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BBEJIEHHE

MeTOqHUECKHE VKA3aHHA ITpeJHA3HAueHbl Id CTYACHTOB 1Kypca ouHOil ¢opmbl o0y4yeHHA,
KOTOPEIMH OHH MOTYT IIONBL30BAThECA IIPH TOATOTOBKE K IIPaKTHUECKHM 3aHATHAM. I[IpaKTHUYecKHe
3AHATHA 3TO - ITIaHHpyeMad yuyeOHad, yueOHO-HCCIIeIOBaTENbCKad, a TaKAKe HAyUHO-HCCIETOBaTENbCKaAd
paboTra CTYAEHTOB, KOTOpasd BHIIIONHAETCA B aAyIHTOPHOE BpeMd ITOJ, PYKOBOJCTBOM IIperojaBarend. B
COCTaBe METOMHUECKHX YKa3aHIil K IPAKTHUECKHM 3aHATHAM IIpeJyCMOTPEHEI PEKOMEHTAIHH II0
MTOATOTOBKE K IIPAKTHUECKOMY 3aHATHIO. [IpH BEIMTOMHEHHH PadOoTHl CTYAEHTHI MOT'YT HCIIONIL30BATh HE
TOJILKO MeTOIHUYECKHE YKa3aHHA II0 PEIlEHHI0 3aJay, HO H JPYTHe MaTepHaThl YueOHO-METO/IIYeE CKOI O
KOMILIEKCA.

OCHOBHOH I[eJIb}0 METOMHUYECKHX VKA3aHMI 110 BHIMOMHEHHIO ITPAKTHUECKHX PadoT ABIIeTCH
IIOBBIOIIEHHE HCXOJHOIO YPOBHA BIAJAeHHS HHOCTPAHHBIM SA3BIKOM, JOCTHTHYTOI'O HA IIpeIBIAVILE
CTyIIleHH o0Opa3oBaHHd, H OBIAJeHHe CTYJeHTaMH HeOoOXOJHMBIM H JOCTATOUHBIM YPOBHEM
KOMMYHHKATHEHOH KOMIIETEHITHH A PeIIeHHA 3aJad MeXTHUHOCTHOTO H  MeXKKYILTYPHOTO
B3aHMOJIEHCTBH.

e 3aKmroyaeTcd B JOPMHPOBAHHH Y CTYIEHTOB HABBEIKOB ITIOHHMAHH A, H3BIeYeHHA, 00palboTKH
H BOCIIPOH3BEJEHH HH(OPMAIHH.

CTPYKTypa BKIFOYAET TEKCTHI Pa3HUHOH HAIIPABIECHHOCTH, VYIIPAXKHEHHI H ITPAKTHUE CKIE
3aJTAHHA KOMIDIEKCHOI O XapaKTepa I 3aKpeIUIeHHI OCHOBHEIX 3HAHMHIL 110 TeMATHKE COOTBETCTBYIOIIIETO
3AHATH A, UTO IIPeIIonaraeT peaH3alfiio CJIe TyIOIIHX IeIeH:

- TOBBIIIEHHE YPOBHA YUeOHOH aBTOHOMHH H CITOCOOHOCTH K caM0o0Opa30BaHILIO;

Pa3sBHTHE KOTHHTHBHEIX H HCCIEOBATEIhCKHX YMEHHIT,
Pa3sBHTHE HABEIKOB UTEHIL, IIOHMMAHHA H IIEPEBO/IA C AHTIIHIICKOTO S3BIKA HA PYCCKHIL,
Pa3sBHTHE HABEIKOB YCTHOM peuH HA aHTIHIICKOM ST3LIKE;

- 3aKpeIUieHHe IPo()eCCHOHATLHOIO NTEKCHYECKOTO H T'paMMATHUECKOrO MaTepHala IIpH
TIOMOIIIH PA3THYHEIX VIIPAKHEHHH.

[Iporecc mM3y4YeHHA TUCIIIUIHHBI «HOCTpaHHELI M3BIK B cdepe IIpod)eCCHOHAIBHOI
KOMMYHHKAI[HID? HallpaBlleH Ha (GOpMIpOBaHHe KoMIleTeHIHi YK-4 (cItocOOHOCTh K OCYIIECTBIEHHEO
IEeI0BOI KOMMYHHKAI[HH B YCTHOI M ICBMEHHOH (opMax Ha TOCYJapCTBEHHOM S3BIKE PocCHIICKOIT
DemepaliHH H HHOCTPAaHHOM(BIX) S3BIKe(ax)).
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COJEPKAHHUE ITPAKTUYECKHUX 3AHATHI

IIpakTHYeckoe 3aHATHE Ne 1.

Ipaxmuxa peyu: The Economic environment

I'pammamuxa: YnotpediaeHHe IIPUTTKATEIFHOT O T1ajleKa C HEOAYIIe BIeHHBIMH CYIIECTBHTEIbHBIMH
IIpakTH4YecKoe 3aHATHEe Ne 2.

Ipaxmuxa peuu: Risk management

I'pammamuxa: CocrarareabHoe 11 B IIpHIATOUYHEIX TOIIOHHTEELHBIX IIOCTIE I1aroila wish
IIpakTHYecKoe 3aHATHE No 3.

Ipaxmuxa peuu: Crisis management

I'pammamuxa: BpemeHa rpynisl Continuous cTpagaTelIbHOTO 3a10ra

IIpakTHUYecKkoe 3aHATHE No 4.

Ipaxmuxa peuu: Forms of business organization

I'pammamuxa: TIpHIaTOUHEIE I[EII ¢ CO30M so that

IIpakTHueckoe 3aHATHE No 5.

Ipaxmuxa peyu: Energizing employees

I'pammamuxa: Bpemena rpyiinsl Perfect Continuous

IIpakTHYecKoe 3aHATHE No 6.

Ipaxmuxa peyu: City managers and their responsibilities

I'pammamurxa: 1IpHOaTOUHbBIE CPABHEHHA (COIIOCTABIIEHHA) C COXO30M as if
IIpakTH4YecKoe 3aHATHE Ne 7.

Ipaxmuxa peyu: Public Administration Personnel

I'pammamuxa: CpapHeHHe BpeMeHHEIX (popM Perfect, Continuous u Perfect Continuous
IIpakTH4YecKkoe 3aHATHE Ne 8.

Ipaxmuxa peuyu: Administrative decision-making

I'pammamuxa: KOHCTPYKIA «HHQHHHTHB C IIpe j1oromM for»

IIpakTHYecKoe 3aHATHE No 9.

Ipaxmuxa peuu: Creating a Team Culture

I'pammamuxa: CyOCTaHTHBAIIA ITPHIIAr aTeIbHBIX H IIPHYACTHIT

IIpakTHueckoe 3aHaTHE No 10.

Ipaxmuxa peuu: Industrial espionage

I'pammamuxa: KomryecTBeHHBIE H TIOPAIKOBBIE UHCIHTEIbHbIE. X POHOIOTHYECKHE AAThI. J[poOH.
IIpakTHueckoe 3aHaTHe No 11.

Ipaxmuxa peyu: The Impact of Downsizing

I'pammamurxa: Used to H would 111 BEIpaKeHI IIOBTOPSIOIIIXCA eiICTRHIL B IIPOIIIIOM
IIpakTHYecKkoe 3aHATHe Ne 12.

Ipaxmuxa peyu: Computer crimes

I pammamuxa: becCOI3HOE IIOTUHNHEHHE

IIpakTH4YecKkoe 3aHATHE Ne 13.

Ipaxmuxa peyu: White-collar crime

I'pammamuxa: YIMeHa CyIle CTBHTENbHEIE, YIIOTPEOIAOIIHECS TOIBKO B € JHHCTBEHHOM HIH TOIBKO BO
MHOKEeCTBEHHOM UFCIIe TOMFKO B €JHHCTBEHHOM HIIH TOIEKO BO MHOKECTBEHHOM UHCIIE
IIpakTHueckoe 3aHATHE No 14.

Ipaxmuxa peyu: Economic Security

I'pammamuxa: OcoOeHHOCTH YIIOTPeOIeHH A ITIaroJI0B ¢ HHOHHUTHBOM/ TEPYHIHEM B () YHKI[HI
TOIIOTHEHH

IIpakTH4YecKkoe 3aHATHE Ne 15,

Ipaxmuxa peuu: Mutual agreement

I'pammamuxa: TIpmyactie I (poctoe, nepdextHoe) 1 [Ipruactie 11

IIpakTHUYeckoe 3aHATHE No 16.
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CDﬂEpH{ﬂHHE MNPaAaKTHYCCKHX JaHATHH

IIpakTHYecKoe 3aHATHe Ne 1.
Ipaxmuxa peuu: The Economic environment
I'pammamuxa: YnorpedJjeHne NIPHTAXKATEILHOI0 majeska ¢ HeoqylleBJIeH HbIMH
CYIIeCTBHTEJIbHBIMH
IHenb: ©opMIHpORaHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJEHIE JIE KCHKOM H IPaMMAaTHKOM
B pe3syJibTaTe OCBO€HHE TeMbI CTYAEHT J0JI2KeH
3HATh: HOPMEI YIIOTPEOIeHId TeKCHKH aHTINICKOr O M3bIKa B IIPOdeCCHOHATBHOM cepe
YMeTh. UHTATh H IIePeBOJHTE CIIEIHAIBHVIO JTHTEPATYPV LA IIOMOIHEHH IIPo(deCcCHOHANIBHEIX 3HAHIL,
OCYIIECTRIATh ITPodecCHOHATFHYH KOMMYHHKAIIEO B YCTHON H ITHCBMEHHOI (popMax Ha aHTIHIICKOM
S3EIKE.
AKTyalbHOCTb TeMbl: 00YCIIOBIeHAa HEOOXOMMMOCTRIO OBIaieHHeM YK-4.,

TeopeTnueckas 4acTh:

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 planmng. You should recognize that situations change 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:

* Authornty 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-thoughline managers still are involved in
interviewing and make the hiring decisions. All properties use basic principles of staffing such as the

Follasinmer.
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*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, traming, 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 1s 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.

Y our leadership style should vary according to employee needs.

oIt's important to gain employee cooperation. You should treat them fairly and honestly.

*Solicit employee 1deas 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 impo1tant 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:

*T1me to evaluate must be set aside regularly.

*Input from guests and others outside the propeity 1s useful in the evaluation process.

JlekcHuecKHe eJUHHIIbI 10 TeMe:

approaches - IMOAX0pI

run - yIpaBIIATh

goals - e

pursue - IPecieIoBaTh

provide - o0ecIieurBarh

manufacture - IIPOM3BOICTBO

deliver - pacIpocTpaHATh

achievee - JOCTHTAThL

execute - BEOIOIHAT

elaborate pazpabaTeBaTh

organizational charts - opraHH3aIHOHHEIE CXEMBbI

designate -Ha3HAYATh

reside - HAXOOHTLCA

allocation - pacipeaeneHIe

accomplish - BEOTOTHATE

establish - ycTaHaRIHBATH

performance standards - cTaHZapTHI ITPOH3BOJICTBA

" NOKYMEHT MOANUCAH
ANEKTPOHHOWM NMOANUCHIO
Cepriucbukar:  12000002A633E3D113AD425FB50002000002A6
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gmpower- YIIOJTHOMOUHBAaTh
leveraging - 3(p(pe KTHBRHOE H CIIOIL30BaAHIE
coaches - HaCTaBHHK, TpeHEP

counselor - COBeTHHK

watchdogs - cTOpoKeBEIe IICH

executioner - rmagay

retribution - Bo3Me3 e

VinorpedJeHHe NPUTAKATEILHOTO0 Najeska ¢ HeoAyIleBJIeHHbIMH CYI[eCTBUTeIbHbIMH
[IpHTSKATEeIBHBII IIaJleK B AHTJIHIICKOM $3bIKE KPOME CVINECTBHTEILHBEIX OyIIeRIeHHBIX
yIoTpeOIgeTca TakKe ¢ HEKOTOPRIMH He OJTyIIIeBIe HHEIMH CYILeC TBHTEIbHbBIMH, KaK-TO:
a) C CYIIIeCTBHTEIFHBIMH, 0003HAYAOIIIMHA HA3BaHH A CTPaH, TOPOJOB, CY/IOB:

Harward is one of America’s most famous universities.'appapny — omuH u3  Hauboiee
H3BECTHBIX VHHBEPCHTETOR AMEPHKH.
The Ukraine’s crew 1s very large. KomaH/a Terroxopa ,, YKpanHa“ oueHb OOJbIAas.

0) C CYIeCTBHTEILHEIMI, O003HAYAIOIIIMI BpeMI: a year, a month, a week, today, tomorrow,
yesterday n 1p.:

after a year’s absence IIOCTIe TOHYHOTO OTCYTCTBHA

for (a) two weeks’ holiday B IBYXHEeeIbHBIH OTIIYCK

in yesterday’s Pravda BO BUepalHeM HoMepe ., [IpaBer

for tomorrow’s performance HA 3aBTPAallHee IIPeCcTaBIeHHE
B) C CVIIE CTBHTEILHEIMH ship, city, country, world:

this ship’s crew KOMAHIa 3TOr 0 Kopadird

our country’s trade TOPTOBIIA Hallleil CTPAHBI

the world’s production of coal MHPOBaA J00kUA VITIA

OIHAKO CYIIEeCTBHTENbHbBIE, OOO3HAUAKOIIIE HA3BAHHA TOPOJOB, a TAaKAKe CYINECTBHTEIhHOE
world yImoTpeOIIaroTCA TaKKe B (VHKIQHH OITPEeIeHII B OOIeM IajleKe:
a matter of world importance BOITPOC MHPOBOI'O 3HAUEHH I
the Moscow underground MOCKOBCKOe MeTpPO

Bonpochl H 3aJaHHA:
1. Answer the following questions about management functions. Some questions cannot be answered
directly from the text.
1. What did the duties of managers include?
2. What does planning involve?
3. Why is planning the first management function?
4. What do managers do in the organizing phase?
5. Can staffing be considered as part of the organizing function? Why or why not?
6. Why is ongoing communication necessary for effective direction?
7. What do managers evaluate in the controlling function? Why is evaluation essential at this phase of the
project?
8. What types of problems could a manager discover in performing the controlling function?
9. Which skills do managers need to perform effectively? Why is each important?
10. Give examples of the qualities of an effective manager. Classify these as either interpersonal,
organizational, or technical skills.
2. Discuss the following questions with a partner. Giving your answers, try to use the new terms.
1. During which management phase are overall organizational objectives established?
2. What personal qualities do you think good managers should have?
3. Which of the four management functions do you think is the most important? Why?
4. Why are interpersonal skills essential for effective management?
5. Why is staffing considered an ongoing managerial duty?
3. Translate into English:

-,EI,GI{'EH"-MEHT I'IDHI'IHCAH_- § 3H  BKIIOUAET: IUIAHHPOBAHHE [IEATETHPHOCTH H
INEKTPOHHOMW MOANUCKIO [ero Irporecca, Iog0Op H oOydeHHe IIepcoHana,
Ceprudmkar: 12000002A633E3D113AD425FBS0002000002A6 ‘eIbHOCTH H pacIIpe/eleHHe 6ID,[DI{ETE1
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2. TocynmapcTBeHHbIE OpPTaHH3AIMH HAXOMATCA B OONBINEH 3aBHCHMOCTH OT (PHHAHCOBOIT
MOAMEPAKKH IIPAaBHTENBCTBA, OOINEe OrpaHMYeHBl CTPOTHMH paMKaMH 3aKoOHAa H OoIbIle
IIOJIBEPAKEHBI ITOTHTHYECKIM BIHAHILIM, YeM OH3HEC OpTaHH3aI[HH.

3. MeTon HcCleTOBAaHMA KOHKPETHBIX CIY4YaeB OBIN IIPeQIIICHIBAIOIINM, T.K. OH OOyYam
CTYAEHTOB TOMY, UTO CIeQyeT H He cleAyeT Jedarb B OCOOBIX CHTyal[HAX VIIPaBIeHHA
I OCYIAPCTBEHHBIMH YUPE K TeHIIMIL.

4, B 1880-x romax OrUIH pa3paboTaHEl HAVUHEIE IIPHHIMIIEL VIIPABIEHHS OMH3HECOM, a
IIO37K€e 3TH IIPHHIMUIEI OBLIIH HCIIOIb30BAHEI B TOCYAAPCTBEHHOM VITP ABJIE HITH.

5. TIlo3xe ydeHBIE [OKa3alH, YTO AJMHHHCTPHPOBAHHE — 3TO IIPOIECC, ITPOHCXOIAIIINI B
Pa3THYHBIX OpPraHH3alHAX, HEe3aBHCHMO OT TOro, MABIAIOTCI JH STH  OpTaHH3al[HH
TOCYJAPCTBEHHBIMH WIH YAacTHRIMH. COOTBETCTBEHHO, OHH CHENATH pasTpaHHUYeHHEe MeXKITY
aJIMITHHCTPHPOBAHHEM OH3HECOM H IOCYJAPCTBEHHBIM a IMHHHCTPHPOBAHIEM.

4. Additional activities

1. Interview a supervisor or manager (if possible) to find out how much time is spent performing each
of the basic management functions. Compare the results of the interview with your classmates.

2. Ask a worker and a supervisor what kinds of skills they think an effective manager should have.
Classify the responses as interpersonal, organizational, or technical skills. Compare the answers of the
worker and the supervisor.

5. Translate:

A) 1. Yesterday’s radio program was very interesting. 2. The raillway station 1s an hour’s drive from my
house. 3. We had only a five minutes’ talk. 4. She had to take a year’s leave as her mother was seriously
1ll. 5. How did you like your two weeks’ voyage? 6. He did the work in ten minutes’ tume. 7. India’s
export trade has increased lately. 8. We were not informed of the Kutuzov’s arrival.

B) Hapox »Toil cTpaHel, 5KOHOMHEKaA (economy) HWTamiMH, celbCKoe XO3MiicTBO BomrapHi
MTPOMBIOIUIEHHOCTs KHTad, KalmTaH 3TOro Iapoxoja, KoManja (Imapoxona) ,,Ilobema™ myxuacoBas
MTPOTYIIKA, IIATHMHHYTHEL ITePePEIB, CErOMHAIIHAL ra3eTa; BUuepalHini TeaedOoHHBII pa3roBop.

B) 1. BEI unTanu cero HAIHIO0 razeTy? 2. TorapHil Boao uH ceifuac He padoTaeT. OH B3I MeCTUHBLIT
OTITYCK, YTOOBI IOJATOTOBHTBCA K 3K3aMeHaM. 3. B 3ToM Troay y MeHI IBYXMECAUHBLII OTITYCK. 4.
BuepariHiad TeleBH3HOHHAA ITporpaMma Orlna HHTepecHOM. 5. He 3a0yapTe 0 3aBTpariHeM coOpaHHH. 6.
5 monyumnn OobIlloe VIOBOILECTBHE OT BUepalHero matya. 7. Iloura mamexo orcroga? — HeT. OHa B
IATH MHHYTaX XOJbOBIL.

IIpakTHUYecKOe 3aHATHE No 2.
Ipaxmuxa peuu: Risk management
I'pammamuxa: CociararesibHoe 11 B IpHAATOYHBIX JOMOJHHTEIbHBIX MOCJe IJ1aroja wish
IHenb: ©opMIHpORaHHE KOMMYHHKATHEHEIX KOMIIETEHIII, OBIIAJEHIHE JIE KCHKOHM H IPaMMAaTHKOM
B pesyJbTaTe OCBO€HHE T€MbI CTYAEHT J0.JKEeH
3HATh: 0a30BEIe HOPMEI YIIOTpeOIeH A e KCHKH, (JOHE THKH H T paMMATHKH
YMeTh.: UHTaTh, IIEPEBOJIHTL H IIEPECKA3BIBATh TEKCTEI HA HHOCTPAHHOM S3BIKE C HCIIONB30BaHHEM
CIIPABOYHOI H YueOHOM THTepaTypsl, OCYILECTRIIAT KOMMYHHKAI[HIO HA HHOCTPAHHOM A3BIKE
AKTYalbHOCTb TeMbl: 00YCIIOBIeHAa HEOOXOMMMOCTRIO OBIaeHHeM YK-4.

TeopeTHueckas 4acThb:

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 aretop-levelmanagers with responsibilities for the direction and success of the entire
business. They setlong-termdirection 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

:""-.'F'F;:-'":""‘!“ "‘.".-'!"*.:-":! Ll K X! !"":'!":""'-E';:"'L""'!“.!'
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Mid-managers are specialists with responsibilities for specific parts of a company's operations.
Examples ofmid-managementjobs 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 havenon-managementduties in addition to their management
work. They plan theday-to-daywork 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 andmid-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.

