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1. AHHOTAIUA

Hacrosimue MeToauuecku pekoMeHAaluu pa3paboTaHbl Uil oOydaromuxcs 2
Kypca O04HO-3204HO (hopMmbl oOyuenus ¢ yderom ®I'OC BO u pabouelr mporpammsl
aucuuIuIHEl MTHOCTpaHHBIN S3BIK B PO ecCHOHANIBbHOMI cdepe.

Llens wu3y4yeHHS AMCUMIUIMHBI (OPMHUPOBAHHUE HHOS3BIYHON (MEXKYIBTYPHOM)
COCTaBIISIFOLICH MPO(ECCHOHATFHO OPUEHTUPOBAHHONW KOMMYHHMKATHBHOM KOMIETEHIUH,
NO3BOJIAIOIIEH 00ydyaeMbIM B JajbHEHMIEM HHTEIPUPOBATHCS B MYJIBTUSA3BIKOBYIO U
MYJIBTHKYJIBTYPHYIO MPO(HECCHOHATBHYIO CPELY;
pa3BUTHE CIIOCOOHOCTEN U Ka4eCTB, HEOOXOIUMBIX 7151 (POPMHUPOBAHUS MHAUBUYAIBHOTO
Y TBOPYECKOTO MOAX0/a K OBJIAICHUIO HOBBIMU 3HAHUSIMHU.
3azayy U3y4eHMs! TUCLIUILIIMHbI
- (dbopMHpoBaHUE U pa3BUTHE YMEHUN OOIIEHUS B IPO(eCcCHOHAIBHON 1
Hay4yHOH cepax HEOOXOAMMBIX IJIsi OCBOSHHS 3apyOEKHOT'O OIbITa B H3Yy4aeMOH H
CMEXHBIX 00J1aCcTAX 3HAHUH, a TaKKe JJIs JajdbHENIIEero caMoo0pa3oBaHus;

- OBJIAZICHNE TEPMHUHOJIOTHEN IO JAHHOMY KypCyY M Pa3BUTUE YMEHHM
IIPAaBUJIBHOTO U aJICKBATHOI'O UCIIOJIB30BAHUS 3TON TEPMHUHOJIOTHH;
- COBEpLICHCTBOBAHNWE HABBIKOB  PACIIO3HABAHMA U  IIOHMMaHUA
rpaMMaTu4eckux (opM U KOHCTPYKUMH B ONOpe Ha pa3jMyHble MpPU3HAKU
rpaMMaTUYECKUX SIBJICHHWH, a TakK€ HaBBIKOB YINOTPEOJIEHHUS TIpaMMaTUYECKUX
KOHCTPYKLHUI B PA3JINYHBIX PEYEBBIX CUTYaLUX.
- pa3BUTHE KOMMYHUKaTUBHOU KOMIIETEHINH
(JIMHMBUCTUYECKOM,  COLMOJIMHIBUCTUYECKOH,  COLIMOKYJIBTYPHOM,
CTPATETUYECKOM, JAUCKYPCUBHOM M MParMaTU4YECKON KOMIETEHIMH), HEOOXOIuMOMN s
KBAJIM(UIUPOBAHHOW TBOPUYECKOW JIEATEIIBHOCTH B IOBCEJHEBHOM OOLICHHWH, B
OOIIIECTBEHHO-TIOIMTUYECKOM W HAy4YHO- Mpo(decCHOHANbHOW cdepax, a HMEHHO: B
TBOPYECKOM TIOMCKE U 0O0pabOTKe MOJYy4eHHOM uHpOpMaluM, YCTHOM OOMeHe
nHpopManueH, MMCbMEHHON HH(POPMAIIMOHHOH eI TeTbHOCTH;
- NpUOOLIEHNE CTYAEHTOB K CAaMOCTOSITENIbHOW HCCIe10BaTeIbCKON
paboTe Haja A3BIKOM, Pa3BUTHUE y CTYAEHTOB AHAIUTUYECKOTO MOAXOJAa K H3y4aeMbIM
S3BIKOBBIM SIBJICHUSIM IIyTEM COIIOCTABJIEHUS HX C COOTBETCTBYIOILMMH SIBJICHUSMU
POJIHOTO A3BIKA.



2. METOANYECKHUE PEKOMEHJAIUHU K IIPAKTUYECKHUM 3AHATUAM
Tembl M 3a1aHUA K NPaKTHYeCKUM 3aHATUAM [IpakTHdeckoe

3aHsiTue Ne 1.
Tema - Companies
Introduction
Can you think over and answer the following questions?
. 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 i) 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 isto 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
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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. orpaHU4UTH OJTHOMOYHS

b. to handle duties 2. nogunHEHHBII

c. to retain benefits 3. coxpanuth npeumyiiecTBa

d. to restrict the authority 4. BMmemmBarbcs

e. expert guidance 5. HazHayath, MOpy4aTh

f. to modify 6. mocTymHbIH, UMEIOIHMICS B

HaJIM4nu

g. to assign 7. moCcTUrHYTh Liesei

h. available 8. BEIONHATE 00SI3aHHOCTH

i. to intervene 9. BunOU3MEHATH

J. subordinate 10. mpodeccruoHaTbEHOE PYKOBOICTBO

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

e. 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

. modify

. authoritative

. delegate

. production

. assume

. enable

. guidance —

. restrictive
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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

| ... him to act for me while | 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

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.

IIpakTnyeckoe 3ansaTHE Nt 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

1. start directing and controlling activities long before planning, coordinating and staffing;
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2. should always find time for planning;
3. are reluctant to change their plans;
4. allow their employees to contribute to plans;
5. ignore what is going on outside their departments;
6. have the authority to enforce assignments and decisions,
7. understand that the attainment of goals must be the reason for any cooperative activity;
8. 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.

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 promotingl 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 npoksaapIBaTh MOCT, 3]1. IBJISIETCSI

CBA3YIOIIMM 3BECHOM

2 much like the parts actors fill in a

drama

OYCHBb ITOXOKUC HA TC POJIN, KOTOPBIC

AKTCPLBI UCITIOJIHAIOT B CEPUATIC

3 an intentional structure 3. 3anporpaMMHpOBaHHas CTPYKTypa

Opra"u3anuu

4 making structures fit situations —moarousTsl CTpyKTYpy MO KOHKPETHBIE



YCIOBHS paOOTHI

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

JIOOW CKJIOHHBI CII€AOBATH 3a TEMH, KTO IpEayara€t UM Cp€aACTBa IJIsA YAOBJICTBOPCHUA HX
MOTpeOHOCTEH

6 It measures performance against goals and plans. ou (koHTpoJIb) cOpazMepsieT UCIOTHEHHUE C
OeJIsIMHU U ITJIaHaAMU

7if deviations persist eciiu OTKIOHEHHS ITPOIOIKAIOTCS

8 It means locating the persons who are responsible for resultssTto o3nadaer HaiiTh Tex, KTO
OTBEYAECT 3a Pe3yJIbTaT ... (OTBETCTBEHHBIX JIFOJICH).

Answer these questions.

1. How is staffing defined?

2. What is to be done to perform staffing effectively?

3. How should leading influence people?

4. What aspect of managing is it?

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

6. What does leadership imply?

7. What does leading involve?

8. What is controlling?

9. 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?

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. 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

. 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.?

O©COoO~NO OIS, WN K- 0

IpakTuyeckue 3anaTus Ne 3.

KonTpoabHasi padora
Text 1. MATRIX MANAGEMENT
1/Before you read discuss these questions.
What do you know about matrix management?
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;
¢) 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"

IIpakTuuyeckue 3anaTust 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. OTHomIeHHST MEKIY JIOABMH CKJIAJBIBAIOTCS HE camMH 10 cebe, a B
OTHOILICHHHU ITPOU3BOACTBA TOBAPOB.

13. What is the basis of economic science? Yro jexuT B OCHOBE IJKOHOMHUYECKON 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.
OKOHOMHUKA KakK COBOKYITHOCTb OTHOIIECHUM MCXKIYy JIHOAbMU B C(i)epe MMpoOun3BOACTBA,
pacmpeeneHus, 0OMeHa U MoTpeOJIeHUs TOBApOB BKIIIOUAET, KOHEUHO, JBUYKEHNE MaTepUaTbHbIX
HCHHOCTCﬁ, TO €CTh BCIJ.[GfI. Ho ACJIO B TOM, YTO OTHOIICHHUA MCKAY JIFOJAbMU CKIIAAbIBAIOTCS HC
caMHu 110 ce6e, a B OTHOIICHWH ITPONU3BOJACTBA TOBAPOB. ITO OCHOBA YKOHOMHUYECKOI HAyKH.

Il. [TonGepuTe mapsl 5KBUBAJIEHTOB.

1) business enterprise g) npeanpusTHe, 3aHUMAIOIIEECs OM3HEC-EITETHBHOCTHIO

2) providing quality goods a) obecrieueHre KaueCTBEHHBIMU TOBapaMU

3) at a low cost f) mpu HU3KMX 3aTparax, CTOMMOCTH

4) competitive business environmentl) cpena koHKypeHTHOCTIOCOOHOTO OM3HECA

5) creating a new and improved product  €) co3gaHue HOBOTO YIIYYIICHHOTO MPOTIyKTa

6) to achieve the goal J) mocturath 1ienu

7) to make profit M) 1aBaTh NPUOBLIH

8) to attract and hold investment capital K) mpuBiekaTh W yAep)KHBATh WHBECTUIIMOHHBIN
KaluTaj

9) to pay debts b) miatuTk Mo gosaram

10) to make the right decision d) npuHSTH IPaBUIBHOE PEIICHUE



11) the flow of accounting data h) 6yxranrepckuii yuaer

12) exchange and consumption of goods ¢) ooMen 1 morpebieHne TOBapoOB

13) valid information i) mocroBepnas urhopmarus

I11. [TepeBeuTe MICHMEHHO TEKCT.

