHMS.
1 — MUHMMAaJIbHAS
5 — MakcuManbHas
ApryMeHTHpyWUTE Ballle MHEHHUE.
CriocoObI MepeKITIOUeHUS
MO3BOHIO JIPYTY
MOJIBIO LIBETHI
MOKOTMACh B UHTEPHETE
MOK 1y TIOKYPIO
MO Ty BBITIBIO KO(he
U 1p.
JlanHoe 3a7aHue BBITIOJIHAETCS B MaJIBIX MOATPYMIax, MPEeArnoaraeT 00CyXJIeHHe CTeIeHU
MEPEKITIOYEHUS MEKYy YIaCTHUKAMU MaJIOH TPYIIIIbI, 3aT€M MEXy TPyHIamMH.

3alaHue 10 CTPATETUAM YIPABICHUS BPEMEHEM.

1. IlpuBenuTe KOHKPETHBIE PUMEPHI UCIOIB30BAHUSI PACCMOTPEHHBIX Ha 3aHATUU
CTpaTeruii ynpasJIcHHUsI BPEMEHEM B Balllel KU3HU U IE€ATEIbHOCTH.

2. Uro Hanboree mpreMiIeMo JINYHO IS Bac?

3amanue Mo UCIOL30BaHUIO BPEMEHHOTO pecypca:
1. Paznenurech Ha MOATPYIIIBI
2. BeiOepuTe Kakyro-HHOYIb IPUBBIYHYIO IS ce0st esITeTbHOCTh. Micnomnb3ys popMyny
3aKOHa BPEMEHH, MPEAJIOKUTE CIIOCOOBI YCOBEPIIIEHCTBOBAHUS €r0 Y€ThIPEX OCHOBHBIX
KOMITOHEHTOB, KOTOPBIC TTO3BOJISAT BaM 3aTpadyrBaTh MCHbBIIIC BPEMCHH Ha JaHHYIO PadoTy.
3. INoxckasku:

Kak MoxxHO miepedopMyTupoBarh ek padoThI, YTOOBI Ie1aTh ee ObIcTpee?

Kak MOXHO U3MEHUTH C10c00 BHITIOTHEHHS paOOThI, YTOOHI IenaTh ee ObIcTpee?

Kak MOXHO M3MEHUTH SHEPTETUICCKHUE 3aTPaThl Ha BBITOJIHEHUE Pa0OThI?

Kak M0oxHO N30aBUTHCS OT TIOMEX, 3aMEeUIAIOIINX 3Ty paboTy?

3agaHue N0 UHAWBUIYAIbHOMY (OHIY BpEMEHH

1. Ouenute B niporieHTax (MPUOIHU3UTEIHHO) THITMYHBIC IS BAC BPEMEHHBIC 3aTpaThl B
TeYeHHEe OOBIYHOTO JIHS.

2. YcTpauBaloT JIU Bac MOTy4YeHHBIC TUPPHI? Vnn BBl OBI XOTENN YTO-TO U3MEHUTH?

3. Kakue u3 «1poMeXyTOUHBIX» BPEMEHHBIX 3aTpaT Bbl Obl OTHECIH K TPYAY, a Kakue — K
oTAbIXy? BO3MOXKHBI T 371€Ch H3MEHEHUS?

3aJIaHI/Ie 110 «ITOTTIOTUTEIISAIM BPEMEHU

HpoaHaanpOBaTL paCCMOTpCHHLIﬁ CIIMCOK «IOTJIOTUTEIICH BpEMCHMN», COCTABUTDH TOI-5
IMOMEX, aKTyaJIbHbIX UMCHHO J1JI Bac. 21063BJ'IGHI/IG CBOMX BApHUaHTOB ITPUBETCTBYCTCHA !
CocraButh MCHTAJIbHYIO KapTy «IIOIJIOTUTENEH BPEMCHUN», KOTOPLIC OTBJICKAJIN JINYHO Bacs
TCYCHUC BUCPAITHETO JHA.



9.