JlekcHueckHe eJHHHUIIbI 110 TeMe:

appoint ,complain,treat,supere , to help ,to deal with ,to give someone job as... to grumble
initiate ,assist ,interfere ignore, because something is wrong ,to start something going ,to watch
bottom, n flexible,top, n demand, v  over work, to see that it is well done

CocaaratenbHoe I1 B NpHaaTOYHbIX 0N OJHHTEIbHBIX MOCTIE Iaaroa wish

B [IOTIOMHHUTETHHOM IIPHAATOUHOM IIpeJIOKEHHH IIOCIe Tiaroira wish I BBIpaKeHH I
C 0J#C AIEeHUA,, HeOCYUfecTNNeHHO020 Jceaanua YIIOTPeOI0 TCA claeayroliHe (popMel cocnarareasHoro II:

a) ¢opma, copmagarornad ¢ Past Indefinite, mIa BeIpaxeHHA Oeticnieua, OTHOCHINETOCS K
Hacmosujemy BpeMeHH (0T riiarona fo be MoxeT yIoTpeOnaTeca popMa were Ul BCeX JIIT).
[ wish it were summer now. (It’s a pity it 18 not summer now.) Kak Ol MHe XO0Telxoch, UTOORI ceifyac
OwL710 IeTO. (= JKaib, UTo ceifiyac He JIeTO.)
[ wish I knew where they lived. ( = It’s a pity I don’t know where they live.) MHe OB XOTeIOCEH 3HATE,
I'Jle OHH AHBYT. (= JKamb, UTO 4 He 3Har0, I'Jle OHH KHBYT.)

6) popma, cormagarornad ¢ Past Perfect i BEIpaxeHId deiicmeia, OTHOCAIIETOCS K HpOULIOMY.
[ wish I had telephoned him yester day. (It’s a pity I didn’t telephone lhim yesterday.) Kak xamb, 4ro
eMy He II03BOHIII BUepa.

B) Jia BEIpaKeHHA COXalNeHHsS B OTHOIIEHHH OyAyIIero BpeMEHH B IIPHIATOYHOM
IOITOTHHTEIFHOM YIIOTPeOILAI0TCA MOIallbHEIe TIaroisl would u could.
[ wish they would come to see me tomorrow. (but they won’t) Kak kalbk, UTo OHH He IPHAYT KO MHE

AOKYMEHT NoarnmncAH _ _ _
SNEKTPOHHOW MOANMUCHIO ' there 1s too little time left and we won’t be able to
Ceptudhiakar: . 12000002A633£3D113AD425FBS0002000002A6 clleJIaHa 3aBTpa.
Bnapeneu: LleBayxoea TateAHa AnekcaHapoBHa
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1. Co BTOPEIM IIHI[OM MOJANBHEII I1aroa would MoxeT BEIpaXaTh BEKIIHBYIO HIIH HEBe KIHBYIO
MPOCEOY B 3aBHCHMOCTH OT HHTOHAI[HIH:
[ wish you’d (you would) help me with this work. [TomMornTe MHe, IIOXKamyiicTa, cHenarb 3TV
paborty.
[ wish you would go away. Cxkopee OBl BEI VIILTH!

2. C TpeThHM JHI[OM BBRICKA3BIBAHHE C IIAroioM would MoxKeT HMeTh XapaKTep BOCKIHIIAHIA H
BEIpaKaTh pa3/ipaxkeHHe.
[ wish the music would stop! Korpga e HakoHeI[ IfpeKpaTHTCA 3Ta My3bIKa.

Bonpocsl 4 3aJaHHA:
1. 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?
2. Complete each sentence using a word derivationally related to the word given in brackels:
1. Perceptions that public organizations are wasteful and private ones are efficient do not withstand ...
(scrutinize)
2. Bureaucracies are generally defined as orgamzations that provide each ... with a clearly defined
role. (employ)
They ... employees on the bases of their skills and traiming. (promotion)
The dilemma both public and private organizations have 1s the need for ... and change. (stable)
Future ..., food, shelter, etc. are fundamental needs individuals bring to organizations. (secure)
6. Bureaucracy, whether in business or government orgamzation is thought to be a ... form of
organization. (dominate)
7. Most work 1n organizationsisamix of ... and ... . (collaborate, depend)
8. Common interests have a profound ... on people’s work and are as important as formal
assignments. (effective)
9. Public admimstration has anumber of ..., such as the ..., the ... , the couts, and organized
groups. (participate, execute, legislative )
10.In case a public administrator ... any of his or her numerous duties that leads to the ... of the entire
program. (neglect, jeopardize)
3. Translate into English:
1. Kax Iplil COTPYIHHK OPraHH3aI[HH HMEET OIPeIeIEHHYI0 POIIb H OTBETCTBEHHOCTE.
2. PellieHHe O TIPOJABMAKEHHH COTPYIHHKA 3aBHCHT OT padOTOJATEIL.
3. Bcakad opraHm3aiia Hy &KJaeTcd B CTaOHIbHOCTH.
4. YleHb OpraHU3aIii He TOIHBKO COTPYIHHYAIOT Ha padoTe, HO H YACTO OOBETHHAIOTCA B
HedOpMAalbHEIE TPYINIEI BHE PaOOTHL.
5. PaGoromaTemH [OMAHLI IIPHHHMAT, BO BHHMAHHE He TOINBKO MaTepHAIbHBIE, HO H IYXOBHEIE
MOTPeOHOCTH JIITYHOCTH.
6. TeopHda rocyJapCTBEHHOTO VIIPABIEHHA B HACTOAIIee BpeMda OBICTPO pPa3BHBAETCA M 3aBHCHT OT TOTO,
YTO MBI 3HAEM O UEIIOBEYECKOH IHYHOCTH, MOTHBAX €€ IMOBeJAeHHI H IOTPeOHOCTX.
4. Discussion gquestions
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 continualproblem-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"

AJOKYMEHT NoarnncAH
SNEKTPOHHOW NOANUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

Bnapenel: Webayxoea TateAHa AnekcaHgpoBHa

bW

th anybody here yet. 2. It’s a pity he was not exact
ie important figures. 3. It would be good if we could
ad at hearing the news. She gave herself away. 5. It
eiicTeuTenex: c 20.08.2021 no 20.08.2022 his weekend. I could join your camping party. 6. I'm



sorry I didn’t pick up more good expressions when I was on that business trip. 7. It’'ll be very good if
they subscribe to this magazine. It’s very interesting. 8. It would be very good if that doctor agreed to
treat your son. 9. It’s a pity Nick is engaged in some other business now. I'd have asked him to help us.

IIpakTHUYeCcKOe 3aHATHE Ne 3.
Ipaxmuxa pewu: Crisis management
I pammamuxa: BpemeHa rpynnsl Continuous crpajaTeJibHOT 0 3aJi0ra
IHenb: ©opMHpORaHHE KOMMYHHKATHBRHEIX KOMIIETEHIII, OBIIAJEHHE JIE KCHKOH H I'PaMMAaTHKOMH
B pe3yJiibTaTe OCBOEHHE TeMbI CTYAEHT JO/KeH
3HATh: 0A30BbIE HOPMEI YIIOTPeOIeH A TeKCHKH, (DOHE THKH H I'PaMMAaTHKH
yMeTh. UHTaTh, IIEPEBOJUTh H IIePeCKa3blBaTh TEKCThI HAa HHOCTPAHHOM S3BIKE C HCIIONb30BAHHEM
CIIPABOYHOH H YueOHOI IHTePaTyPHL, OCYINECTRIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTYallbHOCTh TeMbI: 00YCIOBIIEHA HEOOXOMIMOCTEIO OBIAeHHEM YK-4.

TeopeTHueckas 4acThb:

A city manager is an official appointed as the administrative manager of a city in a council-manager form
of city government. Local officials holding this post are sometimes referred to as the chief executive
officer (CEO) or chief administrative officer (CAO) in some municipalities. However, in a technical
sense, the term "city manager” as opposed to CAO implies more discretion and independent authority that
1s set forth in a charter or some other body of law, as opposed to duties being assigned on a varying basis
by a single superior such as a mayor.

Most sources trace the first city manager to Staunton, Virginia in 1908. Some of the other cities
that were among the first to employ a manager were Sumter, South Carolina (1912) and Dayton, Ohio
(1914). The city manager, operating under the council-manager government form, was created in part to
remove city government from the power of the political parties, and place management of the city into the
hands of an outside expert who was usually a business manager or engineer, with the hope that the city
manager would remain neutral to city politics.

JIeKCHUeCKHE eHHHI[I IT0 TeME:

formal authority — oHIHATEHEIE TIOTHOMOUYHA

inspire [In'spalad] — BHYIIIATh, BIOXHOBILATh

trait [treIt] — xapakTepHas yepTa, 0COOeHHOCTH

interaction [ mntar'zk[(2)n] — B3anMOIeficCTBHE

vision ['vi3(a)n] — IIpOHIIATE TbHOCTS, ITPEIBH/IEHHE, Talh HOBHIHOCTE

value ['velju:| — BaXKHOCTE, IIEHHOCTH, IIOJIE3HOCTE

charisma [ka'rizma] — miuHoe obasgHie, XapH3Ma

ongoing |['on gaum)| — IIPOHCXOIAIINI B HACTOAIlEe BpeMdA, IIPOJOILKAIOIIINICH, HEeIIpePRIBHEII,
ITOCTOSHHEBII

explore [1k'splo:| — HccnemoBaTh, paccMaTpHBAaTh, H3yUaTh, aHAMH3HPOBATh

recognition [ rekag'nif{a)n] — oco3HaHIE, ITOHIMAHHE, IIPeJIC TABIEHH E

attribute ['@tribju:t] — OTIHUHTEIbHAL YepTa, XapaKTe PHOE CBOHCTRBO

evidence ['evid(9)n(t)s] — paKTHI, JaHHEIE, JOKA3aTeIbCTBO, IIOATBEPKIEHIE, CBHAETEILCTRBO
intelligence [1n'telid3(2)n(t)s] — HHTEIIEKT, PacCYIOK, pa3yM, YMCTBEHHEIE CIIOCOOHOCTH

Bpemena rpynnsl Continuous cTpajgaTeibHOr 0 3ajiora
HacTodilee H Ipoleainee BpeMeHa Ipymisl Continuous CTpaiaTeIbHOTO 3alora yrnoTpeOIAaoTca B TeX
Ke CIydyasgx, YTO H COOTBETCTBYIOIIHE BpeMeHa JIelCTBHTeIbHOr O 3amora. @opMel OVAYINETO BpeMeHH
rpymel Continuous B CTpagaTelbHOM 3allore He CYILeCTBYeT. BmecTo Hee yIoTpeOnsgeTcsa gopma
Oymyliero BpeMeHH rpyromsl Indefinite.
@ opmyna obpazoBaHH A CTPagaTeIbHOT O 3a10Ta

‘7 to be + Part. 11
NOKYMEHT I'ID,qI'IHCAH {

SNEKTPOHHOW MOAMMCHIO reM3MeHIeMAd YACTh
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu: LWebayxoea TateAHa AnekcaHapoBHa

I to be craBuTca B opme Continuous HaCTOSIIET O
Ile 1 K HeMy IIpHcoeHHAeTCS dopMa IIpHyacTHs 11
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to be being + Part. 11

| am being

He (she, it) is being

You (we, they) are being spoken about

I (he, she, it) was being

You (we, they) were being
H ammprvep:
Our work was being discussed when I entered the hall. Korma g Bomren B 3am, oOcykJanrack Haila
padora.

What is being built here now? YT0 37eck CTPOHTCA ceifyac?

B BOITpOCHTEIFHOI (hOpMe Mepe IT0[IeKallIM CTABHTCA TOIbKO IMepPBblil BCIIOMOT aTellbHBIH ITIaroi:
Was this house still being built when you came to Moscow?  3TOT JOM BCE €Ill¢ CTPOMICHA, KOT/[a BbI
npHeXanH B MocCKBy?

B oTpHiaTeIsHOIl (popMe oTpHIlaTelbHAA YACTHI[Aa Not CTABHTCS IIOCTIE IT € P B O T O BCIIOMOTATEIEHOrO
rJIaroia:

This question was not being discussed when we came to the meeting. 3TOT BOIIPOC He OOCYXKIAICA,
KOT'Z[a MBI IIPHIILIA Ha cOOpaHHe.

Bonpochl H 3aJJaHHA
1. Match Russian definitions with English terms:

1) chief executive officer a)  (popma opraHm3aIi MeCTHOI'O CaMo-
VIIPaBIeHHA, IIPH KOTOPOI BEIOOPHEII
TOPOACKOI COBET IIPHITIAIIAeT Ha JOIIKHOCTD
PYKOBOIHTEILA MyHII[HIIA-
IHTETa ITPodeCcCHOHATLHOT O YIIPABIIAIOIIET O,
paboTaroIlero IMOMHEIH pabouril IeHb;
MeHE[KeP CaMOCTOATEIIbHO HAOHpaeT IIITarT
UL VIIPABIEHHA TOPOACKIM XO03AHCTBOM,

2) council-manager form b) MeHeT&Kep, OCYIIECTBILIIOIII pacIops-
ITHTEILCKVIO JeATeIbHOCTh B PaM-
KaxX CTpaTeTHYeCKHX PelleHH, IIPHHATHIX

PYKOBOJICTBOM,;

3) administrative manager C)  PYKOBOJHUTEIH, KOTOPHII OTBEYAET 3a
OCHOBHYIO YAaCTh TeKYIIeH JieATeTbHOCTH
KOPILOpAI[HH H HCIIOIHEHHE PellleHHIT coBeTa
IIPEKTOPOB, TIPH 3TOM UACTO 3aHHMAET TaKKe
IIOCT IIpeJicearelld COBeTa AHPeKTOPOR,
IIpe3nIeHTa, 3aMeCTHTENA IIpeJiceIaTels CO-
BeTa H T. II.

2. Complete the following sentences using the text.

1. A city manager is an administrative manager of a city in ... .

2. A city manager, as opposed to CAO, has more discretion and ... .

3. The duties of chief executive officer (CEQO) or chief administrative officer are assigned by a single ... .
4. The first cities to employ a manager were ... .

5. The reason to create a post of city manager was to place management into the hands ... .

3. Ilepeseoume:

A) 1. New Metro lines are being built in Moscow. 2. When I came to Leningrad in 1957, the first Metro

lisan ssrme ndill lmisnn laseile 2 Asvn thavr snnader sxmtlh 2 T " " . N
[IOKYMEHT NOOMUCAH the parcel? No, it’s still being packed. 4. Listen
INEKTPOHHOW NMOAMACHIO
Ceptudmkar: 12000002A633E3D113AD425FES50002000002A6 pa KYPHAIOB, OCTATbHEIE IIPOCMATPHBAFOTCA CEHYac
Bnapeneu; Lebayxopa TatbAHa AnekcaHgpoBHa onan GyHeT TOTOB, €ro IPHHECYT BaM. 2. B Hameit

'OMMYHH3M. 3. Korga A rmpHexan B O CK B DO
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IEPEBHI0, TaM CTPOIIH HOBBIIL KIIy0. 51 YBepeH, UTO TeIeph OH Yi&e TIOCTPoeH. 4. TypHCTH XOTEIH 3HATh,
KeM OBUIO IIOCTPOEHO 3TO KpacHBOeE 3/iaHHe. 5. B Halrell cTpaHe MHOTO BHHMAHHSA YAEIIeTCS CIIOPTY. 6.
Barm sx3aMeHaI[HOHHBIE paboThl (papers) ceifyac IIPoBePAROTCS, MO3TOMY I He MOTY CKa3zaTh BaM, Kak
BBl HX HamHcan. 7. MHTepecHO, UTO 3[1eCh CTPOAT.

4. Omeemovme Ha 601POCHL:

1. Who’s being examined now?

2. What question was being discussed at that time?

3. Is the mail still being looked through?

IIpakTHYecKoe 3aHATHe Ne 4,
Ipaxmuxa peyu: Forms of business organization
I'pammamurxa: IIpuaaToYHble HeJIH C COK30M so that
IHeas: @opMHpOBaHHE KOMMYHHKATHBHEIX KOMIIETEHINII, OBIAJEHIHE TeKCHKOH H I'PpaMMaTHKOM
B pe3yibTaTe OCBOEHHE TeMbl CTYAEHT JOKeH
3HATh: 0A30BBIE HOPMEI YIIOTPeOIeHA TeKCHKH, (DOHEe THKH H I'PaMMAaTHKH
YMeTh. UHTaTh, IEPEBOJHThL H IIePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YueOHOI IHTePaTyPEL, OCYINECTRIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM SA3BIKE
AKTYalIbHOCTBh TeMbl: 00YCIOBIIeHA HEOOXOMIMOCTEEO OBIAaeHHeM YK-4.

TeopeTHueckas 4acTh:

There are three principal forms of business organization: the Sole Proprietorship, the
Partnership, and the Corporation.

The simplest form of business organization is the sole proprietorship, which is owned by one

person. Many small businesses start out as sole proprietorships. The owner has relatively unlimited
control over the business and keeps all the profits. These firms are usually owned by one person who has
day-to-day responsibility for running the business. Sole proprietors own all the assets of the business and
the profits generated by it. They also have complete responsibility for any of its liabilities or debts. In
case of breach of contract the business property and personal assets of the owner may be taken to pay
judgments for damages awarded by courts.
Sole proprietorships are the most numerous form of business organization. No charter and permit are
needed and there are no particular legal requirements for organizing or conducting a sole proprietorship.
When started, many sole proprietorships are conducted out of the owner's home, garage, or van and
inventory may be limited and may often be purchased on credit.

In a Partnership, two or more people share ownership of a single business. Like proprietorships,
the law does not distinguish between the business and its owners. The Partners should have a legal
agreement that sets forth how decisions will be made, profits will be shared, disputes will be resolved,
how future partners will be admitted to the partnership, how partners can be bought out, or what steps will
be taken to dissolve the partnership when needed.

A corporation is chartered by the state in which it has headquarters. It is considered by law to be
a unique entity, separate and apart from those who own it. A corporation can be taxed; it can be sued; it
can enter into contractual agreements. The owners of a corporation are its shareholders. The shareholders
elect a board of directors to oversee the major policies and decisions. The corporation has a life of its own
and does not dissolve when ownership changes.

A company's board of directors helps management develop business plans, economic policy
objectives, and business strategy. Through regular meetings, the board helps ensure effective
organizational planning and sees that company resources are managed effectively. The board of directors
also sees that the company meets regulatory requirements that apply to that business. The board of
directors also must assess overall performance of the corporation.

Directors monitor a company's financial performance and the success of its products, services and
strategy. Directors are expected to follow developments that affect the business.
JlekcHueckHe eJHHHIbI 110 TeMe:

appoint ,complain,treat,supere , to help .to deal with.to give someone job as... to grumble
initiate .assist .interfere ignore. because something is wrong ,to start something going ,to watch
AQKYMEHT NOANUCAH ee that it is well done
QNEKTPOHHOUW MNMoAarnncbio
Ceptudmkar:  12000002A633E3D113AD425FB50002000002A6 'H C COI020M so that
Bnapeneu: Llebayxoea TateAHa AnekcaHapoBHa y030M so that MOTYT }ﬂIDTpEﬁJIJII‘LC 9 MOJAIbHBIE
vht) u shall (should).
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EcaH cKa3yeMoe IIIaBHOTO IIpeNIOAKEHHSI CTOHT B OJHOM H3 HACTOAIIHMX BpPeMeH HIH B
IOBEIMTEIFHOM HAKIIOHEHHH, TO B IIPHIATOYHOM IIpeUIOKEHHH VIoTpeOnderca can, will, ecian
CKa3yeMoOe TIIABHOTO IIPEIOKEHHI CTOHT B OJHOM H3 IIPOIIEIIIX BPEMEH, TO B IIPHAATOUHOM
npemnoxeHHu yioTpednsgerca could would. Yniotpebunenune shall (should) B Taxkiux ITpeIoKeHILIX
ABIAETCA YCTapeBILHM, yIioTpeOieHHe may (might) XapakTepHO A KHIKHO-ITHCEMEHHOI PeUl.

Will you speak louder so that everybody can (will) hear! IToxkamyiicta, ToBOpHTe I'poMuye, UTOOR BCEM
OBLTIO CIBIIIHO!

[ borrowed the book from the library so that you could (would) learn the lesson. 5 B341 KHHTY B
OHOMmIOTEKE C TeM, UTOOBI THI CMOT BEIVUHTE YVPOK.