Menen:kmMeHT

1. ITonwk3oBateneli Oyxranrepckoil HHGOPMAIIUU MOXKHO YCIIOBHO Pa3eliuTh Ha TPU TPYIIIIHL:
1) Te, KTO ympaBisieT OU3HECOM;

2) Te, KTO HAXOIUTCS 3a MpejaeiaMy MPEIIPUATHS U UMCIOT HEMOCPEICTBCHHYIO (PMHAHCOBYIO
3aUHTCPCCOBAHHOCTD B ousHece

3) Te nuIa, TPYNIbI WIK areHTCTBA, KOTOPbIC MMEIOT KOCBEHHBIH ()MHAHCOBBIA HHTEPEC K
ousHecy.

2. MeHemKMEHT — 3TO TPYIINa Jitojiei B OM3Hece, KOTOPhIE HECYyT OOy OTBETCTBEHHOCTH 3a
YIIpaBJICHUC On3HECOM U JOCTHUIXCHUC ueneﬁ KOMIIaHHUH. KOMMep‘IeCKI/Ie OpCaAnpuiaATUsd UMCIOT
MHOrO Iejied. OTH LeIu BKIIOYAKT IPEJOCTaBICHUE KAaueCTBEHHBIX TOBApOB M YCIYI INpHU
HHU3KHX 3arparax, CO34aHH€ HOBBIX W YIYYIICHHBIX IIPOAYKTOB, YBCIUWYCHUC KOJIHMYCCTBA
paboumx MecT, YIydIIeHHUEe OKPYKAIOIIeH CPeAbl W BBIMOJIHCHUE MHOTHX JPYTHX COIHATBHBIX
3aJa4.

3. Koneuno, mis MOCTH)KEHUS JTUX IeJel, KOMIIaHUS AOJDKHA OBITh yCIEHmHOH. Ycmex u
BBDKHMBAHHUE B JKECTKOM cpeac KOHKypeHTHOCHOCO6HOFO onsHeca Tpe6YIOT, YTOOBI PYKOBOACTBO
CKOHLCHTPUPOBAJIIO CBOM YCHUJIMA HA ABYX BAXHBIX MECJIAX: peHTa6eJII)HOCTI/I U JIUKBUJIHOCTH.
PenTtabenbHOCTE — 3TO COCOOHOCTH noJiydyatb JOCTATOYHYIO HpI/I6LIJ'IB IJI1 TIPUBJICYCHUS U
YACpKaHHuAd HWHBCCTUIIMOHHOI'O KallkTala. .HI/IKBI/IIIHOCTB O3HAa4YacT HaJIU4Yue JOCTAaTOYHOI'O
KOJIMYCCTBA CPCACTB JIA INIaTCKaM I10 JOJraM, Koraa IpoucxoauT CIriajl,

4, MGHGIDKepI)I AOJDKHBI MMOCTOAHHO pC€lIaThb, YTO ACIAThb, KaK ACIaTb, U COOTBCTCTBYIOT JIK
PE3YyIbTAaThl NCPBOHAYAIIBHBIM IIJIaHAM. VYcnemmnrie MCHCDKCPBI IMOCTOAHHO MPUHUMAKOT
IIpaBUJIbHBIC PCIICHHUA Ha OCHOBC CBOGBpeMeHHOﬁ u I[OCTOBCpHOfI I/IH(l)OpMaI_[I/II/I. Mmnorue u3
9TUX PELIEHUI OCHOBaHbI HAa OyXTraJITEPCKOM YUETE U €r0 aHaJIu3e.

5. DxoHOMHKA — 3TO OYEHb IMUPOKOC IMMOHATUEC, UMCIOIICC JIBA PA3HBIX ACIICKTA: TEXHUYECKHUH U
COIII/IEU'IBHBIfI. O06a OTPa’XCHbI B MCHCI?)KMCHTC. B TexnmueckoM cMEBICTIE MCHCIIDKMCHT CBsA3aH C
MallMHaM#i, HWHCTPYMCHTaMU W T. nO. .HI-O,Z[I/I YIIPABJIKIIOT MalllMHaMHU W MCXAaHUYCCKHUMU
CHUCTEMaMH, U 3TO TpeOyeT MpoPeCCHOHAIBHBIX 3HAHUN U CTIEIIUATBLHBIX HABBIKOB.

6. B CONHUAJIBHOM aCIICKTC YIIPABJICHUSA SKOHOMHKON OOBEKTAMU MCHC/PKMCHTA SABJIAKOTCA HE
BCIIM, a JIIOJW U HUX COLIMAJIBHBIC OTHOIIICHUA. I/ICHOJ'II)L’.YS{ AdHaJIOTHUI0, Mbl MOXXEM CKas3aTb, UTO
HaC HHTEPCCYCT HE TO, KAK MY3bBIKAHT HCIOJIB3YCT CBOH HHCTPYMCHT, a4 TO, KaK IUPHIKEP
YIPABIAET OPKECTPOM.

7. DKOHOMHKaA Kak COBOKYITHOCTb OTHOILIEHUH MCXKAYy JIFOAbMHU B C(I)epe MpOU3BOJACTBA,
pacmpeeneHus, o0OMeHa U MOTpeOJICHUS TOBAPOB BKIIIOYAET, KOHEYHO, JBMKEHNUE MAaTEPUATbHBIX
HGHHOCTCI\/’I, TO €CTh Bemeﬁ. Ho ACJIO B TOM, YTO OTHOLICHUA MCKIY JIIOAbMU CKIIAAbIBAOTCA HC
caMi I10 0666, a B OTHOIICHWH ITPOMU3BOJACTBA TOBAPOB. OT0 0CHOBA YKOHOMHUYECKOI HAyKH.

IV. IlepeBeaute cneayromye MNpeIoKeHHs, oOpalasi BHUMaHHE Ha TEpPEBOJ CKa3yeMbIX B
CTpaaaTCIIbHOM 3aJIOTC.

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

B pLIHO‘-IHOfI OKOHOMMKE ICHBI PEryJupyroTCcH HOTpe6J'ICHI/ICM U ITPOU3BOACTBOM.

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

B cTrpanax ¢ ppIHOYHOI IKOHOMHUKOW MPOU3BOJCTBO U MOTpPeOJIeHHE KOOPAUHHUPYIOTCH depes
LICHBI.

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

[Ipy KOMaHHOM SKOHOMHKH PECYPCHI pACHPeeIII0TCH [IEHTPATN30BAHHBIM TOCYAApCTBEHHBIM
IIJTAHUPOBAHUEM.

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

Ilensl Ha TOBapbsl U pecypchl ompeaeseHbl s MPOU3BOACTBA TOBAapOB M YCIyr, Haubosee
BOCTPEOOBAHHBIX OOIIIECTBOM.

5. Cheques and credit cards are being used much more than paper money and coins now.



Ceituac yeKkM M KpEIUTHBIC KapThl MCMOJB3YIOTCHA Topas3fo yaile, yeM OyMaskHbIe JEHBI'H U
MOHCTHEI.

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

HoBas Bamiora - eBpo - OblLiIa BBeaeHa OOmmM pbeiHKOM (EBpomneickuM SKOHOMHUYECKHM
coobmecTBoM) B 1999 rony v BpeMEHHO HCIOJIB30BAJIACH TOJIBKO B 0AaHKOBCKUX OMEPAIIUSX.

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

[TpuObLTE ONpenesisieTcsi C TOYKU 3PSHUS BBIPYUYKH H 3aTpart.

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.

PrrHOYHOE MNPCATTOKCHUC ONpeaeJasaeTCd 4YCpe3 KOJIMYCCTBO TOBapa, Ipeajiara€Moro BCEMH
¢upMamMu B KOHKPETHOM PBIHOYHOM HPEUIOKEHUH, TOCKOJIBKY LIeHa MEHSeTCS M BCe JIpyrue
(baKT OPBI CYUTAKTCHA ITOCTOAHHBIMHU.

9. Benefits are usually clearly seen.

[IpeumyiiecTBa 0OBIYHO 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.

OxoHoMuka CIIIA Ha3bIBaercst HeHHaHOBOﬁ, IIOTOMY 4YTO HPaBUTCIILCTBO HE PErylIMpyeT, 4YTO
Oy/aeT Npou3BOAMTHLCS U KAKUM 00pa3oM 3TO Oy/IeT MPoAaBaThCsl.

11. Labour is classified into productive and unproductive.

Tpyn moapa3saensiercsi Ha IPOU3BOIUTEIBHBIA U HEIPOAYKTUBHBIN.

12. The consumer must decide on how much the good A is preferred to the good B.
[ToTpebuTtens 10JIKEH PEIINTh, HACKOJIBKO TOBap A npeanoyTuTeabHee ToBapa B.

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

HeBo300HOBIsIEMEIE TOBAapbl pacxoayrwTcsa 3a OJUH HpOI/I3BO,Z[CTBeHHI>II71 IOUKI U ITOJIHOCTBIO
NEePEeHOCATCH B KOHEUHBIHN IPOIYKT.

V. Hpeo6pa3y171Te CJICAYOIUC IMPEATIOKECHUA CO CKAa3yCMbIMHU B ,HeﬁCTBHTeHBHOM 3aJI0TC B
MMPEAJIOKCHUSA CO CKa3yEMBIMU B CTPAJATCIILHOM.

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

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

CTOHUMOCTD MMPOMCIKYTOUYHBIX KOMIIOHCHTOB U YCJIYT IOIMJIOIACTCA KOHCYHBIMHA TOBApaMU.

