[lpaBa, Ob6s3aHHOCTMN,
OTBeTCTBEHHOCTD,
HenernpoBaHue
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I'MnaH

*[1paBa, ObsizaHHOCTN, OTBETCTBEHHOCTb
* [lenernpoBaHue
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[lpaBa, O0sA3aHHOCTMW,
OTBeTCTBEHHOCTDb
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Tunu4yHasa IT KomaHAaa

[Mporpammnc i iporpammmc TecTUpoBLUU busHec-
T T K aHanuUTUK




MHCTPYMEHTDI

* OpraHn3aunoHHbIe AnarpaMmmel
* MaTpuua oTBETCTBEHHOCTH
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OpraHusaunoHHasa duarpamma

I Bacs
I BoBa I Butanuk I Buta I Buka




[lpocTan maTpuua OTBETCTBEHHOCTW

3apava UneH komaHAabl

Bacsa Butanuk BoBa Buka
[MporpammmpoBaTth [ B
TecTnpoBaTb B [l
[n3anHnTb B [l

* [1 = nepBnYHasa OTBETCTBEHHOCTb, B = BTOpNYHasA OTBETCTBEHHOCTb
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MogroToBka u onucaxue cl 2 | | o RA R R
TpeboBaHuil K NPOAYKTY
OnpepgeneHne  cnucka A | q R R R ci o
paboT no npoekTy
Paspabotka HOBbIX
pabouux npoueccos S B ' I R Ra R R
lMoaroTtoBka
apXUTEKTYpPbI C l Cl RA I
Eﬁ;paﬁoma cUcTembl cl | RA cl cf cl cl |
PaspaboTka * Responsible (OTBETCTBEHHbIN) — TOT, KTO
UHTepdencoB
UHTErpauuMm Ha CTOpoHe Cl | | A Cl «,D,enaeT»
MHTErpaumMoHHOMN 2
M * Accountable (NOAOTYETHLIN) - TOT, KTO
e ——g T OTBETCTBEHHbLIN 3a KOHEYHbIN Pe3yJibTaT
8 pexium BAU = ¢l R cl ' || * Consulted (KOHCYNBTAHT) — TOT, KTO MOXET
Obyyerue NMOMO4b
nonb3oBarenen A Cl R
el * Informed (MHOPMUPOBAH) — TOT, KTO XO4ET
e 3HaTb, YTO NpoUCXoauT




Ilenaem RACI
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IT'S. “TIME TO
DELEGATE.

E-mall: SCOTTADAMS@AOL.COM

AND WHEN DO
YOU THINK THAT
WILL BE?

10li3]9¢ © 1998 United Feature Syndicate, Inc.

D,enemposaﬂue

(1 USUALLY WAIT A |

|

3t

fffDILBERT T wANT
{ YOU TO GIVE ME A
NEW CASH FLOW

ESTIMATE FOR YOUR

PROTECT.
%KAY, FINE. |
) Y

| FEW DAYS TO SEE
IF YOU CHANGE

[Ts-sr STt S e,

 GOHEN GOTLL [
1 GET IT?

WHEN DO You
NEED IT?

E.b

LV
B
LITS

AS SOON AS
POSSIBLE!

THEN T'LL GIVE YOU
LAST YEAR'S CASH
FLOW AS A TEST TO
SEE IF YOU READ

=
o
<
t
@
B

THE MORE
EXPERIENCE <
THEY GET, THE
WORSE THEY ARE,
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3a4€eM OHO HYXHO?

» OcBOOOXXOEHMNE BPEMEHM

* Pa3BuTne COTPYaAHMKOB

* PazButmne komaHgbl

* Pa3Butme B3aMMOOTHOLLEHUN C KOMaHO0U
* MacutabnpyemocTtb



Baw TnnnyHbIin Outlook

&

New  New

Organize Tools

Delete Archive

Email  Items
v /8 Inbox

v

] @Autoreplies

=1 Archive [21)
J oFfFTOP

) References (2]

Reply Reply Forward © Attachment
Al

| 52 Meeting ¥ . & dunkr

Move % Rules ¥

By: Conversations v ¥

v Today

Frontex 4th Migration Cycle Execution 8:02 PM
Please find Reconciliation Report attached. All scripts have been execut...

