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1. AHHOTALIUAS

Hacrosimpe MeToquuecKkd peKOoMEeHAaluu pa3paboTaHbl i oOydarommxcs 2 Kypca
3a04HOi Qopmbel 00yuenus c¢ ydetom O®I'OC BO u paboueit mporpamMmbl JAHCIUTLITHHBI
WHocTpaHHbI SA3BIK B PO ecCHOHANBHOU cdepe.

Henb w3ydeHUs OUCHMIUIMHBI  (OPMHUPOBAHUE HMHOS3BIYHONH  (MEXKYJIBTYPHOIN)
COCTABIJIAIONICH TMPO(ECCHOHATBHO OPUEHTUPOBAHHONW KOMMYHUKATHBHOM  KOMIIETEHIUH,
no3BoJIsitoIIel  o0ydaeMbIM B JaJbHEHIIEM HWHTETPUPOBATHCS B MYJIBTHASBIKOBYIO H
MYJIBTHKYJIBTYPHYIO PO(ECCHOHAIBHYIO CpeLy;
pa3BUTHE CIIOCOOHOCTEH M KayecTB, HEOOXOAMMBIX Uil (POPMUPOBAHUS MHIMBUAYAIBHOTO H
TBOPYECKOT'0 MOAX0/1a K OBJIAICHUIO HOBBIMU 3HAHHUSMHU.

3amaun U3y4eHUs AUCUUIUINHBI
- ¢dopMHpOBaHUE U PAa3BUTHE YMEHHN OOIIEHUS B MPOPECCUOHATHLHON U HAyYHOH chepax
HEOOXOUMBIX JUUIsI OCBOCHUS 3apyOeKHOT0 OIbITAa B U3y4aeMOM M CMEXHBIX 00J1acTsAX 3HaHUH, a
TaKXke I JalbHEeHIIero caMooopa3oBaHus;

- OBJIQJICHUE TEPMUHOJIOTHEH MO JaHHOMY KypCcy M DPa3BHTHE YMEHHMH NpPaBUIBHOTO U
aJIeKBaTHOT'O MCTIOJIb30BAaHUS 3TOH TEPMUHOJIOTHH;

- COBEPILICHCTBOBAaHNE HABBIKOB PAaclO3HABaHHsS M MOHUMaHHS T'paMMaTHYeCKUX (opM U
KOHCTPYKLIMH B ONOpE Ha pasziMyHble NMPH3HAKK T'PAMMATHYECKUX SIBICHUH, a TaKKe HAaBBIKOB
yIOTpeOIeHHUS TPaMMaTUYECKIX KOHCTPYKIUI B Pa3IMYHBIX PEUEBBIX CUTYAIUSIX.

- pa3BuTHE KOMMYHHUKaTHBHOH KOMIIETEHIIH (JIMHTBUCTHYECKOM,
COLIMOJIMHIBUCTUYECKOH, COLIMOKYJIBTYPHOH, CTPaTETUYECKOH, JUCKYPCUBHOU U
NparMaTU4eckold KOMIETEHIUH), HeoOXOAMMOH A KBaJM(UIMPOBAHHOM TBOPUYECKOM
NESTeIbHOCTH B TIOBCEJIHEBHOM OOILICHUM, B OOIIECTBEHHO-TIOJIMTUYECKOH U HAay4HO-
npodeccuoHanbHOM cdepax, a UMEHHO: B TBOPYECKOM IOMCKE U OOpabOTKe MOITyYeHHOU
uHpOpMaLnHY, YCTHOM oOMeHe nH(opMaIred, mucbMeHHONH HH(POPMAITMOHHON AEATEIbHOCTH;

- npuoOIIeHNE CTYJIEHTOB K CaMOCTOATEIBHOM HCCIEI0BATEIbCKONW paboTe Haja S3BIKOM,
pa3BUTHE y CTYACHTOB AaHAIUTHYECKOTO MOAXO0Ja K HU3yYaeMbIM S3bIKOBBIM SIBICHUSM ITyTeM
COITOCTABJICHHUS MX C COOTBETCTBYIOIIMMU SIBJICHUSIMH POJTHOTO SI3bIKA.

[Tporecc ocBoeHMs yueOHOM TUCIMIUIMHBI HAIIPaBJIeH Ha (OPMHUPOBAHUE Y O0YUAIOIIUXCS

CJIEYIOIINX KOMIIETECHIIUMN:

Kon Conepxanue WHankaTopsl JOCTHXKEHHUS] KOMIETEHITUH
KOMIIETEHINH KOMIIETECHIINH
YK-4 Crnocoben ocymectBiath | YK-4.1.  3Haer NpUHUMIB  TOCTPOCHUS

JIeTIOBYI0 KOMMYHMKAIIMIO | YCTHOTO M THCbMEHHOTO BBICKA3bIBaHUS Ha
B YCTHOH M NHCbMEHHOW | TOCYJapCTBEHHOM M HWHOCTPAHHOM S3bIKaxX;
bopmax Ha | TpeOOBaHMA K JEJIOBOM YCTHOM M MHUCHMEHHOMN
TOCYJapCTBEHHOM  S3bIKE€ | KOMMYHHKAIIHH.

Poccuiickoit @enepanuu u | YK-4.2. YMmeer  NOPUMEHATh  S3BIKOBBIC

MHOCTPAaHHOM (BIX) S3BIKE | CPEICTBA TUTSt JIOCTHIKECHHS
(ax) npodeCCHOHANBHBIX IIeJIe Ha pPyCcCKOM U
WHOCTPAHHOM (-bIX) SI3bIKE (-aX).
YK-4.3. Bnaneer CIIOCOOHOCTSIMU
BBICTPanBaTh CTpaTEruio YCTHOTO u

MUCbMEHHOTO OONICHHS Ha PYCCKOM U
WHOCTpPAaHHOM (-bIX) sI3bIKE (-aXx) B pamKax
MEKJIMYHOCTHOTO u MEXKYJIbTYPHOTO
o01IeHusl.




2. METOANYECKHUE PEKOMEHJIAIINU K TPAKTUYECKHUM 3AHATUAM
Tembl ¥ 3a1aHUA K IPAKTHYECKHUM 3aHATUAM

IIpakTyeckoe 3ansaTue Ne 1.

Tema - Companies

Introduction

Can you think over and answer the following questions?

1. What is the difference between organizing and organization?

2. Can you think of the two meanings of the word organization?

3. Do you know anything about different organization structures?

Reading 1

1. Match these words with the definitions.

1 employee a) to change, esp. slightly

2 relationship b) the process of working, an activity

3 rational, adj c) to put into correct or desired order, to make

preparations

4 maintain d) a person employed for wages

5 burdened e) sensible, based on or according to reason

6 operation f) to continue to have, do etc., as before; to keep in

good condition

7 modify g) friendship or connection between people

8 available h) be loaded or troubled

9 arrange 1) able to be had, obtained, used, seen, etc.

10 responsible j) having the duty of looking after someone or something

2. Read the text. What does it say about the questions in the introduction?

Find the answers as quickly as you can.

Whenever individuals come together for a common purpose, their separate activities must be
coordinated to achieve maximum effectiveness. The term —organizationl has come to acquire a
number of meanings. An organization of people who meet and have some sort of formal
relationship, such as a civic club, a political party, or an athletic team, may be called
anorganization. A business enterprise, with all its resources, personnel, equipment, and methods
or production and distribution, is typically called an organization. The term _organization®,
however, has its most proper meaning in a managerial context when it refers to the outcome of
the organizing function.In the organizing process, management sets up the structure and rules
that

control the way a company‘s resources will interact to reach objectives. The resulting internal
structure is the organization: this structure prescribes the tasks and activities to be carried out, the
relationship between these activities, and the role each individual in the company will play in
meeting planned objectives. Thus management is responsible for the organizing function or
process and the organization itself. Organizational relationships within a business may be formal
or informal. Formal organizations are consciously planned. They are arranged according to
rational principles which are usually set down in writing. The purpose of formal organizations is
to control the routine activities and decisions that keep the company running. Informal
organizations exist without specific planning. The informal organization develops from social
likes and dislikes of the

employees. Every business firm has its unique organization requirements. There are, however,
certain principles that help to establish a sound internal structure. By following these principles,
management creates an organization that is planned, suitable to purpose, well-defined, and as
uncomplicated as possible. The principles are: a) organization follows planning; b) the structure
of organization should fit its size and function; c¢) duties and relationships should be clearly



defined and specified; d) to achieve effective supervision, the number of subordinates should be
limited.

Organizations can also vary in the extent to which authority is distributed down the chain of
command to middle and lower level of management. A centralized organization is one in which
almost all of the authority is concentrated in a few positions at the top. In a company with
centralized organization, nearly all important operating decisions will be made by top
management. The main task of those below is to carry out their decisions efficiently. A
decentralized organization delegates much more authority to the managers who are closer to
actual operations. In the long history of business management, three kinds of internal structures
have evolved: line, line-and-staff, and functional. Most companies use one or more of these
forms today.

An internal business structure in which every employee is a member of a direct chain of
command from the top executives down through the levels of management is called line
organization. It is called a line organization because authority flows in a direct line from the top
of the organization to any individual worker at any level. The line organization has a distinct
advantage in its simplicity; every employee can understand the organization and know where he
or she stands.

The direct supervisor-subordinate relationship makes it easier to maintain discipline and quality
of work. A great disadvantage of the line organization is that it is sometimes not capable of
handling the complex management and technical needs of a large, modern company. Another
disadvantage is that there are often insufficient formal means for communication and
coordination between departments. Also, since managers are responsible for all of the work of
their subordinates, they are often burdened with decisions about details.As the complexity and
size of a company increase, managers usually find it necessary to modify the line organization by
adding staff specialists to handle certain specific duties. This is called line-and-staff
organization. It is the most common internal structure today, especially for large companies. The
staff specialists perform technical services and provide expert guidance to line managers.The
great advantage of the line-and-staff organization is that it allows specialists to handle highly
technical or complex functions while the company retains many of the benefits of line
organization.The disadvantage of a line-and-staff organization is that conflict often arises
between line positions and staff positions. Line managers and workers may consider staff
specialists as expensive extra baggage. Staff workers may resent managers who do not take their
advice.An alternative way to organize a business is to assign managers the responsibility for all
activities and decisions in certain defined functional areas of operation. This is called functional
organization. This structure, for example, might have five managers supervising the workers in a
manufacturing plant. The personnel manager would directly handle all personnel matters, the
production manager would concentrate exclusively on production etc.The main advantage of
functional organization is that it allows managers to specialize in one particular area of
operations. Their expert guidance becomes directly available to all workers without an
intervening line manager. The fact that every worker has more than one supervisor is a great
disadvantage of functional organization, however. This can cause conflicting commands and loss
of discipline and can make it difficult to put down the responsibility for decisions. For this
reason, most businesses that choose a functional organization try to clearly restrict the degree of
authority certain functions can exercise over other functions.A fourth kind of organization is
used by firms that must manage a number of one-time projects — such as road, dam, or bridge
building, or a research investigation. These firms use a matrix organization, which allows a
project manager to exercise temporary authority over a number of specialists who also must
report to different line managers for supervision in their specialties. This enables specialists to be
assigned to projects where they are needed. It has the disadvantage, however, of asking an
employee to report to two different bosses.

Vocabulary Focus



3. a) Study the meaning and use of the following words. Then fill in the gaps with these words.
authority (n): power or right to give orders and make others obey; a person or a group of persons,
having authorityobjective (n): object aimed at, purpose retain (v): keep, continue to have or hold
internal (adj): of or in the inside handle (v): manage, deal with, control informal (adj): irregular,
without ceremony or formality subordinate (n): a person junior in rank or position, working
under another person dissatisfaction (n): the state of being not satisfied

b) Complete these sentences with words from the list above.

1. The ... structure of a business determines the relationships between a

company‘s activities and personnel.

2. The internal structure proscribes the role each individual in the company

will play in meeting planned ... .

3. ... is delegated to employees to allow them to meet their responsibilities.

4. The great advantage of the line-and-staff organization is that it allows specialists to ... highly
technical or complex functions.

5. A poor organization causes confusion, waste and ... .

6. Personal friendships and conflicts are another force in the ... organization.

7. Centralized organizations usually give managers a limited but tighter span of control, with
each manager having fewer ... .

8. A company with line-and-staff organization can ... many of the benefits of line organization.
4. Express in one word.

1) The right to take certain actions and to require subordinates to perform duties they are
assigned — ... .

2) The duties an employee is obligated to fulfil while performing the job —... .

3) An internal business structure in which every employee is a member of a

direct chain of command from the top executive down through the levels of management — ... .
4) The modification of the line organization by adding staff specialists to

handle certain specific duties — ... .

5) An internal business structure in which managers are assigned the responsibility for all
activities and decisions in certain functional areas of operating — ... .

6) An organization which is consciously planned and which is arranged according to rational
principles — ... . words for reference: responsibility, line organization, authority, lineand-staff
organization, formal organization, functional organization

5. Match the English and the Russian equivalents.

a. to meet the objectives 1. orpaHHYUTH TOTHOMOYHS

b. to handle duties 2. moqunHESHHBIIA

c. to retain benefits 3. COXpaHUTH MPEUMYILIECTBA

d. to restrict the authority 4. BMemmBaThCst

e. expert guidance 5. Ha3HA4aTh, MOPyYaTh

f. to modify 6. mocTynHBIi, UMEOLTHICS B

HAJTUYUH

g. to assign 7. TOCTUTHYTH Iiesel

h. available 8. BbIONHATE 00s13aHHOCTH

1. to intervene 9. BUTOM3MEHATD

J. subordinate 10. mpodeccroHanrbHOE PyKOBOJICTBO

6. Match the words from the text with their synonyms.

a. to modify 1 to allow, to authorize

b. to handle 2 to absorb, to contain

c. to assign 3 to accept, to acquire

d. to restrict 4 to alter, to change, to convert

€. to enable 5 to appoint, to choose

f. objective 6 benefit, convenience.

g. sufficient 7 to control, to direct, to guide, to operate



h. to retain 8 to keep within bounds, to limit

i. advantage 9 aim, ambition, goal, n.

J. to assume 10 adequate, competent

7. a) Give the derivatives of the following words.

Verb Noun Adjective

1. modify

. authoritative

. delegate

. production

. assume

. enable

. guidance —

. restrictive

9. benefit

10. serve —

b) Complete the following sentences using forms of the words from the table above.

modify

1. They tried to make ... in the training programme. 2. The industrial revolution ... the whole
structure of the English society.

authoritative

I ... him to act for me while I am abroad. 2. An officer exercises ... over the soldiers under him.
3. He was reprimanded for his ... manner of speaking.

delegate

1. The chairman ... his rights to his depute. 2. Entrusting one‘s duties to another person is called
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production

1. ... labour is our economic value. 2. The ... of manufactured goods rose by 10% at the end of
the year. 3. We must ... more food ourselves and import less.

assume

1. Their ... that the war would end quickly was proved wrong. 2. You should ... the direction of
the business. enable

1. He is a man of great .... 2. The collapse of the strike ... the company to resume normal bus
service. 3. I wasn‘t ... to come to the office because I felt bad yesterday.

guidance

1. ... missiles are rockets which are directed to their destination by electronic devices. 2. ... is a
kind of leadership. 3. Your sense of what is right or just must ... you.

restrictive

Is the consumption of alcohol ... by law in your country? 2. ... practices in industry are practices
that hinder the most effective use of labour, technical resources and tend to damage productive
efficiency. 3. The government placed ... on foreign trade.

benefit

1. Fresh air and good food are ... to the health. 2. Did you get much ... from your holiday? 3.
The new railway will ... the district.

serve

1. The gardener ... the family for ten years. 2. His ... to the state have been

immense. 3. The dinner is ... at 6 o‘clock.