2. Investment in new production processes improve economic efficiency.

Economic efficiency is improved by investment in new production processes.

OKOHOMHUYECKAs 3(1)(1)6KTI/IBHOCTI> IIOBBIIIACTCA 3a CUCT I/IHBCCTI/ILII/Iﬁ B HOBBIC ITPOU3BOACTBCHHBIC
IIPOLIECCHI.

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

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

YpoBeHb MPON3BOJICTBA M TOTPEOICHUS OOIIECTBA AaHATTU3UPYETCS SKOHOMHUKOM.

4. People consume goods and services.

Goods and services are consumed by people.

JIronu noTpeOIIsIOT TOBAPHI U YCIYTH.

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.

I[OXOI[ I KaXKA010 pa6OTHI/II(a (1)I/IpMLI NOoAACPIKUBACTCS ITPOU3BOAUTCIIIMA 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.

CI)IpI)e W3 CEJILCKOTO XO3I1CTBA U IMPOMBINIJICHHOCTH 2106BIBaeTC$I NEPBUYHBIM 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.
3HaunuTeIbHAS YacThb 0611161“0 BBIITYCKa HPOHU3BOACTBA TOBApOB W YCIYI' IIOKYIACTCA
TOCyIapCTBOM.

VI. HepeBe,Z[I/ITC CICAYIOUC MCKAYHAPOIHBIC CJIOBA.

Reserve - peseps, strategy - cTparerus, exports - 3KCopT, equivalent - s5kBuUBajieHT, investment -
WHBECTHIMS, statistics - ctatuctuka, dividend - quBuaeHs, migration - MUTpanus, rent - peHTa,



partner - maptHep, special - ciermansHbIi, Specific - cnenuduynerii, dynamic - TuHAMUYHBIH, {0

finance - ¢dunancuposars, tariff - Tapud, licence - muuensus, dividend - nquBuaenn, subsidy -
cyOcuamsi, imports - UMITOPT, privatization - mpuBaru3amus, standard - crangapt, quota - KBOTa,
indicator - unaukarop, protectionism - IPOTEKIIMOHHU3M.

VII. IlepeBenute npeasioskeHusi, o0parias BHUIMaHUE Ha KOHTEKCTyallbHBIE CJIOBA «it» M «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.

BaxHOo 3HaTh, 4TO MPOAYKT JIOJKEH OBITH CHPOCKTHPOBAH TaK, YTOOBI (DYHKIIMOHUPOBAI Kak
MOKHO 0o0s1ee 3P PEeKTHBHO MPUMEHUTENFHO K €r0 IIeHEe M UCIOIb30BAHUIO.

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

Korma mpomsBomuTens mpomaeT Oojiee OJHOTO MPOAYKTA, TO BO3HHMKAeT mpobiema BeIOOpa
OpeHpa.

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

VMIMeHHO Hal IMPEKTOp paccKasall O MOTePsAX KOMIIAHUU.

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

Cnez[yeT IIOMHUTB, 4YTO HOTpe6I/ITeJ'IB NpeaAIIOYUTACT TOBAPbI BBICOKOI'O Ka4€CTBA U 110 paSYMHOﬁ
LICHE.

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

Eciu HoBas cucrema MCHC/KMCHTA HAaCT XOpOIIHWE PpEe3yiibTaTbl, €€ CICAYCT NIMPOKO
HCIIOJIB30BaTh.

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

Hmenno cHmxeHue J0XO0O40B ITOBJIHAJIO HA KOJIMYECTBO HOTpC6J’I}IeMbIX TOBApPOB.

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

MaHe He HpPaBUTCs 9TOT MCTO/, z[aBaﬁTe HCITOJIb30BAaTh ,Z[pyTOI‘/'I.

8. One economizes by buying large amounts of goods.

OKOHOMSIT 3a CUET IOKYIIKH 0O0JIBIIOT0 KOJIUYECTBA TOBApPOB.

VIIl. TlepeBeaute mipennokeHus, oOpamias BHHUMAaHME Ha MOJAJIbHBIC TJAroiabl M HX
OKBHUBAJICHTHI.

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

KYJ'ILTypHBIC 0COOEHHOCTH 1 OOBIYAN MOT'YT IUKTOBAaTh, YTO IMMPOJaXXKHU JOJKHBI COIIPOBOXKIATHCA
ONPEACICHHON HEKOMMEPYECKOU IESITENBHOCTHIO.

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

Mmuorum npoaaBaM IMPUXOAUTCH 3apa6aTI>IBaTI> KOMHCCHUOHHBIC WJIM IMPOLCHTHI C KOJIMYCCTBA
MPOAYKTOB, KOTOPbIE OHH IIPOJAOT.

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

HH(bOpMaHHH O MNPOM3BOJACTBE AOJKHA IMOMOYb MCHECDKEpaM OIIPEACIIUTL 3aTpaTbl, KOTOPBIC
OHHU MOT'YT COKpPaTHTh.

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

WHBecTOpbl, KpeAMTOphl M Jpyrue JIMLA, TMOodydaroule (QUHAHCOBYIO OyXTralTepCKyro
I/IH(I)OpMaI_II/IIO, AOJIZKHBI PCIINTH, CICAYET JIM BKJIAAbIBATHh CPEACTBA B OJaHH3AIUIO WIIM Ha
KaKux yCJIIOBHAX.

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

Caenyer MOMHHTB, YTO OyXrajaTepaM HY’KHO TOHHUMAaThb TP OCHOBHBIE ()OPMBI OpraHU3aIMU
ousHeca: WHAWBUAYAJIbHOC NPCANIPUHNUMATCIILCTBO, ITAPTHEPCTBO U KOPIIOPALIUH.

6. Most companies should borrow money for both long- and shortterm operating needs.
bonpnmHCcTBO KOMOaHUi AO0JIZKHBI 3aHUMAaTb ACHBIM KaK I JOJIOCPOYHBIX, TaK W IJIA



KPaTKOCPOYHEBIX JKCIITYaTallHOHHBIX HYXI.
7. All public utilities, such as electric, gas, and telephone companies are
regulated and must
defend their rates with accounting reports.
Bce KOMMYHAQJIBHBIC MNPCANPUATUA, TAKUC KaK 3JICKTPUYCCKUC, Ta30BbIC U
TeneOHHbIE KOMIIAHWHU, PETYIHPYIOTCS H JOJLKHBI 3alllMIIaTh CBOU Tapu(dbl C
IIOMOIIIBIO 6YXFaJITepCKI/IX OTYCTOB.

IX. [ToxGepuTe mapbl S5KBUBAJICHTOB.

1) income 3) noxox

2) tax 1) mamor

3) output 2) BBIITYCK, IPOU3BOJUTEIILHOCTh

4) statement 7) oTuer

5) investment 4) uaBecTHPOBaHUE

6) evaluation 6) orenka

7) accountant 9) oyxranrep

8) measurement 5) usmepenue

9) transaction 8) cnenka

X. [lepeBennTe Ha aHIIIMICKUH SI3bIK, 0Opalllass BHUMaHHUE Ha CIIy4yau COIJIaCOBaHUS
BPEMEH.

1. OH cka3zaj, 4YTo

IUTATUT HAJIOTH cBOeBpeMenHo. He said he
paid taxes on time.

2. OH ckazai, 4yTO OH 3aHAT, YTO OH IOJCYUTHIBACT CYMMY HaJlOra,
KOTOPYIO OH JIOJIKEH 3aIllaTUTh.

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

3. OH cka3ai, 4To ero ¢pupma 3ariaTuia
BCE HAJIOTH 3a npolwibii rog. He said his company had paid
all taxes for the past year.

4. OH ckaszai, yTo OHU OyyT 00s3aTEIBHO MIATUTh
HaJIoTu U B cienyromiem roay. He said they would definitely pay taxes the
following year.

XI. [TpounTaiite Texct. BeiOepuTe U3 npeniokeHui nocie Tekcra To,
KOTOpPOC HanboJiee TOUYHO NnepeaacT riiaBHyro H€r0 TCKCTA.

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 (Bormnomenssiii) in a
commodity determines (onpenensier) the value of the commodity. Labour itself is not
value. It only takes on value when commodities are produced for exchange.

Yro Takoe ToBap?

ToBap — 3T0 HpOAYKT Tpyna, mpeaHa3HayeHHbIH JUisi oOMeHa. [IpomsBoacTBo
TOBAPOB — 3TO THUII SKOHOMHYECKOU opraHuzanu 06H_ICCTBa, B KOTOpOI71 TOBApPhbL
MPOU3BOIAATCA IJIA MPOAAXKHU, a HE IJIA HOTpe6J'IeHI/I$I CaMUMH IPOU3BOJUTCIIAMU.

YroObl IPOAYKTHI TPY/a CTAIA TOBAPOM, HEOOXOIMMO, TIPEXK/IE BCETO, pa3ieieHne



TpyZa, MPU KOTOPOM YEJIOBEK MPOM3BOIUT HE BCE, YTO €MY HYKHO JJIsi COOCTBEHHOTO
noTpedsieHusi, a CleUuaIu3upyeTcsi Ha KakOM-TO BHJE MPOHU3BOJACTBA. Bo-BTOpBIX,
CpEJCTBA IIPOM3BOJICTBA JOJIKHBI IPUHAJIEKATh OTACIbHBIM JIMLAM WIHM IpyIIam JIKL.
Korna »Tu nBa ycnoBHsl CyHIECTBYIOT, TO IMpOJaka U IMOKYIKa TOBApOB CTAaHOBSITCS
HKOHOMHYECKOW HEOOXOTUMOCTBIO.