Kochetov, Anatoliy

ReadjUnread Categ:

Calendar

&
Organize Tools
© O= O,
3 %3 %
o o
Appointment Meeting  New
Items

< February 2016

M T W T F s s
1.2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

March 2016
M T WTF s s
2 3 4 5 6
7 8 9 10 1 1213
14 15 16 17 18 19 20
21 22 23 24 25 26 27

28 29 30 31
April 2016
M T W T F s S

4 5 6 7 8 9 10
1M1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

v ¥/ calendar
¥ No Category
v/ Bamboo

Business Development
® company

D.002

EQMS

Holiday

Personal
PM3
Qualco
ScP
SPSM
™ volvo

v
v
]}
]
]
o}
v

vV Timetable
SV AN

Interview: Junior
Database developer
(Qualco) > Shlezinger
Artem (Kiev)

Recruiting Calendar;
San Marino (meeting
room in Kharkiv,
Khartron, 206); Kiev
(meeting room in Kiev)
iryna.ampleykina@si s

Staff meeting Talk
Kiev (meeting room in Kiev (meeting room in
| olesia.liakhovych@si g | Kiev); San Marino
4PM (meeting room in
Kharkiv, Khartron, 206)
tatyana.shelkovaya

QCD > Sigma Status
Meeting
Lync Meeting  ~gs

QCD > Internal
Steering Meeting
Lync Meeting =

RTCFS Issue follow up
Skype Meeting
fredrik.palsson@ g

RTCFS Issue follow up
Skype Meeting
fredrik.palsson® g8

RTCFS Issue follow up
Skype Meeting
fredrik.palsson@ g8

RTCFS Issue follow up
Skype Meeting
fredrik.palsson@ g8

Script for RTCFS Demo
Skype Meeting
fredrik.palsson@con g

RTCFS Issue follow up
Skype Meeting
fredrik.palsson@ g8

) ETS Notifications @) Updates 8:00 PM
c i i el
i Dear While potential way
3 This Week » Korzh, Veronica, Kochetov, Anatoliy
B oy Utilization W40 7:3? PM
- Mpueer, Pe6sTa, npowy a c
] Tomorrow
5 » Nerushev, Denis, Sulik, Olga
i Draft: & % d
B Drafts o n. BpPEeMeHn OkT6pb 2016 7:23 PM
V23 Sentltems Ok, cnacubo, Onbra! Best Regards, DENYS NERUSHEV Project Manager...
£ Waiting f I
aiting for reply )
Tk Deleted Items a 1c8: ETS uachl 6:42 PM
EBrenwuit, Bam 6yner HauucneHa onnara 3a CeHTs6pb 2016 Ha OCHOBaHM...
| Conversation History
» £ RSS Feeds > Sold.atova, Vera
T-shirts 6:02 PM
> Sync Issues HaHeceHue 3aiimMeT napy AHei. TOYHO MOKa cKasaTb He Mory, HO 6yay A...
=] Subscribed Public Fold i
L » Gavalas Nikos, Qualco, Zuykov, Alexey Y
— " o 4 QCD > visit agenda 6:02 PM
» 2 Online Archive - Si .
MEEASIT = Thank you guys! | am also including marina. Nikolaos Gavalas/Ni6Aaog ..
® Junk Emil » Nerushev, Denis, Golovan, Konstantin 2
India resources in eCom projects.xIsx 5:54 PM
v Smart Folders Rita, Evgeniy This is what Tomas says now about people for Busses and...
1 Flagged Mail
. L . » Chovanek Laurent (Consultant), Derville Alexis, Elovsson...
U High Priority Mail RTPOL Vtos security group 5:50 PM
] Overdue Mail Hi Everyone, Thanks you all for the efforts done. The link is visible now a.
» Trush, Alexey, Nerushev, Denis, Osetrova, Tatiana 2
Negotiations - free online seminar, 4 Oct, 20:00 5:50 PM
Thanks, will check today. Best Regards, Aleksey Trush From: Nerushey,...
Gribok, Katherine 2
O IT 6esonactoctu! 5:45 PM
BoT v npuwwno BpeMs OTKpbITb 3aHaBec! OTBeTbl Ha Bonpocsl no IT 6e30...
» Nerushev, Denis
_u l I eCom> KT - KPI tracking - notes, Oct 3 5:44 PM
Hi colleagues Here are my actions results: 1. | sent the guidelines to you;...
Nerushev, Denis 9
RE: Work with archtiects 5:24 PM
Hy uTo ckaxere, raii3? & Best Regards, DENYS NERUSHEV Project Ma...
» Marukha, Anton !
I te m S - 1 1 3 F2F meeting, A. Marukha - A. Bachinskiy 5:20 PM
. 5
Dt 2
lected: 94