IIpakTyeckoe 3ansaTHe Ne 2

Tema — Planning
In groups discuss the following questions.



1 What is management? Is it an art or a science? An instinct or a set of skills and techniques that
can be taught?
2 What do you think makes a good manager? Which four of the following qualities do you think
are the most important?
A. being decisive: able to make quick decisions
B. being efficient: doing things quickly, not leaving tasks unfinished,
having a tidy desk, and so on
C. being friendly and sociable
D. being able to communicate with people
E. being logical, rational and analytical
F. being able to motivate and inspire and lead people
G. being authoritative: able to give orders
H. being competent: knowing one's job perfectly, as well as the work
of one's subordinates
I. being persuasive: able to convince people to do things
J. having good ideas
K. being highly educated and knowing a lot about the world
L. being prepared to work 50 to 60 hours a week
M. wanting to make a lot of money
Are there any qualities that you think should be added to this list?
3 Which of these qualities can be acquired? Which must you be born with?
READING

Text 1. DEFINITION OF MANAGEMENT. ITS NATURE AND PURPOSE
2. Read the text and find answers to the questions.

DEFINITION OF MANAGEMENT. ITS NATURE AND PURPOSE

We define management as the process of designing and maintaining an environment in which
individuals working together in groups, accomplish efficiently selected aims. This
basic definition needs to be expanded.
1. As managers, people carry out the managerial functions of planning, organizing, staffing,
leading and controlling.
2. Management applies to any kind of organization.
3. It applies to managers at all organizational levels. Management applies to small and large
organisations, to profit and not-for-profit enterprises, to manufacturing as well as service
industries. The term —enterprisel refers to business, government agencies, hospitals,
universities, and other organizations. Effective managing is the concern of the corporation
president, the
hospital administrator, the government first line supervisor and the like. Managers are charged
with responsibility of taking actions that will make it possible for individuals to make their best
contributions to group objectives. The scope of authority held may vary and the types of
problems dealt with may be considerably different. But all managers obtain results by
establishing an environment for effective group endeavour. Top-level managers spend more time
on planning and
organising than lower-level managers,
Leading takes a great deal of time for first-line supervisors.
The aim of all managers.
In a very real sense, in all kinds of organizations, whether business or nonbusiness, the logical
and most desirable aim of all managers should be a surplus — managers must establish an
environment in which people can accomplish group goals with the least amount of time, money,
materials and personal dissatisfactionl, or where they can achieve as much as possible of a
desired goal with available resources. In a nonbusiness enterprise, such as a police department or
hospital, that are not responsible for total business profits, managers still have goals and should
strive to accomplish as much as possible with available resources.



. How is management defined?
. What kind of process is it?
. How can this definition be expanded?
. What kinds of organisations does management apply to?
. What does the term "enterprise" refer to?
. What is the main responsibility of managers?
. What types of problems do they deal with?
. What is their scope of authority?
. How can managers obtain good results?
10. How do managerial functions differ on different levels of management?
11. What is the most desirable aim of all managers?
12. What should they do to achieve this aim?
13. How should they strive to accomplish their goals?
14. What is a nonbusiness (not for profit) enterprise?
15. How should managers at nonbusiness enterprise accomplish their goals

Text 2. THE COMPONENTS OF MANAGEMENT
4. Read the text and decide which of the following comments you would expect the writer to
agree with. Use the text to support your answers.

Successful managers
. start directing and controlling activities long before planning, coordinating and staffing;
. should always find time for planning;
. are reluctant to change their plans;
. allow their employees to contribute to plans;
. ignore what is going on outside their departments;
. have the authority to enforce assignments and decisions,
. understand that the attainment of goals must be the reason for any cooperative activity;
. participate in recruiting applicants and hiring employees;
9. praise and promote their staff;
10. can handle any number of people;
11. set an example for their employees to follow;
12. use positive reinforcement to correct improper behaviour;
13. don't solicit employee ideas;
14. use control to ensure they are attaining their objectives;
15. use input from customers to evaluate the results.
THE COMPONENTS OF MANAGEMENT

The basic management components are planning, organizing, coordinating, staffing, directing,
controlling, and evaluating. Each component defines what a manager must be able to do. In
practice, the components are interrelated.
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Planning
The planning process begins with top managers, who must create broad organizational goals to
help managers and employees focus on what the property is trying to accomplish. Top and
middle managers then create specific objectives that become the responsibility of various
departments.
Daily activities require a third level of planning, Plans must also be generated for ; special
events, new training programs, and other activities. Supervisors are responsible for much of this
type of planning.
Effective planning incorporates the following principles:
* Goals must be established before plans can be developed.
* You must regularly set aside time to plan.
* You should be allowed to contribute to plans that affect your work. In turn,you should allow
your employees to contribute to plans that affect their jobs.



* You should be flexible when planning. You should recognize that situationschange and that
other plans must be considered.
* Plans must be implemented.

Organizing
Organizing involves establishing the flow of authority and communication between people and
organizational levels. General organizing principles and responsibilities include the following:
* Authority should flow in an unbroken line from the top to the bottom of the
organization.
 Each employee should have only one supervisor.
* Relationships between departments in the organization must be considered
when managers organize.
Coordinating
You must be able to coordinate the efforts of your employees through good planning and
effective organization. Principles of coordinating include the following:
* Supervisors must have the authority to enforce assignments, commands, and decisions.
* Not only must you coordinate your resources and employees to complete your assigned tasks,
you must also do your part to help coordinate the efforts of the organization as a whole.

Staffing
Staffing involves recruiting applicants and hiring those best qualified. In small operations, a
manager or supervisor might recruit and hire applicants. In large properties, recruiting is
frequently performed by a human resources (personnel) department, al-though line managers still
are involved in interviewing and make the hiring decisions. All properties use basic principles of
staffing such as the following:
* Personal qualities needed to adequately perform job tasks must be considered. These are
recorded in job specifications.
* Job application forms should be used to collect information about applicants. Tests can be used
to assess the abilities of applicants. Preliminary interviews and reference checks will also help
eliminate unqualified applicants.
* Employee orientation, training, and evaluation programs should be developed and
implemented.
Directing

Directing includes all the activities necessary to oversee, motivate, train, evaluate, and discipline
employees. Directing incorporates the following principles.
* The number of employees each supervisor directs should be carefully determined. There is no
formula for calculating the optimum number of employees for each supervisor. The right number
of employees depends on many variables, including the supervisor's experience, complexity of
the work, and frequency with which problems are likely to occur. No supervisor should be given
more people than he/she can handle.
* Employees must know what they are expected to do.
* Delegation — the act of giving formal organizational authority to an employee — is a directing
technique.
* Directing includes motivating your employees. Keep in mind that your attitude affects
employee attitudes and performances,
* Don't relate to all employees the same way.Your leadership style should vary according to
employee needs.
« It's important to gain employee cooperation.You should treat them fairly and honestly.
* Solicit employee ideas and, whenever possible, use them.
» Show your appreciation to employees who perform their jobs well.

Controlling
Controlling helps to ensure that you are attaining your objectives. The control process begins
with establishing performance standards, continues with assessing actual performance, and then
involves making a comparison between performance standards and actual performance to



determine whether — and to what extent — corrective action is necessary. Control is based on
several principles:
* Operating budgets are the most important control tools.
* Preventive controls are more effective than controls imposed after things go wrong.
Evaluating

Evaluating means looking at how well you and your employees achieved your objectives.
Evaluating principles include the following:
* Time to evaluate must be set aside regularly.
* Input from guests and others outside the property is useful in the evaluation process.
4. Discuss the following questions.
1. —Planning is looking ahead, and control is looking backl. Comment.
2. If planning involves a rational approach to selected goals, how can goals or objectives be a
type of plan?
3. Since people must occupy organization positions, and since an effective organization depends
on people, it is often said that the best organization arises when a manager hires good people and
lets them do a job in their own way. Comment.
4. List and evaluate external factors affecting staffing. Which ones are most critical today?
Explain.
5. The "assessment center" is a technique for selecting and promoting1 managers. The candidates
take various psychological tests, engage in management games, participate in a leaderless group
discussion of some problem and are observed by their evaluators who also interview them from
time to time.
6. Would you like to participate in such a center? Why, or why not?
7. Performing the function of evaluating, how would you measure the productivity of managers
and other knowledge workers?

Text 3. THE FUNCTIONS OF MANAGEMENT
5. Read the text and decide what new information you can find in the text.

PLANNING AND ORGANISING

The main functions are planning, organising, staiffing, leading and controlling. Planning
involves selecting objectives and the actions to achieve them, it requires decision making.
Decision making is choosing future courses of action from among alternatives. No real plan
exists until a decision has been made. Before a decision is made, all we have is a planning study,
an analysis, or proposal, but not a real plan.Planning bridges a gap from where we are to where
we want to be in a desired future. It strongly implies not only the introduction of new things; but
also sensible and workable implementation. There is no more important and basic element in
establishing an environment for performance than enabling people to know their purposes and
objectives, the tasks to be performed, and the guidelines to be followed in performing them. If
group effort is to be effective, people must know what they are expected to accomplish.
Organising. People working together in groups to achieve some goals must have roles to play,
much like the parts actors fill in a drama.The concept of a —rolel implies that what people do
has a definite purpose or objective; they know how their job objective fits into group effort, and
they have the necessary authority, tools and information to accomplish the task. Organising is
that part of managing that involves establishing an intentional structure of roles for people to fill
in an organisation. It is intentional in the sense of making sure that all the tasks necessary to
accomplish goals are assigned to people who can do them best. The purpose of an organisation
structure is to help in creating an environment for human performance.To design an effective
organisation structure is not an easy managerial task. Many problems are involved in making
structures fit situations, including both defining the kind of jobs that must be done and finding
the people to do them.

STAFFING, LEADING AND, CONTROLLING
Staffing involves filling and keeping filled the positions in the organization structure.This is
done by defining work-force requirements, inventorying the people available, recruiting,



selecting, placing, promoting, planning the career, compensating and training.Leading is
influencing people so that they will contribute to organisation and group goals; it has to do with
the interpersonal aspect of managing.All managers would agree that their most important
problems arise from people — their desires and attitudes, their behaviour as individuals and in
groups.Effective managers also need to be effective leaders. Since leadership implies
followership and people tend to follow those who offer a means of satisfying their own needs,
wishes and desires, it is understandable that leading involves motivation, leadership styles and
approaches, and communication. Controlling is the measuring and correcting of activities of
subordinates to ensure that events conform to plans.It measures performance against goals and
plans, shows where negative deviations exist and by correcting deviations helps ensure
accomplishment of plans.

Although planning must precede controlling, plans are not self-achieving. The plan guides
managers in the use of resources to accomplish specific goals.

Then activities are checked to determine whether they conform to plans.Control activities
generally relate to the measurement of achievement. Each means of controlling shows whether
plans are working out. If deviations persist correction is indicated. But what is corrected?
Activities, through persons. Nothing can be done unless one knows who is responsible for these
functions. Making events to conform to plans means locating the persons who are responsible for
results that differ from planned action and then taking the necessary steps to improve
performance. Thus, outcomes are controlled by controlling what people do.

NOTES TO THE TEXT:

1 bridges a gap mpoKiIaasIBaTh MOCT, 3]1. SIBIISETCS

CBSI3YIOIIUM 3BEHOM

2 much like the parts actors fill in a

drama

OYEHb [TOXOKUE HA T€ POJIU, KOTOPHIE

aKTepbl UCHIOJHSIOT B Cepuale

3 an intentional structure 31. 3anporpaMMUpOBaHHAsE CTPYKTYypa

OpraHu3aIH

4 making structures fit situations —mOATrOHATH| CTPYKTYpY 1MOA KOHKPETHBIE

yCIIOBUS PaOOTHI

5 people tend to follow those who offer a means of satisfying their own needs

JIOAU CKJIOHHBI CJIEJIOBAaTh 3a TEMH, KTO Mpe/UlaraeT UM CpeNICTBa Ui YAOBJIETBOPEHUS HUX
noTpeOHOCTEN

6 It measures performance against goals and plans. oH (KOHTPOJIb) cOpa3MepsieT UCTIOTHEHHUE C
LEJSIMH U TUTaHAMH

7if deviations persist ecu OTKJIIOHEHUS TPOIOJIKAIOTCS

8 It means locating the persons who are responsible for resultssTo o3HadaeT HalTH TeX, KTO
OTBEUAET 3a PE3yJbTar ... (OTBETCTBEHHBIX JIFOAEH).

Answer these questions.

. How is staffing defined?

. What is to be done to perform staffing effectively?

. How should leading influence people?

. What aspect of managing is it?

. What do the most important problems of managing arise from?

. What does leadership imply?

. What does leading involve?

. What is controlling?

. Why is it important?

10. Why is it necessary to check the activities of subordinates?

11. What does each means of controlling show?

12. How can deviations be corrected?
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13. What does it mean to make events to conform to plans?