Korna mMbl cpaBHHBaeM M OIICHHBAeM TOBapbl, Mbl ()aKTUYECKU CPABHHUBAEM KOJIMYECTBO

TpyJa, CoJepKallerocsi B HUX. Tpyl, BOIUIOLICHHBIH B TOBap, OIpEIeisieT
CTOMMOCTh TOBapa. Tpyn cam mo cebe He sBhsieTcsa IeHHOCThI0. OH mpuoOperaer
LEHHOCTb TOJIBKO TOT/Ia, KOTJIa TOBAPhI IPOU3BOIATCS J1si OOMEHa.

2. The text is about commaodity production and division of labour.
Tekct o IIPpOU3BOJACTBC TOBAPOB U PA3ACIICHUU TPpyda
XII. IlepeBeauTe Ha PYCCKUMM SI3BIK T€ MPEIJIOKEHUS TEKCTa, B KOTOPBIX

CKa3zyCMOC€ CTOUT B CTPAAATCIILHOM 3aJIore.

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.

[Ipon3BoICTBO TOBAPOB — ATO TUI 3KOHOMHYECKON OpraHU3allK 00IECTBa, B KOTOPOI
TOBApPbI IIPOU3BOJATCA AJIA IMIPOJdaKu, a HC AJIA HOTpe6J'IeHI/I}I CaMHMMU ITPOU3BOAUTCIIAMU.

Secondly, the means of production must be owned by individuals or groups of
individuals.

BO-BTOpI)IX, CpeacTBa MpOMU3BOJACTBA JOJI’KHBI IIPUHAAJICIKATh OTACIBbHBIM JIMIIaM
WY TPYyIIIaM JIdI.

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

O npuoOpeTaeT IEHHOCTh TOJILKO TOT/Ia, KOTIa TOBAPHI TPOU3BOAATCS II OOMEHa.

IIpakTH4yeckue
3anaTuda Ne 5 Tema -
Conference

[ToaroroBka k koH(pepeHIMH, padoTa HaJ MPOEKTOM H 3allIUTa IPOEKTA.

1. OcHoBHasi uTEpaTypa

1. MomuceeBa T. B. AHramiickuii s3bIK 175 SKOHOMHCTOB: ydeOHOE
nocobue it akagemudeckoro 6akanaspuata / T. B. Mouceesa, H. H. llarunna, A. HO.
HIupokux. — 2-e u3n., nepepad. u pon. — Mocksa: UznarenscrBo Opaiir, 2019. —

157 c¢. — (bakanaBp. Axagemuuecknii kypc). — ISBN 978-5-534-08911-0. — Tekcr:
anekTponubii // IBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/441905

2. Jlesuenko B. B. AHrmmiickuii s3bIK Ui 9KOHOMHCTOB (a2-b2):
y4eOHUK Ui akageMmuueckoro Oakanaspuara / B. B. Jleuenko, E. E. [lonranésa, O. B.
MemepskoBa. — MockBa : HznarensctBo Opaiit, 2019. — 351 c¢. — (bakanasp.

Axanemmuuecknii kypc). — ISBN 978-5-534-01167-8. — Tekcr: anextponHsrit/ 9bC
FOpaiir [caiiT]. — URL: https://biblio-online.ru/bcode/432871

3. CrorameBa O. H. AHrmmiickuii s3pik Juis 3koHOMHCTOB (B1-B2).
English for business studies in higher education : yue6HOe moco6ue s akaIeMHYECKOTO
6axanaspuata / O. H. CroruueBa. — Mocksa : U3narenscto FOpaiit, 2019. — 197 c. —

(bakanmaBp. Axanemuueckuit kypc). — ISBN 978-5-534-10008-2. — Tekcrt:
anektponHbi // DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/429129
4. VBapos B. U. Aurnwmiickuii s3e1k uts skoHoMuctoB (a2—b2). English

for business + aynuomatepuansl B ObC: y4eOHHK M MPaKTUKYM ISl aKaJeMHUYECKOTO
OakamaBpuata / B. 1. YBapoB. — 2-¢ u3zn., nmepepad. u gorm. — Mocksa : M31areiabcTBo



FOpaiit, 2019. — 393 c¢. — (bakanaBp. Axanemuueckuii kypc). — ISBN 978-5-534-
09049-9. — Tekcr: snmektponusiii / DBC IOpaiit [caiit]. — URL: https://biblio-
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2. JlonoTHUTeIbLHAS JTUTEepaTypa

1. JlenoBOi MHOCTPAaHHBIH A3bIK (AHMJIMICKHI) | yueb.mocobue /
Pynunosa, FOnust UBanosHa [u ap.] ; CII6. roc.umxeHepHO-9KOHOMUY.YH-T. - CII0. :
CII6I'nsy, 2011. - 140c.

2. ®omuueBa M.II., borarsipeBa C.H., beno3epiiena
H.B. Ocobennoctu 00y4deHust mpodeCCHOHAIBHON WHOS3BIYHOM
KOMMYHHUKAIIMH CTYIEHTOB C OTPaHUYE€HHBIMU

BO3MOXKHOCTSIMH 3710pOBbsi: Meroauueckoe nocooue / M.I1. ®omuuera, C.H.
borateipeBa, H.B. benozepuesa, O.C. ITono3osa u ap. - M.: MI'TOU, 2014. — 62c.

3. Xamunosa JI. A. English for students of economics: Aurnuiickuii
S3BIK JUIS CTYICHTOB- 5 KOHOMHUCTOB : yueOuuk / JI.A. Xanunosa. — 4-¢ usn., nepepad. u
nor. — Mocksa : DOPYM : UHOPA-M, 2018. — 383 c. — (Cpennee
npodeccuonaibHoe oopazoBanue). - ISBN 978-5-16- 106264-7. - TeKkcT: 2IeKTPOHHBIH.
- URL.: https://new.znanium.com/catalog/product/944973

4. Business English for students of economics = /lenooit
AHTIIMICKUAN IS CTYICHTOB- 3KOHOMHUCTOB: yueOHoe nocobue / b.U. I'epacumos, O.A.
I'muBenkoBa, H.A. I'yauna ; mon pen. M.H. Makeesa. - 2-e u3n. - MockBa:@opym,
HUILL UHOPA-M, 2018. - 184 c. - ISBN 978-5-

00091-116-7. - Tekct: anekTponnbii. - URL:
https://new.znanium.com/catalog/product/966749

3. JJIeKTPOHHBIE PeCypChl
1. https://www.investopedia.com/terms/e/economics.asp -
Economics:
Overview, Types, and Economic Indicators
2. 2. http://www.economics-journal.org/economics/journalarticles - Econom
3. https://www.theguardian.com/business/economics- Economics |
Business | The Guardian
4, https://www.economist.com/finance-and-economics/- The Economist
5. https://www.aeaweb.org/resources/students/what-is-economics - Ameri
6. https://www.ted.com/topics/economics - A collection of TED Talks
(and more) on the topic of Economics
7. https://www.khanacademy.org/economics-finance-
domain/macroeconomics/macro- basic-economics-concepts - Basic economics concepts
8. http://whystudyeconomics.ac.uk/what-is-economics/ - The
Annual Review of
Economics

9. https://www.annualreviews.org/journal/economics - What is Economics?
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Companies. Tunel | Ycneunele KOMIaHUU. Jleuenko B. B. AHriumiickuii s3b

KOMITaHUH. Kapbepubiit poct B | 9KOHOMHCTOB (a2-b2): y4eOHUK
KOMITaHHH aKajJieMU4eckoro OakamaBpuara /
Modalsl: ability, requests | JleBuenko, E. E. Jlonranésa, O. B. Memie
and offers. — Mocksa : UznparensctBo HOpaiit, 2

351 c. — (bakanaBp. AkageMHUECKUN K
ISBN 978-5-534-01167-8. —
anektpoHHslii// DbC HOpait [caiiT]. —
https://biblio-online.ru/bcode/432871

CroruueBa O. H. AHIIUHACKUNA S3E
sxkonomuctoB (B1-B2). English for |
studies in higher education : y4e6Hoe T
JUIS  aKkajeMuueckoro OakanmaBpuara /
CrorauneBa. — MockBa : M31aTensCcTBO
2019. — 197 c. — (baxamaBp. Akanemr
kypc). — ISBN 978-5-534-10008-2. —
anekTpoHHbd / OBC IOpaiit [caiiT]. —
https://biblio-online.ru/bcode/429129

Planning. Croco0sb! u cekpetsl | CroraneBa O. H. Amnrmumickuil s3bIK IS
[TnanupoBanwe Xopolero IiaHupoBanus. | skonomuctoB (B1-B2). English for business
[TnanupoBanue st | studies in higher education : y4ebHOe mocobue

HKOHOMHYECKOTO pPa3BHUTHS. | Ul aKajeMudeckoro OakamaBpuata / O. H.
Tenses. Active and Passive | CroraueBa. — Mocksa : M3narensctBo FOpaiit,
Voices. 2019. — 197 c. — (bakanaBp. AkajgeMHUYECKUI
kypc). — ISBN 978-5-534-10008-2. — Tekcr:
anektponnsii / OBC HOpait [caiit]. — URL:
https://biblio-online.ru/bcode/429129
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yue0.nmocobue / Pynunosa, FOnus MBaHoBHa [u

ap.] ; CII6. roc.MHXEHEepHO-3KOHOMUY.YH-T. -
CIIb. : CII6I MDY, 2011. - 140c.