— ) Om=
5 EEEg.
Today Day Work Week Month  Open Shared Calendar [ Address Book
Week Calendar Permissions
> | .« e » 4 April -10 April 2016 (Week 14) Kyiv, Ukrainel 27 ;gggwc T ;f;ng;;l;:vz: o) :\ﬁg?;fgay
Sigma imetable
4 Monday 5 Tuesday 6  Wednesday 7 Thursday 8 Friday 9 Saturday 10 Sunday
0 larovoi's Sickness.
10 AM
eCom> Core> Core/ Status call
Lync Meeting Lync Meeting / or Skype
alexeytrush@sigma. Alexey.Syrotyuk@sig g
Iocn > Daily =0 Ian > Daily e Iocn > Daily el lqcn > Daily = Ian > Daily e
1AM
RTCFS > Daily ., RTCFS > Daily RTCFS > Daily RT _, New RT _, E s
| 20 | — a0 | PV LAY R I | ..A:: zas
RT CFS > CRs tatyan o Volvo > eCom
Estimation — 28
QCD > Pre-Status Skype Meeting s
Meeting
Dnipro (meeting a8
12PM
RTCFS> (PM .. |PM3>Pre-Dally ,,o | PM3>Pre-Daily ,,, [FW:RT PM .o [IF2F PM ..
Status e e e Parts RS Here in e
Skyp . online
= Weekly -
eComs> Meeting F2F
i Lync ) S in Kharkov
[RTpartsOnline ps |donis. 5 [[RT g [[RTpamtsOnine oo | 0RR o [RT 0 PP
1PM — - = = =
F2F
in Kharkov
2py T — a
F2F Bachinskiy
3PM _

f RT CFS Demo script for
= D Skype Meeting
| | S
Items: 54 All folders are up to date.  Connected to: Sigma =~ = s 4
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Hawa IT kKomaHAaa

ApXunTekTop

MeHemxep

KOHdourypawm
n

BuaHec-
aHanuTuK

"padbmnyeckunn

QA MeHepxep nu3aitHep

MNporpammucT TecTnpoBLUMK

Front-End ABTOMaTU3aTO
paspaboTymk




Kak penerupoBatb?

[MocTaHOBK

[MnaHupoBaHue
P a 3aga4n

Oby4eHune

[Nopaepkk
|

KoHTposb

ObpaTtHas
CBSA3b



LITS

Kak penernpoBaTtb? [lnaHupyem

* AYTO genernposaTb?
* A YTO MHTEPECHO pedbaTam?
* A Ha 4YTO 4 Tpayy BpemaA?
A Kak 910 OyaeT paboTtaTb?

* He 3abbiBaeM npo ad hoc 3agayn!



YTO MbI (He-) Aenernpyem

1. lenan 6e3oTnaraternibHO
CpoyHo n BaxHo!

2. 3annaHupyu caenartb

CaMOCTOATENbHO
He Cpo4Ho, HO BaxkHO!

4. He penawu
He Cpo4Ho 1 He BaxkHo

CpoO4HOCTb

9.100HXeqg
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UYTOo MbI (He-)

GettingThings

The Art of
Stress-Free
Productivity

NATIONAL
BESTSELLER

W
David Allen

“The personal productivity gur.”
- Fast Company

0

&

Projects

Planning

Project
plans

v
. NO
Is it actionable?

If multi-step, what's
the successful
outcome?