BcenoMuuTe Kakyro-HHOYIb paboTy, KOTOPYIO, KaK BaM Ka)eTCsl, BBI JIeIaeTe CIUIIKOM
MenieHHO. OCHOBBIBAsiCh HAa pACCMOTPEHHOH Ha 3aHSATHH TaOJHIIe BHYTPCHHUX U BHEITHUX
MIOMEX), OTBETHTE Ha CJCIYIONINE BOIPOCHI:

Kakue BHyTpeHHUE TOMEXH, CBsI3aHHBIE ¢ HEA(D(DEKTUBHBIM IieNIenoaraHiueM, MOTYT OBbITh
NPUYMHON MEJIEHHON paboThI?

Kakue BHyTpeHHUE TTOMEXH, CBA3aHHBIE ¢ HEI(DPEKTUBHBIM CITOCOOOM PabOThI, MOT'YT OBITH
MPUYMHON €€ MEJICHHOTO BBIOTHEHHS?

Kakue BHYyTpeHHHUE IOMEXH, CBA3aHHBIC C HEXBATKOW YHEPTHU, MOTYT IIPHUBOJIUTH K
3aMeJICHUIO paboThI?

Kakue BHEIIHME TOMEXH, CBSI3aHHBIE ¢ HEA(D(DEKTUBHBIM IITICTIOIATAHUEM B Ballleh
opraHu3anuu/ceMbe/Kpyry Ipy3eid, MOTyT HETaTUBHO BIUSTH Ha BpeMsi paboThI?

Kakue BHEIIHME TOMEXH MOTYT CHU3HTB d3PPEKTUBHOCT CrIoc0o0a Baiei paboThl U CTaTh
MPUYMHON €€ MEJICHHOTO BBIOITHEHHS?

Kakue BHEIIHUE TOMEXH, CBSI3aHHBIC C HEXBATKOW YHEPTUHU, MOTYT IPUBOIUTH K
3aMeIICHUIO paboThI?

3. llenenonaranme

1.

Ilpoiitu  TecT Ha  omnpeaejleHde  CBOM
npoakTuBHocTH/peakTHBHOCTH. Lle1b — caMOAMATHOCTHKA KU3HEHHON OpHMEHTAIHH.
Marepuanbl AJis1 BbINOJHEHHSI TeCTa BBIIAKTCH TMpenogaBarejieM Ha 3aHATHH.
AHa/Iu3 pe3yJbTAaTOB TECTUPOBAHMS OCYIECTBJIACTCH CTYIeHTAMM CAMOCTOATEJIbHO.
3amanue 1o npaBuiaM GOPMYIUPOBKH IICIICH:

CdopmyaupoBarh CBOI 1e/Ib TAaK, YTOObI OHA COOTBeTCTBOBaja !BceM! KpuTepusim
SMART.

3amanne 1no «Beepy BO3MOKHOCTEH
CocrasJisieM Beep BO3MOXXHOCTeil 11 Bameii 1osrocpounoii nesiu

Tect: «JKu3HeHHbIEe IEHHOCTH JIMYHOCTH.
Hear — camoamarHocTuka. Marepuajbl 1Js1 BBINOJHEHHS] TeCTa BbIAAIOTCS
npenogaBarejieM Ha 3aHATHH. AHAJIU3 Pe3yJIbTATOB TECTHPOBAHHUA OCYLIECTBJISACTCH
CTYIeHTAMHU CAMOCTOSITEIbHO.

Hapucosars cBoe «komeco uenei». Ilpoanaau3uposBars ero

Pucyem nunauBuayaabHoe AepeBo nedeii. Kaxapiil cam 1iis1 ceds1, mcxoast u3 cBoei
CTPATern4eCcKoM LeJIu.