Staff management. | Kauectsa u ymenusi | Mouceea T. B. Amnrmuiickuii  s3bIK IS

VYnpasienue XOPOIIIETO MeHeJ[Kepa. | IKOHOMHUCTOB: yueOHOe nocobue e
MEPCOHAIIOM. Monoabie MEHEIHKEPHI akameMmuueckoro  OakamaBpumata / T. B.
Verbs and prepositions, | Mouceesa, H. H. Iarumuna, A. 1O. [lupokux. —

Reported speech. 2-¢ wu3n., mepepad. u jgom. — MockBsa:

W3parensctBo FOpaiit, 2019. — 157 c. —
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978-5-534-08911-0. — TekcT: 31MeKTPOHHBIN //
OBC IOpaiit [caiit]. — URL: https://biblio-
online.ru/bcode/441905

domuyeBa M.IL, borarsipesa C.H.,
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KOMMYHHUKAI[MM CTY/JCHTOB C OTrPaHUYCHHBIMU
BO3MOYKHOCTSIMH ~ 37I0POBbS:  MeETOAMUYECKOe
nocobue / M.II. ®omuueBa, C.H. boratsipesa,
H.B. benozepuesa, O.C. Ilomo3zoBa u ap. - M.:
MITBU, 2014. — 62c.




XamunoBa JI. A. English for students of
economics: AHIIMHUCKANA SI3BIK JJISI CTYJIEHTOB-
AKOHOMUCTOB : yueOHUK / JI.A. Xanmunoa. — 4-¢
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Conflicts. Kordaukrs

Kondumukrel. Pa3zpemenne
KOH(DJIMKTHBIX CUTYallli Ha
pabore.

Word building, Articles (
a/an, the and zero article),

JleBuenko B. B. Admumiickuii S3bIK  UIS
SKOHOMHCTOB (a2-b2): y4eOHUK JUIs
akameMuueckoro OakamaBpumata / B. B.
JleBuenko, E. E. Jlonranéra, O. B. Memepsikosa.
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Starting your business.
Coznanune
IPEAPUATUSL

buznec. YcnoBus st
Hayajla HOBOIO OuW3Heca.
Conditionals.
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Market Research.
N3ydenue priHKa

Crpykrypa PBIHKA,
OCBOCHHUC HOBBIX PBIHKOB
C6BITa, KOHKYPCHIUA u
YCJIOBHS PBIHKA.
Modals: obligation,
prohibition, possibility,
permission, suggestions,
refusal, promises, threats,

willingness,

Momuceesa T. B. AHmmiickuili S3BIK I
YKOHOMHUCTOB: yuebHOe nocoowue TUIS
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OBC [Opaiir [caiitr]. — URL: https://biblio-
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domuueBa M.IIL., borateipeBa C.H.,
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BO3MOXXHOCTSIMU ~ 3/I0pOBbsl:  MeToaudeckoe
nocodoue / M.II. ®omuuera, C.H. Borarsipesa,
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3. METOJAUWYECKHE PEKOMEHJIAIIMU K CAMOCTOSTEJIBHOM PABOTE

CamocrositesbHas pabora Ne 1
Tema — Companies

Comprehension
1. Answer the questions basing on the text.
1. What are the two meanings of the word _organization‘?
2. What is meant by the internal organization of a business?
3. How does formal organization differ from informal organization?
4. What are some of the principles of organization mentioned in the text?
5. What is the difference between a centralized and decentralized organization?
6. What is the main advantage of a line-and-staff organization over a line organization?
7. What is the main disadvantage of a functional organization?
8. From what two superiors is a person employed in a matrix organization likely to receive
orders or instructions?
2. Expand the sentences.
1. In the organizing process, management sets up ... .
2. Formal organizations are ... .
3. Informal organizations exist ... .
4. By following the four principles, management creates an organization that s ... .
5. The three major kinds of internal structures are ... .
6. A line organization is an internal business structure in which every employee ... .
7. 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.



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 others files.

A. LiisaJoronen

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. 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?

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.

N3-3a MHOTOOOpa3us GUPM MX MPUHSATO TPYNIHUPOBATH, pa3inyast 0 pa3HbIM IIPU3HAKAM:

o pasMepaM — Majble, CpEIHHE, KPYIHbIE; IO OTPACICBOM NPUHAIICKHOCTH —



MPOMBIINIJICHHBIC,CTPOUTCIILHBIC, (I)I/IHaHCOBBIe, HWHBCCTUITMOHHBIC, CTPaxoOBLbIC u 1p.;1ao
OpraHU3aIlMOHHOW CTPYKType — JIMHEWHas, (QyHKIUOHaIbHAass W 1p. JluHeitHOE W
(YHKIMOHATBLHOE PYKOBOJACTBO — 3TO CHUCTEMa YIPABICHHS B KPYIMHBIX OpraHU3alMsiX, I/e
CYIIECTBYIOT ABE CAMOCTOATCIIbHBIC UCPAPXHU:
JIMHEWHOE PYKOBOJCTBO BKJIIOYAET JIMHEHHBIX PYKOBOJUTEJEH, OTBEUYAIOIIMX 3a OIpPEIEICHUE
MOJIUTUKH U BBIITOJTHEHHE OCHOBHBIX (DYHKIIMN OpraHU3aiH(TaKuX, KaK MPOU3BOJCTBO, COBIT U
T.I1.), B TO BpeMs KaK (DYHKIIMOHAJIbHOE PYKOBOJICTBO U CaMOCTOATENbHbBIE (DYHKIIMOHAILHBIE
PYKOBOJIUTENH OTBEUAIOT 3a OOecreueHre HEOOXOMUMBIX Ui 3TOTO YCIOBHM, TaKUX , Kak
MaTepuaIbHO-TEXHUYECKOE M (PMHAHCOBOE OOCITY)XKHMBAaHHE, CKIIAJMPOBAHUE, OyXTaaTepCKU
y4€T, TPAHCTIOPT, BCE BOIPOCHI KaJIPOBOTO 00eCHeueH s U MOJUTHUKH, SKCIUTyaTallud U PEMOHTA
obopynoBanus.Ha nmpakTuke mpuUMEHSIOTCS BCE TIEPEUNCICHHBIC TPYIITUPOBKH U IIEIIBII
psaa apyrux. OQHAKO ONpeneNsonmii Kpurepuid paszaenenus ¢pupm — popma coOCTBeHHOCTH. B
ATOM cClIy4ae B paMKax 4YaCTHOW COOCTBEHHOCTH MOKHO BBIICIUTH TpH BUa (Tpu Gopmbl) hupm:
WHAMBUyanbHas (cemeiiHas) ¢upma;ToBapuiecTBo;kopropanus. Kaxnas u3 stux ¢opm
Pas3IndacTCs 110 IIeTI:IpéM IMpU3HAKaM: 110 YHUCITY CO6CTB€HHI/IKOB, IO CTCIICHU OTBETCTBECHHOCTH,
0 Coco0y MPUBJICYEHUS KalUTAalIa, IO XapaKTepy pacipeaesieHus T0X0I0B.
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
c) Mr Lorenzo secretary
6 a) a personnel's policy
b) a policy of personnel
c) 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
c) 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

CamocrosiTe1bHasi padoTa 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 npoxiaapIBaTh MOCT, 3/1. SIBIISETCS
CBA3YIOIIMM 3BCHOM
2 much like the parts actors fill in a
drama
OYCHB IMOXO0KHE Ha TC POJIN, KOTOPEIC

AKTCPLI UCITOJIHAIOT B CEpHUATIC



3 an intentional structure 3. 3anporpaMMupOBaHHas CTPYKTypa

opranuzanuu

4 making structures fit situations —moarousTsl CTpyKTYpy M0 KOHKPETHBIC

YCIIOBHSI pabOThI

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

JIIOAW CKJIOHHBI CJICAOBATH 3a TEMH, KTO MIpcAjaractT UM CpCACTBa IJIA YAOBJIICTBOPCHUSA UX
noTpedHOCTEN

6 It measures performance against goals and plans. ou (koHTpoJIb) copa3mMepsieT UCIIOTHEHHUE C
IeJIsIMU U IIJIaHAMU

7if deviations persist eciiu OTKIIOHEHUSI IPOIOIKAIOTCS

8 It means locating the persons who are responsible for resultssTo o3navaeTr HaiiTH TeX, KTO
OTBEYACT 3a Pe3yJIbTarT ... (OTBETCTBEHHBIX JIFOJICH).

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©oOoO~NOoO Ol WN -

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.» 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 OOONOOOITP,WNEW

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 paGora 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 pabora 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 | (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 ..., 1 (to be) too busy.

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

few days ago.

9. You (to be) to the Crimea? When you (to be) there? — |

(to be) there in 2005.
10. Assoon as | (to see) him, | (to understand) that he (to

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



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

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

12. When | (to hear) acry, | (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?» |
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? | (to write) a letter. | (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. | 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? |
26.. A: Why are you turning on the television? B: (I/watch) the news.

27. A: Oh, I've just realized. | haven't got any money. B: Haven't you? Well, don't worry.
(111end) you some.

28. A: I've got a headache. B: Have you? Wait there and (1/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: 1 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. | 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?
I11. 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?

Noakwn

CamocrositesibHas pabora 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 impartant 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?