_ouwomer _ YES
:

-

T

Review
for Actions

What's the | Befrens
Next Action?
|
Do it If less than
2 minutes
Delegate it
Defer it in
communication
system, and

track it on...
Formetodo, ~come o do, as \

specific to a day
or time

Calendar /

A

soon as | can

Incubate

LV]
- W

Eliminate L I T S

Possible
later actions

Someday Maybe
lists/folders

Paper &
digital
lists/folders

Waiting
For

Action reminder
lists/folders/trays

Lists/folders
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Kak penernpoBaTtb? [lnaHupyem

» 30HbI UHTEpPECA, CUIbHbIE U cnabble CTOPOHHI. ..
* Habnopgaem
 HasHayaem O20 co BCEMW yneHamu komaHabl

» CnpalwumBaem 06 oxxnagaHusax, TEKYLMX 3agadax... norny4yaem obpaTHyto
CBA3b

* YTOUYHSAEM CBOW HabnoaeHus
* BoisiBnsiem bnuxxaniune 30HbI pa3BUTUA 1 MOTUBALMOHHbIE DAKTOPI



YmMeHune

Komy?

[Tomorn, MmoTueMpymn!

Lenernpyn!

MoTuBauunsa

LV]
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YT0o mbl HE penernpyem

» CTparerus, onpeneneHne Uernen

* MoTunBauuga

* PelLLeHne KOHQMNKTOB

* CpOYHbIE N BaXXHbIE 3aa4M

* CNNLLIKOM PUCKOBaHHbIE 3a4a4u

 [lnyHble gena

« 3agayn, aAnga KoTopbixX HET NMNOSIHOMOYUU (Y 000nXx)
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CtaBum 3agauy

 Hawl nnaH:

* «[Tocnywan, g gymato, 4 mory Tebe ,OBepUTb 3TOT OTBETCTBEHHbIN
KYCOK paboThl...»

* «QTO BaXXHO, MOTOMY YTO ...»

* «Tebe 9TO MHTEPECHO, Thbl CMOXELLUb MOMOYb?»
* SMART

* «[laBan a9 nokaxky Kak 1 00bI4HO 3TO Aenato!»



OOyvyaem

B W

A penato — Tbl CMOTPULLDL
Mbl genaem BMecTe

Tbl genaellb — 1 CMOTPHO
Tbl penaewb

* «[lymato, Tbl rotoB. ECcnn 4yto — 51 pagom!»

N
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[loooepxunBaem

e OnobKKM OyayT
«Mistakes are forgiven as long as they are corrected and not done

again»
« Oby4yan, He Haka3biBai!

* He oxngante, 4ToO BCe DyOET BbINOMHATLCA TakK, Kak Bbl
NPUBbIKIual .

1 [ —— =S
IRANKEDALLOF  |sf  waLycameour |3 (HE
YOU BASED ON YOUR 2] ON TOP BECAUSE HE oot WHY DOES
PERFORMANCE. §| DIDNT MAKE ANY I Co Ay EVERYONE
5 MISTAKES. ¢| WoRK. wxmnga
o g
c
8 2
s #
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KoHTponb

 [lanTe BO3MOXHOCTb COTPYAHMKY NPEeasioXUTb CUCTEMY
KOHTpONA
* «4TO MbI NpoBEpPAEM, »
» «Kak 4yacTto?»
* «4TO Oenaewm, B criy4yae ecnun ... ?»

* be3 cuctembl KOHTPONS AenernpoBaHne He paboTtaeT!



KoHTponb. [pumep: noarotoBKa

cTaTyc oT4yeTa

Konnuectso 3amevyaHunm K oT4yeTy

o

wm

3aMmedaHmns
r w 'S

[

o

W30

W31

W32

W33

Hepensa

W34

W35

W36

w37

LV]
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BKpuTHYecKue
“Hekputn4eckue
¥MponyweHHbie
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OOpaTHas cBA3b

* Jlloan XOTAT BbIMOSHATL CBOO paboTy XOpoLlo!

* Bbl AOMKHbI BO3HarpaxaaTb 3a XOpoLuyto padboTy

* Bbl 4OMKHbI YECTHO rOBOPUTHL O HEJOCTaTKaX
*Y6eauTech, YTO COTPYAHWUK NO NPpeXXHEMY MOTUBMPOBaH



YT0o penartb, €Criv YTO-TO NOLUSIO He LITS
Tak?