Bonpocsl H 3aJaHHA:
1. Fill in the table “Forms ﬂf business oroanization”

Sole Partnership Corporation Board of
Proprietorship Directors

Definition

Owner of an
m*gani zation

What 1s needed to
start an
c:rgani:-:ali:}n

+

2. Read the text and fill in the word web “Production Management”.

Production management is also called operations management. It includes planning, co-ordination
and control of industrial processes. The aim of production management is to ensure that goods are
produced efficiently to the satisfaction of the customer at the right price, of the right quality, in the right
quantity, at the right cost and on time.

In manufacturing production manager is responsible for product and process design, planning and
control issues involving capacity and quality, and organization and supervision of the workforce.

The scope of the job of production manager depends on the nature of the production system: jobbing
production; mass production; process production; and batch production. Many companies have several
types of production, so the job of production manager becomes more complex
3. Read the text and fill in the word web “Responsibilities of Production Manager”.
Depending on the size of the organization the functions of production manager are:
- to draw up a production schedule;
- to work out the needed resources:
- to estimate how long a job will take, to estimate the cost of it, and to set the quality standards;
- to monitor the production processes and adjust schedules as needed.

At the pre-production stage the production manager has responsibility for the selection and design
of equipment, the plant layout and materials handling, and production planning (including demand
forecasting, production scheduling and the ordering of material).

During the production stage the responsibilities of the production manager include production
control (the sequencing of jobs, updating time schedules, etc), stock control, quality control and the
maintenance and replacement of production equipment. Production managers are also concerned with
product design and purchasing.

4. Read the text and fill in the table “What is personnel management?”’

Personnel management is concerned with the effective use of the skills of people. Some of the

responsibilities of a personnel manager are:

1. To classify jobs and prepare wage and salary scales.

2. To counsel employees.

3. To deal with disciplinary problems.

4. To develop safety standards and to put them into practice.

Bn%‘;"#mﬁ:gﬂﬂ%rﬁﬁ%im insurance, health, and retirement plans.
CepTudvikaT: 12000002A633E3D113AD425FB50002000002A6 ; of each individual employee, and for recognition of
(L.

Bnapeneu. Webayxoea TaTteAHa AnekcaHgpoBHa . )
qualify for more advanced jobs.
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9. To be informed of developments in personnel management.

One function of personnel management is to hire and train the right people. The effective

personnel system 1is:

- Assessing personnel needs.

- Recruiting personnel.

- Screening personnel.

- Selecting and hiring personnel.

- Orienting new employees to the business.
- Deciding compensation issues.

The second function of human resource management is the training and development of
employees.

A third function is raising employee trust and productivity. These three functions stress the
importance of a good human resource management climate and provide specific guidelines for creating
such a climate.

Definition

Where can one work?
Responsibilities of
personnel manager
Functions of personnel
manager

5. Translate:

1. Tell me when they start taking subscriptions for journals and magazines so that [ can have time to let
my fellow- workers know.

2. The teacher told the boy to watch the machine at work so that he would learn to handle it quicker.

3. I advise him to carry on with the lessons so that he will keep up his English.

4. We must leave home two hours before the take-off time so that we can arrange everything without
hurrying.

5. Ken had to save part of the money he earned so that his brother could carry on with his experiments.

IIpakTHYeCcKoOe 3aHATHe Ne 5,
Ipaxmuxa peyu: Energizing employees
I pavumamuxa: BpemeHa rpynnsl Perfect Continuous
IHens: @opMHpPOBaHHE KOMMYHHKATHBHEIX KOMIIETEHINII, OBIAJEHIHE TeKCHKOH H I'PaMMaTHKOM
B pe3yiibTaTe OCBOEHHE TeMbl CTYAEHT J0.JI3KeH
3HaTh: 0A30BbIE HOPMEI YIIOTPeOIeHd TeKCHKH, (DOHEe THKH H T'PaMMAaTHKH
YMeTh. UHTaTh, IIEPEBOJHThL H IIePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YueOHOI IHTePaTyPEL, OCYINECTRIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM SA3BIKE
AKTYalIbHOCTh TeMbl: 00YCIOBIIeHA HEOOXOMIMOCTEIO OBIAeHHeM YK-4.
TeopeTHueckas 4acTh:

Wouldn'’t it be great if you could get the very best from your employees each and every day?
Well, we have some good news for you: You can get the very best from your employees every day of the
week. But you can’t do it by mandating that your employees give their very best from this day forward,
with the occasional peprally or morale-building meeting, or by threats or coercion. The secret to making
this happen is energizing your employees—unleashing the passion and talent that resides deep within
them.What can managers do to help unleash the passion and talent in their employees, in short, to
energize them? Here are some suggestions:
*Develop a clear vision for where you want the organization to go, and then be sure to communicate the
vision widely and often.
*Don’t be a prisoner to your office; be sure to regularly visit the people who work for you on their turf
and to encourage and inspire them.
*Be honest and truthful with your employees at all times; don’t sugarcoat the truth in an attempt to soften

AOKYMEHT TNOANMCAH
SNEKTPOHHOW MNOoANMMChIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6
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* Be sensitive to your employees’ needs at work, and ensure that the work environment 1s conducive to
your employees doing their best work.

What are you doing to energize your employees? Do you really know what your employees want?
Are you responding to your employees’ needs, or are you putting them on the back burner—either
deferring these decisions until later or hoping they go away altogether? Remember, employees are your
most important resource—a resource that is much more productive when it is energized.

Now let’s have a look at the Japanese management style. Briefly, the core of what 1s known as the
Japanese style of management comes from an emphasis in Japanese society on building consensus in
group decision making. In Japanese business (as in Japanese society), the group comes before the
individual. Managers are, therefore, expected not to command employees but to lead them by consensus.
In general, Japanese managers encourage their employees to make suggestions for improvement and to
participate 1n an orgamzation’s decision-making process—much more than in most American
organizations. They take time to create buy-in, which then allows them to implement decisions much
faster after a decision is made.They also tend to favor the development of long-term relationships and
strategies over short-term gain. In his book, Theory Z: How American Business Can Meet the Japanese
Management Challenge William Ouchi noted the following characteristics of Japanese organizations:
lifettme employment (this has become difficult for many Japanese companies in recent years), slow
employee evaluation and promotion, non-specialized career paths, implicit control mechanismes, collective
decision making, collective responsibility, and holistic concern for the employee as a person.
JlekcHuecKkHe eJHHHIbI 10 TeMe:
mandating - o643aTelbHEIIT
pep rally - pamin
coercion - IIPHHY K IeHHE
unleashing - pa3BA3bIBaHHE
turf - Topd
sugarcoat - IpHYKPacHTh
engage - 3aHIMATELCA
implement - OCYII[ECTRIATE
put them on the back burner — IIOIOXKHTE B JOITII AIHK
buy-in — BEIKYII COOCTBEHHBIX aKI[IIT
favor - Grmar oImpHATCTBOBATH
short-term gain - KpaTKOCpOUHasd ITPHOBLIE
evaluation - oIleHKa
implicit - HeIBHBIT
holistic concern - 03a004eHHOCTE

Bpemena rpynnsl Perfect Continuous

1. 3HaueHIE.

Kak Ioka3plBaeT Ha3BaHHE MTAHHOI IPYIOIEI BpeMeH, OHH coueTarT 3HauveHme Continuous —
MIPOTKEHHOCTH, IIPOTeKaHHA JeficTRHA H Perfect — IipeiiiiecTROBaHH .

Bpemena rpymmsl Perfect Continuous o0o3HayaroT HefiCTBHE, KOTOPOE HAYalIOCh B YKa3aHHBII
MOMEHT H COBEpIIAeTCS (IUIM COBEPIIAIOCH) HEKOTOPOE BPeM:, BKIFOUAA OPYTOH VKA3aHHBOI MOMEHT
(IUIH BILIOTE JO HETO).

2. ObGpazoraHue.

Bpemena rpynmel Perfect Continuous o00pa3yroTcd TIpH IIOMOINH Tiarona fo be B
COOTBETCTBYIOIIEM BpeMeHH I'pyIniel Perfect n mpryactid I (popma — ing) CMBICIOBOTO ITIarola:

to have been + Part. |

| have been waiting 5 xmoy

He has been waiting OH XKJeT

She had been waiting OnHa xgana (Ipokaana)

We shall have been waiting  Mu OyzgeM &K IaTh (TIPOXKIEM)

T.!""'.!'“"".:' !!.’;!! !"!-."&"'_Z"ﬂ !"‘;ﬂﬂ!’! !!.'-."&;'!‘;"_"!_-":

NOKYMEHT MOANMUCAH . OHH OyQyT XJath (ITpoXyT)

ANEKTPOHHON NoanvchLIO raTelIbHBIH I"EII':clI‘DJI, CIHBAACH C . ILOTIC A Al HNM,
Ceptudmkar: 1 12000002A633E3D118AD425FB50002000002A6 [’ve been waiting, he’s been waiting, we’d been
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J{11 oOpa3oBaHiA BOIIPOCHTEILHOM (JOpPMEI MepBblil BCIIOMOTaTelbHbNI r1arol (have, has, had,
shall, will) cTaBHTCA TIepe T 110 N1e K ATL[HM:
Have you been waiting? JKnmete 1H BBI?
Will they have been waiting? ByIyT 1H OHH X IaTh?

14 oOpazoBaHHA OTPHIATENBHOH (POPMEI OTPHIIATEIFHASL YACTHI[A /0! CTABHTCA IIOCIIE MEPBOro
BCIIOMOTaTeIbHOTO ITIaroia:

He has not (hasn’t) been waiting. OH He KJIeT.
We shall not (shan’t) have been waiting. MEI He OyeM K IaTh.
3. YnorpebineHe.

Bpemena rpyimisl Perfect Continuous yIIoTpeOILIHOTCA:

a) KOrja B IIpejIoKeHHH OO0O3HAaueH IIEPHOJ BpPeMEHH, B Te4YeHHe KOTOpPOro [eiiCTBHE
IMTPOHCXOIUIO IO JAHHOTO MOMEHTA H (IUIH) BKIHUAL €r0. ITOT IIepHO BpeMeHH 0003HAYaeTc A 0OBIYHO
00CTOATEIIECTBOM BPEMEHH C IIpepIoroM for:

I’ve been waiting for you for half an hour. 5 &y Bac yiKe Imomyaca.

He had been working for two hours by the time I came (= when I came) OH paboran yxe [IBa 4aca, K
TOMY BPEeMEHH, KOI'JIa S ITPHIIIE.

You’ll have been discussing this problem for half an hour when I come. Brl OyaeTe oOCcyX&IaTe 3TOT
BOITPOC Ve Iordaca K TOMy BpeMeHH, KorAa 1 IIPH]TY .

6) Korma B mpeqioxeHHH 0003HAYEH MOMEHT, ¢ KOTOPOr O HAUHHAETCA JIEHICTBHE. 3TOT MOMEHT
o003HaUaeTCAd OOCTOATEILCTBOM BpPEMEHH C IIPEJIOTOB Since ¢ IWIH IIPHIATOUHBIM IIPeIOKeHHEeM
BPEMEHH C COK30M Since ¢ niex nop, Kax:

[’ve been translating this article since 9 o’clock. 51 IepeBOKY 3TV CTaThIO C 9 YACOB.
What have you been doing since you came to Moscow? YTo THE IOAENBIBAEIls C TeX II0p Kak
npHexan B MockBy?

[TepHop BpeMeHH MM €ro Hayalo MOTYT HHOTZA IIOJpa3yMeBaThCsd IIH BBIPAaKaThCA
KOHTEKCTOM:

Here 1s the translation I’ve been workng at. B oT epeBojI, HaJ KOTOPEIM 1 paboTaro.

Bynymee Bpemd rpymisl Perfect Continuous yrmoTpeOnsgeTcd JTOBOIBHO PEJKO, B OCHOBHOM B

KHHKHO-TIH CbMEHHOI PeuH.

Bonpochl 4 3aJaHHA:
1. Find in the text the following words and word combinations:
XPaHHUTECA IITyOOKO BHYTPH
NOHeCTH (HH(OPMAINIIO) 10 KOro — IHO0
3AKIIFOUEHHEIH
BIOXHOBHTE
CMATYHTE YIAp
naBaTh oOeIlaHie
CIIep&aTh CIIOBO
BOBIEKATH
ITpeII0KEeHHE
yOe HThCA
UYBCTBHTEILHEBIL
YIyUIllEHHE
MIPHHHMATh YYacTHE
MTOKH3HEHHAT 3aHATOCTh
2. Fill in the gaps with the following words:
turf passion resource command implementing conducive
1) Be sure to regularly visit the people who work for you on their .... and to encourage and inspire them.

2) The secret to making this happen is energizing your employees—unleashing the ..... and talent that
resides deep within them.
3) Employees are your most important ....—a resource that is much more productive when it is energized.
M [IOKYMEHT MOARMUCAH « 1 ‘oyees but to lead them by consensus.
SNEKTPOHHOM MOANMMCHIO suggestions.
Ceptudmkar; 12000002A633E3D113AD425FB50002000002A6

mployees doing their best work.
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2) YO0emiTech, YTO BBl He JaeTe OOEINaHIII, KOTOPhIE He MOMKETe BBIIIONHHTH. OHH TPaTAT HEKOTOPOe
BpeMd, UurToOBl CO37laTh 3aHHTEPECOBAHHOCTh, KOTOpAsd ITO3BONSAET MM BHEIPHTH PeEIIeHHA Topaslo
OBICTpEE, IIOCIE TOTO, KaK OHO IIPHHATO.

3) YV HHX IpocIeXHBAeTCA TEHIEHIMMA CIIOCOOCTBOBATh PA3BHTHIO [OITOCPOUYHBIX OTHOIIEHHI H
CTpaTeriii BMeCTO H3BIeUeHHI KPAaTKOC POUHOI BEITOIEI.

4) He OyapTe 3aKIFOUEHHBIM B BallleM KalOHHeTe, 00g3aTelbHO PEeryILIpHO IOCEIAiiTe IFo/Iei, KOTOpPhIe
paboTaroT LA Bac, Ha HX TEPPHTOPHH, a TAKAKe IOOIIPANTE H BAOXHOBILIITE HX.

5) CeKpeToM OCVINECTBIEHNA JAHHON I[eIH ABIAeTCA AKTHBH3AIMA BaIllHX COTPYIHHKOB — PAaCKPHITHE
CTPacTH H TAlaHTa, KOTOPhIE CIIPATAHEI B I TyOHHE HX IIHUHOCTH.

4. Say if the statement is true or false. If it is false give the right variant.

1) Be sure to communicate the vision widely and often.

2) Don’t sugarcoat the truth in an attempt to soften the blow of pleasant news.

3) Employees are your most important resource—a resource that is much less productive when it 1is
energized.

4) Managers encourage their employees to make suggestions for improvement and to participate in an
organization’s decision-making process.

6) They take time to create buy-in, which then allows them to implement decisions much slower after a
decision is made.

5. Translate:

A) 1. How long have you been doing this translation? 2. I've been waiting for you for an hour and a
half. 3. He’s been working here since 1940. 4. He says he had been studying English for two years
before he joined the courses. 5. I was told your friend had been waiting half an hour before you
telephoned to mm. 6. I haven’t seen him since last month. What has he been doing? 7. Since when has
the man been sitting here? 8. Have you been waiting long for the director?

b) 1. — Yto BH 37ieck JlenaeTe? — S &Kay TpamBad. — Bl maBHO ero xaete? — Jla, 1 374eck y&e 15
MHHYT, H HH OIHH TpaMBail elle He MOABHICA (to come round). 2. — HHTepecHO, UTO JelaeT ceiluac
AnHa? — OHa IIPpOoCMATPHBAET YIPEHHIOK ITOUTY. — CKOIBKO BPEMEHH OHA 3THM 3aHHMaeTcia? — MHe
KaxeTcd, oHa paboraeT ¢ 9 uyacoB. OHa yXKe IIPOUHTATa BCE TelerpaMMbl M cefiyac ITPOCMATPHBAET
mHckMa. 3. a) OH JaBHO HAYaJI H3Yy4aTh aHTIIIICKIOT s3eIK. 0) OH MaBHO H3yYaeT aHTIIHIICKHI T3hIK.

ITpakTHYeckoe 3aHsATHE Ne 6.
Ipaxmuxa peyu: City managers and their responsibilities
I'pammamuxa: IIpuaaTouHble CpaBHeHHS (COMOCTARJIEHHA) C COK30M as if
IHeab: QopMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIHH, OBJIAJIeHIE JIEKCHKOH H I'PaMMAaTHKOH
B pe3yiibTaTe OCBOEHHE TeMbI CTYJEHT J0JKeH
3HaTh: 0A30BbIE HOPMEI YIIOTPeOIeHd TeKCHKH, (DOHEe THKH H T'PaMMAaTHKH
YMeTh. UHTaTh, TEPEBOJHThL H IIePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM SBBIKE C HCIIONb30BAHIEM
CIIPABOUYHOH H yueOHOI IHTepaTypPHL, OCYILECTBIATH KOMMYHHKAI[HEIO HA HHOCTPAHHOM A3BIKE
AKTYalIbHOCTBh TeMbI: 00YCIOBIIEHA HEOOXOMIMOCTEIO OBIaZeHHeM YK-4.

TeopeTHueckas 4acTh:

A city manager is an official appointed as the administrative manager of a city in a council-manager form
of city government. Local officials holding this post are sometimes referred to as the chief executive
officer (CEQ) or chief administrative officer (CAQO) in some municipalities. However, in a technical
sense, the term "city manager” as opposed to CAO implies more discretion and independent authority that
is set forth in a charter or some other body of law, as opposed to duties being assigned on a varying basis
by a single superior such as a mayor.

Most sources trace the first city manager to Staunton, Virginia in 1908. Some of the other cities
that were among the first to employ a manager were Sumter, South Carolina (1912) and Dayton, Ohio
(1914). The city manager, operating under the council-manager government form, was created in part to
remove city government from the power of the political parties, and place management of the city into the
hands of an outside expert who was usually a business manager or engineer, with the hope that the city
manager would remain neutral to city politics.

[IOKYMEHT NOAMWCAH  )IIOCTABJIEHHA) C COK30M as if
SNEKTPOHHOW NOANMUCHIO HHA) C CcOr30M as if OOBUHO yIoTpeOngercs
Ceptudukar: . 12000002A633E3D113AD425FB50002000002A6
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EcIH ckazyeMoe IPHIATOUHOrO IIPeNIOKEHHI BEIPAKAET JeHCTBHE, 00HogpeMeHHOoe [eHCTBHIO
TJTABHOTO ITPEJIOKEHHA, B IIPHIATOYHOM IIpeyIOKeHHH VIIOoTpeOndeTca ¢gopMa, coBlagaroiias ¢ Past
Indefinite (oT rnaromna fo be gpopma were).

EcaH ckazyeMoe TIIPHOATOYHOTO IIPEUIOKEHHA BEIpakaeT [elCTBHE, Hpeodiiecmeyiolijee
IEeflCTBHIO TTIABHOT O IIPeFIOKEHH 1, YIIoTpeOingerca ¢opma, cornagaroiad ¢ Past Perfect:

She speaks as if she didn’t know me. OHa TOBOPHT Tak, Kak OyIT0 OHA MeHI He 3HaeT.

She spoke as if she were in a hurry, OHa ropopmiIa Tak, Kak OyJITO OHa OYeHbs TOPOITIIIACE.

She speaks English as if she had been brought up to speak it. OHa TOBOPHT ITO-aHITIHIICKH, KaKk OyJTO
OHa H3yyala ero ¢ eTCTRa.

She looked as if she had been 11l for a long time. OHa BRITIIAeNIA TaK, KaKk OyIT0 OHa I0Iro Oolena.

You look as if (= as though) somebody had hurt your feelings. ¥ Bac Takoil BHJ, Kak OyITO Bac
oOHem.

[l pHMeyaHnd:

1) ITocie coro3a as if BMeCTO IIPHIATOUYHOTO IIPEITIOKEeHNI MOKET TaKKe VIIOTPeOIaThca mpuyacTthe I:
He looked at her as if trying to remember something. OH IIOCMOTpeI Ha Hee, KaKk OVITO cTapasich YTO-TO
T PHIIOMHHTB .