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

CamocrosiTesibHas padora Ne§
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

Jluteparypa 1Jisl CAMOCTOSITEILHOTO U3yYeHH s

n/n

HanmeHoBanue
pazaeJia (TemMbl)

Bupa padotsl

Jlurepartypa

Companies.
Twuiel kKoMOaHun.
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OCHOBHOI LENBIO CaMOCTOSITETIBHOH pPabOTHl SBISETCS OOECIeUYeHUe YCIOBHUS IS
yCIIEMIHOM Mpo(eCCHOHATBHON IOATOTOBKU CIEIMAIMCTOB BBICOKOM KBaIM(pHUKAIMH,
00J1a/1al0IUX TOCTATOYHBIM YPOBHEM C(HOPMHUPOBAHHOCTHU MPOPECCHOHATBHBIX 3HAHUHA U
YMEHUH. OBpPUCTUYECKMH MOTEHIMA] CaMOCTOATENbHON padoThl 3aKitoyaercs B
MOJTOTOBKE CIIEIHAUCTOB, CIIOCOOHBIX MPO(EeCCHOHATBHO M MAKCUMAIBHO 3P PEKTHBHO
JOCTUraTh IOCTAaBIEHHBIX Lesed. B mpouecce opranuzanuu M (yHKIHOHUPOBAHUS
CaMOCTOSITENIbHOM paboThl pemaroTcs ciaeayrolue 3aaadu: odydeHue 3((EeKTUBHBIM
KOTHUTHBHBIM YMEHUSAM; (OPMHPOBAHNE TAKUX JIMYHOCTHBIX Ka4eCTB KaK aKTUBHOCThb U
OTBETCTBEHHOCTb. T€M HE MEHEee, CaMOCTOATEIbHas paboTa HE UCKIHYAeT KOHTPOJIS CO
CTOPOHBI IpernojaBatels, Oojiee TOro, ee (GopMupoBaHHE NPOUCXOAUT B IPOLECCAX
ornpezeneHus 1esiel, TOCTaHOBKY 3aa4 U MPerno1aBaTelIbCKOro KOHTPOJIS.

UYro kacaeTcs OpraHu3alli CaMOCTOSTEIbHON pabOThl Ha 3aHATUSAX MO UHOCTPAHHOMY
A3bIKY Ha HES3bIKOBOM (DaKkyiabTeTe, TO OCHOBHOE€ BHHUMAHHUE COCPEJOTOYEHO Ha
(GOpMHpPOBAHUN y CTYAEHTOB MHOS3BIYHOW KOMMYHUKAaTHBHOM KOMIIETEHIIMU. ITO
npennosiaraeT  oOecliedeHHe  WHTErpalud  CTYAGHTOB B MHOTOSI3BIYHYIO
npodeccnoHanbHyto cpeny. Crienyer yuyuThIBaTh, YTO MHOSI3bIYHAS KOMMYHUKaTHBHAs
KOMIIETEHIIMSI, B CBOIO OY€pe/ib, MPEJCTaBIsIET COO0M COBOKYNHOCTh 3HAHWN, YMEHUN U
HaBBIKOB, JOCTATOYHBIX JJIS TOJY4YEHUs MpO(EecCHOHAIBHBIX 3HAHWW M ydacTHs B
npolueccax MeXKyJIbTypHOH KOMMYHUKALIUH.

s hopmMupoBaHHs aJeKBaTHOM MOTHBALMM HEOOXOIUMO: MOHUMAHHE CTYJCHTaMHU
3HAYUMOCTH BBITIOJHSAEMON pabOThl; aKTUBHOE Y4acTHE CTYJEHTOB B UCCIIEOBATEIbCKOMN
JeSITebHOCTH (TIPOEKTHI, MPE3EHTALMHI) C PUBJICUYECHUEM JIOTIOIHUTENIBHBIX HCTOYHUKOB
uHpopManuu  (PNMEKTPOHHBIX, TmedaTHbIX). [lo3HaBarenbHass CaMOCTOATEIBLHOCTH
CTYJEHTOB pEANU3yeT CJIEAYIOLIME JBPUCTHUECKHE YMEHHUSA: KOMMYHUKATHBHbBIE
(roBopeHMe); KOTHUTHUBHBIE (IOUCK U aKTyaju3alus HHPOPMAIUH); PEUEMbICTUTEIbHbBIE
(ananus, o0oO0IIeHne, nHTEerpanus, TuddepeHuanms).

Takue KOMITIOHEHTBI COJEP)KAaHUS CAMOCTOSTEIbHOM pabOThl CTYIAEHTOB Kak KyJIbTypa
YMCTBEHHOI'O TpyJa, MNPHOOLIEHHE K TBOPUECKUM BHJAM JESATEIBHOCTH, DPa3BUTHE
MHTEJJIEKTYaJIbHBIX  CHOCOOHOCTEH U oOecnedyeHrne BO3MOXKHOCTEH —peaau3anuu
TBOPUYECKOTO IOTEHIMAJA CTYJIEHTOB CBUIETEIBCTBYIOT O 3HAYMMOCTH 3TOrO BHUIA
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yueOHOM JesITeNbHOCTH W TPeOYIOT OT MPErnoAaBaTeNbCKOrO COCTaBa MPUCTATBHOTO
BHHUMaHUS U UX IPUMEHEHUs B yueOHOM MpoIiecce.

YreHue u nepeBo/ TEKCTOB NMPOoGecCHOHAIBLHOM HATIPABJIEHHOCTH

TekcThl npodeccuoHaNbHON HAMPaBIEHHOCTH HAa MHOCTPAHHOM S3bIKE IOMUMO CBOEH
OCHOBHOI 3a71a4ui — HH(POPMATUBHOCTH — ITOMOTAIOT MOMOJTHUTh OOIIUH U TeMaTHYECKUN
CJIOBAapHBIM 3amac, TPEHUPYIOT B MPOU3HOLUIECHUU AHIVIMMCKUX CIIOB U BBIPAXKEHHI,
3aKPEIUISIOT MpaBWIa AHTJIMWCKOW TpaMMATHKH IyTeM pa30opa TUIUYHBIX MPUMEPOB,
BCTPEYAOUIUXCSI B TEKCT€ M MX MHOTOKPAaTHOI'O MOBTOPEHUS C LEJIbI0 3alIOMUHAHMS,
CIOCOOCTBYIOT Pa3BUTHUIO HaBBIKOB YCTHOM peyu.

CamocrosiTenbHass paboTa SBISAETCS BAXKHOW COCTABIIAIONIEH 4YacThlO  ydeOHOM
noAroToBKU. HaunHath ee Ha/lo ¢ MOCTENEHHOr0 U3YYEHUSI TEOPETUUECKUX UCTOYHUKOB,
U B IIEPBYIO OYEpPE/b — C U3YYEHHUs IPABUJ YTEHHS, OCHOB IOCTPOEHHUS Pa3HBIX THUIIOB
MPEJI0KEHU M, BCIIOMOTaTeNIbHBIX YAaCTEN PEUMU.

Jns orpabGoOTKM HAaBBIKOB UTEHHUS TpeOyeTcs MHOTOKPATHOE MOBTOPEHHE BCIIYX.
Heo6xoauMo Tak)ke MOCTOSTHHO CBEPATHCS C MpaBUJIaMU YTEHUS, TIOKa HE BhIpabOTaeTCs
HaBBIK, HO MPH MOCTYIUICHUH B OOMXOJ HOBOM JIEKCMKU PEKOMEHIYETCS CBEPUTHCS CO
CJIOBApEM U MPOBEPHUTH COOTBETCTBUE €€ MPOUZHOILLICHUS HOPME.

BaxxHyro posib UTpaloT MPHUBEACHHBIC B KAKIOM paszelie Jo00oro ydeOHUKAa TEKCTHI U
KOMMEHTapUd K HUM. B OOJBIIMHCTBE HCIHOJB3YEMBIX YYEOHBIX MOCOOMN TEKCTHI
CHA0KEHBI MOYPOUYHBIMU CIIOBAPSIMHU.

TekcTbl s BHEAyAUTOPHOTO UTEHHUs MpEAHA3HAYEHbl JUIsl YTEHUS W MEepeBOJa C
MOMOIIbIO ciioBaps. WX 1enp — pa3BUTHE HABBIKOB CAMOCTOSITEIBHOTO YTEHHUS H
oOorameHre CIOBapHOTO 3araca, pPaclIupeHHe Kpyro3opa, MOBBIILIEHUE KYJIbTYPHOTO
ypoOBHsI CTyneHTOB. PaboTa ¢ Tekcramu AaeT BO3MOXKHOCTH OBJIAJICHUSI PA3JIMUHBIMHU
BUJAMH YTeHHs (IIPOCMOTPOBBIM, HM3YYAIOIIUM, JETATbHBIM), BEIOOP KOTOPOTO 3aBUCUT
OT LEJIEN CTOSAIIMUX MEPE CTYyICHTOM.

Pabora ¢ TekcToM

TekcTel npodeccuoHaNbHON HANpPaBIEHHOCTH Ha MHOCTPAHHOM SI3bIKE IIOMUMO CBOEH
OCHOBHOI1 3a71auil — UH(HOPMATUBHOCTH — MTOMOTAIOT MOMOJIHUTH OOIIUH U TEeMaTHUECKUN
CJIOBapHBIM 3amac, TPEHUPYIOT B TMPOW3HOIIEHWW AHTJIMMUCKUX CJIOB W BBIPAKECHHM,
3aKpeIUISIOT MpaBWiia aHTIMWCKOW TpaMMAaTHKH MyTeM pa30opa TUMHUYHBIX MPUMEPOB,
BCTPEYAIONIUXCS B TEKCT€ M MX MHOTOKPATHOTO IMOBTOPEHHS C IEIBI0 3allOMUHAHMUS,
CIOCOOCTBYIOT Pa3BUTHUIO HABBIKOB YCTHOM peum.

Oranbl paboThl C TEKCTOM.

IIpenrekcToBbIN JTar:

MIPOUTHUTE 3ar0JIOBOK U CKKUTE, O 4eM (0 KOM) OyJIeT UITH PEeUb B TEKCTE;

- 03HAKOMBTECh C HOBBIMU CJIOBAMHU M CIIOBOCOUYETAHUSIMHU (€CITH TaKOBBIE
JaHbl K TEKCTYy C MEPEBOJIOM);

MPOYHUTANTE U BBHIUIIHUTE CIOBA, 0003HAYAIOIIINE (naetcs pycckuit
SKBUBAJICHT);

BbIOEPUTE U3 TEKCTA CIIOBA, OTHOCAIIUECS K H3y4aeMOW TEME;

HalaUTe B TEKCTE HE3HAKOMBIE CIIOBA.