[IpakTrka MPUMEHEHHS METO/A IEJICTIONAraHus  «KOJIJIAXK):

HY)KHO Ha JiicTe Oymaru 60ibIioro gpopmara (MM B SIEKTPOHHOM BH/IE) CO3/1aTh KOJUIAXK M3
KapTUHOK, KOTOPBIE JIETKO MOYKHO BBIPE3aTh U3 PA3IUYHBIX IIBETHBIX JKYPHAIIOB (KAPTHHOK
U3 UHTEPHETA)

3aja4a - CO3/1aTh KOJIIaK Ha KaX/Ible MATh JICT )KU3HHU (IaThl, COOBITHS)

o0s13aTe/IbHOE YCJIOBHE — KOJUIAKH 10/KHBI HATH B XPOHOJIOTHYECKOM MOPS/IKeE:
CHAYaJIa co3aeTCs KOJJIAK MPOIILJIOro, 3aTeM 00513aTeJIbHO JejiaeTcsi 00pa3
HACTOsIIIero u oumxkaiimume 5, niau emé u 10 get oyaymero.

JlaHHoe 3a1aHKNe BBITIOJHAETCS ]0MAa CAMOCTOATEIbHO, B 0yMaKHOM MJIH JIEKTPOHHOM
BHJIE.

4. IlnaHupoBaHHE M MOCTAHOBKA 321a4.

1.

2.

Boioepure TOII-5 HanbGosiee akTyaJabHBIX MJIA

Bac npuHIMIOB U NPaBUJI NJIAHUPOBAHUS BPEMEHH.

BcenmoMHMTE M 3amUCATh 5-7 THNOBBIX JHUYHBIX

KOHTEKCTOB

CocTaBuTh KOHTEKCTHBIN IJIaH Ha

cleaywiny Heaeao, ucnoandys MS Outlook wam apyroii nmaanmpoBmmk. /laHHOe
3aJjaHHEe BBIMOJIHAETCS A0Ma CaMOCTOSITEILHO CTPOro B JJieKTpoHHoMm Bujae. Llear —



HAYYHUThCS COCTABJSATH KOHTEKCTHBIN IUIaH, HAYYHUTHCS MCMOJIb30BATh COOTBETCTBYIOIIEE
Io.
4. TlpencrasiseM ceOsi HCTIONHUTEISIME CIEAYIOMINX JeJT, KOTOPBIC HY)KHO CITIAHUPOBATh C
ucnonp3zoBanueM Meroaquku GTD
Bxomsmiue 3agaun:
- IOCETUTH 3 TIaphI
- MO3BOHUTH JICBYIIIKE/TIAPHIO U MPUIIIACUTH €e/ero B KMHO
- BEIOpATh MONapOK APYTY Ha JICHb POXKICHUS
- 3aliTH K MaMe TMIOYMHUTh KPaH/BBITYIIATH COOaKy/HACTPOUTH CMapTHOH
- BBUTOXKHTD ITOCT B COLICETH
- cOO0mHUTH Ha Kadeapy TeMy KypCcOBHKA
- OTYHMTATHCS MEePe]] PYKOBOIUTEIIEM O BBIITOJIHEHHOH padoTte
- TIOJIUTH I[BETHI
- TOKOPMHTH XOMSTUKa
- MOJITOTOBUTH JOKJIA]] Ha MOCIIe3aBTPa
- HEO’KH/IAHHBIii 3BOHOK B IBEPb — OTKPBITH
5. 3aganue 1o mMarpuiie Dii3eHxayspa.

* CocraBuTh IJIaH JCJI Ha 6HH)I(aﬁIHy10 HCICJIIO0, pPa3HCCTH 110 rpa(baM MaTpHIbl

*  CocraBuTh nepedyeHp el (0e30THOCUTEIBHO 3HAYUMOCTH) Ha OJIMbKaiime 2 MecsIa.
He menee 12-15. 3anucaTh X Kparko.

* COOTHECTH UX C TEMH IIEJSAMH, Ha KOTOPBIX BaM HYXXHO C(OKYCHPOBATHCS (CM. TAOJIHILY,
3aIOJHEHHYIO paHee IPU aHaIu3e «Koseca 1eeii»). OTMETHTD B CIHCKE T€, KOTOPhIE
paboTaroT Ha JOCTHXKEHHE LIeTIeH.