Text 4. WHAT IS MANAGEMENT?
7. This text summarizes some of Peter Drucker's views on management. As you read about his
description of the work of a manager, decide whether the five different functions he mentions
require the four qualities you selected in your discussion, or others you did not choose.
WHAT IS MANAGEMENT?
Peter Drucker, the well-known American business professor and consultant, suggests that the
work of a manager can be divided into planning (setting objectives), organizing, integrating
(motivating and communicating), measuring, and developing people.e First of all, managers
(especially senior managers such as company chairmen -and women - and directors) set
objectives, and decide how their organization can achieve them. This involves developing
strategies, plans and precise tactics, and allocating resources of people and money. ¢ Secondly,
managers organize. They analyse and classify the activities of the organization and the relations
among them. They divide the work into
manageable activities and then into individual jobs. They select people to manage these units and
perform the jobs. * Thirdly, managers practise the social skills of motivation and communication.
They also have to communicate objectives to the people responsible for attaining them. They
have to make the people who are responsible for performing individual jobs form teams. They
make decisions about pay and promotion. As well as organizing and supervising the work of
their
subordinates, they have to work with people in other areas and functions.» Fourthly, managers
have to measure the performance of their staff, to see whether the objectives set for the
organization as a whole and for each individual member of it are being achieved. ¢ Lastly,
managers develop people - both their subordinates and themselves. Obviously, objectives
occasionally have to be modified or changed. It is generally the job of a company's top managers
to consider the needs of the future, and to take responsibility for innovation, without which any
organization can only expect a limited life. Top managers also have to manage a business's
relations with customers, suppliers, distributors, bankers, investors, neighbouring communities,
public authorities, and so on, as well as deal with any major crises which arise. Top managers are
appointed and supervised and advised (and dismissed) by a company's board of directors.
Although the tasks of a manager can be analysed and classified in this fashion, management is
not entirely scientific. It is a human skill. Business professors obviously believe that intuition
and 'instinct' are not enough; there are management skills that have to be learnt. Drucker, for
example, wrote nearly 30 years ago that 'Altogether this entire book is based on the proposition
that the days of the "intuitive" manager are numbered,* meaning that they were coming to an
end. But some people are clearly good at management, and others are not. Some people will be
unable to put management
techniques into practice. Others will have lots of technique, but few good ideas.
Outstanding managers are rather rare.
* Peter Drucker: An Introductory View of Management
8. Answer these questions.
. What management functions are described in the text?
. How is planning defined?
. What activities does the organizing function involve?
. What does Peter Drucker mean by the integrating function?
. What does measuring mean?
. What is the final function according to Peter Drucker?
. What is the main job of a company's top manager?
. Why can you say that management is a science?
. What arguments does the author give to prove that management is an art.?
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KonTtposbnas padora
Text 1. MATRIX MANAGEMENT
1/Before you read discuss these questions.
"1 What do you know about matrix management?
"1 What are its strengths and weaknesses?
MATRIX MANAGEMENT

The Oxford English Dictionary defines "matrix" as: "A situation or surrounding substance
within which something else originates, develops or is contained." In the case of matrix
management, the project team is the "situation...within which something originates or develops".
Matrix management is the process of taking staff from different departments to work as a team to
deliver a product or a service. Under this system, the organization of management is different to
that in a more conventional, functional structure. In a functional management structure, the sales
executive reports to the sales manager, who reports to the sales director and so on- i.e. everyone
has just one boss. With the matrix approach, an employee would still work within his/her
department, but may
also have a role within a project team. The various team members are brought together for
a specific project, and may not work together again. Strengths of matrix management Each
project brings together people with different skills and is not reliant on a static staffing resource.
This enables teams to be developed quickly, with the necessary skills to deliver the service or
product.
Individuals have access to wider opportunities, increasing motivation, recognition and career
development. Employees can drive their career forward without being caught in one business
area. Projects are short and diverse, and large achievements are possible. For example,
involvement in a team responsible for a successful new product launch may help enormously in a
person's self-confidence and career.

Weaknesses of matrix management
» The main weakness is the potential for conflicts of interest — between either the project team
member and the project manager, or between the departments within the business. For instance a
marketing manager may lack motivation towards a project dominated by IT staff.
* Business areas (such as the marketing department) and different project teams may all want the
same well-reputed staff. The project with the highest priority will gain that resource, but this
might weaker the departments or projects that lose out.
Conclusion

The key to success is that projects should be delivered to budget, on time and with quality — and
often exceeding the customer's expectations. Without matrix management it would be difficult to
be dynamic enough to meet the market place demand for changing skills and to keep pace with
the ever-changing requirements of our customers. It might also be difficult to meet staff demands
for interesting and challenging tasks. To keep ahead of our competitors, many companies utilize
matrix management to change and evolve to meet customer's requirements. This can provide a
complete solution calling upon all the experience of the firm across many different business
areas and bringing these experiences together for a set period of time.
3.Read the text again and choose the best answer or ending to the following questions or
statements:
1. According to the text, matrix management
a) is a conventional organization of a project team,;
b) brings together people with the required skills from various business areas to fulfill the
project;
c) supports one of the main principles of management, i.e. each employee should have only one
boss.
2. What is NOT true about matrix .management?
a) Various team members may not work again after completing the project.
b) Employees may have to combine work in two departments.



c) It hinders career development of employees.
3. It can be inferred from the text that matrix management
a) is applied to the most protracted and boring projects;
b) is applicable for an indefinite period of time;
c¢) may be a source of discord between the departments within the organization.
4. The expression "to keep pace" in the last paragraph is closest in meaning to
a) to advance;
b) to fall behind,
c) to stay even with others.
MANAGEMENT LEVELS
4. Before you read discuss these questions.
1. What management levels do you know?
2. Who is responsible for the general direction and success of the entire business?
3. Who plans the day-to-day work of the employees of the company?
4. Who are departments usually headed by?
MANAGEMENT LEVELS
Unless a business is very small, there will be several managers with responsibilities for leading
the business. Every manager completes all of the management functions and has authority over
other people and their work. Not every manager gives the same amount of attention and time to
each of the functions. Most organizations have three levels of managers: executives, mid-
managers, and supervisors.
Top Management
Executives are top-level managers with responsibilities for the direction and success of the entire
business. They set long-term direction and plans. They are held accountable for the profitability
and success of the business. Job titles of executives include chief executive officer, president,
chief operating officer, and vice president. Executives spend most of their time on planning and
controlling activities. They study the economy and competition. They are responsible for all
major business communications.
All other managers report to executives.
Mid-Management
Mid-managers are specialists with responsibilities for specific parts of a company's operations.
Examples of mid-management jobs are marketing manager, information technology manager,
customer service manager; operations manager, and human resources manager. They take the
business plans developed by executives and prepare specific plans for their part of the business.
They must coordinate their work with other managers. Much of their time is devoted to the
organizing, staffing, and implementing functions.
Supervisors
Supervisors are the first level of management in a business. They are responsible for the work of
a group of employees. Supervisors often have non-management duties in addition to their
management work. They plan the day-to-day work of the employees they supervise. They make
sure that needed resources are available and used wisely. Supervisors often evaluate the work of
their employees and solve problems that occur in their area. Supervisors spend most of their time
implementing the plans of executives and mid-managers.
Management by Others
Employees who are not managers complete work that seems to be a part of one of the
management functions. Employees plan and organize their work. They might take part in hiring
and training new employees. They may evaluate the quality of the work they complete.
Managers are responsible for the work of others and have authority over those employees.
Without that authority and responsibility, the work of an employee is not considered part of
management. Some experienced employees are asked to serve as leaders for their work group.
They may be asked to lead a particular project or supervise the work of a new employee. Many
companies are now organizing work teams. They are giving the teams both authority and



responsibility for much of their work. The team meets to make plans, determine how work will
be completed, and divide the work among the team members. The team is responsible for
meeting objectives and may even have some control over their budget. The team will still report
to a manager and can ask for that person's
assistance when needed. Both work group leaders and employee teams are completing a limited
number of management activities. Both of those situations are an effective way for employees to
have experience with several management activities.
They can develop the skills needed by managers and decide whether they are interested in a
management career.
5.Answer the following questions.
1. What levels of management do most organizations have?
2. Who are executives? What is their main function?
3. What job titles of executives do you know?
4. Who are mid-managers? What are they responsible for?
5. What is the first level of management? What is their function?
6. How can managers organize the work of their employees?
LISTENING

Sally Muggeridge is Management Development Director at Pearson plc. Listen to the interview
and take notes about what makes a successful business person. Successful business people
1. know their job very thoroughly
2

DISCUSSION QUESTIONS
1. Can you imagine a company performing successfully without management?
2. What is management? Is it an art or science?
3. Do you agree that a manager is a continual problem-solver, decision-maker, and innovator?
4. Do you share the opinion that "Poorly considered solution will be costly in dollars, happiness,
or both?
5. What qualities, from your point of view, is a person supposed to be born with or to acquire to
become an effective manager?
6. Comment on the following: "Excellence costs, ... but in the long run mediocrity costs far
more"

IIpakTnyeckne 3ansaTus Ne 4
Tema — Starting your business.
1.Read the text and answer the questions

1. The users of accounting information can be divided roughly into three groups:

1) those who manage business;

2) those outside a business enterprise who have a direct financial interest in the business;

3) those persons, groups or agencies that have an indirect financial interest in the
business.

2. Management is the group of people in a business who have overall responsibility for
operating the business and for achieving the company’s goals. Business enterprises have many
goals. These goals include providing quality goods and services at low cost, creating new and
improved products, increasing the number of jobs available, improving the environment and
accomplishing many other social tasks.

3. To achieve these goals, of course, the company must be successful, Success and
survival in a tough, competitive business environment require that management concentrate
much of its effort on two important goals: profitability and liquidity. Profitability is the ability to
make enough profit to attract and hold investment capital. Liquidity means having enough funds
on hand to pay debts when they fall due,

4. Managers must constantly decide what to do, how to do, and whether the results match
the original plans Successful managers consistently make the right decisions on the basis of



timely and valid information. Many of these decisions are based on the flow of accounting data
and their analyses.

5. Economics is a very broad concept having the two distinct aspects: technical and
social. Both are reflected in management. In the technical sense, management has to do with
machines, instruments, etc. Men control machines and mechanical systems, and this calls for
professional knowledge and special skills.

6. In the social aspect of management of economy the objects of management are not
things but men and their social relations. Using an analogy we may say that what interests us is
not how the musician cors trois his instrument, but how the conductor controls the orchestra.

7. Economics as a totality of the relations between men in the realm of the production,
distribution, exchange and consumption of goods includes, of course, the movement of material
values, that is, of things. But the point is that relations between men do not form on their own,
but in regard to the production of the appropriation of goods. This is the basis of economic
science.

QUESTIONS

1. What is management?

2. Do business enterprises have many goals?

3. What do these goals include?

4. What must be done to be successful?

5. What is profitability?

6. What does management have to do with in the technical sense?

Relations between men do not form on their own, but in regard to the production of the
appropriation of goods. OTHomIeHUs] MeXAy JIOABMH CKIAJBIBAIOTCA HE caMu mo cebe, a B
OTHOUICHUH MPOU3BOICTBA TOBAPOB.

13. What is the basis of economic science? UTo €XUT B OCHOBE YKOHOMHUYECKOW HayKu?
Economics as a totality of the relations between men in the realm of the production, distribution,
exchange and consumption of goods includes, of course, the movement of material values, that
is, of things. But the point is that relations between men do not form on their own, but in regard
to the production of the appropriation of goods. This is the basis of economic science.
DOKOHOMHKa KaK COBOKYIHOCTb OTHOIICHUH MEXAy JIoAbMH B cdepe Mpou3BOICTBA,
pacripeniesnieHusi, oOMeHa 1 oTpeOIeHus] TOBapOB BKJIIOYAET, KOHEUHO, ABIKEHHE MaTepHAIbHBIX
LIEHHOCTEeH, TO ecTh Bemeld. Ho €10 B TOM, YTO OTHOIICHUS MEXKITy JIFOABMHU CKIIAQJBIBAIOTCS HE
camH 1o cebe, a B OTHOILIECHUH ITPOU3BOJICTBA TOBAPOB. DTO OCHOBA YIKOHOMHUYECKON HAYKH.

II. ITonGepuTe mapbl SKBUBAJICHTOB.

1) business enterprise g) npeanpusTHe, 3aHUMAIOIIEECs] OU3HEC-1eATEIbHOCTHIO

2) providing quality goods a) oOecnieyeHne KaueCTBEHHBIMH TOBAPAMU

3) at a low cost f) npu HU3KUX 3aTpaTax, CTOUMOCTH

4) competitive business environmentl) cpega KOHKYpEeHTHOCIIOCOOHOTO OM3HEca

5) creating a new and improved product ~ €) co3maHHe HOBOTO YIYYIIEHHOTO MPOAYKTa

6) to achieve the goal J) locTUTaTh LeTu

7) to make profit m) AaBaTh NPUOBLTH

8) to attract and hold investment capital k) npuBnekars U yaepKuBaTb HMHBECTUIIMOHHBIN
KaruTal

9) to pay debts b) mIaTuTk MO J0ATaM

10) to make the right decision d) npuHATH NpaBUIILHOE pPELICHUE

11) the flow of accounting data h) Gyxrantepckuii yuer

12) exchange and consumption of goods ¢) o6MeH u nmorpebieHue TOBapoB

13) valid information 1) nrocroBepHast uHpopmanus

III. IlepeBequTe MUCEMEHHO TEKCT.

MenenxMeHT

1. ITonb3oBareneit Oyxrantepckoid HHPOPMAIIUH MOXKHO YCIOBHO Pa3/ieIUTh Ha TPH IPYIIIIBL:

1) Te, KTO yrpaBiseT OM3HECOM;



2) Te, KTO HAaXOJWTCA 3a MpeAeiaMy MPEeIIpUsiTHs U UMEIOT HEMOCPEICTBEHHYIO (DUHAHCOBYIO
3aWHTEPECOBAHHOCTD B OM3HECE

3) Te numa, TPYNIBl WIM areHTCTBA, KOTOPbIE MMEIOT KOCBEHHBIM (DMHAHCOBBIM HHTEpec K
Ou3Hecy.

2. MeHemKMEeHT — 3TO TpyIHIa Jrofei B Ou3Hece, KOTOphle HECYT OOIIYI0 OTBETCTBEHHOCTD 32
ylpaBlieHHe OM3HECOM M JOCTH)KEHHUE Iiesiel koMmmnaHuu. KomMepueckue mpeanpusTis UMErOT
MHOTO Iiefieil. DTH Ienu BKJIIOYaloT MPeIOCTAaBICHUE KaueCTBEHHBIX TOBAPOB U YCIYI IpH
HU3KHUX 3aTpaTax, CO3/aHUE HOBBIX M YIYYIICHHBIX MPOJYKTOB, YBEIHMUYCHHE KOJIWYECTBA
pabouynx MecT, yaydllleHHe OKpY’Karollei cpelabl M BBHIMOJHEHHE MHOTHUX APYTHX COIMAIBHBIX
3ajad.

3. KoneuHo, mnsi AOCTMXKEHHUSI ATHX IeJiel, KOMIaHMs JOJDKHA OBITh YCIEHIHOH. Ycmex u
BBDKMBAHHE B )KECTKOU Cpesie KOHKYPEHTHOCIIOCOOHOTO Ou3Heca TpeOyIoT, YTOObI PYKOBOJICTBO
CKOHIICHTPHPOBAJIO CBOM YCWJIMS HAa JIBYX BaXKHBIX IIEJISX: PEHTAOCNBHOCTH W JIMKBUIHOCTH.
PentabenbHOCTh — 3TO CMOCOOHOCTH MOJYYaTh JAOCTAaTOYHYIO MPUOBLIb JUISl MPHUBICUCHUS H
yAep)KaHUs MHBECTULMOHHOTO KamuTajna. JIMKBUIHOCTh O3HA4aeT HaJIW4YHE JIOCTATOYHOTO
KOJIMYECTBA CPEJCTB VIS TUIATEeXKaM I10 JI0JraM, KOTria MPOUCXOAMT CHal,

4. MeHemxepsl TOJDKHBI TIOCTOSIHHO peIlaTh, YTO JelaTh, KaK JieNaTh, ¥ COOTBETCTBYIOT JIH
pe3ynbTaThl TEepBOHAYAIBHBIM IUIAHAM. YCIEIIHbIE MEHEDKEPhl IOCTOSIHHO MPUHUMAIOT
NpaBUJIbHBIC PEIIEHUS] Ha OCHOBE CBOEBPEMEHHOM M JOCTOBEpHOM MH(opMaiuu. MHorue u3
3THX pEIIeHUI OCHOBaHBI Ha OyXTaJITEpPCKOM Y4eTe U €ro aHajm3e.