TekcToBbIN dTaM:

MIPOUYTHUTE TEKCT;

- BBIJIETTUTE CTI0BA (CIIOBOCOYETAHMSI UITU TIPEJIOKEHUS ), KOTOPBIE HECYT
BaXHYIO (KIIOYEBYIO HH(POPMAITHIO);

BBIMUIINTE WU TIOJYEPKHUTE OCHOBHBIC UMEHA (TEPMUHBI, ONIPEIEIICHUs, 0003HAYCHHUS );
chopMynupyiTe KIIOUYEBYIO MBICIb Ka)X10r0 ad3ana;

- OTMETBTE CJIOBO (CIOBOCOYETAHHE), KOTOPOE JIydllle BCEro IMepeaaer
coJlep>)KaHue TEeKCTa (4acTH TEKCTa).




1.3. ITocaeTeKkcTOBBIH dTAIll:
- 03arJIaBbTE TEKCT;
- IPOYTHUTE BCIYX MPEIOKECHHUS, KOTOPBIC TOSICHIIOT Ha3BaHUE TEKCTa,
- HaliJIUTE B TEKCTE MPEUIONKCHUS JIJIS OITMCAHUS
- OATBEepANTE (OMPOBEPIHHUTE) - CJIOBAMH U3 TEKCTA CIICAYIOIIYIO MBICIh _
- OTBETHTE Ha BOIPOC;

- COCTAaBbTC IIJIaH TCKCTA,

- BBIIIMIIMUTC KIFOYCBBIC CJIOBA, HCO6XO,I[I/IMBIG JJId I€pecKa3a TCKCTa,
- ICPCCKAKUTEC TCKCT, OIMUPAACh HaA IJIaH;

- ICPCCKAKUTEC TCKCT, OIMPasACh Ha KIIFOUYCBLIC CJIOBA.

[Ipu moAroToBKe nepeckasa TeKCTa PEKOMEHAYETCSl BOCIIOIb30BaThCS CIEIYIONICH MaMsITKOM:

1. Ilocne mpouTeHust TekcTa pa3denTe ero Ha CMBICIOBBIE YAaCTH.
2. B kaxxmoii yactu HalUTE MIPEATIOKEHUE (UX MOXKET OBITh HECKOJIBKO), B
KOTOPOM 3aKJIFOUEH OCHOBHOM CMBICH 3TOM YaCTH TEKCTA. BINUIINTE 3TH MPEIII0KEHUA.

. [TomuepkHUTE B ATUX MPEAJIOKECHUIX KIIOUEBBIEC CJIOBA.

. CocTaBbTe IUIaH Mepeckasa.

. Onupasce Ha IJ1aH, MePEeCKaXKUTE TEKCT,

. Onupasich Ha KIIFOYEBbBIE CIIOBA, PACCKAYXKUTE TEKCT.
IIpu nepeckaze TekcTa pEKOMEHYETCS UCIIOIb30BATh PEUYEBbIE KIIMILIE.
2. Pabota ¢ rpammaTHyecKkuM MatepraaoM (rpaMMaTHUYECKUE U
JIEKCUKO-TPaMMaTHYECKUE YIIPAKHEHHUS)
[Ipu paboTe ¢ JEKCHKO-TpaMMAaTHYECKHMM MAaTEpUaioM HEOOXOJUMO CTPEMHTHCS HE
TOJIEKO K y3HaBaHWIO CJIOBA MJIM TPaMMaTHYECKOrO 000pOTa, HO M K MOHHUMAHHIO IENN
ero ymnorpeOjeHus B JaHHOM KOHTEKCTe, (DYHKIMOHAILHOW HArpy3Ku, KOTOPOW JaHHas
SI3BIKOBAS €IMHUIIA 00J1a1aeT.
W3yuaembrii MaTepuan TpeOyeT MPaKTUYECKOTO MPUMEHEHHUS, MPEXJE BCEr0 B BUIE
JIEKCUKO- TPAMMATUYECKUX YIPAKHEHHH, KOTOPBIE CIEIYET BBIMOJHITH TOJIBKO MOCTE
THIATETFHOW MpOopaboTKK Bcero marepuana. M3ydeHne rpaMMaTHKU HENb3s HAYaTh «C
cepenuHbl». Kaxaplii HOBBIM pa3gen ydyeOHHMKA Oa3upyeTrcs Ha H3YUYEHHOM MpexJe
Marepuane M yClIOoXHSeT ero. IIpaBUIBHOCTh OBJIaJIeHUS HOBBIMU JIEKCHKO-
rpaMMaTHYECKUMU CTPYKTYpaMHU MOKHO MPOBEPUTH MPHU MOMOIIH TECTOB C TOTOBBIMH
«imogaMuy. OIHAKO U3ydyeHUE TOIBKO TPAMMATUKH 0e3 MPaBUJIBHOTO MPOU3HOLICHHS U
3HAHUSA JIEKCUKH OCTaeTCs «BEImbI0 B ceOe». JIMIIb KOMIUIEKCHBIA HOAXON U
MOCTETIEHHBIN MepPexXo/1 OT MPOCTOTO K CII0KHOMY MOXKET JaTh TpeOyeMblid pe3yabTar.
[Ipu moaroToBKe 3aaHusl O rpaMMaTUKE (BBITIOJIHEHHUE YIPAXXHEHUN) CHaYaja ClIeayeT
MPOYECTb TEKCT U3 pa3fena (3aHSATHS), 03HAKOMUTHCS ¢ TPAMMATUYECKUMU MTOYPOUYHBIMU
KOMMEHTApUSIMH B KOHIIE yueOHUKA, MPOCMOTPETh 3alUCH, CIeTaHHbIC Ha 3aHSATUH, TJIC
naeTcst o0pasell BHIIONHEHUS yIipakHeHus. [[pu moAroToBke K TECTUPOBAHUIO TpeOyeTcs
TaK)Xe MPOCMOTPETH BECh JICKCUKO-TPAMMATHYECKU MaTepHall, B TOM YUCJIE JIOMAITHUE
MMCbMEHHBIE YIPAXKHEHUSI.
CryneHTaM pPEKOMEHAYETCS HCIOJIh30BaTh O0yYaromue KOMITBIOTEPHBIC MPOTPAMMBI,
KOTOpBIE JAIOT BO3MOXKHOCTH HE TOJBKO MPOCTYIIaTh MpaBUIbHOE (OHETHUECKOoe
odopmileHHE pedr, HO ¥ BbIpaOOTaTh HABBIKM HMCIOJIb30BAHUS MPABWIBHBIX JIEKCHUKO-
rpaMMaTHYECKUX CTPYKTYp MPHU MOMOIIU YIPAKHEHH.
[Ipu wu3yuyeHuUM ONpeAeNEéHHbIX TI'PAMMATHUYECKUX SIBIEHUU AHTJIMHCKOTO  SI3bIKA
PEKOMEHIyeTCSl WCIOJIb30BaTh CXEMBbI, TAOJIUIBI W3 CIPABOYHUKOB IO TpPaMMAaTHKE,
TIIATETFHO TOTOBUTh WX JJs OOecredeHus MpPoyHOro YycBoeHus. [Ipu mocTpoeHuu
AHTJIMHACKOTO TMPEMJIOKEHUS CJEAYyeT pachojiaratb CjJOBa B CTPOrO OMNPEAEIEHHOM
MOPSIIKE, YYMUTHIBAsl, YTO TMOPSAOK CIOB B IIOBECTBOBATEIBHOM MPEMJIOKEHUH,
BOIPOCUTEIIBHOM M OTPHIATEIbHOM MPEIJIOKEHUH OTINYAETCS OT MOpsA/Ka CJIOB B
PYCCKOM MPEIOKEHUH.

o O01h W
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PaGora Hax BocnpusiTieM HHOCTPAHHOI'0 TEKCTA HA CJIyX

AynupoBaHHME TEKCTOB, TAK)KE€ KAaK M UYTEHHE, NHUCBMEHHYIO pe€db M YCTHYIO pEUb,
HEOOXOUMO TMpPaBWJIBHO OPraHMW30BaTh U HCIOJNb30BaTh IMPU 3TOM OIpPE/IEICHHbIE
TCXHUKHU WU CTPATCTHH. Hackonbko TO4YHO JOJI?KEH OBITH ITOHAT HpOCHYHlaHHBIﬁ TCKCT,
3aBHCUT OT TUIIa TEKCTa U OT LIeJIeBOIl YCTaHOBKH. /{7151 TOro 4T0ObI MOHATH YCIBIIIAHHOE,
HE BcerJga HeoOXOJMMO NMOHMMATh KaXJoe CJIOBO. B maHHOM ciydae, Kak W Mpu
YTEHUH, BAXXHO OINPEACNUTh Leu U 3aJauu

MIPOCITYIIUBAHMS, a TaKKe BbIOpaTb COOTBETCTBYIOIIYI0O UM TeXHUKY. B aymupoBan

3.1 O3HaKOMUTEIBHBIN 3TaIl; HEOOXOIUMO CKOHIICHTPUPOBATHCS HE Ha
KaXJIOM CJIOBE, a Ha CICIYIOIIUX acTIeKTax:

KTO TOBOPHT;

7€ U KOTJia IPOXOIUT JAaHHBIN pa3roBoOp;

0 4éM TOBOPHTCS,

11U ¥ HAMEPEHHUS YIaCTBYIOIIUX B Oeceie JIIeH.

CenexTuBHBIH 3Tan: 0TOOP U MOMCK HEOOXOAUMMON UHPOPMALIUY.