* BHecurte oTMeuYeHHBIe es1a B MATpULY Jii3eHXayIpa.
6. Cni1aHupoBAaTh eHb 10 METOAY «AJBIbI»
7. IlpuBecTn npuMepsl ea-«6aToHOBY, Aea-«DVDy, nea-«kBaptup». O6ocHoBaTh CBOM
BBIOOP.

5. Ipuoperu3amnus.

1. 3anmanue:
N3yuuts xBanpar Jlekapra.
BriOpars 3 1ienu/3anaun/iena, mpoBeCTH X aHAIHN3

PaccraBuTh IPUOPHUTETHI .

2. Merox paccTaHOBKH ITPHOPUTETOB «BUICHUE JKEITAEMOTO JHS B OyILyIIeM».
[IpencraBuTh CBOM MCabHBIN qeHB yepe3 3-5 seT (0e3 orpaHuyYeHHi
BO3MOYKHO/HEBO3MO)KHO, YTO HY)KHO JIeJIaTh U Ip.)

C dero HavaJscs Balll JIeHb?

— KaxoBo camoe sipkoe BIieuatieHue JTHs?

— Kakwue mronu Bac okpyxaroT, 0 4eM OHU TOBOPSIT?

— Kax u Hay1 9em BBI paboTanu?

— Kaxux pe3yasraroB Bl JOCTHITIN?

— Kaxue npob6iemsl y1anoch pemunTh?

— Kax BbI oT/1BIXaJTH?

— KaxoBo raBHoe coObITHE THS

Pe3yabTar mogpo0Ho onucarb WM HAPUCOBATH B LIBETE.

3. BepiageauTs  KU3HEHHbIE  NPHOPUTETBI €
MOMOIIBLIO METOAA «IMUTAPUSA NPH KU3HID)



CranupoBarh Onvkaiiinyro Heenro npu nmomorm Metoga «ABCy». PaccraBuTh
NPHOPHUTETHI

3amaunue:.
Bcenomuwuts 10 nen Ha 3aBTpa
PaccraButsh npuopurersbl MeTOoA0M «OQJMMIMNICKIE UTPHD)

C ucnoyib30BaHHEM METOa IPUOPUTETA B3AUMHOI0 BJIUSIHUSA CIVIAHUPOBATH
OJIMIKAN IIMIT MecsL

3ananue:
IIpuBennTe U3 Bameil NPAKTUKUA NPUMeEPbI NPUHATHUS PelIeHUH 10 U3BECTHBIM
U HEU3BECTHBIM OTKJIOHEHUSAM

Crioco6b1 kouTpOItst o Kanuauny. 3aianue:

1. Kakumu criocobamu KOHTPOJISE BaM JIOBOAMIIOCH MOJIb30BaThCs (B paboTe WK
MMOBCEHEBHOM KU3HEICATEIILHOCTH)?

2. Kakue U3 MCTONIb30BaBIINXCS BaMU CIIOCOOOB, IO BallIeMy MHEHUIO, ObLIH

3¢ dEKTUBHBIMH, 2 KAKHE — HET?

3. B uem, no BanieMy MHeHHIO, IPUYHUHBI 3PPEeKTUBHOCTH MU HeIPPEKTUBHOCTH
OT/JEJBHBIX CIIOCO00B KOHTPOJISI?

6. MOTl/lBagI/lfl H CAMOMOTHBAIIUA.

1.
2.

3.

3ananue: 3anummte 10 cnoco6oB mooupeHus cedst TIOOMMBIX.

BbInoanuTh 3a1anue Ha 0TpaGoTky merona «CBHIaHUE
¢ caMuM co00i».

3anuinuTe B CTOJOUK BCE JIeTia, BHITOTHEHUE KOTOPBIX BBl JABHO OTKJIABIBAIIH.
BrruepkHuTe U3 crircka Te, KOTOPhIE MOXKHO U HE JIENIaTh.