5. DKOHOMHKA — 3TO OY€Hb IIMPOKOE MOHITHE, UMEIOIEE /1B Pa3HBIX ACMEKTa: TEXHUUYECKUN U
corpasbHbeld. O0a OTpaKeHbI B MEHEKMEHTE. B TEXHHMUECKOM CMBICIIE MEHEPKMEHT CBS3aH C
MalllMHAMH, HMHCTPYMEHTaMH W T. A. Jliomu ynpaBisioT MallMHAaMH W MEXaHWYECKUMH
CHCTEMaMH, ¥ 3TO TpeOyeT NpodeCcCHOHATBHBIX 3HAHUN U CIICIIMATIbHBIX HABBIKOB.

6. B commanbHOM acrekTe ynpaBieHHs 3KOHOMHMKOM OOBEKTaMHM MEHEKMEHTa SIBJISIOTCS HE
BEIIM, a JIIOAM U UX COLMAJIbHBIC OTHOIIEHHs. VICIomb3ysi aHAJIOTHIO, MBI MOXEM CKa3aTh, YTO
HaC HMHTEPEeCyeT HE TO, KaK MY3BIKaHT HCIIOJIb3YyeT CBOM MHCTPYMEHT, a TO, KaK JUPHKED
YIIPaBIISIET OPKECTPOM.

7. DKOHOMHKa KaK COBOKYMHOCTh OTHOIICHHH MEXAy JIoAbMH B cdepe NpOou3BOJCTBA,
pacripeniesieHusi, oOMeHa 1 MoTpeOIeHus] TOBApOB BKJIIOYAET, KOHEUHO, ABIKEHHE MaTepHAIbHBIX
LIEHHOCTEeH, To ecTh Bemeld. Ho €10 B TOM, YTO OTHOIICHUS MEXKITy JIFOAbMHU CKJIAQJBIBAIOTCS HE
camH 1o cebe, a B OTHOILICHUH ITPOU3BOJICTBA TOBAPOB. DTO OCHOBA YIKOHOMHUYECKON HAYKH.

IV. TlepeBeaute crnemyiouiye NpeIoKeHHs, oOpalas BHUMaHHME Ha IEPEBOJl CKa3yeMbIX B
CTpaJaTeIbHOM 3aJI0Te.

1. Prices are regulated by consumption and production in a market economy.

B pbIHOYHO SKOHOMUKE 1IEHBI PeryJHPYIOTCs: TOTPeOIEHUEM U IIPOU3BOICTBOM.

2. In the countries that have free market economies production and consumption are
coordinated through prices.

B cTpanax ¢ ppIHOYHONM PKOHOMHKOM MPOU3BOACTBO U MOTpeOieHHE KOOPAMHHUPYIOTCS Yepes
LICHBI.

3. Resources that have command economics are allocated by central government planning.

[Tpu KOMaH/IHOM SKOHOMUKH PECYPCHI pacnpeaeasiioTcs IEHTPAIU30BaHHBIM TOCYapCTBEHHBIM
TUTAHUPOBAHUEM.

4. Prices of goods and resources have been determined to supply the production of goods and
services that society demanded most.

Ilensl Ha TOBapbl M pecypchl ONpeesieHbl s MPOU3BOACTBA TOBAPOB U YCIyI, HauOojee
BOCTpPEeOOBaHHBIX OOIIIECTBOM.

5. Cheques and credit cards are being used much more than paper money and coins now.
Ceilfuac 4ekM M KPEAMTHBIC KapThl MCHOJIB3YIOTCSl TOpa3Io yaile, 4eM OyMa)KHbIe JEHBIU U
MOHETBHI.

6. A new currency - Euro- was introduced by the Common Market in 1999 and was used
temporarily only in bank operations.



HoBas Bamiora - eBpo - ObuL1a BBeaeHa OOmuM poiHKOM (EBpomneickuM 3KOHOMHUYECKHM
coobmectBoM) B 1999 rony 1 BpeMEeHHO MCIOJIB30BAJACH TOJHKO B OAHKOBCKHX OIEpaIlusX.

7. Profit is defined in terms of revenue and costs.

[TpuObLTH OMpenensieTcsi C TOYKH 3PSHUS BBIPYYKH U 3aTPaT.

8. Market supply is defined in terms of the quantities of a commodity all firms in a particular
market offer as price varies and as all other factors are assumed constant.

PriHOYHOE TpeIoKeHNE OmpeNeNsieTcsl Yepe3 KOJMUYECTBO TOBapa, IMPEAaracMoro BCEMHU
(¢upMaMu B KOHKPETHOM PBHIHOYHOM IPEJIOKEHHH, TTOCKOJIBKY IICHAa MEHSETCS M BCE JIPyrUe
(aKTOpHI CYMTAIOTCS TTOCTOSHHBIMHU.

9. Benefits are usually clearly seen.

[TpeumyiecTBa 0OOBIYHO YETKO BUAHBI.

10. The economy of the USA is called unplanned because the government does not regulate what
will be produced and how it will be marketed.

Oxonomuka CIHIA Ha3pIBaeTcsi HEIUIAHOBOM, ITOTOMY UYTO MPABUTEIBCTBO HE PErYIHUPYET, YTO
OyaeT MpOU3BOANTHCS U KAKUM 00pa3oM 3TO OyleT MpoaaBaThCs.

11. Labour is classified into productive and unproductive.

Tpyn moapasneisiercs: Ha IPOU3BOAUTEIILHBIN U HEIIPOAYKTUBHBIN.

12. The consumer must decide on how much the good A is preferred to the good B.
[ToTpebuTens NOKEH PElINTh, HACKOJIBKO TOBap A MpeAnoyYTHTe/ILHee ToBapa B.

13. Non-renewable goods are used up in one production cycle and is fully transferred to the
final product.

HeBo300HOBIIsSIEMBIE TOBaphl PACXOAYKOTCSI 32 OAMH IMPOM3BOACTBCHHBIA LUK M TTOJHOCTHIO
MEePEeHOCATCH B KOHEUHBIN IPONYKT.

V. IlpeoOpasyiiTe crenyromme MNPEAJIOKEHUS CO CKa3yeMbIMU B JEHCTBUTEILHOM 3ajiorTe B
NPE/ITIOKEHUS CO CKa3yeMBbIMH B CTPa/IaTEIIbHOM.

1. Final goods adsorb the value of intermediate components and services.

The value of intermediate components and services is absorbed by final goods.

CTOMMOCTB TIPOMEKYTOYHBIX KOMIIOHEHTOB ¥ YCIIYT MOIVIOIIACTCS KOHEYHBIMU TOBapaMH.

2. Investment in new production processes improve economic efficiency.

Economic efficiency is improved by investment in new production processes.

DOxoHOMHYECKast 3P PEKTUBHOCTH MOBBIIIAETCS 32 CYET HHBECTHUIMI B HOBBIC TIPOU3BOJICTBEHHBIC
MIPOIIECCHI.

3. Economics analyzes society's production and consumption level.

Society's production and consumption level is analyzed by economics.

VYpoBeHb POU3BOACTBA U MOTPEONICHHS OOILECTBA AaHATM3UPYETCSI SIKOHOMHKOM.

4. People consume goods and services.

Goods and services are consumed by people.

Jlromu NOTPEONISIOT TOBAPHI U YCIIyTH.

5. The producers of the goods maintain the revenue for every worker of the firm.

The revenue for every worker of the firm is maintained by the producers of the goods.

Jloxon Ut KaKJI0ro pabOTHHUKA (PUPMBI OAEPKUBACTCS IIPOU3BOIUTEIISIMI TOBAPOB.

6. The primary sector extracts raw materials out of agriculture and industry.

Raw materials out of agriculture and industry are extracted by the primary sector.

ChrIpbe U3 CEIbCKOTO X035HCTBA U MPOMBIIIICHHOCTH JJOOBIBACTCS IEPBUYHBIM CEKTOPOM.

7. The governments buy a considerable part of total output of goods and services.

A considerable part of total output of goods and services is bought by the government.
3HauuTeNbHAS YacTh OOILIErO BBHIMyCKAa IPOM3BOACTBA TOBAPOB MW YCIYI IOKYyHaeTcs
rOCYIapCTBOM.

VI. [lepeBeaute ciieqyronme MeX1yHapOaHbIE CIIOBA.

Reserve - peseps, strategy - cTpaTerus, exports - IKCIOpT, equivalent - skBUBaneHT, investment -
WHBeCTHUIMS, statistics - craructuka, dividend - nuBuaeHa, migration - MUTpanus, rent - peHTa,
partner - mapTHep, special - criermansHbIi, specific - cnenuduunblid, dynamic - JUHAMUYHBIH, tO



finance - ¢unancuposars, tariff - Tapud, licence - nmunensus, dividend - nuBuaenn, subsidy -
cyocuaus, imports - UMIOPT, privatization - npuBaru3zamys, standard - crangapt, quota - KBoTa,
indicator - uHIUKATOp, protectionism - MPOTEKIIUOHU3M.

VIL IlepeBenute npemiokeHust, o0Opaiiasi BHUMaHHE Ha KOHTEKCTyaJIbHBIE CJIOBA «it» U «oney.

1. It is important to know that the product should be designed to function as efficiently as
possible in relation to its price and use.

BaxHO 3HaTh, 4TO MPOAYKT JNOKEH OBITH CHPOEKTHPOBAH TaK, YTOOBI (PYHKIIMOHUPOBAJ Kak
MOXHO Oosee 3(h(heKTUBHO NPUMEHHUTENBHO K €T0 IIeHE U UCIOIb30BaHUIO.

2. When a manufacturer sells more than one product, there is a brand choice issue.

Korna mpowusBoautens mpogaer Oojee OAHOTO MPOAYKTa, TO BO3HHMKAET Mpobdiema BBIOOpa
OpeHpa.

3. It was our director who spoke about the losses of the company.

VIMeHHO Hall TUPEKTOp paccKaszall O HOTePSX KOMITAHHH.

4. One should remember that a consumer prefers the goods of high quality and of reasonable
price.

Criemyer mOMHHUTb, YTO MOTPEOUTEINH MPEANOYUTACT TOBAPHI BEICOKOTO KauyecTBa M MO pa3yMHOU
LICHE.

5. If the new system of management gives good results, it should be widely used.

Ecnmu HOBas cucremMa MEHEIKMEHTA JaeT XOpOILIWE pe3ysibTaTbl, €€ CJIEeAyeT IIUPOKO
UCTIOJIb30BaTh.

6. It is a reduction in incomes that influenced the quantity of the goods consumed.

VIMEeHHO CHM)KEHHUE JOXOJ0B MOBIHSIIO HA KOJIMYECTBO MOTPEOISIeMbIX TOBAPOB.

7. 1 don’t like this method, let us use another one.

MHe He HpaBUTCS ATOT METO, JABANTE UCIOJIb30BaTh APYTOM.

8. One economizes by buying large amounts of goods.

DKOHOMST 32 CYET MOKYIKHU OOJIBIIOTO KOJIMYECTBA TOBAPOB.

VIII. IlepeBemute mnpemniokeHus, oOparias BHHUMaHHE HAa MOJANbHBIE TIJAroiibl WU WX
SKBHUBAJICHTHI.

1. Cultural patterns and customs may dictate that sales are to be accompanied by certain non-
business activities.

KynbrypHBIE 0COOCHHOCTH U 00BIYaU MOTYT JUKTOBATh, YTO MPOAAKHU JOJIKHBI COTIPOBOXKIATHCS
ONPENEIICHHON HEKOMMEPUECKOMN AEATEIbHOCTBIO.

2. Many salespeople have to earn a commission or percentage on the amount of products they se

MHoruM npopaBlnaM NPUXOAMTCS 3apabaThIBaTh KOMHUCCHOHHBIE WIIM MPOLEHTHI C KOJIWYECTBA
MPOJYKTOB, KOTOPBIE OHU MPOIAIOT.

3. Information about manufacturing should help managers identify costs that they may be able to
reduce.

Wudopmanuss 0 MpOU3BOACTBE AOJIAKHA TOMOYb MEHEIKEepaM OIPENeNIUTh 3aTpaThl, KOTOpPbIC
OHHU MOTYT COKPaTHUTb.

4. Investors, creditors and others of financial accounting information must decide whether to
invest in or lend to oiganization, and on what terms.

WHBeCTOpbI, KpEeOUTOphl M JApYrHe Julla, [oiydaromue (UHAHCOBYIO OyXTaJaTepcKylo
MH(POPMALIMIO, AOJKHBI PEIINTh, CIEAyeT JM BKIAAbIBATh CPEICTBA B OJAHM3ALMIO WM Ha
KaKUX YCIIOBHSX.

5. One should remember that accountants need to understand the three basic forms of business
organization: sole proprietorships, partnerships, and corporations.

Caenyer MOMHUTH, YTO OyXrajarepaM HY:KHO NMOHUMAarh TPU OCHOBHBIE (POPMBI OpraHH3alUU
Ou3Heca: MHAWBUIYAIbHOE MPEIIPUHUMATEIBCTBO, TAPTHEPCTBO M KOPIIOPALIUH.

6. Most companies should borrow money for both long- and shortterm operating needs.
BONbIIMHCTBO KOMIIaHW JOJKHBI 3aHUMATh JCHBIM KakK JUIsl JOJTOCPOYHBIX, TaK H IS



KPaTKOCPOYHBIX HKCILTYaTallMOHHBIX HYXI.

7. All public utilities, such as electric, gas, and telephone companies are regulated and must
defend their rates with accounting reports.

Bce komMMmyHalbHBIE TpENNPUATHS, TaKWE KaK OdIEKTPUYECKUE, Ta30Bble M Tele(hOHHBIC
KOMIAHWH, PETYIHUPYIOTCS U AOJKHBI 3alIMIIATh CBOM Tapu(bl C MOMOUIbIO OyXIraaTepCKuX
OTYETOB.

IX. ITogOepuTe mapbl 3KBUBAJICHTOB.

1) income 3) noxon
2) tax 1) nanor
3) output 2) BBIIYCK, IPOU3BOAUTEIBHOCTD

4) statement 7) oTuer

5) investment 4) HHBECTHpPOBaHUE

6) evaluation 6) oreHka

7) accountant 9) Oyxrantep

8) measurement 5) n3mepenue

9) transaction 8) crmenka

X. IlepeBenuTe Ha aHIIMUCKUHN S3bIK, OOpalasi BHUMaHHE Ha CIIy4aH COTJIaCOBAaHHS BPEMEH.

1. OH cka3zai, 4To MJIATUT HAJIOTH CBOEBPEMEHHO.

He said he paid taxes on time.

2. OH ckazaj, 4yTO OH 3aHAT, YTO OH IOJCYUTHIBAET CyMMY Hajora, KOTOPYIO OH JOJDKEH
3aIUIaTHUTb.

He said he was busy, he was calculating the amount of tax that he had to pay.

3. OH ckaza, 4To ero ¢pupma 3araTuia BCe HaJOTH 3a MPOILIBIA TO.

He said his company had paid all taxes for the past year.

4. OH cka3ai, yTo OHHU OyyT 00s3aTeIbHO IJIATUTh HAJIOTH U B CIEIYIOIIEM TOAY.

He said they would definitely pay taxes the following year.