2) B coBpeMEHHOM AHTHIICKOM S3bIKE€ CYILIECTBYET TeHJEHIHA YIOoTpeOIaTs mocie as if gopmy was
BMECTO were:

The girl held the toy in both hands as if she was afraid to lose it. JleBouka JepiKama  HIPYIIKY
o0eHMH pyKaMH, KaK OyaTo Oosmacs

Bonpocsl 1 3aJTaHHA:
1. Match Russian definitions with English terms:

1) chief executive officer a)  (popma OpraHm3aIi MeCTHOI'O CaMo-
VIIPaBIEHIA, IIPH KOTOPOIl BEIOOPHBIIT
T OPOACKOI COBET IPHITIAIIAET HA JOIKHOCTh
PYKOBOIHTEILA MYHII[HIIA-
IHTETA ITPOo(deCcCHOHATLHOT O YIIPABIIAFOIIET O,
paboTaroIlero IMOMHEIH pabouril IeHb;
MeHE[KEeP CAaMOCTOATEIIFHO HAaOHpaeT IITaT
UL VIIPABIEHHA TOPOACKIM XO03AHCTBOM,

2) council-manager form b) MeHeI&ep, OCYIIECTBILIOIIIN pacIops-
ITHTEILCKVIO JeATeIFHOCTh B PaM-
KaX CTpaTeTHYeCKHX PeIlleHH I, ITPHHATHIX
PYKOBOJCTBOM,

3) administrative manager C)  PYKOBOJHTEIH, KOTOPHIIl OTBEYAET 34
OCHOBHYIO YACTh TEKYILEH JeATeTbHOCTH
KOPITOPAIHH H HCIIOITHEHHE PellleHHiI COBETa
IIPEKTOPOB, IIPH 3TOM YACTO 3aHMMAET TaKKe
IIOCT IIpeJiceqarend cCOBeTa JHPEKTOPOR,
IIPEe3UIEHTA, 3aMeCTHTENA ITpeIceIaTeld Co-
BETA H T. II.

2. Complete the following sentences using the text.

1. A city manager is an administrative manager of a city in ... .

2. A city manager, as opposed to CAO, has more discretion and ... .

3. The duties of chief executive officer (CEQO) or chief administrative officer are assigned by a single ... .
4. The first cities to employ a manager were ... .

5. The reason to create a post of city manager was to place management into the hands ... .

3. Complete the following sentences using the text.

OOKYMEHT nMoanncAH
INEKTPOHHOW NOANUCHLIO
Ceptudumrkat: 12000002A633E3D113AD425FB50002000002A6
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6. In the nmddle of'the 20th century researchers took a different view of ... .

7. 1t 18 posited that individuals can be effective in ceitain ... .

4. Translate:

1. Why do you speak as if you were trying to prove something to me? The case is quite clear.

2. It’s no use mnviting lnm to the concert, he will refuse to join us, I am sure. It looks as if he didn’t care
for music of this kind.

3. The woman only shook her head silently as if she were afraid to expose her real feelings.

4. Mr. Wilson stared at the newcomer as if he were surprised to see him at the hotel.

5. Michael looks very disappointed in the results of the competition. It seems as if he had expected his
school team to win the first place.

6. When Jim and Ted met after the conference, they shook hands in a most friendly manner as if they had
always got on well.

IIpakTHYecKoe 3aHATHEe Ne 7,
Ipaxmuxa peuu: Public Administration Personnel
I'pammamuxa: CpapHeHHe BpeMeHHBIX (popm Perfect, Continuous u Perfect Continuous
IHenb: ©opMIHpORaHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJEHIE JIE KCHKOM H IPaMMAaTHKOM
B pe3yJiibTaTe OCBOEHHE TeMbI CTYAEHT JO/KeH
3HATh: 0A30BbIE HOPMEI YIIOTPeOIeH A TeKCHKH, (DOHE THKH H I'PaMMAaTHKH
YMeThb. UHTaTh, IIEPEBOJHTL H IIePeCKa3BIBaTh TEKCThI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YUeOHOI IHTEePaTyPhL, OCYINECTRBIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTYallbHOCTh TeMbI: 00YCIOBIEHA HEOOXOMIMOCTEEIO OBIaZieHHeM YK-4.

TeopeTnueckas 4acTh:

Large organizations employ many individuals. Charismatic leaders, caring supervisors, innovative
program directors, and numerous street-level employees lend individuality to the collective and character
to the whole organization. One should also remember that higher moral and ethical standards are expected
of public employees than of private employees, and that public managers work within very strict limits of
legislation, executive orders, and regulations surrounding government. But unique contributions of
individuals do  not  obscure their general patterns of  behavior, or  roles.
A role 1s a predictable set of expectations and behaviors associated with an office or position. Like an
actor assigned a part, cabinet secretaries, police officers, and policy analysts step into roles that are
already largely defined.

A person usually performs several roles and it may become a source of stress and overload. Role
overload 1s more than just too much work, or overwork. Role overload exists when the demands of
various roles overwhelm an immdividual’s ability to balance expectations, when the demands of one role
make it difficult to fulfill the demands of others. The lawyer who must cancel an appointment to care for
a sick child or the professor who neglects his students to fulfill administrative obligations is experiencing
a role conflict.
Viewing organization as a system of roles helps to identify rights and obligations of each employee. Roles
provide the consistency that holds an organization together. An organization that falls apart when
individuals leave has not built an adequate structure of roles.
Although public organizations contain many specific roles, five role-types — the political executive,
desktop administrator, professional, street-level bureaucrat, and policy entrepreneur — are the most
common.
Political executives
Political executives (the secretary of a State Department, the city manager, or the county
administrator) occupy the top of public organizations. Although their jobs and responsibilities are
different, they all perform the functions of a political aide, policy maker, and top administrator.
In most cases, political executives are political appointees — elected officials give them their jobs. That 1s
why, their position, their tenure, and their influence while in office derive from the authority of elected
officials. The official who wins the election most commonly appoints loyal supporters. They
are advisors for selected officials.
07 NOKYMEHT MOAMNMUCAH do little more than point the general direction and
SNEKTPOHHOM NMOAMUCHIO itives appointed by them are also policy makers. The
Ceptudukar:  12000002A633E3D113AD425FB50002000002A6 d oversees policy changes. They may also have
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Political executives are also top-level administrators. It 1s a difficult role. Public executives are legally
responsible for implementing policy They must cut through the red tape, resistance of change, intra-
organizational conflict to assure that the public is served well.. Those political executives who fail to
reach down and get the support and enthusiasm of their agency personnel will effect little change in
policy. But if they completely disregard the preferences, knowledge, and experience of their agencies,
stalemate ensues. If they uncritically adopt the views of their elected officials or their agencies, they may
lose influence with elected officials.

Desktop administrators

Desktop administrators are career civil servants down the hierarchy a few steps from political
executives. They are middle managers and closely fit the general description of a bureaucrat. Whether a
social worker supervisor or the director of a major government program, the desktop administrator spends
days filled with memoranda and meetings.

The desktop administrators are torn between the promises and practicality of governing. Desk
administrators guide policy intentions into policy actions that actually change, for better or worse,
people’s life.

If there is, for example, a public and political consensus that the government should assist poor
blind people, the definition worked out by a desktop administrator to answer the question who is poor and
who is blind, has a dramatic influence to the nature of the program.

Desktop administrators differ fundamentally from political executives in that most of them are
career civil servants. After a short probation period, most earn job tenure, and usually are not fired.
Tenure insulates the civil service from direct political interference in the day-to-day working of
government. Job tenure protects civil servants from losing their jobs, but they may be reassigned to less
important jobs of equal rank if they lose favor with political executives.

Professionals

Professionals make up the third major role-type in public organizations. The original meaning
of the term profession was a ceremonial vow made when joining a religious community. This vow
followed years of training and some certification that the acquired knowledge and appropriate norms of
behavior justified an individual’s 1mitiation.

Modern professionals receive standard specific training that ends with certification. They also
learn values and norms of behavior.

Increasingly the work of public organizations depends on professionals and more and more
professionals are involved in public administration. The work of professionals involves applying their
general knowledge to the specific case and requires considerable autonomy and flexibility.

An important difference between professional and non-professional work is who evaluates
performance. Nonprofessionals are evaluated by their immediate supervisors. Professionals assert their
independence from supervisors. Their work is evaluated by peer review of their colleagues and that has
flaws: fellow professionals are sometimes more willing to overlook the mistakes of colleagues for
different reasons.

Street-level bureaucrats

Street-level bureaucrats (social workers, police officers, public school teachers, public health
nurses, job and drug-counselors, etc.) are at the bottom or near the bottom of public organizations. Their
authority does not come from rank, since they are at the bottom of hierarchy, but from the discretionary
nature of their work. They deal with people and people are complex and unpredictable, they are not the
same and require individual attention. A common complaint about public bureaucrats is that they treat
everyone like a number; they ignore unique problems and circumstances. But there are only general
guidelines how to deal with people (an abusive parent, an arrested, poor, old or sick person), and it is
impossible to write better guidelines to make everyone happy. Street-level administrator must use
judgment to apply rules and laws to unique situations, and judgment requires discretion.

Given limited resources, public organizations want fewer, not more clients, and this is an
important difference between public and private organizations, which attract more clients to earn more
profit. And dependence of clients on street-level bureaucrats often create conflicts.

Street-level bureaucrats work in situations that defy direct supervision. Even when supervisors are

NOKYMEHT MOAFUCAH " st paperwork and computerized information systems
SNEKTPOHHOW NOANUCHIO turn become skilled in filling out forms to satisfy
Ceptudchukar: . 12000002A633E3D113AD425FB50002000002A6
Bnapeneu: LLlebGayxoea TateAHa AnekcaHapoBHa
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Street-level bureaucrats are also policy-makers. They often decide what policies to implement,
their beliefs can affect their work with clients, they may interpret the policy to benefit clients and vice
versa, and thus they may change the policy while implementing it.

Policy entrepreneurs

The policy entrepreneur is generally considered to be the charismatic person at the top, though
they can exist at all levels of an organization. They are strongly committed to specific programs and are
strong managers. They are skilled in gathering support and guiding an idea into reality. The role requires
conceptual leadership, strategic planning, and political activism. This role is both necessary and
dangerous. They take risks and push limits, which is necessary for a dynamic government, but they also
bend rules and sometimes lead policy astray.

CparHeHue epeMeHHBIX opm Perfect, Continuous u Perfect Continuous

@opma Continuous ITOJUepKHBAeT IIPOTEKAHHE eiCTBHA B JAHHBLII MOMEHT HE3aBHCHMO OT
TOTO, KOI'/Ja JaHHOe JeiICTBHE HAYAIOCh, H IIEPEBOMTHTCA HA PYCCKHI A3BIK ITIAroJIOM HECOBEPIIEHHOTO
BH/A.

@opma Perfect ImoguepkrBaeT 3aBEpPIIEHHOCTh MHEHCTBHA K JAHHOMY MOMEHTY, €ro
3aKOHYEHHOCTh, HO He IIOKAa3kIBaeT, KOIJla IIPOHCXOJHIO [eHCTBHE, HIH KOrJa OHO HAYaloCh, 3a
HCKIFOUeHHEM CIIyyaeB, Korjga oHa ymoTpeOmderca B 3HaueHHH Perfect Continuous c¢ rmaromamm, He
HMerImHMH Gopmel Continuous. 3Ta (opMa IIePeBOJHTCSA HA PYCCKIOT A3BIK ITIArOJIOM COBEPIIEHHOIO
BH/A.

@opma Perfect Continuous ITOKa3eIBaeT, UTO [EHCTBHE HAYaloCh (HAUHETCA) B YKa3aHHBI
MOMEHT H IIPOHCXOMIUIO (OyIeT ITPOHCXOMHTH) HEKOTOPOE BpeMsS BIIOTH [0 JPYTOro YKa3aHHOTO
MOMEHTa IIH BKIKUYAd ero. 2OTa ¢opMa BpeMeHH IIepeBOMUTCA HA PYCCKIIT A3BIK TIJar0lI0M
HECOBEPIIEHHOTO BHJA, IIPHUEM YacTo godarideTcsa Hapeure yxce. Present Perfect Continuous oOBIYHO
IIEPEeBOJUTCS HACTOSAIIHM BPEMEHE M.

CpaBHHTE:
Here 1s the book I am reading now. B OT XHIITa, KOTOPYIO A Ceiyac UHTaro.
Here is the book I have just read. B oT KHHTa, KOTOPYEO S TOIBKO UTO ITPOYeIL.
Here is the book I have been reading since yesterday.B oT KHHTa, KOTOPYIO A UHTAK0 CO BUEPAIIHETO JTHS.
[t was snowing heavily when we left our house. Korma MsI BEIIUIH H3 IOMY, 1€ CHIIBHEII CHET.

[t had snowed heavily and we couldn’t get to the village. Brman CIDIBHBEI CHer, H MBI Heé MOIIH
noOpaTECAIO e PERHH.

[t had been snowing heavily for two hours or so when we left our house. CIIIBHBII CHer IIelI Vike
OKOJIO JBYX YACOB, KOT' A MBI BBRIIILTH H3 JOMY.

IIpunMeuaHme.

Past Perfect Continuous ymmotpeSasgeTca TOIBKO B TOM clIyuyae, KOTrjia yKa3aH TOUHBIH MOMEHT, /10
KOTOPOT'O IIPOHCXOMIUIO BHIPaKEHHOE MM JIEIICTBHE. OTOT MOMEHT OOBIYHO BBIPAKAETCA IPYTHM
neiictTeHeM. Ecim fgeficTBHe, IIPOHMCXOIHBIIEEe B TeUeHHEe HEKOTOPOIO BPEMEHH B IIPOIIIIOM, He
OTPaHHUYEeHO TOYHBIM YKa3aHHEM MOMEHTA, BBIPAKEHHOIO APYIHM HeficTBHeM, TO yIioTpeOisgerca Past
Indefinite mim Past Perfect.

CpaBHHTE:

We had been working for two hours when Comrade Petrov  joined us. Mu1 paborami yxe JBa 4yaca,
KOJa K HaM IIpPHCOeJHHIUICA ToBapHIL I[1eTpoB.

The new engineer said that he had worked at a factory for five years. HoBBOI HHKeHep cKa3all, UTO OH
TIATH JeT ITpopaboTan Ha 3aBOJE.

This writer worked ten years at his book. 3ToT mucarens paboTal HaJl CBOeil KHHI Ol e CATE JIeT.

Bonpocsl 4 3aJaHHA:
1. Complete the following sentences using a word derivationally related to the word given in brackets:
Any orgamsation 1s a system of roles 1in which rights and obligations of each employee are clearly ...

(identification).
Political executives are political ... 1n most cases. (appointment).
T T ) nOKYMEHT NOOMVUCAH ] stes, and oversees policy changes. (initiative ).
INEKTPOHHOW NOAMNUCHIO and ... . (requirement, ﬂfxibffi’}
Ceprudmkar. . 12000002A633E3D113AD425FBS0002000002A6 . while the work of pl‘DfESSiDl‘lEllS is evaluated b}’
Bnapeneu; Lebayxopa TateAHa AnekcaHapoBHa
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People often ... that public bureaucrats ... them like a number and ... unique problems and
circumstances. (complaint, treatment, ignorance.)

Street-level bureaucrats ... can affect their work with clients. (believe).

The role of policy entreprenewrs ... strategic planmng, political activism, and conceptual ... (requirement,
lead.) .

2. Match the words to their definitions:

1. appoint 1. tohelp

2. complain 2. todeal with

3. treat 3. togive someone job as...

4, supervise 4. to grumble because something is wrong
5. 1nitiate 5. to start something going

6. assist 6. to watch over work, to see that 1t 1s well done
7. 1nterfere 7. not to notice (on purpose)

8. 1gnore 8. to meddle, to get involved

9. bottom, n 9. to ask insistently for something

10. flexible 10. highest point

11. top, n 11. lowest point

12. demand, v 12. adaptable

3. Look at the heading of the text and predict the contents of it.

4. Translate into English:

1. IIpaBa H 00A3aHHOCTH COTPYIHHKOB OPraHH3alII BCEI 1A YETKO OIlpe/elIe HEI.

2. D¢ ¢eKTHBHOCT, PaldOTHl OpraHH3aliH, B IIEPBYK0 OYEPedb, 3ABHCHT OT IIEpCcOHANa, Eero
Ipod)eCcCHOHAMI3MA H THOKOCTH.

3. Kax mparmio, Kax el COTPY/IHHK BROIOTHAET HE OJHY, a HECKOIIBKO POJIEil B OpraHI3aIlHH.

4. OpraHHzaiud IpeacTaBadeT coO0O0i HepapxHi, Ha KOTOPOIl pacIionararTca OITpeAelleHHbIe
TOILKHOCTHEIE JIHI[A H COTPYIHHKH.

5. YacTo OOH XKaAIVIOTCA, YTO OHOPOKPATHl B TOCYAAPCTBEHHBIX OPraHM3aIAX He IIPHHHMAOT BO
BHIMAHIHE HX ITPOoOIeMbI H 00CTOATEILCTBA.

6. IOpHCT MOKET OTKA3aThCA B TAKOIl CHTYAI[HH, KOT/Ia eMy IIPHIETCA OTMEHHTh HAa3HAUEHHYI0 BCTPeUy
C KIIHEHTOM H3-3a 60Je3HH pedeHKa.

5. Translate into English:

A) 1. OH He paboTaeT B JaHHBIII MOMEHT ¢ JoKyMeHTamH. 2. OH paboTaeT ¢ JOKYMEHTAMH C IIECTH

yacoB. 3. [Io Beuepam oH paboTaeT ¢ JOKYMeHTAMH.

B) 1. M= H3y4yaeM aHTIIHIICKHIT S3RIK HA IIepBOM Kypce . 2. MH cefluac KakK pa3 H3yyaeM aHTIIIIICKIOL

A3BIK. 3. MBI H3yUaeM aHTIHICKHI M3EIK ¢ 2013 roja.

IIpakTHYecKoe 3aHATHe Ne 8.

Ipaxmuxa peuu: Administrative decision-making
I'pammamuxa: KOHCTPYKIHA «HH(PHHHUTHB C IIPEAJIOroM for»
IHeab: QopMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBJIAJJEHHE JIE KCHKOH H I'PaMMAaTHKOH
B pe3yiibTaTe OCBOEHHE TeMbI CTYJEHT J0JKeH
3HaTh: 0A30BbIE HOPMEI YIIOTPeOIeHd TeKCHKH, (DOHEe THKH H T'PaMMAaTHKH
YMeTh. UHTaTh, TEPEBOJHThL H IIePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM SBBIKE C HCIIONb30BAHIEM
CIIPABOUYHOH H yueOHOI IHTepaTypPHL, OCYILECTBIATH KOMMYHHKAI[HEIO HA HHOCTPAHHOM A3BIKE
AKTYalIbHOCTh TeMbl: 00YCIOBIIeHA HEOOXOMIMOCTEIO OBIAeHHeM YK-4.

TeopeTHueckas 4acTh:

Elements and models of a Decision-making Process. We all make decisions all the time. Some are
small; some will have ramifications throughout our lives. Sometimes we make snap judgments that in
retrospect seem wise. Other times we carefully weigh the pros and cons but are betrayed by fate. Often
the most important decisions are nondecisions: we put things off, choose to ignore problems, or to avoid
situations or people and later discover that inaction has consequences just as important as those resulting

i

" NOKYMEHT NOAMNMWCAH

INEKTPOHHOW MOONNCBLIO
Ceptudcmkar: 12000002A633E3D113AD425FB50002000002A6 studied or i]_fnlj,u]1:._;i1||b;,~;:-ﬁ_r decigign-mﬂking involves four
Bnapeneu; . Ueb3syxosa Tatbana AnexkcanaposHa rch, choice, and evaluation. They are not sequential,
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they occur simultaneously. And it is often difficult to identify when a decision process begins and ends as
most important choices are ongoing.

Problem definition

The first step in defining a problem is recognizing that it exists.

Then, problems are plentiful; attention 1s scare. Selecting a problem for attention and placing it on
the policy agenda i1s the most important element in policy making. When a problem is given attention, it
gains focus and takes shape.

How a problem is defined affects how it is addressed. The problem of the homeless is a good
example. The people without home have always been with us. Most often they have been seen as people
who because of their own weaknesses could not find work and afford homes. They were dismissed as
drunks and drifters. So defined, the homeless remained a problem in the background — a problem for the
Salvation Army, not the government. But as their number grew, we began to take a closer look. We saw
individuals discharged from mental institutions, the unemployed whose benefits had expired, and families
unable to afford decent home. And we started seeing “the homeless™ as people 1n desperate situations.
This change 1n our perception altered the decision process. Homelessness 1s now a focus of policy debate.

Information search

When we are only vaguely aware that a problem exists, our first step 1s often to learn more about
it, and this learning is an important step in the decision-making. Acid rain is a good example. First in
Europe and then in North America, people noticed that trees were dying, and a few scientists began to ask
why. Pollution and changes in climate were explored. Out of this active search for information the
problem gained definition: air pollution is killing trees. Then, the solutions were considered. Reducing
acid rains requires costly reduction in pollution created in regions often at great distance from the dying
trees. Thus, the information defined the nature of the policy-making.

Information has always been central to governing, and governments are primary sponsors of
research both in the sciences and humanities. Such research is driven by the interests of scholars and may
not have immediate relevance to policy debate. But it may have important policy implications. For
example, advances in lasers and genetic engineering influence defense and social policy in ways
unanticipated by scientists or their government Sponsors.