KOHIIEHTpPALUs Ha KITIOUEBBIX CJIOBAX U ONpPEIesIEHHBIX BEIPAKEHUSX;

- Cllylasi TEKCT, BBICTpaMBaTh IOCIEJOBATENIBbHYIO LENOYKY JACHCTBUM,
COOBITHH, O KOTOPBIX TOBOPUTCS B TEKCTE.

Jleranu3npoBaHHbIN ATall: BaKHO MOHATH KaXJ10€ CIOBO.

TEKCT MPOCIIYIINBAETCS MHOTOKPATHO;

- HEO0OXOIUMO pa3eNIuTh TEKCT Ha CMBICIIOBBIC YaCTH U AENaTh MEXIY HUMU
nay3bl BO BpeMsl MPOCIYILIUBAHUS.

CJ'IGI[yIOH_[I/IC (1)8,3131 AyAUpPOBaHUA IIOMOI'arOT 00JIerYUTh NOHUMAaHHWE TEKCTOB M BBINOJHEHHE

IIOCTaBJIEHHBIX 3a/1a4.

[Tepen aynupoBaHueM - 11e1b: CKOHLIEHTPUPOBATHCS Ha OCTaBJIEHHBIX 3aavdax:

Yro 51 3HAIO O COAEPIKAHUM TEKCTa Ha OCHOBE C(POPMYJIMPOBAHHBIX 3aJaHUI?

K xakuM acriekraMm MHe HEOOXO0JIUMO JIe1aTh 3aucu?

Kakyto nndopmanuio st oxxuiaro B Tekcre?

Bo Bpemst mpocityiuBaHus - 11€JIb: ONPEACTUTh CUTYAINIO U Y3HATh:

Kto rosopur?

I'ne naxonstcst roBopsye?

O uéM nzaer peun?

[Tocie mpocmymMBaHus - IENb: 3aKPENHUTh PE3YJIbTaThl POCITYITUBAHUS

JIOTIOJTHUTP 3aITUCH HOBBIMH JICTATSIMH COICPIKAHMS;

- c(OpMyIHpOBaTh KIIIOUEBBIE CJIOBA U BBIPAKEHUS B BHICKA3bIBAHUS,
KOTOPbIE COOTBETCTBYIOT COJIEPKAHUIO;

JIOTIOJTHUTh UHPOPMALIMIO, KOTOPYIO HE Y/1aJ0Ch MOHATH C IIEPBOTO pasa.

YacTo, 3Has TUIT TEKCTA, MOXKHO MPEAINON0KUTh, KAKUE TEMbI 3aTparuBatroTcst B HEM. 00
3TOM MOTYT COOOIITUTH BaM KaK THI TEKCTa, TaK M €ro Ha3BaHHE.

Kak u mpu yTeHuu, KIIIOYEBBIE CIIOBA Ba)KHBI JUIS MOHMMAHHS COJEPIKAaHUS TEKCTa,
MOCKOJIbKY MMEHHO OHH HECYT HaumOOJbIIYI0 CMBICIIOBYIO HAarpy3Ky M 4aiie BCEro
MOBTOPsIIOTCS B TeKcTe. KirtoueBble clioBa 00BIYHO:

a) CTOSIT B Ha4aje TEKCTa;

0) HaxXoAATCS TIOA CMBICIOBBIM

ylapeHueM; B)  IOBTOPSIOTCA

MHOT'OKpaTHO;

') MOT'YT 3aMEHATHCSI CHHOHUMAaMH.

[lpr mpocTymMBaHUK CIIOKHBIX TEKCTOB YacTO TPOUCXOAMT TaK, YTO BBl HE MOXKETE
HOHATh OTAENbHBIE CJIOBA U BBIPAKEHUS. OTH «IIPOOENb» HEOOXOIUMO MOIBITAThCS
BOCIIOJIHUTH. JTO yIa€rcs caemarh, €CIM BaM 3HAKOM KOHTEKCT M CHUTYaIus, B KOTOPOH



HaxXo4ATCA rOBOPAIIUC.

MeToauuecKkue YKa3aHus 10 BBINMOJHEHUIO NMPE3CHTAUH

[Tpe3enTaryu JOJDKHBI OBITH BRIMOIHEHBI B hopmarte Power Point u cocrosite u3 10 craiigos:

- 1 cnmaiin pomxeH coaep)kaTb Ha3BaHHME Y4EOHOTO 3aBElCHUS, TeMy
Npe3eHTally, Ha3BaHHE TEMbl, CIECUUATBLHOCTH HOMEp M «HamMmeHoBanue», OUO,
TpyINIly BBHINOJHUBIIETO TMpe3eHTanuio odOydatomierocs u  OHUO  mposepsromero
NPE3EHTAINIO IPENoaaBaTes;

- 2...9 cnaiipl JOJDKHBI pacKpbIBaTh CyTh 3aJaHHON TeMbl. [Ipu sTOM
HE0OXO0aMMO COOII0IaTh TPEOOBAHUS 10 CO3/IaHuI0 Tpe3eHTanui (hoH, pazmep mpudTa,
AHUMAIIHIO | T.11.);

10 ciaiin «Crracu0o 3a BHUMaHHE ! ».

. MeToandeckue yka3zaHus 110 BBITIOJHEHUIO JT0KJIaaa (pedepara)

Hoxuan (pedepar)— BUI CaMOCTOSTEIILHON HaydHO —HCCIIEA0BATENbCKOW PabOThI, Te
aBTOP PACKPBIBAET CYTh UCCIIETYEMOM IPOOIEMbl; MPUBOAUT Pa3IMUHbIE TOUKH 3PEHHUS, a
Tak)Ke COOCTBEHHBIC B3TJIS/IBI HA HEE.

Oransl paboThl HajA JokiIanoM (pedepatom) :

- nox0Op W W3YYCHHE OCHOBHBIX HCTOYHHKOB IO TeMe (KaKk M IIpH
HaIMCaHWH pedepara peKOMEHIyeTCsl UCTIOIb30BaTh He MeHee 8 —10 HCTOYHHUKOB);
cocTaBiieHHe Oubmorpadum;

- 00paboTKa 1 cucTeMaTu3alys MaTepuana.

[ToaroToBka BEIBOJIOB M 0000IICHUIA;

pa3paboTKa 11aHa JI0KIaaa;

HaIKCaHuE,

MyOIMYHOE BBICTYIUICHHE C Pe3Y/IbTaTaMU UCCIIEIOBAHHUSL.

Oo0mas cTrpykrypa nokjaaaa (pegepara) :

- 1eJ1b paboThI (B OOIIMX YepTax COOTBETCTBYET (DOPMYIHPOBKE TEMBI
WCCIICTOBAHMS U MOXKET YTOUHSITH €e);

AKTyaJIbHOCTh UCCIICIOBAHUS;

- METOJIMKA TMPOBEJEHUSI HCcleA0BaHus (TOJpOOHOE OMMCAaHUE BCEX
JIEWCTBUM, CBSI3aHHBIX C MOJYYCHUEM PE3YIILTATOB);

BBIBO/JIbI HCCIIEZIOBAHUSI.

TpeboBanus k 0opMIICHUIO TUCHbMEHHOTO A0KIaAa (pedepata) :

TUTYJIbHBIN JIUCT;

- coJiep>kaHue (B HEM MOCIE0BATEIbHO YKA3bIBAIOTCS HA3BAHUS ITYHKTOB
noknana (pedepara), yka3plBalOTCSI CTPAHHIIBI, C KOTOPHIX HAUMHACTCS KaX bl MMyHKT);
BBe/IeHHE ((OPMYTUPYETCs CYTh UCCIIETYEMOM TIPOOIIEMBI,

00OCHOBBIBAETCS BHIOOP TEMBI, OMPEIEISIOTCS €€ 3HAUMMOCTh M aKTyaJbHOCTD,
Ka3bIBAIOTCS 11€J1b U 3a/1a4u Jokiana (pedepara), faeTcsi XapakKTeprUCTUKANUCTIONb3yeMOn
JUTEPATYpPHI);

OCHOBHasl 4acTh (KaXKIbIil pa3/ien ee 10Ka3aTeabHO PACKPHIBAET UCCIIEeyeMbIid BOIIPOC);

- BBIBOZIBI M 3aKIIOYCHHE (TIOJBOJISATCS WTOTH WM JeJaeTcsi 000OmEeHHBII
BBIBOJ] 1O TeMe jokiajna (pedepara));

auTeparypa.

Hoxunan (pedepar) odhopmiseTcs Ha OHON cTopoHe NucTa Oenoit Oymaru hopmara A 4
(210x297 mMm). HUHTepBam MeXCTpOuUHBIM - modayTopHbIM. L[Ber mpudTa - depHBIH.
[apautypa mpudta ocHoBHOro Tekcta — «Times New Romany» wiam aHamorudsas.
Kernb (pazmep) ot 12 1o 14 nmynkrtoB. Pazmeps! nosneit cTpaHulibl (HE MEHee): IpaBoe —
10 MM, BepxHee — 15 mm, HuxkHee — 20 MM, 1eBoe — 25 mMm. Popmat ab3ama: moiaHOoe
BhIpaBHUBaHUE («I10 MHpUHE»). OTCTYI KPaCHOW CTPOKH OJMHAKOBBIM MO BCEMY TEKCTY
— 15 Mm.



CTpaHUIBI TOJDKHBI OBITH TIPOHYMEPOBAHBI C YIETOM THTYJIHHOTO JIUCTA (HA TUTYJIHHOM
JUCTE HOMEp CTpPaHWIBI HE CTaBUTCA). B  paboTax WCIONB3YIOTCS IIUTATHI,
CTAaTHCTUYECKUE MaTepUaibl. DTH JaHHbIE O(OPMIISIOTCS B BUIE CHOCOK (CCBUIOK W
IpUMEYaHMH ).
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