XI. IIpounTaiite TekcT. Boibepure U3 mpeasioxKeHU 1MOciIe TeKCTa To, KOTopoe Hanbosee TOYHO
nepeaaeT MaBHYIO UICI0 TEKCTa.

What is Commodity?

The commodity is a product of labour made for exchange. Commodity production is a
type of economic organization of society in which products are made for sale rather than for
consumption by the produces themselves.

For products of labour to become commodities, it is necessary, first of all, to have a
division of labour whereby a person produces not everything he needs for his own consumption
but specializes in some kind of production. Secondly, the means of production must be owned by
individuals or groups of individuals. When these two conditions exist, the sale and purchase of
commodities become an economic necessity.

When we compare and evaluate commodities we are actually comparing the amount of
labour contained in them. The labour embothed (BommomenHsI) in a commodity determines
(ompenensier) the value of the commodity. Labour itself is not value. It only takes on value when
commodities are produced for exchange.

Yrto Takoe ToBap?

ToBap — 3TO MPOIYKT Tpy/a, NpeIHa3HaYeHHbIH 11 oOMeHa. [Ipon3BoaCTBO TOBapOB —
3TO THUN 3KOHOMHYECKOW OpraHuM3aluu OOIIecTBa, B KOTOPOM TOBaphl MPOMU3BOAATCS JUIS
MPOJAXH, a HEe TS MOTPEOICHUsI CAMUMU TIPOU3BOAUTEIISIMHU.

UrtoObl MPOAYKTHI TPyJa CTAIN TOBAPOM, HEOOXOIUMO, MIPEXkKAE BCETO, pasJesieHre Tpy/a,
IIPU KOTOPOM YEJIOBEK MPOU3BOAUT HE BCE, UTO €My HYKHO JUIsi COOCTBEHHOTO MOTpelneHus, a
CHEeLMATU3UPYETCsl Ha KAaKOM-TO BHJE TNPOU3BOACTBA. Bo-BTOPBIX, CpeAcTBa MpPOM3BOICTBA
JOJDKHBL TIPUHAJUIEKATh OTIACNBHBIM JIMIIAM WM Tpynnam Jjui. Korma »tu 1Ba ycinoBHA
CYIIECTBYIOT, TO NMPOAAXKa U MOKYIIKa TOBAPOB CTAHOBATCS SKOHOMUYECKOH HEOOXOAUMOCTBIO.

Korna MbI cpaBHHBaEeM M OILICHHBAaEM TOBAphl, Mbl (PaKTHUECKH CPAaBHUBAEM KOJIHUYECTBO



Tpyaa, copepikamerocss B HuX. Tpya, BOIUIOIIEHHBIH B TOBAap, OMpEIENsSeT CTOMMOCTh TOBapa.
Tpyn cam mo cebe He sBIseTcs LEHHOCTHIO. OH MPHOOpETAaeT IEHHOCTh TOJBKO TOTZAA, KOIJa
TOBApHI MPOU3BOAATCS JJIs1 OOMEHa.

2. The text is about commodity production and division of labour. Tekct 0 mpousBoaCTBE
TOBApOB U pa3eICHUU TPyAa

XII. IlepeBenure Ha PYyCCKUM SI3bIK T€ MPEIUIOKECHHUS TEKCTA, B KOTOPBIX CKAa3yeMOE€ CTOUT B
CTpaJaTeIbHOM 3aJI0Te.

Commodity production is a type of economic organization of society in which products are
made for sale rather than for consumption by the produces themselves.

[Tpon3BOACTBO TOBAPOB — 3TO TUI HKOHOMHUYECKOW OpraHU3aluy 0OLIeCTBa, B KOTOPOM TOBapHI
MIPOU3BOJIATCS JUIS IPOJAXKH, a HE JUISI MOTPEOICHUS] CAMUMU TPOU3BOAUTEIISIMHU.

Secondly, the means of production must be owned by individuals or groups of individuals.
Bo-BTophIX, cpencTBa MPOU3BOACTBA JOJDKHBI MPUHAIICKATh OTAEIbHBIM JIUIAM WM TPpyHIaM
JIMIL.

It only takes on value when commodities are produced for exchange.

OH npuobpeTaeT IIEHHOCTh TOIBKO TOTIIA, KOTIa TOBAPBI MPOU3BOIATCS Il OOMEHa.
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3. METOJUYECKHUE PEKOMEHJAIINU K CAMOCTOSATEJIbHOM PABOTE

CamocrositeibHas padora Ne 1
Tema — Companies
Comprehension

. Answer the questions basing on the text.
. What are the two meanings of the word _organization‘?
. What is meant by the internal organization of a business?
. How does formal organization differ from informal organization?
. What are some of the principles of organization mentioned in the text?
. What is the difference between a centralized and decentralized organization?
. What is the main advantage of a line-and-staff organization over a line organization?
. What is the main disadvantage of a functional organization?
. From what two superiors is a person employed in a matrix organization likely to receive
rders or instructions?
. Expand the sentences.
. In the organizing process, management sets up ... .
. Formal organizations are ... .
. Informal organizations exist ... .
. By following the four principles, management creates an organization that is ... .
. The three major kinds of internal structures are ... .
. A line organization is an internal business structure in which every employee ... .
. The staff specialists perform ... .
8. An organization in which managers are assigned the responsibility for all activities and
decisions in certain defined functional areas of operations is called ... .
10. Put the following key sentences in the order according to the text.
a. Advantages and disadvantages of each organization structure.
b. The four principles of good organization.
c. The three basic organization structures.
d. The difference between organizing and organization.
e. Distinguishing between formal and informal organizations.

Reading 2
1. Here are some ideas for creating a good working environment. Which do you consider a)
crazy? b) good for motivating staff?
m singing at meetings
m dressing in strange clothes at meetings
m having no individual offices
m unisex toilets
m organizing company holidays
m encouraging managers to invite staff home for dinner
m buying birthday presents for staff
m keeping animals and birds at head office
m supplying flowers regularly for all offices
m having no dress code
2. Read the article. Which of the ideas above are used by the Finnish company, SOL?
Smart in yellow uniforms, staff hurry about in Finland‘s $60 million-a-year SOL cleaning
company carrying laptops and the latest Nokia mobile phones, as well as heavy-duty vacuum
cleaners.This is a company in which people work when they like, and flexibility is being strongly
tested. It is one that Dr. Joseph Juran, the management guru based in New York, considers to be
the future. SOL‘s owner, Liisa Joronen, a slim, charismatic brunette of 50, back from a 90-mile
keep-fit cross-country ski run in Lapland, says that she has thrown out traditional management
styles and hierarchies in favour of people motivation and the strict auditing of targets.
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She has brought fun to the workplace in a nation noted for its engineering innovation, but also
for its people‘s shyness and introversion. This most extrovert of Scandinavian business leaders
sometimes dresses as a sunflower and sings at sales meetings if it will help. The company‘s
name is from the Spanish for sun, and its sun logo has a curved line turning it into a smile.The
key words around SOL are freedom, trust, goals, responsibility, creativity, joy of working and
lifelong learning, Ms Joronen says. People‘s creativeness is restricted by routine and traditional
office hours. As work becomes more competitive, so we need more flexible, creative and
independent people. To help staff towards independence of mind, Liisa has abolished territorial
space, such as individual offices and desks, and organized a communal area similar to a social
club. It has a colourful playground, with trees, caged birds and small animals, a nursery, a
billiard table, sofas, modern art and kitchen corners.Staff sit anywhere. There is not a secretary in
sight. The boss makes the tea if everyone is on the phone to the field teams. Headquarters can be
empty in the day and busy in the evenings and weekends. One headquarters worker, keen to go
to midweek tango classes, was switching tasks with a colleague. The person supervising the
cleaning of Helsinki‘s metro was working from home.Flying the country Economy Class, Liisa
tells 3,500 staff at 25 branches to kill routine before it kills you. At SOL Days, Japanese-style
motivation sessions, she has the whole hall dancing, and urges staff: The better you think you
are, the better you will become.Half the country sees Liisa as a revolutionary boss, and several
television programmes have been devoted to her. The other half thinks she is crazy.From The
Times

3. Work in two groups. Group A completes the information file on Liisa

Joronen. Group B completes the information file on her company, SOL. When you have
finished, check each other™s files.

A. Liisa Joronen

Age:

Position:

Physical appearance:

Personality:

Leadership ideas/style:

Public image:

B.SOL cleaning company

Location:

Number of staff:

Number of brunches:

Logo:

Working conditions/practices:

4. Which of these adjectives describe the type of worker SOL likes to employ?

fun-loving competitive ambitious responsible animal-loving shy punctual independent flexible
creative

5. Read these extracts from the article. Which word is similar in meaning to the highlighted word
in each extract?

1. Smart in yellow uniforms, staff rush about in Finland‘s $60 million-ayear SOL-cleaning
company.

a) intelligent b) colourful c¢) well-dressed

2. SOL‘s owner, Liisa Joronen, a slim, charismatic brunette of 50...

a) powerful b) charming c) inspiring

3. This most extrovert of Scandinavian business leaders sometimes dresses as a sunflower...

a) lively b) quiet c) creative

4. People‘s creativeness is restricted by routine and traditional office hours.

a) developed b) destroyed c) limited

5. Liisa has abolished territorial space, such as individual offices and

desks.



a) increased b) stopped c) reduced

6. One headquarters worker, keen to go to midweek tango classes, was

switching tasks with a colleague.

a) changing b) planning c¢) sharing

6. Discuss these questions.

1. Would you like to work in a company like SOL?

2. Which of Liisa Joronen‘s ideas would you like to introduce into your

own company or organization? Which would you not like to introduce? Why?

Listening

1 1. Listen to the first part of an interview with the British Airways

Project Manager for the new office complex, Waterside, and make notes. Then

answer these questions.

1. What were Chris Byron‘s three main objectives concerning Waterside?

2. What three special features of Waterside does he mention?

1 2. Now listen to the second part of the interview and answer the questions.

1. What does Chris Byron mean by the term _flexible working‘? Give examples.

2. Which of the facilities below are provided at Waterside for employees?open-learning
education

a supermarket in the building

electronic shopping

excellent meals

free videos

company cars

3. Why were there so few problems when staff moved to Waterside?

3. Discuss these questions.

1. How will Waterside help to improve efficiency and profitability?

2. What other facilities could Waterside provide for BA employees?

3. Would you like to work at Waterside? Give your reasons.

Translation

a) Translate the following passage from English into Russian paying attention to business
vocabulary.

If one person sets up and runs the company, the form of ownership is called _sole trader‘. The
person provides all the capital and has unlimited liability for business debts, even if this means
selling personal assets. In a limited company (AmE corporation), the capital is divided into
shares,

which are held by shareholders. Shareholders have limited liability, but they can vote at the
Annual General Meeting to elect the Board of Directors. There are two types of limited
company:

1) in a private limited company, all shareholders must agree before any shares can be bought or
sold.

2) in a public limited company, shares are bought and sold freely, for example, on the stock
exchange.

A partnership is created when a group of people provide the capital, set up the company and
manage it together. There are two types of partnership:

1) Partners in an unlimited partnership are like sole traders — if the business fails they are fully
liable for all debts, and may even have to sell personal assets.

2) In a limited partnership there can be sleeping partners who do not participate in the
management of the company. Sleeping partners have limited liability — in the event of
bankruptcy, they only lose their investment, not their personal assets.

b) Translate the following passage into English using your active vocabulary.

HN3-3a MHOTOOOpa3us pupM MX MPHHATO TPYIIIUPOBATh, pa3inyas 10 pa3HbIM MIPU3HAKAM:



0 pasMepaM — Majble, CpeaHHe, KpyIHbIE, [0 OTPaciICBOM TPHHAUICKHOCTH —
MIPOMBIIIICHHBIC,CTPOUTEbHBIE, (UHAHCOBBIC, WHBECTUIIMOHHBIC, CTPAaXxOBble H  TMP.;NO
OpPTraHU3allMOHHON CTPYKType — JIMHEHHas, (QyHKOuoHanbHass W 1p. JlunelitHoe wu
(YHKIMOHATBHOE PYKOBOJACTBO — 3TO CHUCTEMa YIPABICHHS B KPYNHBIX OpraHU3alMsAx, I7Ie
CYIIECTBYIOT JIBE€ CAMOCTOSITEIbHbIC HEPAPXUU:
JIMHEWHOE PYKOBOJCTBO BKJIIOYAET JIMHEHHBIX PYKOBOAMUTEIICH, OTBEUYAIOIIHUX 3a OINPEICICHUE
MIOJIUTUKH M BBIMIOJIHEHUE OCHOBHBIX (DYHKIIMHA OpraHu3alMu(TaKuX, KaK MPOU3BOJICTBO, COBIT U
T.I.), B TO BpeMsl KaK ()yHKIIMOHAIbHOE PYKOBOJICTBO U CAMOCTOSITENIbHBIE (DYHKIIMOHATbHBIC
PYKOBOJIMTENN OTBEYAIOT 3a OOecreyeHue HEOOXOMUMBIX JUIsl 3TOTO YCIIOBHM, TakuX , Kak
MaTepHaAIbHO-TEXHUUECKOe U (UHAHCOBOE OOCITY)KMBAaHUE, CKIAJAUPOBAHUE, OYyXTalTEepPCKHi
yU€T, TPAHCIIOPT, BCE BOIPOCHI KaJ[PpOBOTO 00ECIICYCHUS U MOTUTHKH, SKCIUTyaTallud U PEMOHTa
obopynoBanusi.Ha mpakTuke NpUMEHSIOTCS BCE TIEPEUUCIICHHBIE TPYIIITUPOBKHU H LIEJbIH
pan apyrux. OJHAKO ONpeaesounii Kpurepuid paszaenenus ¢pupm — ¢popma codcTBeHHOCTH. B
3TOM clly4yae B paMKax YaCTHON cOOCTBEHHOCTH MOKHO BBIJICIUTH TpH BHJA (TpU (HopMBbI) GpupMm:
WHAMBUIyalbHas (cemeiiHas) ¢upMa;ToBapuiecTBo;Kopropanus. Kaxmas u3 stux Qopm
pasnuyaeTcs Mo YeTHIPEM MPHU3HAKaM: 0 YHCIY COOCTBEHHHMKOB, IO CTENIEHH OTBETCTBEHHOCTH,
1o crocoOy MpUBIICUYEHUS KAHUTaNla, TI0 XapaKTepy pachpeeeH st JOX00B.
Self-study section. Grammar revision
Choose the correct or best phrases in each group.
1 a) the secretary of Mr Lorenzo
b) Mr Lorenzo's secretary
¢) Mr Lorenzo secretary
6 a) a personnel's policy
b) a policy of personnel
¢) a personnel policy
2 a) our company future
b) our companies future
c) our company's future
7 a) a salary increase
b) an increase of salary
c) a salaries increase
3 a) last year's results
b) last year results
c) the results of last year
8 a) a contract breach
b) a contract's breach
¢) a breach of contract
4 a) our sales target
b) our sale target
c) our target of sales
9 a) unemployment figures
b) figures of unemployment
c¢) unemployment's figures
5 a) last month board meeting
b) last month's board meeting
10 a) 5-million-dollars project
b) a 5-million-dollar project
c) board meeting of last month c) a project of 5 million dollars