Choice

As problems are defined and information about problems and outcomes is examined, choices
emerge. Weighing options and selecting are the most visible decision-making processes.

Sometimes choices are difficult and taking decisions is very hard, especially when choices are not
clear and their results are unpredictable. Should we negotiate with terrorists? Do we want to save the lives
of hostages, as family members prefer, or do we want to eliminate any incentive for future terrorism?

The selection process does not necessarily require reasoned judgments; the compromises of group
decision-making often produce results that only few individuals prefer; satisfying single interests often
means ignoring the interests of others.

Evaluation

Decisions do not end with choices among alternatives. Decision-making involves evaluating the
effects and actions. Evaluation may be formal (an official study of the results produced by a new
government program) or informal (scanning the news, talking to colleagues).

Whether formal or informal, evaluation 1s another form of information gathering after the choice.

The distinction between information search and evaluation is arbitrary. Before decision makers
reach conclusions, most try to anticipate outcomes.

The most difficult aspect of evaluating choices i1s establishing the criteria. The most common
criterion is the result — if things turn out well we feel that we made the right choice. But in this case we
may confuse good luck with good decision-making (consider the decision to have a surgery: all surgery
involves risk, and if a person chooses to take the very slight risk to remove a small tumor and dies during
surgery, was the decision wrong?). Results are not universal criteria for the quality of a decision. The
evaluation of any decision-making must involve looking at results and processes as well as the situation
faced by decision makers.

Models of decision-making

NOKYMEHT MOAMNMWUCAH - cisions. Sometimes cautious deliberation 1s the best
SNEKTPOHHOW NOANUCHIO rs speak about two broad categories of models of
Ceptudukar: . 12000002A633E3D113AD425FB50002000002A6
Bnapeneu: llebayxoea TatkAHa AnekcaHapoBHa
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important that it is rational to choose an option with little promise of payoff. Opting for experimental
surgery 1s a rational choice over a life of pain.

In nonrational models choices do not result from the deliberate balancing of pros and cons.
These models share the assumption that the mix of rules and participants shape choices, and that decisions
result from the varying (though not necessarily accidental) mix of ingredients. Most of governmental
decisions are within these models. The decision process there is too complex to take into account multiple
goals, alternatives and impacts of every alternative; the time required to take a decision is too short; the
finances are too thin to provide long researches.

Taken to extremes, rational models reduce human judgment to computation, and nonrational
models portray decision outcomes as the result of forces beyond individual control.

Both rational and nonrational models of the decision process are products of value-neutral social
science. Values enter rational decision models only in the form of preferences, but they are generally
defined in terms of self-interest. An emerging view of decision-making places a stronger emphasis on
decisions as value statements.

KoHCTpYKIuA «HHQUHHTHB C MNpeljoroM for» COCTOHT H3 CYIIECTBHTEILHOIO HIH
MECTOHMEHIA B 00BEeKTHOM IIaJle’ke H HH()HHHUTHBA C IIpeaiioroM for. 3Ta KOHCTPYKIA YIIOTpeOIaercs,
KOrja JeiiCTBHE, BRIPaKeHHOEe HH()HHHUTHBOM, He OTHOCHTCH K IIMITY (IUIM IIpeaMeTy), ABILIIOIIEeMYCH B
MPeqIOKEHHH ToIexapM. HHQHHHTHE MOKET TIIPH 3TOM OBITh B JIEFICTBHTEIBHOM  HUIH
CTpagarelIbHOM 3anore. Hampumep:

He opened the door for me to get out. - OH OTKPBII JABepPb, YTOOHI S BBIIIIEL.

We waited for him to come. - MBI KJalH, ITOKa OH IIPHJIET.

She longed so much for people to be happy. - Eiif Tak XoTen1ocs, YTOOHI TF0IH OBIIH CYACTIIHBEL

['ll re-read the rule for you to understand it better. - 5 mpo-uiTaro IIPABIUIO CHOBA, UTOORI BBl €r0 IIYUIIIE
TTOHSIIH.

Ipumedarue:

YToOHl pa3mnyark KOHCTPYKIMH “ClokHOe Iouexariee” H “CI0KHOE IOIIOMHEHHE ~ BakKHO
IIOMHHTB, UTO B CIIOKHOM IIOIeKalleM Iepe HHOHHUTHBOM CTOHT cKa3dyeMoe (TIIaroiibHad CBA3KA), a B
CIIOKHOM JIOIIOTHEHHH — CYIIECTBHTEIbHOE HIIH MeCTOHMEHHE B (DYHKI[II TOITOH €HH .

R

Bonpochl 4 3aJaHHA:
1. Complete each sentence using a word derivationally related to the word given in brackets:
1. Sometimes we make snap ... that in retrospect seem wise. (judge)
2. We may be ... by fate even if we carefully ... the pros and cons. (betrayal, weight)
3. The homeless have no decent homes and are in ... situations. (despair)
4, Sometimes choices are not clear and theiwr results are ... . (predict)
5. Before ... makers reach conclusions, they try to ... outcomes. (decide, anticipation)
6. If we want to save the lives of hostages, should be ... with terrorists. (negotiations)
7. Choices ... after information about pmblems and outcomes has been examined. (emergence)
8. Reducmg acid rains requires costly .. ... created from dying trees. (reduce, pollute.
2. Look at the heading of the text and pred.r_ct the contents of it.
3. Read the text for understanding its main points and answer the following questions:
1. Some decisions we make have ramifications throughout our lives, don’t they? Why?
2. What four major elements does decision-making involve?
3. When does a problem gain focus and take shape?
4. Can information define the nature of policy-making? How?
5. What are the most visible decision-making processes?
6. What is the difference between formal and informal evaluation of a problem?
7. What do decision makers usually anticipate before they reach conclusions?
8. What is the most difficult aspect of evaluating choices? Why?
9. What are the two broad categories of decision-making models?
10. Within which models are most of governmental decisions? Why?

,EIEH{H"MEHT UDﬂﬂHGAH
INEKTPOHHOW NMOANUCHIO lecisions: we choose to ignore ... problems, to avoid
Ceptuchmkar: 12000002A633E3D113AD425FB50002000002A6
Bnapeneu: lebayxoea TateAHa AnekcaHapoBHa
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Decision-making imvolves ... evaluating the effects and actions.
The distinction ... information search and evaluation is arbitrary.
Decision makers try to anticipate ... outcomes ... they reach conclusions.
6. The result is the most common criterion — 1f things turn ... well we feel we made the nght
choice.
Rational decisions are choices based ... judgment of preferences and outcomes.
8. Anemerging view of decision-making places a stronger emphasis ... decisions as value
statements.
5. Translate into English:
1. YacTo oIlpeemHTs MPoOIeMy TaK ke TPYAHO, KaK H HAITH ee pelleHIE.
2. PyKOBOIHTEIs HE HMEET ITpaBa JAeHCTBOBATh OE€30TBETCTBEHHO.
3. B mporecce nmoncka HHGOpPMAIIHH 00 HHTEPeCYIOIIe Hac IIPodaeMe MbI MOKEM CTOIKHYTECH C
IPYTHMH IIpo0ieMaMH, TPeOYIOIIHMH PeIlleHHA.
4, TeppopH3M cTan caMoOil HaCYIIHOI IIpodaeMoii coBpeMeHHOCTH. Kak pernmTs ee? Kak
00e cIIeunTsE 0e30IIacCHOCTE IO TAM?
5. Clexmyer IH BeCTH IEPETOBOPHI C TEPPOPHCTAMH? YMEHBIIHT IIH 3TO OIMACHOCTH, CTOAIIYIO ITePe]T
THI[OM Oe33all[HTHRIX KeHIIHH H TeTell?
6. TimaremxpHO HCCIemys IIPodIeMy 3arpa3He I OKPYAKAIOINEl cCpe/Ibl H eT0 BIHAHH A Ha 3[J0OPOBLE
TIOJIEl, VUeHEBIe IIPHBIEKAOT K Hell BHHMAaHHe 00IIeCTBEHHOCTH.
6. Retell the text finishing the following sentences and adding 4-5 phrases of your own:
1. The text under discussion deals with the problem of ...
2. The four major elements: ..., ..., ... and ... which decision-making involves are not sequential.
3. Problem definition and information search are the first steps in decision-making process. They
mean recognizing that a problem exists and ... .
4. Choices emerge when problems are defined and ..
5. The most difficult aspect of evaluating choices 1s .
7. Fill in the gaps: get, give, go, hear, interrupt, keep, learn, meet, ride, undergo
Sue 18 lucky ... keep alive after the accident.
The soldiers were prepared ... hardship of life 1in extreme environments.
The children were anxious ... to the circus.
We are glad ... a wedding mvitation from you.
The students are motivated ... English.
Tom was hesitant ... testimony.
I was happy ... my friend at the airport.
[ was surprised ... that Mr. Loktevokusaev was absent.
We were sorry ... their conversation.
Sally 1s afraid ... a bicycle without a helmet.

h B

-~

IIpakTHUYecKOe 3aHATHE No 9.
ITpaxmuxa peuu: Creating a Team Culture
I'pammamuxa: CyOocTaHTHBAIMA PHJIAraTeJbHbIX H NPHYACTHIA
IHeab: ©opMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBIIAJIEHHE JIE KCHKOH H I'PaMMAaTHKOH
B pe3yJibTaTe 0OCBOE€HHE TeMBbI CTYJEHT JO/KEeH
3HATh: 0A30BbIE HOPMEI YIIOTPeOIeHA TeKCHKH, (DOHEe THKH H T'PaMMAaTHKH
YMeTh. YHTaTh, IIEPEBONUTH H IIEPeCKa3BIBaTh TEKCTHI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHHIEM
CIIPABOYHOH H YueOHOI IHTePaTyPHL, OCYINECTRIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTYalIbHOCTh TeMbl: 00YCIOBIIEHA HEOOXOMIMOCTEIO OBIAeHHeM YK-4.

Teopernueckass yacTh:

Once you decide to create a team to address some organizational opportunity or problem, you're
faced with a decision: What kind of team should you set up? There are three major categories of teams,
including: formal, informal, and self-managed.

Formal Teams

" [IOKYMEHT MOOMMACAH /[0 an organization’s management and tasked to address
SNEKTPOHHOW NOAMMUCHIO formal teams include:
Ceprudukar: 12000002A633E3D113AD425FB50002000002A6

sled on a temporary basis to address specific
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problems or issues. A task force could, for example, be created by managementto get to the
bottom of recent customer complaints about product quality. Task forces most often are given deadlines
for addressing their problems or issues and reporting their findings back to management.

* Committees: Committees are long-term or permanent teams designed to perform an ongoing,
specific organizational task. Examples include safety committees required by company liability insurance
policies and employee morale committees designed to make the workplace more fun for workers.

* Command teams: Command teams combine some aspects of a regular hierarchy with teams
because they are comprised of a manager or supervisor and all the employees who report directly to him
or her. While employee input and suggestions are often solicited, there is no question that the manager or
supervisor 1s in charge and that he or she will ultimately make important team decisions. Some common
examples of command teams include disaster operations teams, company sales teams, and management
teams.

As integral parts of the official structures of the organization in which they function, formal teams
play an important role, both in facilitating communications between the different levels of the
organization, and in organizing people to get things done.

Informal Teams

Casual associations of employees that spontaneously develop within an orgamzation’s formal
structure are known as informal teams and some observers consider them to be more important in how
work gets done than their formal team siblings. Informal teams can form and disband anytime, anyplace,
and they may arise for a wide variety of reasons.

An organization might, for example, have an informal team of employees who like to play
softball after work, or who have banded together to address problems with indoor air pollution at a
manufacturing facility, or who have decided to organize a company trip to Las Vegas.

Informal teams are important to organizations for the following reasons:

*They foster communication among employees in different parts and at different levels of the
organization. Because informal teams are not chartered by management,they are safe for employees to
speak freely and without fear of negative repercussions.

* They provide a way for employees who might not usually be tapped by management to lead
formal teams to practice leadership roles. While the mailroom clerk might not, for example, be
management’s leading candidate to lead the site selection committee for a new factory, he might very
well make a bang-up captain of the company bowling team.

Self-Managed Teams

The new kid on the team block, self-managed teams hold much promise for organizations by
combining the best attributes of both formal and informal teams.

While self-managed teams are most often created by a manager, when given sufficient authority
and autonomy, they quickly take on many of the roles that would normally be served by the
organization’s managers including making decisions, hiring and firing employees, creating and managing
budgets, and much more.

The most effective self-managing teams are:

*Made up of people from different paits of the organization.

*Small because large groups create communication problems.

*Self-managing and empowered to act because referring decisions back up the line wastes time
and often leads to poorer decisions.

*Multifunctional because that’s the best—if not the only—way to keep the actual product and its
essential delivery system clearly visible and foremost in everyone’s mind.

CyOcTaHTHBaNH s NPUHJIaraTeJIbHbIX H NPHYACTHI
CyOcTaHTHBaI[Hell Ha3bpIBaeTCcA YIIOAOOIeHIe Pa3IHUHBIX YacTeil peul CYIUeCTBHTEIBHOMY (II0
3HAUEHHI0, opMaM H YIIOTPeOIIeHHIO ).
CyIlec TBeHHRIMH ITPH3HAKaMH CVIIEeCTBHTEIBHOIO B AHTTHIICKOM S3bIKE SBIAHOTCA:
a) CIIOCOOHOCTH ITPHHHMATE OITpejielleHHENI H HeollpeAelleHHbIT apTHEIH
0) CcIIOCOOHOCTh HMETh eJHHCTBEHHOE H MHOKECTBEHHOE UHCIO (OKOHYAHHE — S)

"NOKYMEHT NOANWUCAH M ITajiexe (OKOHYaHHE — §)
SNEKTPOHHOW NMOANMNCBIO BhRIpaKeHHBIE IIPHIIAraTellbHBIMH, YKa3aTeIbHBIMH
Ceptudmkar: .,  12000002A633E3D113AD425FB50002000002A6
Bnapeneu: Llebayxoea TateAHa AnekcaHapoBHa
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CyILEeCTBYIOT ClIe IYIOIHE CIIYUYAH CYOCTaHTHBALHH IIpPHIaraTeIbHbIX H IIPHYACTHIA:

A. IlpunaraTerskHOE HIH IIPHYAcTHe YIIOTpeOIdeTcs BcerJa C OIpejielleHHBIM apTHKIEM (HO He
HMeeT IPYTHX IIPH3HAKOB CYINEeCTBHTEILHOrO) H 0003HAYaeT BCeX IIpeJICTaBHTeleil JaHHOH KaTer OpHH
(TaHHOTO KTacca) Mo e, T. e, HMeeT 3HaueHHe CYIIeCTBHTEIFHOTO BO MHOKECTBEHHOM UHCIIE:

The young must help the old. Molosle JOIKHEI ITIOMOTaThk CTAPEIM.

Jl1d obo3HAUeHNd OJHOTO IIH HEeCKONIbKHX IIpelcTaBHTelel JaHHOH KaTeTOpHH
THOJlel clIeayeT YIOTPeOIATh CYINeCTBHTEIFHEIE man (men) H woman (women) IWIH JpyrHe
ITOAXO/IAIIHE II0 CMBICTY CYIIeCTRHTEIbHEIE.

CTapHK an old man

Oorau a rich man

Oe ITH K a poor man

PaHEHBII a wounded man (soldier, etc.)
Oe3paboTHRIT an unemployed man

MHOT' O PAHEHBIX many wounded men (people)
neoe 0e3padOoTHEIX two unemployed men (workers)

K sToii Xe rpyimie CyOCTAHTHBHPOBAHHBIX IIPHIAraTellbHEIX OTHOCATCHA IIpIUIaraTellbHEIE,
000O3HAYArOIIHE HAIHOHATLHVI0 IIPHHAIEXHOCT H HMerIMHe okoHYaHHe — ch u sh: the French —
¢ panyyzol, the Spanish — ucnanyor, the Dutch — zonnanoywr, the English — anenuuane, the Irish —
UPAAHObl U T. 1I.

In what country do the English live? B xKakoil cTpaHe XHBYT aHITTHUYAHE?

Taxne cyOCTaHTHBHPOBAHHEIE IIpHUIaraTelbHble 0003HAUAOT HA I HI B I[ e 1 0 M. Jud
OOO3HAUeHHI OTHOEeNIBPHE X NMpeacTaBHTEIIeH TaHHON HAI[HH 3TH IpHIararelbHEIe C

CYIIECTEHTCIRHEIMH IMan H wWolnanm Dﬁpﬂ?}’IﬂT CIIOEHEIE CIIOEA.

AHTTHYAHHH an Englishman
AHT IHYaHKa an Englishwoman
(paHIry3 ((ppaHIyKeHKa) a Frenchman (a Frenchwoman)
roJUIaHgell (roIaH/aKa) a Dutchman (a Dutchwoman)
IIOTIaH eIl (IIIOTIaH TKA) a Scotsman (a Scot) (a Scotswoman)
HpIIaH eIl (MpIaH/IKa) an Irishman (an Irishwoman)

HO:
HCITaHell (HCITaHKa) a Spaniard

b. HPIIJIEII‘HTEJII:I{BIE, DﬁD?HﬂHﬂIﬂHﬂIE HAITHOHAIILHYIO IIPHHAJICAHOCTE H HMCEIOITHE OKOHYAHHC
-€S€ I -85 MOI'VT }*T[DTPE@JIHTL CiH C OI[pEOCIIEHHBIM aPTHEIIEM JIJIA o0O3HAauyeHHd BcelH Ha OHH B I
€I 0M, dTarkAkE C HCOIIPEICIICHHBIM APTHERIIEM JIJIA 00O3HAUEeHHTI OT OAEINBHBX IMIPEIACTABHTEC
Jed JAaHHOH HaIiH. OHH MOI'YVT TakKKE HMCETE IIPH cebe OIIPEICIICHIA, BRIPAACHHBIC ITPIUIATATCIIBHBIM,
YEKA3aTCILHBIM MECTOHMEHHEM HIIH YHCIHTCIBHBIM. OgHAKO OHH He HMEKT APYTHX ITPH3HAKOB
CYIIECTBHTCIIBHOIO, T. €. OHH HE MOI'YT HMETEF HH OKOHYAHHA MH. YHCIA, HH OKOHYAHHA
ITPHTAARATCIIBEHOT O ITIaIEKA.

the Japanese STIOHIIE]
a Japanese ATIOHEI]
two young Japanese JIBA MOJIOJBIX ATIOHI[A

K 3Toil rpymme OTHOCATCA IpHiIaraTeldbHble: Swiss (mmBeiijapckmii), Chinese (KHTaMCKHIT),
Portuguese (rmopryransckmii), Burmese (OmpMaHCKIO) o 1p.