OctaBumecs pacnpenenute Ha OMmKalIii Mecsil, Ha3HAYUB «CBUIAHUE.
3aukcupyiite yepe3 Mecsll MOJYYHMBIIHICA pe3y/ibTaT

Bomnopocsl k 3a4ery:

TaiiM-MeHEePKMEHT: MOHTHE, CYLTHOCTD, 1esH, GyHKIMU. Mudsr o TM.
Hcropus passutus TM.
Tunst TM. [punuuns! 3pdextuBaoro TM.

i S

BpeM}I: MOHATHUC, CYHIHOCTb, BHIbI, CJIIO)KHOCTH IIOHMMAaHHUA U HU3YUCHUSA
BPCMCHH.

o

JIMYHOCTB: MOHATHE, CYIIHOCTh, CTPYKTypa. Xapakrep. TeMIepaMeHT: MOHATHE,
BH/JIBI.

Oco0eHHOCTH BOCIPUSATHS BPEMEHH.

[leproapl akTUBHOCTH U UX 3(PPEKTUBHOE UCIIOIB30BAHMUE.

Konuenrpanus n nepexiiroueHne BHUMaHus. Jlenp. [{eMHTHOT.

L LN

Bpems kak pecypc. CTpaternu HCIIONb30BaHHS BPEMEHM Kak pecypca. 3aKOH
BPEMEHH.

10. UnauBuayanbHbId (GOHT BPEMEHH.

11. «ITormoturenu BpemeHn». [lomexu. BHyTpeHHNE U BHEIIHUE IIOMEXU.



12.
13.

14.
15.
16.

17.
18.
19.
20.
21.

22.

23.
24.
25.
26.
27.
28.

29.

30.

31.
32.

33.
34.

35.
36.
37.
38.

XPpOHOMETpaX — UHCTPYMEHT YIIPABIICHUS BPEMEHEM.

[IpoakTHBHBI M pPEAKTUBHBIA MOAXOABI K XM3HH. «Kpyr 3a00T» M «Kpyr
BIMAHUSY. Pacuimpenue npakTHBHOCTH.

Lenu: moHsiTue, CylIHOCTh, 0COOEHHOCTH, TUITOJIOTUSI.

Kpurtepun npaBusibHOTrO 1i€1€I0IaraHmsl.

JABe crparerum uejenoctu:kenusi. «Boponka maroB» u  «Beep
BO3MOKHOCTe»

[{eHHOCTH KaK OCHOBA LIEJIENIOIATaHHUS.

«Memyapauk» uiu metoa ['CJl onpenenenus HEHHOCTEH.

Meroas! nenenonaranus: «Komneco nenen», «Zlepeso nenen».

Mertonp! nienenonaranus. meron «BAK», meton «Komnaxa

[InanupoBaHue: TNOHSTHE, CYIIHOCTh, 3HayeHue. lIpuHIMNBI W TpaBUia
MIJITAHUPOBAHUST BPEMEHHU.

«Xponoc» u «Kaifjpoc». KOHTEKCTBI: MOHSTHE, CYIIHOCTb, THUIIOJIOTHUSI.
KoHTtekcTHOE miianupoBaHue.

HNHCTpyMEHTBI KOHTEKCTHOTO TIIaHUPOBAHMS.

Mertoapl IJIaHUPOBAHUS . TUCbMEHHAs Gukcamnus, metoauka GTD.

MeTtoapl nnanupoBanus: « TaitM-00KCHHIY,

MeTtopl IIaHUPOBAHUS: MaTpuLia DH3eH3Xay3pa

Mertoap! IIIaHUPOBAHUS: METOM «AJIBITIBIY, METOJI CyIIEpMapKeTa.

Metonpl mnanupoBanus: «baroH-DVD-kBaptupa». IlpuunHbl HEBBITOJIHEHUS
IIJIAHOB.

PaccraHnoBka mpuOpUTETOB: MOHATHE, CYIIHOCTh, 3Hau€HUE, MEeTObl. [IpuHIMn
ITapero.

Meroasl pacCTaHOBKM NMPUOPUTETOB: KBaapar [lekapra, Bunenue sxemaemoro
THS B OyAyIIeM .