* PaboTaem Hag owmbkamun. lante BO3SMOXHOCTb BblCKa3aTbCH.

* BHOCUM M3MeHeHNS 1 Npobyem elLue.

* 2- NpOBari — HY>KHO (CKopee Bcero) 3abunpatb 3agadvy
* byabTe OTKpbITHI
» COTPYQHUK e 3Hamn 0 KpUTepUAX yCneLHoCTN?
« COTpYOHUK OOIMKEH ObITb MOTMBUPOBaH NpoAdorkaTe paboTtaTtb

* ECcTb Xe gpyras pabora?

 Bo3BpalleHue K Bornpocy Yyepes BpeMs



X
YTO Mbl MOXeM AenerupoBaTh B LTS

pearibHOU XU3HU?

* [1pUHATNE TEXHUYECKUX peLLEeHNI

* B3anmogeuncrteme ¢ TeEXHNYECKON KOMaHOOW 3aKka3dumKka
* busHec-aHanus

* YNpaBneHne komaHgamm (xonakpartus)

* ADMUHUCTPATUBHYIO PYTUHY
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[Touemy 310 BCce HE paboTaeT?

* Bbl HE CTaBUTE YEeTKUX 3aaau

* Te, Ha Koro Bbl genernpyeTte He YMEIOT BbINOSTHATL 3TU 3a4a4u
* Y HUX HET BO3MOXXHOCTW BbIMOMHATL 9TW 3a4a4u

* OHM HE XOTAT 3TN 3aHNMATbLCH

* HegocTaToO4yHO NOSTHOMOYUU

* Bbl HE 3HAETE, KaK MPOKOHTPOSNIMPOBATb

* Bbl 3aHMMaeTecb MMKPOMEHEO)KMEHTOM

 Bbl 3abpanu 3agady obpaTHO HE OOBACHUB MPUYNHBI!



HeKkoTopble 0COOEHHOCTN
aenernpoBaHuA

* HALO acbdpekT
« ObpaTHoe genernpoBaHmne
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OOpaTHoOe aenernpoBaHue

Obe3bsHkK Ha Bawen cnuHe
Y Hac npobnema c ...? — gan MHe BpemMs nogymaTb
 OK, BbILWIINTE MHE MH(OPMaLUIO...
« Korga noTpebyeTtcs nomMoLlb, HanMwnTe MHe
« EcTb aAnga 1ebsa pabora. A HabpacbkiBato Te3UCHI, U Mbl BCTPETUMCH

[TlpaBuna yxoaa 3a 0be3baHamu
« O0e3bsHOK CcriegyeT KOPMUTb UITN NPUCTPENMBaTb

* YyucneHHoCTb cTanm gormkHa bbITh B npeaenax, Kotopble MeHemkep cnocobeH
obcnyxmBaTb

« O0e3bsHOK CcriegyeT KOPMUTb CTPOro Mo pacrnmcaHuio
» OBe3bAHOK CrieayeT KOPMUTb B PEXNUME NUYHOIO OOLLIEHNSI UM NO TeNedOHY
« Kaxkgon 06e3baHKe OOMKHO ObITb Ha3Ha4YeHO BpeMS CrneayroLwero KOpMieHus

https://hbr.org/1999/11/management-time-whos-got-the-monkey
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MbI pekoMeHAayem

* https://hbr.org/1999/11/management-time-whos-got-the-monkey
* http://habrahabr.ru/company/stratoplan/blog/220793/
 https://www.coursera.org/learn/smart-growth-strategy-2/

e http://www.projectmanagement.com/articles/316623/From-Trust-to-Dele
gation

e http://www.projectmanagement.com/blog-post/20491/To-Open-the-Gate-
--Delegate

* Peopleware, Tom DeMarco and Timothy Lister
* «8 CTYneHeu pykosogutensa», B. Tapacos
* "The Snowball: Warren Buffett and the Business of Life”, Warren Buffet



Cnacubo 3a
BHUMaHue!
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