IIpHMeyaHH .
1) B coBpeMeHHOM aHTTIHIICKOM 3bIKE CIIOBA, 0003HAYAOIIIE HAIHOHAIBHYIO IIPHHAIEKHOCT

H HMeIIHe OKOHUAHHE -an, -ian MOryT OBITh KakK IpHiIaraTelIbHBIMH, TaK H CYIIECTBHTEIbHBIMH (T. €.
HMETh BCe IIPH3HAKH 3TOI YacTH PeyH ).

an American book (ITpHIIaraTre b HOE) ame PHKAH CKINT
an American (CyIlle CTBHTEIIFHOE ) aMePHKAHEI]
the Americans aMePHKAHI[EI
several Americans HECKOILKO aMepHKaHIIER
that American’s speech peus TOr 0 aMepHKaHIa
NOKYMEHT NOOMUCAH JO3HAUEHNd HAI[HOHAIBHOCTH ITPEHMYIIECTBEHHO
SNEKTPOHHOWM MOAMKCHIO
Ceptudmkar:  12000002A633E3D113AD425FB50002000002A6 51 He AHTTITYAHIH, S PyCCKITHL.
Bnapeneu: lWebayxopa TatbAHa AnekcaHapoBHa

OHTEILHEI, UeM IIpeJIoxkeHHI THia: | am not an
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Bonpocsl 4 3aJaHHA:
1. Find in the text the following words and word combinations:
CTOIKHYTHCS C pelleHHeM
moOparscA 110 Iy OHHEL
Pe3VIILTAThI PacClleJOBaHILA
TOJIT OB PEMEHHEBIIH
OBITH OTBETCTBEHHBIM 3a UTO-THOO
HeOoTheMIIeMasd YacTh
MHOTI'0(PYHKI[HOH AJTbHBIIT
BHTHMBIIT
2. Fill in the gaps with the following words:
freely hierarchy deadlines insurance attributes
1)Task forces most often are given.... for addressing their problems or 1ssues and repoiting their findings
back to management.
2) Because informal teams are not chartered by management, they are safe for employees to speak..... and
without fear of negative repercussions.
3) The new kid on the team block, self-managed teams hold much promise for organizations
by combining the best.....of both formal and informal teams.
4) Command teams combine some aspects of a regular..... with teams because they are comprised of a
manager or supervisor and all the employees who report directly to him or her.
5) Examples include safety committees required by company liability... ... policies and employee morale
committees designed to make the workplace more fun for workers.
3. Look at the heading of the text and predict the contents of it.
4. Answer the questions:
1) What is a task force?
2) What types of committees are there?
3) Who is in charge for a command team?
4) Why are informal teams necessary?
5) What are the features of a good self-managed team?
5. Match the teams and their features.
Team Team characteristics
Task forces supervisor 1s in charge
Committees form anytime, anyplace
Command teams on a temporary basis
Informal teams people from different parts of the organization
Self-managed teams perform an ongoing organizational task
6. Retell the text.
7. Translatee:
A) 1. Chess is a popular game both with the young and the old. 2. The old man always found fault with
everybody around him. 3. The wounded were given immediate attention. 4. The wounded man was
taken good care of. 5. Do you remember that Italian’s name? The Italians are good singers as a rule, but
that one has a particularly powerful voice. 6. A friend of mine, who 1s a Frenchman by nationality, told
me many interesting things about the French. 7. Among the tourists there were two Americans who
spoke good Russian. 8. The American officer had never thought of marrying the young girl, because she
was a Japanese. 9. “These two Japanese have been taking a practical course (IIPOXOMIIH IIPAKTHKY)
with our firm for two years already,” said the manager.

b) 1. .4 mymama, 4yro mMOTJAHAUbI A0 CHX IIOP CUMTAOT AHIJIHYAaH CBOHMMH BparaMmi, — CKa3zala
IeByIlKa. — Ho, ITOTOBOPHB CO MHOTHMH AHTJIHYAHAME, I IIOHANIA, YTO ObLIa HempaBa“. 2. ,,B 3ToM
paiioHe ceilyac MHOTO 0e3padoTHBIX, — cKazan J[KOH. — Moil OpaT OIBITHEIN HHKEHEP, HO OH HIIET

pabory yxe 2 Mecdla, H eMy Be3Jle TOBOPAT, UTO TakKHe HHKEHepHl ceiiyac He TpeOyroTcd (He
TIONIB3YIOTCA CIIpocoM)”. 3. ., PaHeHble yike IIPHOBI- ™, cKa3ala JIeByIlKa, BOerad B KOMHaTy. 4. ,,3TOro

NOKYMEHT NMOAMMCAH (nurse). 5. PobmH I'ya (Robin Hood) cumran, yro

SNEKTPOHHOW MOAMUCHIO Opyr Apyry B 6opeOe mpoTHB Ooraveil.” HHKTO He

Ceprudimkar: . 12000002A633E3D113AD425FB50002000002A6 — TOBODHII OH. 6. KnTaiflbl OUeHs TPYIOIO OHEBLII
Bnapeneu; lebayxoea TateAHa AnekcaHapoBHa

@ yuactHe B Ommvoomickux (Olympic) mrpax. 8.
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CPE,[III HTAIBAHIEB MHOIO TAJAHTIHBEIX IIEBIOB. 9. 1 0I0C 3TOr0 HTAIBAHIIA IIOKA3alICd MHE
SHAKOMBIM.

IIpakTHueckoe 3anaTie Ne 10.
Ipaxmuxa peuu: Industrial espionage
I'pammamuxa: Kold4decTBeHHbIe H NOPAJKOBbIe YHCIHTeIbHbIE. X POHOJIOT HYeCKHe JaThl. J[podun.
IHenb: @opMIHpORaHHE KOMMYHHKATHBHEIX KOMIIETEHIINL, OBIIAJeHHE JIE KCHKOM H I'PaMMAaTHKOM
B pe3yJiibTaTe OCBOEHHE TeMbI CTYJEHT JO/IKeH
3HaTh: 0A30BBIE HOPMEI YIIOTPeOIeHA TeKCHKH, (DOHEe THKH H TPaMMAaTHKH
YMeThb. UHTaTh, IIEPEBOJHTL H IIePeCKa3BIBaTh TEKCThI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YUeOHOI IHTePaTyPhL, OCYINECTRBIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM T3bIKE
AKTyallbHOCTh TeMbI: 00YCIOBIIEHA HEOOXOMIMOCTEE0 OBIAZieHHeM YK-4.

TeopeTHueckas 4acThb:

When people think about government, they think of elected officials. The attentive public knows
these officials who live in the spotlight but not the public administrators who make governing possible; it
generally gives them little thought unless it 1s to criticize “government bureaucrats.”

Yet we are in contact with public administration almost from the moment of birth, when
registration requirements are met, and our earthly remains cannot be disposed of without final
administrative certification. Our experiences with public administrators have become so extensive that
our society may be labeled the “administered society™.

Various institutions are involved in public administration.

Much of the policy-making activities of public administration is done by large, specialized
governmental agencies (micro-administration). Some of them are mostly involved with policy
formulation, for example, the Parliament or Congress.

But to implement their decisions public administration also requires numerous profit and
nonprofit agencies, banks and hospitals, district and city governments (macro-administration).

Thus, public administration may be defined as a complex political process involving the
authoritative implementation of legitimated policy choices.

Public administration is not as showy as other kinds of politics. Much of its work 1s quiet, small
scale, and specialized. Part of the administrative process is even kept secret. The anonymity of much
public administration raises fears that government policies are made by people who are not accountable to
citizens. Many fear that these so-called faceless bureaucrats subvert the intensions of elected officials.
Others see administrators as mere cogs in the machinery of government.

But whether in the negative or positive sense, public administration is policy making. And
whether close to the centers of power or at the street level in local agencies, public administrators are
policy makers. They are the translators and tailors of government. If the elected officials are visible to the
public, public administrators are the anonymous specialists. But without their knowledge, diligence, and
creativity, government would be ineffective and inefficient.

KonyecTBeHHbIe H NOPAJKOBbIE YHCIIHTEIbHbIE. X POHOJOTHYeCKHe 1aThl. JIpo0u.

K onrmue cCTEeHHEIE: 2,035,325 words (two million, thirty five 2.035.325 cioB
thousand, three hundred and twenty-five words)
1,201 books (one thousand two hundred books = | 1201 xuuTa
twelve hundred books)
NoNe xomHar, TOMOB, | on page 305 (three hundred and five = three-o- | Ha cTpammme 305
TpaMBaeR H T. [T, five)
to take the 134 bus (the one three four bus) exars aBToOycoM 134
X POHOIIOTHYECKHE in 1900 (in nineteen hundred) B 1900 roay
IaThI
in 1905 (in nineteen five) B 1905 romoy
in 1958 (in nineteen fifty eight) B 1958 roay
ITopAIKOBEIE: the 35th (thirty-fifth) day 35-11 meHs
IATEI 16th January, 1958 (the sixteenth of January, | 16 saBapa 1958 roga
NOKYMEHT MOAMWUCAH '
SNEKTPOHHOW NOAMUCHLIO nuary the sixteenth,
CepTtuchukar: 12000002A633E3D113AD425F B50002000002A6
Bnapeneu: Webayxora TaTeaHa AnekcaHgpoBHa
1/5 TOHHEI
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1/2 kilometre (half a kilometre) 1/2 xmmoMmeTpa
1/4 kilometre (a quarter of a kilometre) 1/4 ximomMeTpa
2/5 ton (two fifths of a ton) 2/5 TOHHEI

0.5 (point five) 0,5

3.215 (three point two one five) 3,215

53.75 tons (fifty- three point seven five tons) 53,75 TOHHEI

BDHPDELI H 3aJaHHA:

1. Read the text again for understanding its main points and answer the 10 'What'-questions given

below:

What is public administration?

What institutions and agencies are involved in public administration?

What institutions are involved with policy formulation?

What public figures are visible to the public — elected or anonymous ones?

What are public administrators?

What maintained political rule over wide areas and large populations in ancient empires?
What 1s the difference between macro-administration and micro-administration?

. What changes could a change of emperor lead to in a system based on personal preferment?

What are modern administrative systems based on?

1{} What is the difference between the administrative system based on objective norms and the one
based on favouritism?
2. Now read the text for detailed information to complete the following sentences and develop the idea:

We are in contact with ... almost from the moment of birth.

Public administration is said to be not ... .

Public administrators are the anonymous specialists, who ... .
Whether 1n the negative or positive sense, public adminmstrationis ... .
The ancient and recent colomal empires ... .

The emperor carried an enormous work load ... .

Modern administrative system 1s based on ... .

. When vacancies occur by death, resignation, or for other reasons, new qualified persons ...

3. Answer the following questions:

Why may our society be labeled as the "administered society™?!

Why is public administration said to be not as showy as other kinds of politics?

Why was the system of the ancient empires called "the system of favouritism and patronage'?!
Why 1s bureaucracy thought to be immortal?

What specialists are called "rank-and-file personnel™?

Why did ancient empires often move from stability to near anarchy and back again?

What objective norms are modern administrative systems based on?

Why do people think of elected officials when they think about government?

4. Give synonyms to the words given below in italics or briefly explain their meaning:

1.

2.

2

6.

CepTtudumkar:
Bnageneu;

The anonymity of much public administration raises fears that government policies are made by
people who are not accountable to citizens.
Members of the bureaucracy are chosen for their qualification rather than for their personal
connections with powerful persons.
When vacancies occur, new qualified persons are selected according to clearly defined rules.
Our experiences with public administrators have become so extensive that our society may be
labeled the “admimstered society”.
Public administration is a political process involving the authoritative implementation of
legitimated policy choices.
Many fear that these so-called faceless bureaucrats subvert the intensions of elected officials.
The ancient and recent colonial empires organized and maintained political rule over wide areas
and large populations.
ﬂDK’&"'MEHT HD,EI,I"IHCAH
SNEKTPOHHOW NOANUCHIO tHons.
12000002A633E3D113AD425FB50002000002A6 thout final administrative certification.
ST e oSt Aros in turn had to rely ... the personal loyalty of his
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4. Various mstitutions are immvolved ... public admimstration, but large, specialized governmental
agencies are given responsibility ... most public administration.
5. The Parlilament or Congress are involved ... policy formation, and the Department or Ministry of
Defense are mainly involved ... policy implementation.
6. The emperor camried an enormous work load reading or listeming ... petitions, judicial claims,
appeals ... favour, and the like.
7. In a system based ... personal preferment, those who had been ... favour might now be ... ...
favour.
8. Weak rulers followed strong rulers, foolish monarchs succeeded ... wise monarchs — but all were
dependent ... the army, which supplied the continuity.
6. Translate into English:
A) 1005 journals; 5,400,000 strikers; 101 clerks; 41 banks; 305 suggestions; 6,859 books; 8, 732, 465
signatures; on page 733; by tram 43; in room 1438; in chapter XXIX; on the 12th day; 90, 045, 042
roubles.
E) at the end of 1789; in 1200; in 1860; in June, 1941; by 1960; In Jan., 1965; on Dec. 25, 1959; 28th
Febr., 1958; on the 21st of July; Oct. 25, 1917; Nov. 7, 1943; 3rd Sept., 1940.
B) 9.325 3abactoBoK, 341 cTyaeHT, 9-e IpeioxkeHHe, B komHare 1223, 10.999.525 pommapor, 44.785
()YHTOB CTEPIHHIOB, Ha cTpaHHile 94 5-if, 1.565.000 HOBEIX KHHT, B 331 maparpade, 101.305.681 pyOis.
I') 9 masg 1945 r., 22 ampend 1959 r., 23 ¢eppama 1961 r., 5. 9. 55 ., 31 smBapa 1942 r., 1. 9. 59 1.,
20/VI-49r.,B 1869 1., B ceHTs0pe 1941 1., K HoAOpro 1965 1., B 1901 1., 9/1-1905 1., B Mae 1969 .

IIpakTHUueckoe 3anaTie Ne 11.
Ipaxmuxa peyu: The Impact of Downsizing
I'pammamuxa: Used to u would njia BbIpakeHHs NOBTOPAOIIHXCA JAefCTBHIl B MPOIILIOM
IHenb: @opMIHpORaHHE KOMMYHHKATHBHEIX KOMIIETEHIINL, OBIIAJeHHE JIE KCHKOM H I'PaMMAaTHKOM
B pe3yJiibTaTe OCBOEHHE TeMbI CTYJEHT JO/IKeH
3HaTh: 0A30BBIE HOPMEI YIIOTPeOIeHA TeKCHKH, (DOHEe THKH H TPaMMAaTHKH
yMeTh. UHTaTh, IIEPEBOJHThL H IlePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YUeOHOI IHTePaTyPhL, OCYINECTRBIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM T3bIKE
AKTyallbHOCTh TeMbI: 00YCIOBIIEHA HEOOXOMIMOCTEE0 OBIAZieHHeM YK-4.

TeopeTHueckas 4acThb:

Interestingly enough, when times get tough for organizations and they are forced to cut costs and
lay off employees, managers are often among the first to go.

Why? Because, 1t can be argued, they don’t really produce anything of value. Sure.they are
responsible for creating budgets, and controlling costs, and writing procedures,and designing and
organizing departments and procedures; very few managers actually produce products or deliver services
to customers.

Some of you may recall the business-reengineering craze of the early 1990s when large
corporations such as IBM, AT&T, General Motors, and others laid off hundreds of thousands of
employees—all in the name of improving business efficiency and lowering costs. As it turns out, many of
these people were managers who—top executives realized—would barely be missed when they were
gone. As the supervisors and managers who filled the middle ranks of organizational hierarchies were
disposed of, the hierarchies collapsed, leaving flat organizations with only a layer or two between top
executives and frontline workers. Besides saving money,

this outcome had the added benefit of breaking apart deep-seated, rigid hierarchies and leaving
much faster and more flexible organizations in their wake.

While this was not a happy time for the people who lost their jobs (many of whom took early
retirement, started their own businesses, or learned new job skills and found work elsewhere), this was a
happy time for their newly trimmed down and responsive organizations. In fact, these retooled
organizations saw improvements in a variety of different areas, including:

* Decision making: The decision-making process was a bad joke in many organizations—

particularly large organizations—where bureaucracy, turf battles, and corporate politics reigned

AOKYMEHT NoanmncAH

SAEKTPOHHOW NOANUCHIO - hours at most instead took weeks or even months.
Ceprudmkar:  12000002A633E3D113AD425FBS0002000002A6 door and hierarchies ﬂﬂllﬂl‘lﬂd, decisions were once
Bnapeneu; lebayxoea TateAHa AnekcaHapoBHa
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friction, allowing communication to flow much more freely and much more quickly—from top to
bottom and across departmental boundaries.

* Responsiveness: With fewer levels in the orgamization, employees can be empowered to be
more responsive to customer needs as well as encouraged to take greater initiative in their jobs.

* Bottom-line benefits: Organizations that rid themselves of droves of middle managers—

and their expensive pay and benefits packages—suddenly found themselves with a lot less cost
and a lot more profit.

* Movement of authority and power: With the loss of many of their management and supervisory
ranks, frontline employees were forced to take on more of the roles formerly reserved for management,
including decision making, making hiring and firing decisions, drafting and controlling budgets, and
much more. The result is that much authority and power in many organizations have migrated to where
the action is—among their frontline employees.

* Greater ufilization of technology: To keep current and connected, organizations are coming to
rely more heavily on technology to better communicate and implement the organization’s service.
JlekcHuecKkHe eJHHHIbI 10 TeMe:
get tough - CTAaHOBUTCA KeCTKOH
lay off - YBOIBEHATE
recall - oT35IB
hierarchy - nepapxis
frontline workers - paOOTHHKH II€pBROI0O IUIaHA
retooled organization - IepeoO0OPYIOBaH OPT aHI3aIILd
turf battles - Gopr0a 3a cepbl BIHAHIIT
reign supreme - 0e3pa3genbHO BIacTBOBATE
friction - TpeHIe

Used to u would nns BelpaykeHHs MOBTOPSAIOIIHXCA eCTBHHA B MPOILIOM
1. Jma BEpakKeHHI IOBTOPAIOIIHMXCA  JEHCTBHH IIH  COCTOAHHI B  IIPOIIIIOM,
ITPOTHROIIOCTABIIAEMBIX HX OTCYTCTBHIO B HACTOAINEE BpeMd, ymoTpeOnsderca coueTaHme used to c

HH(QHHHTHBOM:

People used to think that the earth is not round. PaHBIIIe TFOH TYMAIH, YTO 3eMId He KPyTiad.
The singer can’t sing any more as he used to. OTOT IeBel] He MOMKET IIeTh TeIleph, Kak
OBIBAIIO.

Life in the North 1s not so difficult now as it used to be. JKi3Hr Ha ceBepe ceiluac He TaK TPyJHA, KakK
MpeKIE.

B orpocHTelI HAaA H OTPHIaTeIbHAA (POPMEBI VIIOTPEOIAFOTCA TOBOIBHO PEJIKO.

2. JInd BEIpaKeHHd ITOBTOPAIOIMMXCA IeiiCTBHII B ITPOILIOM YIIOTpeOIdeTcsS TakKe COUeTaHIe
raarona would ¢ mH@UHHTHBOM 0e3 UYacTHIBI to ¢ TOiH Tombko pasHmIei, uro would obo3Hauaer
IelicTBHe, IIPOHCXOIIBINEEe BpeMA OT BpeMeHH, Oe3 IIPOTHBOIIOCTABIEHHA €r0 HACcTOSIeMy MOMEHTY, a
TaKke He ynmoTpeOnIsgeTcsd IIABHPaKEHHI COCTOAHH A B IIPOIUIOM (T. €. HE COUeTaeTCA C
riaroioM to be):

She would walk to the station when the weather was fine. OHa, ORIBAIO, XOMIUIA HA CTAHI[HIO ITEIIIKOM,
KOr/[a morojia ObUIa XOpoIasd.

Kak BHIHO H3 IIPHMEPOBR, 3HAUYEHHA, BEHIpaxkaeMele used fto m would B pycCKOM S3BIKE MOLYT

TIepe JaBaThCA KOHTEKCTOM HIIH TaKHMH CIIOBAMH KaK 6b18a1o, paHbviiie, UHo20A.

Bonpocsl 4 3aJaHHA:
1. Find in the text the following words and word combinations:
OKa3bIBaTh YCIYTH
VBOIHTE

PYXHYTb
KOCHBIH

I TyOOKO CHJTAIIIIA

AOKYMEHT NoarnncAH
SNEKTPOHHOW NOAMUCLIO
Ceptudukar: - 12000002A633E3D113AD425FB50002000002A6

Bnapeneu; lLlebayxoea TateAHa AnekcaHapoBHa
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authority retirement costs trimmed initiative

1) They are responsible for creating budgets, and controlling... .., and writing procedures

2) With fewer levels in the organization, employees can be empowered to be more responsive to customer
needs as well as encouraged to take greater..... in their jobs.

3) The result 1s that much... .. and power in many orgamizations have migrated to where the action is

4) This was a happy time for their newly... ... down and responsive organizations.
5) Many of them took early....., started their own businesses, or learned new job skills and found work
elsewhere

3. Look at the heading of the text and predict the contents of it.

4. Answer the questions:

1) Why are the managers the first to be laid off in time of crisis?

2) What are managers responsible for?

3) What happened when the hierarchies collapsed?

4) Why was the decision making process slow before the business-reengineering

craze of the early 1990s/

5) Why did employees become more responsive?

6) What was the reason of greater utilization of technologies?

5. Say if the statement is true or false. If it is false give the right variant.

1) Very few managers actually produce products or deliver services to customers.

2) As it turns out, many of these people were frontline employees who—top executives realized—would
barely be missed when they were gone.

3) Besides saving money, this outcome had the added benefit of breaking apart deepseated,

rigid hierarchies and leaving much slower and less flexible organizations in their wake.

4) In fact, these retooled organizations saw improvements in a variety of different areas.

5) But, as layers of middle managers were shown the door and hierarchies flattened,decisions were once
again put on the slow track.

6. Write a summary of the text above.

7. Translate:

This is the town I used to live in. 2. In the evenings Captain Brown would come to their place and they
would play a game or two of chess. 3. She would sit before the open window watching with interest the
busy life of the street. 4. The South-West part of Moscow used to be a dirty place with villages of small
low houses here and there; now it has turned into a fine urban (ropojckoii) area with beautiful high
buildings. 5. The two sisters are no longer as much alike as they used to be. 6. It’s a pity she can’t sing
now as the used to.

8. Make up sentences using the model:
She can no longer sing as she used to.

In the evenings she would sit down at the piano and sing to us.