CamocrositesibHass padora Ne 2
Tema - Planning
THE FUNCTIONS OF MANAGEMENT



1. Read the text and decide what new information you can find in the text.
PLANNING AND ORGANISING
The main functions are planning, organising, staiffing, leading and controlling. Planning
involves selecting objectives and the actions to achieve them, it requires decision making.
Decision making is choosing future courses of action from among alternatives. No real plan
exists until a decision has been made. Before a decision is made, all we have is a planning study,
an analysis, or proposal, but not a real plan.Planning bridges a gap from where we are to where
we want to be in a desired future. It strongly implies not only the introduction of new things; but
also sensible and workable implementation. There is no more important and basic element in
establishing an environment for performance than enabling people to know their purposes and
objectives, the tasks to be performed, and the guidelines to be followed in performing them. If
group effort is to be effective, people must know what they are expected to accomplish.
Organising. People working together in groups to achieve some goals must have roles to play,
much like the parts actors fill in a drama.The concept of a —rolel implies that what people do
has a definite purpose or objective; they know how their job objective fits into group effort, and
they have the necessary authority, tools and information to accomplish the task. Organising is
that part of managing that involves establishing an intentional structure of roles for people to fill
in an organisation. It is intentional in the sense of making sure that all the tasks necessary to
accomplish goals are assigned to people who can do them best. The purpose of an organisation
structure is to help in creating an environment for human performance.To design an effective
organisation structure is not an easy managerial task. Many problems are involved in making
structures fit situations, including both defining the kind of jobs that must be done and finding
the people to do them.
STAFFING, LEADING AND, CONTROLLING
Staffing involves filling and keeping filled the positions in the organization structure.This is
done by defining work-force requirements, inventorying the people available, recruiting,
selecting, placing, promoting, planning the career, compensating and training.Leading is
influencing people so that they will contribute to organisation and group goals; it has to do with
the interpersonal aspect of managing.All managers would agree that their most important
problems arise from people — their desires and attitudes, their behaviour as individuals and in
groups.Effective managers also need to be effective leaders. Since leadership implies
followership and people tend to follow those who offer a means of satisfying their own needs,
wishes and desires, it is understandable that leading involves motivation, leadership styles and
approaches, and communication. Controlling is the measuring and correcting of activities of
subordinates to ensure that events conform to plans.It measures performance against goals and
plans, shows where negative deviations exist and by correcting deviations helps ensure
accomplishment of plans.
Although planning must precede controlling, plans are not self-achieving. The plan guides
managers in the use of resources to accomplish specific goals.
Then activities are checked to determine whether they conform to plans.Control activities
generally relate to the measurement of achievement. Each means of controlling shows whether
plans are working out. If deviations persist correction is indicated. But what is corrected?
Activities, through persons. Nothing can be done unless one knows who is responsible for these
functions. Making events to conform to plans means locating the persons who are responsible for
results that differ from planned action and then taking the necessary steps to improve
performance. Thus, outcomes are controlled by controlling what people do.
NOTES TO THE TEXT:
1 bridges a gap mpoKiIaasIBaTh MOCT, 3]1. SIBIISIETCS
CBSI3YIOIIUM 3BEHOM
2 much like the parts actors fill in a
drama
OYEHb MTOXO0KUE HA T€ POJIU, KOTOPHIE



aKTephl UCIIOJHSIOT B Cepuale

3 an intentional structure 311. 3anporpaMMupoOBaHHast CTPYKTypa

OpraHu3aIIH

4 making structures fit situations —mOATOHATH| CTPYKTYpPY 1OA KOHKPETHBIE

yCIIOBUS PaOOTHI

5 people tend to follow those who offer a means of satisfying their own needs

JIOAM CKJIOHHBI CJIEJIOBATh 3a TEMH, KTO MpeUlaraeT UM CpeICTBa Ui YAOBJIETBOPEHUS HUX
noTpedHOCTEN

6 It measures performance against goals and plans. oH (KOHTPOJIb) cOpa3MepsieT UCTIOTHEHHUE C
LEJSIMH U TUTaHAMH

7if deviations persist ecu OTKJIIOHEHUS TPOIOJIKAIOTCS

8 It means locating the persons who are responsible for resultssTo o3HadaeT HalTH TeX, KTO
OTBEUAET 3a PE3yJbTar ... (OTBETCTBEHHBIX JIFOAEH).

Answer these questions.

. How is staffing defined?

. What is to be done to perform staffing effectively?

. How should leading influence people?

. What aspect of managing is it?

. What do the most important problems of managing arise from?

. What does leadership imply?

. What does leading involve?

. What is controlling?

. Why is it important?

10. Why is it necessary to check the activities of subordinates?

11. What does each means of controlling show?

12. How can deviations be corrected?

13. What does it mean to make events to conform to plans?

O 00 1IN DN WK =

WHAT IS MANAGEMENT?
This text summarizes some of Peter Drucker's views on management. As you read about his
description of the work of a manager, decide whether the five different functions he mentions
require the four qualities you selected in your discussion, or others you did not choose.

WHAT IS MANAGEMENT?
Peter Drucker, the well-known American business professor and consultant, suggests that the
work of a manager can be divided into planning (setting objectives), organizing, integrating
(motivating and communicating), measuring, and developing people.e First of all, managers
(especially senior managers such as company chairmen -and women - and directors) set
objectives, and decide how their organization can achieve them. This involves developing
strategies, plans and precise tactics, and allocating resources of people and money. ¢ Secondly,
managers organize. They analyse and classify the activities of the organization and the relations
among them. They divide the work into
manageable activities and then into individual jobs. They select people to manage these units and
perform the jobs. ¢ Thirdly, managers practise the social skills of motivation and communication.
They also have to communicate objectives to the people responsible for attaining them. They
have to make the people who are responsible for performing individual jobs form teams. They
make decisions about pay and promotion. As well as organizing and supervising the work of
their
subordinates, they have to work with people in other areas and functions.s Fourthly, managers
have to measure the performance of their staff, to see whether the objectives set for the
organization as a whole and for each individual member of it are being achieved. ¢ Lastly,
managers develop people - both their subordinates and themselves. Obviously, objectives
occasionally have to be modified or changed. It is generally the job of a company's top managers



to consider the needs of the future, and to take responsibility for innovation, without which any
organization can only expect a limited life. Top managers also have to manage a business's
relations with customers, suppliers, distributors, bankers, investors, neighbouring communities,
public authorities, and so on, as well as deal with any major crises which arise. Top managers are
appointed and supervised and advised (and dismissed) by a company's board of directors.
Although the tasks of a manager can be analysed and classified in this fashion, management is
not entirely scientific. It is a human skill. Business professors obviously believe that intuition
and 'instinct' are not enough; there are management skills that have to be learnt. Drucker, for
example, wrote nearly 30 years ago that 'Altogether this entire book is based on the proposition
that the days of the "intuitive" manager are numbered,* meaning that they were coming to an
end. But some people are clearly good at management, and others are not. Some people will be
unable to put management

techniques into practice. Others will have lots of technique, but few good ideas.

Outstanding managers are rather rare.

* Peter Drucker: An Introductory View of Management

. Answer these questions.

. What management functions are described in the text?

. How is planning defined?

. What activities does the organizing function involve?

. What does Peter Drucker mean by the integrating function?

. What does measuring mean?

. What is the final function according to Peter Drucker?

. What is the main job of a company's top manager?

. Why can you say that management is a science?

. What arguments does the author give to prove that management is an art.?

. Summarize information and retell the text

A OO INN DB WLV~ W

CamocrositesibHas padora Ne 3
Tema- Staff management
Speaking
Read the case critique and answer the following questions.
What is the name of the reporting system that the chief executive officer of the Thomas National
Group originally set up for the organization? What were some of its shortcomings?
2. What was the form of departmentalization originally chosen? What were some of its
limitations?
3. What new form of departmentalization was added to the old structure?
4. Is the new organization structure more centralized or less centralized than before? What are its
advantages and disadvantages?

When Tom Barrea, chief executive officer, set up an organization structure for his company,
he did it all by the book. The Thomas National Group would provide data processing services to
other companies for a fee. The company would be relatively small, with about 100 employees.
As chairperson, Tom had three vice presidents reporting to him. Each was in charge of a separate
function — marketing, programming, and data processing. In turn, each of these vice presidents
had a number of specialized managers reporting to them. Under this system, when someone
down the line had a problem, the employee would bring it to his or her manager for an answer. If
it couldn‘t be resolved at that point, the problem would be relayed up the line to the next level
for solution. Work had been delegated so that each person knew the limits of responsibility and
authority and who his or her boss was. Problems began, however, when this vertical system kept
the company‘s relatively small staff of people from communicating with one another across
functions. If a programmer got an idea, for example, it would have to pass up the line to the
president before getting the benefit of the thinking in, say, the data processing department. The
company was also adding new services to be offered to its customers. Under the original



organization system, there would have to be a specialist for the new service in each department.
Gradually, communications in the company broke down. Problems took forever to be solved.
Management was increasingly indecisive. Finally, Barrea changed the company‘s organization
structure. Instead of a narrow, vertical pattern, he created a broader, horizontal one. Now Barrea
has only the three functional vice presidents reporting to him, he also has an executive vice
president to coordinate administrative affairs and three vice presidents who head up the new
special services. Each vice president has been given greater authority to deal with problems in
his or her area. Barrea is in constant touch with all seven vice presidents. He encourages
communications between departments. And even the lowest-ranking person in the organization
has only a level or two to get to the top.
CamocrositesibHas padora Ne 4
Tema — Conflict
INDIVIDUAL ACTIVITIES
1. Summarize the information of the Unit to be ready to speak on Management.
2. Choose any question (problem, topic) relating to Management and make a 10-12 minute report
in class. Refer to different additional sources to make your report instructive, interesting and
informative.
3. Study the classified advertising section of a newspaper or an employment web site. Identify
three management job listings. One of the listings should describe a top management position,
another a mid-management position, and the third a supervisor position. Develop a table that lists
the main duties the person in each position needs to perform. Classify these duties within the
management functions.
4. Use the Internet or library to identify and gather information on the top executive of a large
corporation. Prepare a report on the manager, describing the person's career path to his or her
current position. Identify the important responsibilities of the executive in leading the company.
5. What advice would you give to senior managers on how to avoid and manage in a
crisis?
CamocrosiTesibHas padora Ne 5
Tema - Starting your business

I Grammar

Put the verb into the correct form (Present Simple, Present Continuous, Present Perfect, Past
Simple, Past Continuous, Future Simple, be going to)

1.With whom you (to talk) yesterday?

2.1 (to see) this film this week. I like it very much.

3. When I (to enter) the kitchen, I (to see) that my mother (to stand) at the table and (to

cut) some cabbage. She (to cook) dinner.

4. They (to go) to the Hermitage last week.

5. They (to be) to the Hermitage twice this week.

6. Yesterday afternoon he (to come) home, (to have) dinner,
(to read) an article from the lat-est magazine and (to begin) doing his

homework.

7. When your friend (to return) from the south? — She (to return) yesterday. — You

(to go) to the station to meet her? — No, I ..., | (to be) too busy.

8. Your brother (to return) from the north? — Yes,... He (to come) back a

few days ago.

0. You (to be) to the Crimea? When you (to be) there? — 1

(to be) there in 2005.
10. As soon as I (to see) him, [ (to understand) that he (to

work) hard. He (to write) something and (not to notice) anything.




11. When I (to come) home yesterday, the children (to run) and

(to sing) merrily. «We (to learn) a new song!» they cried.

12. When I (to hear) a cry, I (to run) out of the room and
(to see) that a child (to lie) on the ground and (to cry). «What

(to happen)? Why you (to cry)? You (to hurt) yourself?» I
asked.
13. Sam just (to have) breakfast. He (not to have) it yesterday because
he (to have) no time.
14. What you (to do) now? I (to write) a letter. I (to send)
it tomorrow.
15. They (to travel) every year but they (not to go) anywhere last year.
16. Look! The puppy (to sleep).
17. Have you ever (to be) to London? Yes,
18. The weather (to be) terrible yesterday. I hope it (to be) better
tomorrow. And What the weather (to be) today? It (to be) cloudy.
19. We (not to have) the lesson yesterday because the teacher (to be) late.
20. My cousin (to do) morning exercises every day. You (to do)
morning exercises? No,
21. Kate and her brother (not to go) to school by bus. Kate (to go) by
taxi and Mike (to go) by tram.
22. What you usually (to do) after school?
23. He (not to finish) his homework yet.
24. When Tom (to come) home yesterday? He (to come) at 9.
25. Who (to watch) TV every day? I
26.. A: Why are you turning on the television? B: (I/watch) the news.

27. A: Oh, I've just realized. I haven't got any money. B: Haven't you? Well, don't worry.
(I/lend) you some.

28. A: I've got a headache. B: Have you? Wait there and (I/get) an aspirin for you.

29. A: Why are you filling that bucket with water? B: (I/wash) the car.

30. A: I've decided to repaint this room. B: Oh, have you? What colour (you/paint) it?
31. A: Where are you going? Are you going shopping? B: Yes, (I/buy) something for
dinner.

32. A: I don't know how to use this camera. B: It's quite easy. (I/show) you.

33. A: What would you like to eat? B: (I/have) a sandwich, please.

34.A: Did you post that letter for me? B: Oh, I'm sorry. I completely forgot. (I/do) it
now.

35 A: The ceiling in this room doesn't look very safe, does it? B: No, it looks as if (it/fall)
down.

Il Vocabulary

Answer the questions using active vocabulary
1.What is corporate culture?
2. What advantages and disadvantages of business plan do you know?
3. How to plan in a proper way?
ITI. Listening
Listen the interview and answer the questions in details.



1. Listen to Richard Rawlinson, Vice-President of the management consultants 8002 & Co.
Which four areas does 8002 & Co look at when analysing a company's organisation?
What can the comparison recognise?

How does Booz & Co analyse a company in more depth?

How was the American company organised?

What did Manufacturing and Marketing do?

What was the company not very good at?

How did the consultants want to change the organisation?

Nk W

CamocrositeibHas padora Ne 6 -7
Tema - Market Research and Marketing

1. Watch the video and answer the questions:
1. What reasons are there for advertising, apart from selling a product?
2. What are the four stages of a typical advertising campaign?
3. What are viral campaigns?
4. Regarding the Ronaldinho viral, what did people argue about?

5. What will be better for the company: viral or advertising campaigns ? Give your own
opinion.

2.Watch the video and make a project using a chart:

Use the following chart to make notes on the four Ps of one of your company’s products or
services. Then use your notes to give a short presentation of the product or service to the class.

Product
What are the important aspects of your product?
Why do people want to buy your product?

Price
What factors affect your price?

Placement
When and where is your product available to

customers? ‘
e | e m— e

Promotion
List the ways in which you reach customers.
What are your contact points?