MeTto bl pacCTaHOBKH MPUOPUTETOB: MeTo1 «ABCy», «onutadusi».

Mertoapl pacCcTaHOBKH MPUOPUTETOB. «OIUMIMICKUE WIPBD), IIPHOPUTET
B3aUMHOTO BIIUSTHUSI.

MotuBanus: MOHATHE, CYIIHOCTh, TUIIOJIOTHSA. MoJens rnpoliecca MOTHBALIUH.
Meroasl MoTtuBamuu. «CBHUmaHHE C caMH co00i», «BomIIeOHBIH THHOKY,
«Metop KoanbI».

Br160op uHIMBHya IbHOTO Pab0Yero CTUIIS.

«Cnonb» 1 «isrymkn». Kak crects crona?

D¢ PexTUBHBIN COH.

[punnune! 3¢ pexTuBHOCTH cucteMbl TM.

IlepedeHpb TUTEPATYPHL K KYPCY:

Ocnosnan numepamypa.

1. Mapycesa, U. B. CoBpemennbiii MenemxmenT (Kiaccuueckunii 1 npuKkiagHoii

acmekThl): yueoHoe nmocodue a5 By3os / . B. MapyceBa. — Mocksa ; bepJiun :
JAupexr-Menma, 2018. — 540 c. : ui., cxeM., TadJ. — Pe:xxum nocryna: nmo
MOJANMUCKe. —



2.

URL.: https://biblioclub.ru/index.php?page=book&id=494455 (nara
oopamenusi: 07.06.2021). — bubauorp.: c. 428-436. — ISBN 978-5-4475-9728-3. —
DOI 10.23681/494455. — TeKcT : 3J1eKTPOHHBIH.

Ierpenko, E. C. CoBpeMeHHBbIe HHCTPYMEHTHI TaiiM-MeHeq:kMeHnTa=Modern
time-management tools : yue6noe nocodue : [16+] / E. C. [lerpenxo, JI. B.
Ha6anTuna, A. B. BapaamoB. — MockBa : KpeatuBHas 3xoHomuka, 2019. — 86
¢. . wi1. — Peskum gocryna: mo mognucke. — URL:
https://biblioclub.ru/index.php?page=book&id=599621 (xara odpamenus:
07.06.2021). — Budauorp.: c. 82 - 83. — ISBN 978-5-91292-294-7. — DOI
10.18334/9785912922947. — TeKCT : 31eKTPOHHBIN.

Jononnumensnas numepamypa:

1.

2.

Taiim-menexxmenT. IloJiHblil Kypc : yuedHoe nmocooue : [16+] /

I'. A. Apxanreabsckuii, M. A. Jlykamenko, T. B. Tesernna, C. B. bexrepes ;
noja pea. I'. A. Apxanreabckoro. — MockBa : AabnuHa [admmmep, 2016. — 311
¢. — Pe:xkum gocTyna: mo moamucke. —

URL.: https://biblioclub.ru/index.php?page=book&id=269985 (nara
oopamenus: 07.06.2021). — buoauorp. B ku. — ISBN 978-5-9614-1881-1. — Tekcr
. 3JIEKTPOHHBIM.

Menseaesa, B. P. Taiim-meHexxMeHT. Pa3BurHe HaBBIKOB 3(PEeKTHBHOIO
ynpaBJjieHHs1 BpeMeHeM . yuedHoe nocooue / B. P. MenBeneBa ; MUHUCTEPCTBO
o0pa3oBaHus " HAYKH Poccumn, Kazanckmuii HAMOHAJILHBII
HCCJICN0BATEIBCKUN TexHoJIorn4ecknii yuusepcurer. — Kazanp | Kazanckui
HAYYHO-HCCJIeI0BATEbCKUI TexHoornyeckuii ynusepcurer (KHUTY), 2017.
- 92 ¢ : Tada, wua. - PexuMm JocTtyma: mno mNoOANHMCKe. —
URL.: https://biblioclub.ru/index.php?page=book&id=560859 (mara
oopamenus: 07.06.2021). — buoauorp. B kH. — ISBN 978-5-7882-2266-0. — Tekcr
. 3JIEKTPOHHBIM.