IIpakTHUYeCcKoOe 3aHATHe Ne 12,
Ipaxmuxa peuyu: Computer crimes
I pavmamuxa: beccoro3Hoe NoJUHHeHHE
IHeab: @opMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIII, OBJIAJIeHIE JIE KCHKOH H IPaMMAaTHKOM
B pe3ylibTaTe 0CBOEHHEe TeMbl CTYJeHT JOJKeH
3HATh: 0a30BbIe HOPMEI YIIOTpeOIeH A Je KCHKH, (JOHE THKH H I PaMMAaTHKH
YMeTh. YHTaTh, IIEPEBOTUTH H IIepPecKa3kIlBaTh TEKCTEI HAa HHOCTPAHHOM S3BIKE C HCITONb3OBAHIEM
CIIPABOYHOI H YUeOHOM THTepaTyPHl, OCYIHECTRIAT KOMMYHHKAI[HIO HA HHOCTPAHHOM S3BIKE
AKTYaJlbHOCTb TeMbl: O0YCIIOBI€HA HEOOXOMMMOCTRIO OBIaeHHeM YK-4.,
TeopeTH4eckasi 4YacCTh:
Receiving visitors 1s one of a secretary's daily responsibilities. Secretaries who receive visitors are
called receptionists. In a large company, visitors may report to a reception area and you will be advised
OOKYMEHT MOAMNNCAH may report directly to your desk. In any event, it is
SNEKTPOHHOM NOANMUCHIO and make each one feel welcome. There are different
Ceptudmkar:  12000002A633E3D113AD425FB50002000002A6 . . . .
Bragendis> oSS PUres IvOtved 10 1 "u"uillh an ﬂp]ljmntmanl and Wlll?l;}l]l an appc::mlmenl.
heir secretaries of all the appointments which have
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report their movements (for example, going to see an important client, going to lunch) to a receptionist
throughout the day. If the receptionist has this information, she can receive and talk to visitors without
any hesitancy when they arrive, and there will be no appearance of inefficiency.

Mr. Clifford has just received a telegram. A businessman from Russia is coming to have business
meetings with him. Mr. Clifford is asking Miss Flipps "Will you help me?" Miss Flipps says "Of course I
will. I shall meet Mr. Belov at the airport. I'll reserve a room for him at a good hotel. What else do you
want me to do, Mr. Chifford?"

"I want you to take him around the town in my car. Then I think we'll take him to the restaurant in
the evening. Will you do that?" "With pleasure."

beccorw3Hoe noJYHHeHHe

HekoToprle THITHI IPHIATOYHBIX IIPENIOKEHHIT (JOIIOTHHTEILFHEIE OIPeIeHTeIbHEIE), MOI'YT
TTPHC Oe THHATH CA K TTIABHOMY IIpeiIoKeHHI0 Oe3 coro3a. Hamprmep:

The city || we want to visit this summer || is 2000 miles from Orenburg. - T'opoj, KOTOPEIII MBI XOTHM
IIOCETHTH 3THM JIeTOM, pacronaoxeH 2000 mirs or OpeHOVpra.
[ promise || they are much better || than you expected. - YBepsro, OHH Topa3io Iy4llle, YeM ThI OKHIA.

[IpHgaTOUHbIe AOIIONHUTEIBHEIE IIPEIOKEHNS VIIOTPEeOILF0TCA IIOCe CKa3yeMOro B IIIaBHOM
MPeQIOKEHHH, II03TOMY IIPH TIEPeBOJle HAa TPaHHIE MeXKIOY CKa3yeMbIM ITIABHOTO IIPENIOKEHHT H
MOAJIeKa-II[HM ITPHAATOYHOTO [IOIONHHTEIBHOIO IIPEIOKEHIA HEeOOXOMHMO BBOJUTH COKO3 “UTO’ .
H ammprvep:

We know || he will come tomorrow. - MBI 3HaeM, UTO OH IIPHJIET 3aBTPA.

[IpHgaTOUHEIe OIpeJleINTENbHEIE IIPENIOKEHHS VYIIOTPeOIAr0TCA IIOCIE OIIPeIerIeMOro
CYINeCTBHTEIsHOrO. IIpH IepeBojie HAa PYCCKHIl M3BIK HA IpaHHIle MeXTy TIaBHBIM H IIPHIATOUYHBIM
MPeIIOKEHHEM BBOJHTCA COI3HOE CIOBO ‘KOTOPBIL . OTa IpaHHIlA IIPOXOMHT MEKIY OIlpedellieMbIM
CYINECTBHTEIFHBIM H ITOIeKal[HM IIPHIAaTOUHOTO OITpe Ie M TeMFHOT O IIpeIoKeHn 1. Hampmvep:

The candidate || we interviewed for a job yesterday || wants to revoke his application. — IIpeTeHJIeHT Ha
BAKAHCHIO, C KOTOPBIM MBI IIPOBEIH cobeceloBaHIE BUepPa, XOUET OTO3BATh CBOE 3asgBIEHIIE.
Bonpocsl 4 3aJaHHA:
1. Translate and learn the following conversations:
1) — Airport? When does the plane from Moscow arrive?
Arrival time 1s 3.15 p.m. But it is going to be one hour late.
Thank you.
2) — Hello, this is Grand Hotel. What can we do for you?
Hello, I want to reserve a room for our guest from Russia.
When is he coming?
On the 21st of June. And he will stay for five days. He will need a single room with a bath.
Yes, we can give him that.
3) — Hello, Mr. Belov. I'm Cindy Flipps. Mr. Clifford's secretary. He asked me to meet you.
How do you do, Miss Flipps. Glad to meet you.
Did you have a good flight?
Yes, quite pleasant.
Mr. Clifford’s car is waiting for us. I'll take you to the hotel.
Thanks a lot. That's very kind of you.
- I'll help you to register at the hotel. Do you want to have a rest or would you like to meet Mr. Clifford
today? -1 don't have much time at my disposal. I'd like to start work as soon as possible.
4) a) Imagine that your boss has asked you to meet a representative from a foreign firm. You are at the
airport. Come up to the enquiry office and ask the clerk
when the plane from ... arrives.
whether it will land on time.
how late it will be.
at what exit you can meet passengers off this plane.
b) Mr. Clifford has asked Ms Flipps to buy 2 tickets to Moscow for both of them. Ms Flipps rings up the

AOKYMEHT NoarnncAH
SNEKTPOHHOW NOANKUCHIO
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what goods they are to declare,
what goods they are to pay duty for,

if she can buy two return tickets for
Dramatize these conversations.

2. First discuss what they are going to talk about and then dramatize this conversation.
3. Listening practice.
Learn the new words and word combinations. Then listen to Igor Belov talking about
himself, his company and his plans for the future.
4. Translate into English.

a) 3aBTpa CHHIH BCTpedaeT pycckoro Om3HecMeHa H3 MockBH Hropd Bemora. CaMoIeT IpIUIeTaeT B
3.15 maa. OHa moeAeT B asponopT B 2 yaca. 3 aspormopra oHa OTBE3€T €TI0 B TOCTHHHILY.

6) Buepa Cunmn BcTpeuana pycckoro 6m3HecMeHa 3 MockBel Hropd Bemora. CamoleT HOIKeH OBLI
MpIiIeTeTs B 3.15 mHA, HO omo3gan. M3 a’pomopTra OHAa OTBE37Ia €r0 B TOCTHHHI[Y H IIOMOITIAa €MY
3aperHcTpHpoBaTscd. Y Hropd mamo BpeMeHH, H OH Cpa3y ke IoexXal Ha BCTpeuy C MHCTEPOM
Kmd opmom.

B) Ecinn Bel cobmpaerech B AMEPHKY, BBl JOJKHBI IIONIYYHTh BH3Y, Y3HaATh, Kakoi Oarax MOKHO
B34Th C COOOI, 32 KaKHe BellfH BhI JOIKHEI ILIATHTH TaMOAKEHHEBIH cOOp, CKOIBKO CTOHT OIIIET.

T) - 51 Xouy 3a0poHIpOBaTh HOMEP Ha JBOHX Ha 12-13 ceHTIOPSA ¢ BAaHHOM H € Tele(OHOM.

- [loxamyiicTa. Barle MMA H agpec, IToKaIyIiCcTa.

5. Ilepeseoume npeonoxceHuA. Yraxyncume, KakKou noOYUHUMENALHBIL COH3 UCTONLIYEMCA 6 IMOM
P edLoNCeHIIL:

[ live in a street that is not far from the City Administration Center.

My friend is very busy for he works as a judge and has a lot of work to do.

Since criminality still exists it 1s necessary to reveal its causes.

As she thought that it was her cousin at the window, Rose decided to open it.

Since he knew who the man was, Robert was very pleased to have a chance of talking to him.

He worked as a bailiff before he got married.

A will is a legal instrument by which a person over the age of 18 and of sound mind disposes of property
upon his or her death.

The summers here are wet, while the winters are very dry.

She lost her job because she was often behind time.

IIpakTHUeckoe 3aHaTHe Ne 13.
Ipaxmuxa peuu: White-collar crime
I'pammamuxa: IMeHa CyleCTBHTe/IbHbIe, YIOTPeOIA I0I[Hecd TOJIbLKO B €JHHCTBEHHOM HJIH TOJIbLKO
B0 MHOYKeCTBE€HHOM YHCIIe
IHens: @opMHpPOBaHHE KOMMYHHKATHBHEIX KOMIIETEHINI, OBIAJEHIE TeKCHKOH H I'PaMMaTHKOM
B pe3yibTaTe OCBOEHHE TeMbl CTYJEHT J0KeH
3HATh: 0A30BBIE HOPMEI YIIOTPeOIeHNA TeKCHKH, (DOHEe THKH H T'PaMMaTHKH
YyMeTh. UHTaTh, IIEPEBOJHThL H IIePeCKa3bIBaTh TEKCTHl HA HHOCTPAHHOM S3BIKE C HCIIONb30BaHIEM
CIIPABOYHOH H YUeOHOI IHTePaTyPHL, OCYINECTRBIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTYaJIbHOCTBh TeMbI: 00YCIOBIIeHA HEOOXOMIMOCTEE0 OBIAaZeHHeM YK-4.

TeopeTHueckas 4acTh:

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 andnot-for-profitenterprises, to manufacturing as well as service industries.

The term —entemnisel refers to husiness sovernment agencies, hospitals, universities, and other

[IOKYMEHT NOANWCAH e . o L
SNEKTPOHHOW MOAMMUCHIO the corporation president, the hospital administrator,

Ceptudmat. - 12000002A633E3D113AD425FBS0002000002A6
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objectives.
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The scope of authority held may vary and the types of problems dealt with may be considerably
different. But all managers obtain results byestablishing an environment for effective group
endeavour.Top-levelmanagers spend more time on planning and organising than lower-levelmanagers,

Leading takes a great deal of time for first-linesupervisors.

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 asurplus — managers must establish an environment in
which people can accomplish group goa Iswith 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 shouldstrive to accomplish as much as possible
with available resources.

HMeHa CylleCTBHTEIbHbIE, YIOTPedIsoHecs TOIbKO
B € JHHCTBEHHOM HJIH TOJbKO BO MHOYKECTBEHHOM YHCJIE

1. B aHTTHIICKOM A3BIKE €CTh PAM CYILECTBHTENbHBIX, KOTOPBIE YIIOTPeOIA0TCA TOIXHKO B €
THHCTBEHHOM 4YHCIEe: advice cogem, cogenmwi,; information ungopmanyus, ceeodenui; knowledge
3HaHUe, 3HAHUA, Progress ychex, ychnexiu; money oexveu; hair eonocwvi; fruit ¢gpyxmer H 1ap. OTH
CYVINECTBHTEIFHBIE HE VIOTPeOIA0TCA C HEeOIpe[eleHHBIM AapTHKIIEM, MOTYT OIPedelarhC
MeCTOHNMEHHIMH much muozo, little mano, this B 3HAUeHHH 3mom H 3mu H 3aMeHII0TCI MeCTOHME HIIEM
it. ['marom-ckasyemoe I10CIe 3THX CYIIECTBHTEILHBIX BCEr/Ia CTOHT B €HHCTBEHHOM umcie. K 3Toil xe
TPYINIe OTHOCHTCA CYIIECTBHTEIIbHOE REeWS HOBOCHIb, HOBOCHILL
Did she give you much good advice? Did you follow it? OHa mama BaM MHOTO XOPOIIHX COBeTOB? BEI
BOCITOJIH 30BAIH Ch HMH?

This information is very important. 5TH CBeJleHI A OUEeHb BaKHEL.
Have you heard the news? BEI CIIBIIIIAIH 3TH HOBOCTH?
It’s very interesting. OHH OUeHh HHTEPECHEL.

Hazpaumd HayK ¢ OKOHUYAaHHeM — ics: mathematics mamemamuxa; physics ¢gusuxa H JIp. HIMEIOT
(opMYy MHOKECTBEHHOT O UHCIIA, HO YIIOTPEOIAI0TCA € T1ar 010M-CKa3yeMbIM B € THHCTBEHHOM U CIIE .
Mathematics is my favourite subject. Mamemanuixa — MOI THOOHMEBII IIPeIMET.

IIpHMeyaHH .

1) Ecmt cioBo knowledge mmeeT IpH cede OIDICAaTelIbHOE OITPEJIeNIEeHHE, TO OHO VIIOTPeOIIdeTcs C
HeOoIlpelelleHHEIM apTHEKIIeM, HalpuMep: an excellent knowledge of the subject.

2) CinoBo hair c HeollpeJelleHHEIM apTHKIEM (a hair) HMeeT 3HAUeHHe (oduH) eonocox (MH. YHCIIO —
hairs).

3) CIoBRO fruit BO MHOKECTBEHHOM 4YHCIIe (fruits) HMeeT 3HAUeHHE pa3IuHEbIe euobl (YPYKTOB.

CpaBHHTE:

Do you eat much fruit? B egire MHOTO ghpyxniog’!

A fruit salad is made of various fruits. ©@pyKTOBBII calar IelaeTcCa H3 paztuyHsIx pyKHoe.

2. Hapanmy c CYIIECTBHTEIBHBIMH, VIIOTPEOIAFOIHMICS TOIBKO B E€JHHCTBEHHOM YICIE, B
AHTTIHIICKOM S3BIKE CYINECTBYIOT CYIINECTBHTEIbHBIE, YIIOTPeOIAIOIIHECT TOJBKO BO MHOYKECTBEHHOM
yuciae. Croa OTHOCATCA CVYINECTBHTeNbHEBIE: clothes odeixcoa; goods moeap, moeapvt H HEKOTOPHIE
apyrue. I'aron-cka3yeMoe ¢ TAKHMH CYIIEeCTBHTEIbHBIMH CTOHT BO MHOKECTBEHHOM UHCIIE!

His clothes are always clean. Ero omex/ia Bcerga umcrad.
The goods have arrived at the port. ToBap IIpHOEII B ITOPT.

CyiecTBHTeIbHEIE clothes H goods HHKOTTa He YITOTPeOIAI0TCA C YH CITHTEIh HEIMIL.

K 3Toil e TpYIIIe OTHOCATCA CYIIECTBHTEIbHBIE, 0003HAYAOIIHE TIAPHBIE IIPEIMETHI: frousers
bproxu; scissors HoxcHuwl, spectacles (= glasses) ouxu H IpyTHE.

Where are my grandfather’s spectacles? I' me meTyIIKHHEL OUKH?

OTH CYIIECTBHTENLHEIE YACTO YIIOTPEOILIIOTCA B CIOBOCOUYETAHIAX THIIA: a pair of trousers, a
pair of spectacles, etc.

Bonpochl H 3aJaHHA:

[OKYMEHT NOAOrMUCAH T rwords and word-combinations:

SNEKTPOHHOW NOAMUCHIO
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delivery dates;

to give full details;

in connection with this;

to get in touch with.. . ;

we urgently require to perform...;

deadline:

to have to remind;

on favourable terms:

immediate reply;

without engagement/obligation on our part;

your inquiry of... ;

our detailed catalogue;

to meet the requirements;

to place an order;

to accept the offer;

we regret to let you know;

to offer a substitute;

penal provisions;

2. Give the English equivalents of the following words and word-combinations:

IIPeOCTAaBHTE JAaHHBIE O YeM-IIL.;

TIPHHOCHTE H3BHHEHH 3a UTO-11.;

HOB eI MPefHCcKypPaHT,

VKA3BIBaTh I[E€HEL,

MONIOKHTEIIFHOE PellleHHe BOIIPOCa;

B CIIy4yae HeVILIaTHI,

OBITh TIPH3HATEIIEHEIM,

oOparraeM Bailrie BHIIMAHHE HA.. ..

CCHUIAACH HA...|

ITOCTABIITHK;

Y CIIOBHA ITIOCTABKH,

TepeaaRarh Jel10 B apOHTpaKHbOT CY T,

VCIIOBHA OILIATEL,

IpeIarark TOBRAp;

IpeTe H3HA,

IOATBEPAK IeHIIe 3aKa3a;

Hallle ITpeIoKeHHe e CTBHTEILHO JI0 ...,

TPaHCIIOPTHEIE PACXOIHL,

IIPeJOCTAaBHTE 5% CKHIKY,

OTKa3aThCA OT 3aKa3a;

B cIyuae Barrero oTkaza...;

3. Translate:

A) 1. The teacher has given you a lot of good advice. It will be your own fault 1f you don’t follow it. 2.
What is the news? You look so gloomy. Is it bad? 3. Mathematics was my favourite subject at school. 4.
Where is the money you borrowed? — It has been spent on books.

b) 1. At first I couldn’t recognize my fiiend in those worn-out clothes and the make-up. 2. These goods
are faulty. They cannot be accepted.

B) 1. Ero coeetel BeckMa mone3Hsl (useful). UM cTtoHT cinemoBats. 2. IloueMy TBOA oflek[Ia Takad
rpsa3Had? 3. KTo BHHOBAT B TOM, YTO 3TH CBeJeHH I He OBIIH ITOCTaHBkl BoBpeMA? 4. XOTA HOBOCTH OBILIH
BeChMa ITeYaThbHEIMH, OH B30I ce0SA B PYKH H IIPOJONAal paboTars. 5. Y Balller0 CHIHA OTIHYHEIE YCITEXH.
Ho 4 eme He CKIOHEH XBalIHTh ero. 6. — I'me meHsrH? — S IMOMOKHI HX B TBOH ITOPT(QeENs.
7. IIpHciIaHHBIe BaMH JaHHBIE OKA3alHCh BIIOIHE TOCTOBEPHBIMH. OHH OYeHBb IIOMOILIH HaMm B paboTte. 8.
5 c HeTepIleHHeM Ky BalllMX HOBOCTEH (XOuy YCIBIIIATh HX). OHH BCErJa OUeHh HHTEPECHEHL. 9. DTOT

OOKYMEHT NOONMCAH HeOOXOMIM I HaIllelH ITPOMBIIILIe HHOCTH.

SNEKTPOHHOW NOAMUCHIO
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I'pammamuxa: OCoOEHHOCTH YHOTpeOJieHHsl TJIaroioB ¢ HH(PHUHUTHBOM/TepYHAHEeM B (PYHKIHH
JONOJTHEHH A
IHeas: ©opMHpPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIHI, OBJIAJIeHIE JIE KCHKOH H IPaMMAaTHKOM
B pe3yiibTaTe OCBOEHHE TeMbI CTYJEHT J0JKeH
3HATh: 0A30BBIE HOPMEI YIIOTPeOIeHA TeKCHKH, (DOHEe THKH H I'PaMMAaTHKH
YMeTh. UHTaTh, IIEPEBOMHThL H IIePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM S3BIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YueOHOI IHTePaTyPEL, OCYINECTRIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM SA3BIKE
AKTYalIbHOCTBh TeMbl: 00YCIOBIIeHA HEOOXOMIMOCTEEO OBIAaeHHeM YK-4.

TeopeTHueckas 4acTh:

A number of different terms are often used instead of the term "manager”, including "director”,
"administrator” and "president”.

In 1ts broad meaning the term "managers” applies to the people who are responsible for making
and carrying out decisions within a certain system.

Almost everything a manager does involves decision-making. When a problem exists a manager
has to make a decision to solve it. In decision-making there is always some uncertainty and risk.

The amount of responsibility of any individual in a company depends on the position that he or
she occupies in its hierarchy. Managers, for example, are responsible for leading the people directly under
them, who are called subordinates. To do this successfully, they must use their authority, which is the
right to take decisions and give orders. Managers often delegate authority. This means that employees at
lower levels in the company hierarchy can use their initiative that is make decisions without asking their
manager.