CamocrosiTesibHas pabora Ne8
Tema — Conference

Make a speech and presentation.
You are attending a meeting of BNI and have to give 7-minutes speech to introduce the bank. (
Using information, words, phrases from Units “how to make a presentation” and “banking” )



Follow the plan:

1.The history of the bank
2. The type of the bank
3.Head office

4. Subsidiaries

5.Staff ( training)
6.Products/Service

7. Strategy of development
8. Turnover

9.Profits (last year)
10.Statistics and figures

JInTepatypa 1JIsl CAMOCTOSATEJILHOTO U3yYeHUsI
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OCHOBHOU 1ENBI0 CAMOCTOSITENILHON pa0OTHI SBISETCS OOECIEUYCHUE YCIOBUS I YCHEIIHON
npodeccHoHAIbHON  MOATOTOBKH  CHEIMATMCTOB  BBICOKOW  KBamu(UKAWUW,  OOJIAJaroINX
JOCTaTOYHBIM ~ YpOBHEM  C(OPMHUPOBAHHOCTH  TPO(ECCHOHANBHBIX 3HAHWM W yMEHHIA.
DBPUCTUYECKHUI MOTEHIIMAT CaMOCTOSTEIbHON pabOThl 3aKII0YAeTCsl B TIOJTOTOBKE CIICIUAHCTOB,
CIOCOOHBIX MPO(ECCHOHATBHO M MAaKCHUMAaJIbHO 3(P(PEKTUBHO JOCTHUraTh MOCTAaBIEHHBIX Ieei. B
mpolecce OpraHu3aui U (QYHKIMOHUPOBAHUS CAMOCTOSTEIBHON pabOThl PEIIaloTCs CIIEAYIOIINe
3amauyn: oOydeHue >(P(PEKTUBHBIM KOTHHUTHBHBIM YMEHUSM; (HOPMHUPOBAHHME TAKUX JIMYHOCTHBIX
KauecTB KaK AaKTUBHOCTh M OTBETCTBEHHOCTb. TeM HeE MeHee, caMOCTOsATelIbHas paboTa He
WCKITIOYaeT KOHTPOJS CO CTOPOHBI MperojaBaTelis, Oonee Toro, ee GOpMUPOBAHUE MPOUCXOIUT B
mpoleccax OMpe/IeNIeHus [eNeid, TOCTAHOBKHY 3a]1a4 U MIPEToAaBaTeIbCKOT0 KOHTPOJIS.

Uro kacaeTcsi OpraHU3allii CaMOCTOSITEIIBHON pabOThl HA 3aHIATHSIX [0 WHOCTPAHHOMY SI3BIKY Ha
HEsI3BIKOBOM (haKyJbTeTe, TO OCHOBHOE BHHMAaHHE COCPEIOTOUYEHO HAa (JOPMHUPOBAHUU Y CTYACHTOB
WHOSI3BIYHON KOMMYHHUKATHBHOW KOMIIETEHIIMH. OJTO MpeArnoiaraeT oOecledeHne WHTerpalun
CTYJIEHTOB B MHOTOSI3BIUYHYIO NMpOQecCHOHANbHYIO0 cpeny. ClaemayeT y4YHThIBaTh, YTO WHOS3BIYHAS
KOMMYHHKATHUBHAsI KOMIIETEHIUSI, B CBOIO OYepeib, MPEICTaBIsIET COOOW COBOKYITHOCTh 3HAHUH,
YMEHHA WM HAaBBIKOB, JOCTAaTOYHBIX JJIs TONydYeHHUs NPO(EeCCHOHANBHBIX 3HAHWHW W y4acTHS B
MpoIeccax MeXKYJIbTYPHOH KOMMYHUKAIIHH.

s popmupoBaHus afeKBaTHOM MOTHUBAIIMU HEOOXOJUMO: IOHUMAHHUE CTYACHTAMU 3HAUUMOCTH

BBITIONTHSIEMOM pa0OTHI; AaKTHBHOE YYacTHE CTYICHTOB B HCCIEIOBATEIBCKONW AEATEIbHOCTH
(MIpOEKThI, TpPE3CHTAUH) C TPUBJICUCHUEM JIOMOJHUTEIBHBIX HCTOYHUKOB HWH(POpPMAIUU
(3MeKTpOHHBIX, MevYaTHbIX). [To3HaBaTEIbHASI CAMOCTOSITENILHOCTh CTYJCHTOB PEaM3yeT CISAYIONIIe
IBPUCTHUYECKHUE YMEHUS: KOMMYHUKATHBHBIE (TOBOPEHHE); KOTHUTHBHBIC (ITOWCK U aKTyaau3alus
nH(pOpMaINN); peYeMBICIUTENbHBIC (aHAIN3, 00001IeHNe, HHTerpaus, TuddepeHuaus).
Takue KOMIIOHEHTBI COJIEPKaHUSI CAMOCTOSITENILHOW PabOThl CTYJIEHTOB KaK KyJIbTypa YMCTBEHHOTO
Tpyda, NPUOOIIEHUE K TBOPYECKUM BHJAM JIEATEIBHOCTH, pPAa3BUTHE WHTEIUIEKTYaTbHBIX
criocoOHOCTe M o0ecreyeHre BO3MOXKHOCTEH peanu3allii TBOPYECKOTO MOTEHIUANa CTYICHTOB
CBUICTENHCTBYIOT O 3HAYMMOCTH OTOTO BHUAA YYEOHOW JEATENBHOCTH U TpPeOyHT OT
MPETnoaBaTeIbCKOr0 COCTaBa MPUCTATFHOTO BHUMAHUS U UX IPUMEHEHHS B Y4eOHOM IpoIliecce.

2. YreHune U NepeBOA TEKCTOB PO eCcCHOHATBHON HANIPABJIEHHOCTH




TexcTbl npodeccuoHanbHOM HAIPABICHHOCTH HA HHOCTPAHHOM SI3bIKE TIOMUMO CBOEH OCHOBHOM
3aa4il — WH(OPMATUBHOCTH — IMOMOTAIOT TOMOJHUTH OOIIMN M TEeMAaTUYECKUH CIIOBApHBIN
3arnac, TPEHUPYIOT B IPOM3HOLICHUHM AHIVIMMCKUX CIOB U BBIPAXKEHUM, 3aKPEIUIAIOT IIPaBUIIA
aHIIMKACKOM TpaMMAaTUKHU IyTeM paz0opa TUIMUYHBIX MPUMEPOB, BCTPEUAIOLINXCS B TEKCTE M UX
MHOTOKPATHOTO TIOBTOPEHHS C LIEJIbIO 3aIIOMHUHAHUS, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM
peun.

CamocrosTrenbHass paboTa SBISETCS BaXKHOH COCTAaBIAIONICH YacThlO y4eOHOH MOATOTOBKH.
HauuHate ee HaJl0 C IOCTENEHHOI0 U3Y4YEHHS TEOPETUYECKUX UCTOYHUKOB, U B IIEPBYIO 04epEb
— C U3y4YeHus IpPaBWI YTCHHUS, OCHOB IIOCTPOCHMS pa3HbIX THIIOB IIPEIIIOKCHUM,
BCIIOMOTI'aTEJIbHBIX YaCTEH PEUH.

Jlnst oTpaOOTKM HAaBBIKOB YTEHHsI TPeOyeTcsi MHOTOKpaTHOE MOBTOpeHHe BeiayX. Heobxommumo
TaKXe TMOCTOSTHHO CBEPATHCS C NPABWJIAMU YTECHHUsS, TOKAa HE BBHIPAOOTAETCS HABBIK, HO IPH
MOCTYIIJICHUH B OOMXOJ HOBOW JIEKCHKH PEKOMEHIYETCSl CBEPUTHCS CO CIIOBAPEM M MPOBEPHUTH
COOTBETCTBUE €€ IPOU3HOLIEHUS HOPME.

BaxHyio ponb WrpaloT NpUBEACHHBIE B KaXIOM paszziene Io00ro y4deOHHMKAa TEKCTHl H
KOMMEHTapUud K HUM. B OOJIBIIMHCTBE HCMOJIB3YEMBIX YU4EOHBIX MOCOOUN TEKCTHI CHAO0KEHBI
[IOYPOYHBIMHU CIIOBAPSIMHU.

TekcTbl 1 BHEAyIUTOPHOIO YTEHUS IPEIHA3HAYCHBI JJI1 YTCHHUS U IIEPEBOAA C IIOMOLIBIO
cioBaps. MIX 1enb — pa3BUTHE HABBIKOB CAaMOCTOSATENBHOTO YTEHUSI M 00OTaIlleHHE CIOBAPHOTO
3amaca, pacIIMpeHHe KpYyro3opa, IOBBIIMIEHHE KYyJIbTYpHOIO YpPOBHS CTyZeHTOB. Pabota c
TEKCTaMH [JAeT BO3MOXKHOCTb OBJIQZICHUSI PA3JIMYHBIMU BHJAMU YTEHMsI (IIPOCMOTPOBBIM,
M3YYaIOINM, JIETAIBHBIM), BHIOOP KOTOPOTO 3aBUCHUT OT IIeJICH CTOSAIINX Tepes CTYACHTOM.

1. Padora ¢ TekcTom

TexcTbl nmpodeccuoHanbHOM HATPABICHHOCTH HA HHOCTPAHHOM SI3bIKE TIOMUMO CBOEH OCHOBHOMU
3ama4il — WH(OPMATUBHOCTH — IMOMOTAIOT TOIMOJHUTH OOIIUN M TEeMAaTUYECKUH CIIOBApHBIN
3amnac, TPEHUPYIOT B MPOU3HOIICHUH AHTJIMICKUX CJIOB U BBIPAXKEHUMN, 3aKPEIUISIOT MpaBUiIa
AQHTTUICKON TpaMMaTUKU MTyTeM pa30opa TUIMUYHBIX MPUMEPOB, BCTPEUAIOIINXCS B TEKCTE U HX
MHOTOKPATHOTO TIOBTOPEHHS C LIEJIbIO 3aIIOMUHAHUS, CIIOCOOCTBYIOT PAa3BUTHIO HABBIKOB YCTHOM
peun.

Otansl paboThl C TEKCTOM.

1.1.  IlpenrexcToBbli 3Tam:

- IPOYTHUTE 3aroJI0OBOK U CKaKUTE, 0 4eM (0 KOM) OyAeT UATH peub B TEKCTE;

- O3HAKOMbBTECH C HOBBIMHU CJIOBAMM M CIIOBOCOYETAHHUAMM (€CIM TaKOBBIE JTAHBI K TEKCTy C
MEPEBOAOM);

- POYUTANTE U BHIMUIIUTE CIIOBA, 0003HAUAIONMe  (IaeTcs pyCCKHi YKBHBAJICHT);

- BbIOEpHTE U3 TEKCTa CIIOBA, OTHOCAIINECS K U3y4aeMOl TeMe;

- HaliJUTE B TEKCTE HE3HAKOMBIE CJIOBA.

1.2.  TexkcToBslii 3TaIl:

- POYTHUTE TEKCT;

- BBIJIEJIMTE CJIOBA (CIIOBOCOYETAHUS WJIM MPENTIOKEHUS), KOTOPbIE HECYT Ba)KHYIO (KIIIOUEBYIO
uHpOPMaLHUIO);

- BBITIUIIIATE WM MTOYEPKHUTE OCHOBHBIC UMEHA (TEPMUHBI, ONIPEIeICHUs, 0003HAUCHHUS );

- chopmynHpyiiTe KIIFOUEBYIO MBICTH KaXI0TO ab3aria;

- OTMETBHTE CJIOBO (CIIOBOCOYETAHUE), KOTOPOE JyYlle BCEr0 NEPENAET COAEPKAHUE TEKCTa
(4actu TeKcTa).

1.3.  TlocnerekcToBblil 3Tam:

- 03aIJIaBbTE TEKCT;

- MPOYTHUTE BCIIyX MPEJI0KEHUS, KOTOPbIE MOSICHSAIOT HA3BAHUE TEKCTA;

- HAIUTE B TEKCTE MPEJIOKEHUS 11l ONMUCAHUS

- IOATBEPAUTE (ONPOBEPTHUTE) - CIOBAMH U3 TEKCTA CIEAYIOLIYIO MBICIIb
- OTBETHTE Ha BOIPOC;



- COCTaBbTC IIJIaH TCKCTA,

- BBIITMIIINUTEC KJIIFOYCBBIC CJIOBA, HGO6XOI[I/IMI>IG IJIg TICPECKa3a TCKCTA,
- HICPCCKAKUTC TCKCT, OIIMPAACH HA IJIAH,

- IEPCCKAKUTC TCKCT, OITUPAACH HAa KIIFOUCBBIC CJIOBA.

IIpu moAroToBke nepeckasa TEKCTa PEKOMEHIYETCs BOCIIOIb30BATHCS CIIEYIOIIEH TaMATKOMN:

1. ITocne mpouTeHus TeKCcTa pazdeiTe ero Ha CMbICIOBBIE YACTH.

2. B xaxmoi yacTu HalauTe MpeIIokKeHne (MX MOXKET ObITh HECKOJIBKO), B KOTOPOM 3aKJIFOUEH
OCHOBHOW CMBICJI 3TOM YaCTH TE€KCTA. BBIMUIINTE 3TH NPEIIOKEHUS.

3. I[lonuepKHUTE B ATUX MPEJIOKEHUSIX KIIFOUEBBIE CIOBA.

4. CocraBbTe IUIaH NIEpecKasa.

5. Onupasich Ha IUIaH, NEPECKAKNUTE TEKCT,

6. Onupasch Ha KIIOYEBBIE CIOBA, PACCKAXKUTE TEKCT.

IIpu nepeckase TekcTa peKOMEHAYETCS UCII0Ib30BATh PEYEBBIC KIIUIIIE.

2. Pabora ¢ rpaMMarndeckuM mMaTepuaioM (TpaMMaTHYECKHE M JIEKCUKO-TPaMMaTHYECKHE
YIPaXKHEHHUS])

[Tpu paboTe ¢ JIEKCUKO-TpaMMaTHYECKUM MaTepHalloOM HEOOXOIMMO CTPEMHTHCS HE TOJBKO K
Y3HABaHUIO CJIOBA WJIM TPAMMATHUECKOr0 000pOTa, HO ¥ K MOHMMAHUIO SN €ro yIoTpeOIeHHs
B JIaHHOM KOHTEKCTe, (DYHKIMOHAILHOW HArPy3KH, KOTOPOW JaHHAsl S3bIKOBAas €IMHUIIA
o0manaer.

W3ydaemblii MaTepuan TpeOyeT MPaKTUYECKOro NMPUMEHEHUs, MPEeXkae BCEro B BHUJE JIEKCHUKO-
rpaMMaTHYECKUX YIPAKHEHUM, KOTOPBIE CIEAYET BBIIOIHATh TOJBKO IOCJE THIATEIbHOU
mpopaboTKK Bcero matepuana. M3ydeHrne rpaMMaTUKK HEJIb3s HAYATh «C cepeArHb. Kamapiii
HOBBII pa3znen ydyeOHHMKa Oasupyercs Ha W3yUYEHHOM MpPEXJe MaTepualie M YCIOXKHSIET €ro.
[IpaBUNBHOCTH  OBJIAJICHUS HOBBIMU  JICKCUKO-TPAMMATHUYECKUMHU  CTPYKTYpaMU MOXKHO
IIPOBEPUTh MPU IIOMOIIM TECTOB C TOTOBBIMM «KItodamMu». OAHAKO H3Y4EHHE TOJIBKO
rpaMMaTuku 0e3 MPaBWIIBHOTO MPOM3HOIICHUS U 3HAHMSA JIGKCUKU OCTAETCS «BEILBIO B ceOey.
JIMIb KOMIUIEKCHBIMA MOJAXOJ Y MOCTENEHHBIN MEPEX0 OT MPOCTOTO K CIOXKHOMY MOXKET JaTh
TpeOyeMBlii pe3yibTar.