B wmeasx yriay0jeHuss 3HAHWH W COBEPIICHCTBOBAHUSI HABBIKOB B 00JIaCTH

TaliM-MeHeI)KMEHTAa TaKKe PEKOMEHAYETCH K U3yYeHHU CJIeAyIouias Jureparypa:

Apxanrenbckuii [.A. KopriopaTuBHbIN TaliM-MEHEKMEHT [ DIEKTPOHHBIH pecypc]:
sHnMKIoneaus peuenuit/ I'.A. ApxaHreabcKuii— DIEKTPOH. TEKCTOBBIE TaHHBIC.—
M.: Anbnuna [Tabnummep, 2017.— 212 ¢.— Pexxum nocrymna:
http://www.iprbookshop.ru/62045

TaliM-MeHePKMEHT [DNeKTPOHHBIIN pecypc] : momHbIi Kypc | yued. mocodue / I'. A.
Apxanresnbckuit [u np.] ; moa pen. I'. A. ApxaHrenbckoro. — DIEeKTPOH. TEKCTOBBIE
naH. — Mocksa : Anpnuaa [Ta6mmmep, 2012. — 311 ¢. — Pexxum gocryma :
http://www.iprbookshop.ru/22824
PeynoBa M.A. TaiiM-MeHEDKMEHT CTy/IeHTa YHUBEpCUTETA [ DIEKTPOHHBIN pecypc]:
ydeOHoe mocodue/ M.A. PeyHoBa— DIeKTpOH. TEKCTOBBIE JaHHBIe.— OpeHOypr:
OpenOypreckuii rocynapctBennslil yausepcurer, O9bC ACB, 2012.— 103 ¢c.—
Pexum noctyna: http://www.iprbookshop.ru/30084.htmi
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bpaitan Tpeiicu TaiiM-meHemxkMenT o bpaitany Tpeiicu [DnekTponnslii pecypc]: Kak
3acTaBUTh Bpems paborath Ha Bac/ Tpeiicu Bpaiian— DJIeKTpOH. TEKCTOBBIC JaHHBIC.— M.:
Aunbninna [Tabmumep, 2016.— 302 ¢.— Pexum nocrymna: http://www.iprbookshop.ru/41443

Kopotkos, 3. M. MeHeKMeHT : yueOHUK [yt 6akanaBpos / D. M. KopoTkoB. — 2-¢ u3.,
ucrp. u gon. — Mocksa : FOpaiit, 2013. — 640 c.

MpoukoBckuii H. DkcTpeManbHbIi TaliM-MeHeHKMEHT [DnekTponnsiii pecypc]/ H.
MpoukoBckuii, A. TonkaueB— DIeKTpOH. TeKCTOBbIe JaHHbIe.— M.: Anbnuna [TaGmumep,
2016.— 214 ¢.— Pexwum gocryma: http://www.iprbookshop.ru/41525

Mapus Xaiinig [T03uTHBHBIN TaliM-MEHEIKMEHT [ DJIEKTPOHHBIH pecypc]: Kak ycreBarhb
ObITh cyacTMBBIM/ XaiiHi] Mapus— DJIEKTPOH. TEKCTOBBIE JaHHBIC.— M. AJIbIIHHA
[Ma6mumrep, 2016.— 128 ¢.— Pexxum gocryma: http://www.iprbookshop.ru/48442.html.
Itaddan Hérebepr TaitM-MEHEHKMEHT 110 MOMUAOPY [DIIEKTPOHHBIN pecypc]: Kak
KOHIICHTPHPOBAThCs Ha OJHOM Jienie XoTs Ob1 25 munyt/ HéreOepr Llltadpan— DnekTpoH.
TeKCcTOBbIe naHHble.— M.: AnpnuHa [labnumep, 2016.— 245 c.— Pexum gocryma:
http://www.iprbookshop.ru/41444
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