[Ipu noxaroroBke 3agaHusi MO TrpamMMaTUKE (BBIMOJHEHHE YIPaKHEHHWM) CHavyana Cleayer
MpOYECTh TEKCT M3 paszzenia (3aHATHS), O3HAKOMUTHCS C TpaMMATUYECKUMH MOYpPOUYHBIMU
KOMMEHTApUsSIMH B KOHIIE Y4eOHUKA, IPOCMOTPETh 3alKCH, CACTaHHbIC HAa 3aHITHH, T1Ie TaeTCs
oOpaserl BBINOJIHEHHUS yNpakHeHUs. lIpu MOArOTOBKE K TECTUPOBAHUIO TpeOyeTcs Takxke
IIPOCMOTPETH BECH JIEKCUKO-TPAMMATUYECKUI MaTepuall, B TOM YUCJE JOMAlllHUE MUCbMEHHbBIE
YOPaKHEHHUS.

CryneHTaM peKOMEHIYeTCsl UCIOJIb30BaTh O0yYalole KOMITBIOTEPHBIE MPOTrPaMMBbI, KOTOpBIE
Jal0T BO3MOXKHOCTh HE TOJIBKO MPOCIYIIATh MpaBMWIbHOE (hOHETHUECKOe OOpMIICHHE PEeUYH, HO
U BBIPA0OTATh HABBIKH WCIOJIB30BAaHUS MPABUIBHBIX JIEKCHUKO-TPAMMATHYECKUX CTPYKTYp TpHU
IIOMOILH YIIPA)KHECHUM.

IIpy n3ydeHun OnpenesIEHHbIX IPAMMAaTUYECKUX SIBIICHUN AHITIUHCKOIO S3bIKA PEKOMEHAYETCS
UCIIOJIb30BaTh CXEMBbI, TAOJIHUIIBI U3 CIIPABOYHUKOB IO TPAaMMAaTHKE, TIIATEIHHO TOTOBUTH UX IS
o0ecrieyeHuss MPOYHOTO YCBOCHMA. [IpM MOCTPOEGHUM AaHIIIMHCKOTO TNPEAJIOKEHHUS CIEeIyeT
pacroyiaraTe Cja0Ba B CTPOrO OIPEAEIEHHOM IIOPSAJAKE, YYMTBIBAs, YTO IOPSALOK CIIOB B
[IOBECTBOBATEIIBHOM  IIPEIJIOKEHUM, BOIPOCHUTEIBHOM W  OTPULIATEIBHOM IPEIJIOKEHUH
OTJIMYAETCS OT IOPSAAKA CIOB B PYCCKOM IPEUIOKEHUU.

3. Pabota Haj BocnpusiTHEM HHOCTPAHHOIO TEKCTa HA CJIyX

AynupoBaHHE TEKCTOB, TaKXKe KaK M YTCHHE, MUCbMEHHYIO Peyb M YCTHYIO pedb, HEOOXOAUMO
MpaBUJIbHO OPraHU30BaTb W HCIIOJIB30BATh HPH 3TOM OIPCACICHHBLIC TCXHHUKU U CTPATCTHU.
Hackonabpko TOYHO JOJIZKCH OBITH ITOHST HpOCJIyIJ_IaHHBII\/II TCKCT, 3aBUCUT OT THUIIA TCKCTAa M OT
I.[CJIGBOI\/'I YCTaHOBKH. I[JISI TOr'0 YTOOBI ITOHSITE YCIBIIIAHHOC, HC BCCT A HGOGXOI[I/IMO IIOHUMAaThb
KaXXJa0€ CJIOBO. B JaHHOM CJIydac, KaKk W IpHU YTCHHUHU, BAKHO ONPCACIWUTL LCIN W 3adadu



NPOCIYIIUBAHMs, a TakXe BBIOpPAaTh COOTBETCTBYIOIIYI0 MM TEXHMKY. B aynupoBaHuH
pa3femsIoT rI100aIbHOE, CEIEKTUBHOE U IETAIbHOE IPOCTYIIHBAHUE.

3.1. O3HaKOMHTENbHBIM 3Tam: HEOOXOAMMO CKOHIEHTPHUPOBATHCS HE HAa KaXJIOM CJIOBE, a Ha
CIIEYIOIINX aCTIEKTaXx:

- KTO TOBOPHT;

- i€ ¥ KOI'Jla IPOXOAUT JaHHBIN Pa3roBop;

- 0 4€M T'OBOPUTCS;

- LIeJIM ¥ HAMEPEHUS YJacTBYIOIIUX B Oecesie JToAeH.

3.2. CeneKTUBHBIH 3TaI: 0TOOP U MOUCK HEOOXOANMOW HH(POPMALINH.

- KOHIICHTpALIKs Ha KIFOYEBBIX CIOBAX U ONPEeNEHHBIX BEIPAXKEHUSX;

- ciymiasi TeKCT, BBICTPAauWBaTh MOCJIEIOBATENIbHYIO LIETIOYKY JAEHCTBHM, COOBITHIH, O KOTOpPBIX
TOBOPUTCS B TEKCTE.

3.3. Jleranu3upoBaHHbBIN ATAI: BaKHO MOHSITH KaXJA0€ CIOBO.

- TEKCT MPOCITYIINBAETCSI MHOTOKPATHO;

- HEOOXOUMO Pa3/IeIUTh TEKCT Ha CMBICIOBBIC YACTH U JENIaTh MEXIy HUMH Iay3bl BO BpeMs
MPOCTYIITUBAHUSI.

Crnenyroue ¢as3pl ayaUpOBAHHs MMOMOTAIOT OOJETYUTHh MOHUMAHHE TEKCTOB U BBINOJIHCHUE
IMOCTABJICHHBIX 3a7a4.

[lepen aymmpoBaHuEeM - 1I€b: CKOHIICHTPUPOBATHCS HA MIOCTABJICHHBIX 33/[a4yax:

- Uro 5 3HAIO O CO/IEP)KAHUH TEKCTa HAa OCHOBE C(POPMYTUPOBAHHBIX 3aJaHHIA?

- K xakuM acriektaM MHE HEOOXOIMMO A€IaTh 3aIHUCH?

- Kakyto undopmanuio s 0xunaio B Tekcre?

Bo Bpewms mpocnymBaHus - elb: OMPEACTUTh CUTYAIUIO U Y3HATh:

- Kto rosoput?

- I'ne naxonsitcst ropopsitue?

- O ué™m unér peun?

[Tocne mpocymuBaHusI - TENb: 3aKPEHUTh PE3yIbTAThI TPOCTYITHBAHUS

- TOTIOJTHHUTH 3aIMCH HOBBIMHU JICTANISIMU COJIEPKAHUS;

- chopmynMpoBaTH KITIOYEBBIC CIIOBA U BBIPAKCHHS B BBICKA3bIBAHMSI, KOTOPHIE COOTBETCTBYIOT
COJIEpKaHUIO;

- IOTIOTHUTH WH(OPMALIHIO, KOTOPYIO HE YAAIOCh MOHATH C MIEPBOTO pasa.

Yacro, 3Hasi TUN TEKCTa, MOXKHO MPEATOIOKUTh, KAKUe TeMbI 3aTparuBatorcs B HEM. OO0 3ToM
MOTYT COOOIINTh BaM KaK THIT TEKCTa, TAK M €T0 HAa3BaHHE.

Kak u mpu yTeHUH, KIIIOUEBBIE CIIOBA BAYKHBI JUIsl TIOHUMAaHUSI COJNEPIKAHUS TEKCTa, MOCKOIBKY
MMEHHO OHHM HECYT HamOOJIBIIYI0 CMBICIIOBYIO HArpy3Ky M Yallle BCETO IMOBTOPSIOTCS B TEKCTE.
KnroueBble ci1oBa OOBIYHO:

a) CTOSIT B HayaJie TEKCTa;

0) HAXOAATCS MO/ CMBICIIOBBIM YAapEHUEM;

B) MMOBTOPSIFOTCSI MHOTOKPATHO;

T') MOTYT 3aMEHSTHCSI CHHOHUMaMH.

[Ipu mpocnymMBaHUU CIOXKHBIX TEKCTOB YacTO MPOUCXOAMT TaK, YTO BbI HE MOXKETE MOHATH
OTJIENBHBIC CIIOBA M BBIPAKCHHS. ITH «IIPOOETbD» HEOOXOTUMO TOIBITATECS BOCIONIHUTH. JTO
yaa€Tcs cenaTh, €CIM BaM 3HAKOM KOHTEKCT U CUTYallusl, B KOTOPOH HaXOATCS TOBOPSAIIKUE.

MeTtoauyeckue yKka3aHHs 110 BBINOJTHEHUIO NPe3eHTALUA

[Ipe3enTaru JOKHBI OBITH BBIOIHEHBI B (hopmate Power Point u coctosats u3 10 cnaiinos:

- 1 cnmaiin nomkeH cojep:kaTh Ha3BaHHE y4eOHOTO 3aBEICHHUS, TEMY NPE3EHTALUU, Ha3BaHUE
TEMBI, CIIELIMAJILHOCTH HOMEDP U «HauMeHoBaHuey, @V O, rpymnmy BEINOIHUBILETO NPE3EHTALIUIO
obyuaromerocss 1 @O mpoBepsIOLIEro NPe3eHTALUI0 PENoaBaTes;



- 2...9 cnaiinel AOIDKHBI PacKpBIBAaTh CyTh 3aaHHOM TeMbl. [Ipu 3TOM HeoOXoauMO coOII0AaTh
TpeOOBaHUS O CO3JaHMIO Mpe3eHTaluil (poH, pazMep mpudTa, aHUIMALKUIO U T.1.);

- 10 cmaiin «Cracu6o 3a BHUMaHHE .

5. Meronuyeckre yKa3aHus 1O BBIIIOJHEHHIO OKIaaa (pedepara)

Hoxnan (pedepaT)— BHI CAaMOCTOSITEIHOW HAyYHO —HCCIIEI0BATEIbCKON pabOThI, TJE aBTOP
pacKpbIBaeT CyTh HCCIEIyeMOH NpoOIeMbl; NPUBOAUT PA3IUYHbIE TOUKH 3PEHHUS, a TaKXKe
COOCTBEHHBIE B3IJISA/IbI HA HEE.

Otanbl paboThl HAaJ TOKIAI0M (pedepaTom) :

- moa0Op W H3y4YEeHHE OCHOBHBIX MCTOYHHKOB IO TeMe (KaKk M TIpU HamucaHuu pedepara
PEKOMEHIyEeTCsl UCMOJIb30BaTh HE MeHee 8§ —10 CTOYHHUKOB);

- coctaBjieHue oubnuorpaduu;

- 00paboTka u cucremarusanus marepuaia. [IoaroToBka BEIBOJIOB

H 0000IIEeHHI;

- pa3paboTKa I1aHa JOKJIAaa;

- HaIlUCaHHUE;

- myOIMYHOE BBICTYIUICHUE C PE3YIbTaTaMH UCCIICIOBAHUS.

OO0mas cTpykrypa nokaana (pegepara) :

- 1enb paboThl (B 0OIIMX YepTax COOTBETCTBYET (OPMYIHMPOBKE TEMBI UCCIEIOBAHUSA U MOXKET
YTOYHSTb €€);

- aKTyaJbHOCTb UCCIIEJOBAHMSI;

- METOJMKa MPOBEACHUS HCCIeNoBaHMUA (IMOJpOOHOE OMHMCAHUE BCEX ICHCTBUH, CBSI3aHHBIX C
II0JIyYE€HUEM PE3YJIbTATOB);

- BBIBO/IbI ICCIIEZIOBAHUSI.

TpeboBanust k oopMIIEHHIO MUCEMEHHOTO JToKIaza (pedepara) :

- TUTYJIbHBIN JIUCT;

- coziepkaHue (B HEM IOCIIeA0BAaTENIbHO YKa3bIBAIOTCS HAa3BaHMS MYHKTOB Jokiaaa (pedepara),
YKa3bIBAIOTCSl CTPAHULIbI, C KOTOPBIX HAUMHAETCSI KaXkKJIbIi ITyHKT);

- BBe/IeHHe ((opMyITUPYETCs CYyTh UCCIIETyEeMOM POOIEMBI,

00OCHOBBIBAETCS BBIOOP TEMBI, OINPEICNIAIOTCS €€ 3HAYMMOCTh M aKTyaJbHOCTb, Ka3bIBAIOTCS
1eJIb ¥ 3a/1a41 J0KJIaa (pedepaTa), 1aeTcs XapaKTepUCTUKAUCIIONb3yEeMOM TUTepaTyphbl);

- OCHOBHAsI 4YacTh (KayKJblIH pa3zell €€ 10Ka3aTeIbHO PACKPHIBAET UCCIEAYEMBINM BOIIPOC);

- BBIBOJBI M 3aKiIIOUYEHHE (MOJBOJSATCS WTOTH WMIIM JIeNaeTcsi 0OOOLICHHBIM BBIBOJ 1O TEeMe
nokiana (pedepata));

- IUTepaTypa.

Hoknan (pedepar) odopmisieTcss Ha OAHOM cTopoHe nmcta Oenoi Oymarm Qopmara A 4
(210x297 mm). MHTEepBan MEKCTPOUHBINA - moayTOpHBIA. L[BeT mpudTta - uepnsiid. ['apautypa
mpudTa ocHoBHOrO Tekcta — «Times New Romany» unu ananornunas. Kerns (pasmep) ot 12
no 14 nmynkroB. Pazmepsl noselt crpanuibl (He MeHee): npaBoe — 10 MM, BepxHee — 15 M,
HwkHee — 20 MM, jeBoe — 25 mm. @opmar ab3aiia: MOJTHOE BBIPABHUBAHHE (IO LIMPUHE)).
OTcTyn KpacHOH CTPOKU OJIMHAKOBBIN 110 BCEMY TEKCTY — 15 MM.

CTpaHuIbl JOJKHBI OBITH POHYMEPOBAHBI ¢ YYETOM THTYJIBHOTO JHCTA (HAa THUTYJIBHOM JICTE
HOMEp CTPaHUIIBI HE CTaBUTCS). B paboTax MCHONB3YIOTCS IUTATHI, CTATUCTHYECKUE MAaTEPUAIIbI.
OTH NaHHBIE 0(OPMIIIOTCS B BHJIE CHOCOK (CCBUIOK M MTPUMEYAaHUN ).



JUCT PETUCTPAIIUU U3MEHEHUM
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ConeprxaHue U3MEHEHUs
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