Oco0eHHOCTH YnoTpebJaeH Hs I71ar 0JI0B ¢ HH(HHHTHBOM/TePYHAHEM B (PYHKI[HH JOIOTHEH Hl

HH(PHHHTHB repyHaun

be busy

2) 3aHHMATH Cs, XJIOIIOTaTh, TPATHTh
CBOE BPEMA HA YTO-TO.
Slavik is busy practising for the school concert. —

1) OBITE 3aHATHIM, HEe HMETH BPpeMEHH
(Ha TO, UTOORI YTO-TO CJENAaTh ).
I'll be too busy to come to the meeting. — A 6y0y

CAUNIKOM 3AHAN, HO3MOMY He HpUoy Ha cobparue. | Cnaeux 3aHAN NOO-20MOEKOIN K  WIKOJIbHOMY
KOH1[epHIy.
forget

3a0BIBATH (O UEeM-TO, UTO IIPOH3OIINIO PaHee):

He forgot calling me. — Orn 3abvin o niom, 4mo
HO3@OH1UL MHE.

I'll never forget hearing this piece of music for the
first time. — A Huxozoa He 3abydy mozo MomMeHMA,
K020a yCcabliiai 310 MY3bIKATbHOe NpPOoU38eO0eHlie 8
He pevlll pas.

3a0bIBaTh (UTO-MHOO chaenars). He forgot to call
me. - OH 3a6bl1 NHO380HUNID MHe.

Take care, and don’t forget to call me. — BEyow
ocniopodicHee U He 3a0bleail 3e0HUTID MHE.

I forgot to ask him for his address.

— A 3abv11 cnpocun aopec y Hezo.

regret

H3BHHATHCA, HCILITHIBATh COKaTeHHEe (O UYeM-TO,
yto OyzeT chenano): I regret to tell you the truth. —
C oo aiiero, HO @bIHYHCOeH coobUjUND 8aM HPAEOY.
We regret to inform you that your application has
not been successful. — Mbt npuHocum ceou u3eliHe-
HUA, HO eallia 3aieKa bbl1a on-KIOHeHA.

COKaleThk O IIpoHcIIenIneM paHee: [ regret telling
her about that. — XKamw, ymo a pacckazan eii 0b
smom. Everyone regretted his being dis-

missed. - Bce dycanenu, 4mo e2o VoL

Do you regret doing it? — A evlt packaueaemecn,
4mo coeaanut 3mo?

remember

HMETh B BH]TY, IIOMHHUTH, AyMaTh (O

TOM, YTO HYKHO CHEIaTh):

I remembered to answer the letter.

— A ROMHIUT, YN0 HYHCHO ONl@entb HA NUCOMO.

Did you remember to bring your homework? — Tot

IIPHIIOMIHATh, BOCKPEIIIaTh B ITaMATH:
I remembered answering the letter. —
ECHOMHILUL, YO omeeniimTHda Mmoo nicoMo.
I remember hearing him come in. — A nomnuro, umo
CABIHICLL, KAK OH 601HeNl.

HOMHIUL, 4N10 HYHCHO HPUHECIIL €800 OOMAalIHION
ANOKYMEHT NOAnnUCcAH
SNEKTPOHHOWM NMOAMMCHIO
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That phone
menegpoH He

IIpeKpalaTs, IPHOCTAHABIHBATS:
never stops ringing! — Omom
He pec naén 380-Hun !




We stopped to take pictures. — Mot ocmanoeuwico,
unobwl cghomozpaghupoeanivca.

Let’s stop to look at the map. — Haeaiime
OCHAHOBUMCA UL HOCMONIPUM HA KAPNLY.

Please stop crying and tell me what’s wrong. -
Ioowcaniicma, nepecmarns WIAKANob U CKAXCU, YN0
HP OU3OTO.
Has it stopped raining vyet? — Jooxcob vyouce
nepecman?

use

used to do (something): OrBamio,

paHbllle (UTO-TO IIPOHCXOMIIO, HO OOIbIlNEe He
MPOHCXOJUT), IIOCTOAHHO B TIPOIDIOM (UTO-TO
MPOHCXOMIUIO), B OBLIBIE BpeMeHa OOBIUHO (YTO-
THOO IIPOHCXOIHIIO):

I used to live in a block of flats. — Pauvuite a scut e
MHOZ20KEAapNIIPHOM OOMe.

Did she use to have long hair? — A panviue y Heé
ObLILL ONUHHDBIE 80MOCHL?

be used to doing (something) —

HMeTh IIpHBEIUKY, get wused to doing
(something) - IIPHBEIKHYTE K ueMy-IHOO,
IMTPHCTPACTHTHCA:

I am used to getting up early. — 'V mena
npueviyka ecmaeanto paro. I didn’t think I could
ever get used to living in a big city. — He oyman,
Yo K020a-HUbYOb CMO2Y HPUBLIKHYNIL K HCUZHU
€ KPYHHOM 20pode.

Bonpocsl 4 3aJaHHA:
1. Look at these two letters and answer the questions
Are these letters formal or informal? What makes them sound polite?
Find in these letters parts where polite address, polite request, acknowledgement, thanks and

farewells are expressed.

2. Part of a company culture is the way people who work there dress.

Express your opinion about the following:
Why do women executives wear suits?

The most important thing for women in business is to show that they are competent, reliable and
authoritative. That's why a woman who hopes to manage affairs must not wear anything that portrays her

as weak or indecisive.

What do you think a secretary should wear at work? Discuss the following variants:

skirt suits / pants suits / dresses mini-skirts

/ midi-skirts / maxi-skirts flat-heeled shoes / high-

heeled shoes handbag / pockets perfume / no perfume
a lot of cosmetics / a little cosmetics / no cosmetics expensive jewellery / pretty trinkets / no

jewellery bright colours / dull colours

¢) Which boss would you like to work for: The one who

always wears neat dark suits and sober ties,
likes to wear jeans and sports jackets

is always smartly and fashionably dressed
never pays attention to his clothes

wears shabby or battered clothes

likes uniforms and makes his employees wear

them Give your reasons.

3. Imagine that you have urgent work to do but people in the office distract you.
You don't want to be rude, so you make "polite noises".
Use "Ye-es", "Uhu", or repeat the auxiliary verb according to the model:

Our receptionist is getting married on Sunday.

— She 187

Her fiance works in the Sales Department. — He does?

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

4. Dramatize a similar conversation between a busy secretary and her talkative friend.
Imagine that the Production Department of your company falls behind the time with some
urgent work. Practice giving formal recommendations and informal advice. Complete the sentences:

NOKYMEHT MOANMUCAH
SNEKTPOHHOWM MOANMUCHIO

m the managing director. He says: I would suggest

12000002A633E3D113AD425FB50002000002A6
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If I were you I'd ...
Why don't you ... ?
You'd better...
How about ...ing ... ?
5. Fill in the gaps:
Keep (talk) I'm listemng to you.
Remember (call) me when you arrive!
Linda offered (look after) my dog while I was out of town.
Y ou should not postpone (pay) your bills.
Mark mentioned (go) to the market later today. I wonder 1f he’s still planning (go).
[ used (go) there every Saturday.
The doctor ordered Mr. Bychkov (not, smoke).
Don’t tell me his secret. I prefer (not, know).
Could you please stop (make noise)? I am trying (concentrate) on my work.

IIpakTHUecKkoe 3aHATHE No 15,
Ipaxmuxa peuu: Mutual agreement
I'pammamuxa: 1Ipuuactie I (mpocroe, nepgpexkTHoe) H IIpuuactue 11
IHeab: QopMHPOBAHHE KOMMYHHKATHBHEIX KOMIIETEHIHH, OBIAJIEHIE JIeKCHKOH H I'PaMMATHK OH
B pe3yJiibTaTe OCBOEHHE TeMbI CTYAEHT JO/IKEH
3HATh: 0A30BbIE HOPMEI YIIOTPeOIeHA TeKCHKH, (DOHEe THKH H T'PaMMAaTHKH
YMeTh. UHTaTh, TEPEBOJHThL H IIePeCKa3bIBaTh TEKCThI HA HHOCTPAHHOM SBBIKE C HCIIONb30BAHIEM
CIIPABOYHOH H YueOHOI IHTePaTyPHL, OCYINECTRIATH KOMMYHHKAI[HEO HA HHOCTPAHHOM A3bIKE
AKTYalIbHOCTh TeMbl: 00YCIOBIIEHA HEOOXOMIMOCTEIO OBIAeHHeM YK-4.

TeopeTHueckas 4acThb:

Appointments may be made in several ways:

The executive schedules an appointment and tells you about it. You make sure it is recorded both
on your calendar and on his or her desk calendar. (In many offices where a large number of daily
appointments are made, all appointments are recorded in a separate appointment book or calendar rather
than on the desk calendars.)

You schedule an appointment with someone over the telephone or in per
son, check with the executive to confirm it, and then add it to the calendars.

Someone writes to secure a definite time for an appointment. Once the time 1s set, you notify the
person seeking the appointment and then record it on the calendars.

Your employer may, while conferring with someone, ask that you schedule a future appointment
with that person. After doing so, you give the person a written or oral reminder of the appointment and
enter it on the calendars.

You or vyour employer may schedule tentative appointments with  out-of-
town visitors by mail. These should be entered on the calendars in pencil, since they are subject to
change.

Mr. Clifford is holding a meeting now. He is the Chairman of the meeting. Several officials of the
Company are attending it. Now they are discussing the agenda. The meeting is very important. They are
going to discuss the company's financial policy.

Later they are to report it at the annual conference of the shareholders. Miss Flipps is going to type
the minutes of the meeting as soon as it 1s over. She is taking down the minutes now. She is taking them
down in shorthand

ITpuuactue I (mpocrtoe, nepgektHoe) H IIpuuacrue I

IIpruactre | mpocToe THIIA: doing BEIpAXKaeT 0OHOEPeMeHHOCHIb
YroTpe OleHe: Travelling about the country, he saw very | ITymewecmeya no cmpare, OH
I. Kak o6CTOATEE CTRO: many interesting things. BH]IEII MHOT'O HHTEPECHOT 0.
a) BpeMeHH
AOKYMEHT MNOAMNUCAH ie workers well, John | Tak xak J[xoH P XOpoIIo 3HaI
ONEKTPOHHOM rOANUCHIO ‘he struggle for their | &mn3HL paboyHX, OH ITOMOTal HM
Ceptudurkar: 12000002A633E3D113AD425FBS50002000002A6 G =
Bnapeneu: Liebayxoea TaTeAHa AnekcaHapoBHa B bOPRLE 33 HX HpiﬂBﬂ.
s the matter, we He 3naa, 4TO C Hel, MBI He
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c) oOpa3a HefiCTBHA ITH

II. Kax ompefenenme

COIIYTCTEVROINET O IEICTBHA

He stood looking thoughtfully out of the
window.

OH CTOAT, 3aTyMUHBO 21104 B
OKHO.

John Reed’s speech exposing the war made
a deep impression on everybody.

Peur /[xoHa Pupa,
pazobna4yaeiiias BOIHY,
ITPOH3BEIIa HA BCeX IITyOoKoe
BIIeUYATIICHHE .

IIpruacTtie I nepdextHoe Tma: having done BEIpakaeT npeouiecmeoeariie

YroTpe OleHe:

Kak o0cToATeIs CTBO:
a) IPHYHHEL
b) BpeMeHH

Having lost the key, they couldn’t get in.

Ilomepae XIFOY, OHH He MOTIH
BOHTH B KOMHATY.

Having left school, he went to work at a
factory.

Oxon4iie IIIKOIY, OH ITOIIEI
paboTaTs Ha 3aBO]I.

AHTTHIICKOM S3BIKE He
yIoTpeOIge TCA Kak
OIIpeJleIeHHeE .

IIpruactre I mepdexTHOE B

Everybody knows the name of the man
who made that discovery.

Bce 3HAIOT HMA UETOBEKA,
coesiaguie2o 3TO OTKPEITHE.

[TpnuactHe II THIIA painted (done) MveeT 3HAUEHIHE cmpadamensHo20 3a102a

YroTpeGneHie:
KaK OITpeeIeHIE

We were greatly impressed by the events
described 1n this article.

CoOBITHA, onticaHHble B CTATheE,
IIPOH3BeIH Ha HAc OOIBIIIOE
BIleUaTIIeHHE .

BDHPDELI H 3aJaHHA:

1. Ask questions on the text to which the following are the answers

1) ...7 —Holding a meeting.

2) ...7— Several officials are.

3) ...7—The agenda.

4) ...7—The conpany financial policy.
3) ...7— Miss Flipps 1s.

6) ...7 — After the meeting 1s over.

7) ...7— She is taking them down.

8) ...7— In shorthand.

2. Respond to the requests according to the model
- But I'm already typing them.

Type the minutes, please.

Take down the minutes, please.
Translate this letter, please.
Copy this memo, please.

Send off this telegram, please.

3. Say that somebody is only going to do what you are doing

We are discussing this problem. — And they are only going to discuss it. We are holding a

meeting.
We are entertaining our clients.

[ am looking through the mail. — And she 1s only going to look through the mail.

I am talking to a visitor.
[ am sending a fax.

[ am copying documents.
[ am correcting mistakes.
[ am learning shorthand.

."'_' g.‘:—_t =24 !‘_ _‘="_" ;-T:.r.t _"!—_t :._‘"- _"‘:."‘::.r.t_"‘: "_"."‘: :‘!."‘:
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e) if her young man invites her to the movies.

Say what you are going to do

a) after the lesson is over,

b) if the weather 1s nice on Sunday

¢) if your young man invites you to a party.

5. Translate

1. Everybody looked at the dancing girl. 2. The little plump woman standing at the window is my
grandmother. 3. The man playing the piano is Kate's uncle. 4. Entering the room, she turned on the light.
5. Coming to the theatre, she saw that the performance had already begun. 6. Looking out of the window,

he saw his mother watering the flowers. 7. Hearing the sounds of music we stopped talking 8. She went
into the room, leaving the door open.

IIpakTH4Yeckoe 3aHATHE Ne 16.
Ipaxmuxa peuu: Contract law
I pavmamuxa: 1lepeso] pa3HbIX (POPM NPHYACTHH HA PYCCKHH A3LIK
IHens: @opMHpPOBaHHE KOMMYHHKATHBHEIX KOMIIETEHINII, OBIAJEHIHE TeKCHKOH H I'PaMMaTHKOM
B pe3yiibTaTe OCBOEHHE TeMbI CTYJEHT J0JKeH
3HaTh: 0A30BbIE HOPMEI YIIOTPeOIeHd TeKCHKH, (DOHEe THKH H T'PaMMAaTHKH
yMeTh. UHTaTh, IIEPEBOJHTh H IIePeCKa3bIBaTh TEKCTHI HA HHOCTPAHHOM S3BIKE C HCIIOIb30BAHHEM
CIIPABOUYHOH H yueOHOI IHTepaTypPHL, OCYILECTBIATH KOMMYHHKAI[HEIO HA HHOCTPAHHOM A3BIKE
AKTYalIbHOCTBh TeMbI: 00YCIOBIIEHA HEOOXOMIMOCTEIO OBIaZeHHeM YK-4.

TeopeTHueckas 4acTh:

Negotiation, by Webster's definition, is a meeting which aims to communicate or confer with
another so as to arrive at the settlement of some matter, or some kind of agreement, or compromise about
something. As the aim of any negotiations is to come to a mutual agreement, the negotiations are based
on co-operation. In this respect it is very important to show the other side that you are willing to work
with them. The easiest way to do this is to show them that you are ready to listen, follow them and
understand them. This will help to maintain an atmosphere of trust and respect. But, of course, the most
important is what you are going to say and how you are going to say that to reach your goals. Success of
the negotiations is dependent on the effective communication of the negotiator; one’s language, both
verbal and non-verbal is the determiner of the outcome. Foreign language negotiations are seldom easy
and the English language is often a source of anxiety for those whose first language 1s not English. Even
those who speak English fluently are sensitive when under pressure to fully understand what is being said.

Negotiations consist of several stages and passing of each stage smoothly provides chances for a
successful outcome. The following phrases may help a negotiator pass each stage successfully.

These phrases will be of help in the heat of negotiations. Before the talks it is advisable to practice
and rehearse them.

Ilepero]J pa3HbIX (pOPM NPHYACTHII HA PYCCKHH A3BIK

@ opMBbI IPHYACTHSA

Active Passive
Present writing being writte
Perfect having written having been written
Past — written

Kak nepeBouTh pa3Hble (DOPMbI IPHYACTHSA HA PYCCKHH A3BIK

@ OpMEI Kak HX IIepeBOTHTE
ITPHYACTHA
IMPHYACTHEM JECITPHYACTHEM
NOKYMEHT MOAMVCAH ras
SNEKTPOHHOW NMOANMUCKLIO
Ceptucpukar:  12000002A633E3D113AD425FBS0002000002A6 OUHTAB
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being read

UHTAE MBI
(T. €. KOTOPBII YHTAKOT)

OV Iy4H UNTaeMbIM
(T. . KOrJa ero YHTaIH), OyIyul IIPOUNTAaHHEIM
(T. e. KOrJa ero IIPOYITAIH )

having been read

OyAy4H IIPOYHTAHHEIM (T. €. KOIIa €ro
TTPOYHTAIIH)

(T. €. KOTOPBIA CTPOAT)

read IIPOYH TAHHEI T —
Kak nepeBoguThb pa3Hble ()OpMbI NPHYACTHA HA PYCCKHII A3BIK
@ OpMEI Kak HX IIepeBOTHTE
R IIPHYACTHEM IeeIpHYaAcTHEM
building CTPOSAILIGT CTpOS
having built — TIOCTPOHB
being built CTPOAILIIICA OYIYUH CTPOSAILHMCT

(T. e. KOT/Ia €ro CTPOIH) OV IyUH ITOCTPOEHHBIM
(T. €. KOrJa ero IOCTPOIIIH )

having been built

OyIyUH ITOCTPOEHHBIM
(T. €. KOT/1a €ro ITOCTPOIIIH)

built

ITOC TPOEHHEII

Bonpocsl H 3aJaHHsA :
1. Combine the two sentences according to the model.
The discussion was started. Then the manager came.
The discussion had been started before the manager came.
T hat point was cleared up. Then we learnt about a new problem.
The prices were discussed. Then we accepted the offer.
The offer was accepted. Then we drew up the contract.
The offer was declined. Then he consulted his boss.
2. Say that you have already done something
I'm reading the minutes. - And I have already read them.
I'm duplicating the agenda.
I'm correcting mistakes in the protocol.
I'm cleaning the desk.
I'm sending a telex.
I'm watering the flowers.
3. Translate:
1. The boy lay sleeping when the doctor came. 2. The broken arm was examined by the doctor. 3. While
being examined, the boy could not help cry-ing. 4. Having prescribed the medicine, the doctor went away.
5. The medicine prescribed by the doctor was bitter. 6. The dress bought at the department store was very
beautiful. 7. While using a needle you should be careful not to prick your finger. 8. While crossing the
street one should first look to the left and then to the right. 9. People watching a perform-ance are called
an audience. 10. Being very ill, she could not go to school. 11. The first rays of the rising sun lit up the
top of the hill. 12. The tree struck by lightning was all black and leafless. 13. Being busy, he postponed
his trip. 14. The door bolted on the in side could not be opened, 15. Having been shown the wrong
direction, the travellers soon lost their way, 16. The room facing the garden is much more com=fortable
than this one. 17. Having descended the moun-tain they heard a man calling for help. 18. Flushed and

excited, the boy came running to his mother. 19. He stood watching the people who were coming down
the street shouting and waving their hands.

OOKYMEHT NnoarnmncAH
SNEKTPOHHOW NOAMUCHIO
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COJIEPKAHHE
BBe meHne

1. OOmas xapaKTepHCTHKA CAMOCTOATENbHOI PpadoThl OOYUYAOINETOCS IIPH H3YVUEHHH THCIHIUTHHEL

«THOCTpaHHEBIM S3BIK B cpepe IIPodec CHOHAILHOH KOMMYHIKAIHID)

2. IImaH-TpadHK BEIIIOIHEHH I CAMOCTOSATEIILHOMH Pab0ThI

3. KOHTpOIEHEIE TOUKH H BH/IBI OTUETHOCTH I10 HHM

4. MeTtommieckue peKOMEHIAIIHH IT0 H3YUEHII0 TEOPETHUECKOr0 MaTe pHala

5. MeTtomirueckue yKa3aHHd 110 BHAAM padoT, IMPeIyCMOTPEHHBIX padoyeil Tpor paMmMoil THCIHIUTHHEL
5.1.MeToaHueckie yKa3aHId I10 IIOATOTOBKE K ITPAKTHUE CKHM 3aHITHIM

5.2. MeToiiyecKHe YKa3aHHA 110 COCTABIEHHIO ITIOCCapH II0 TEKCTY
CIICOK peKOMeHTyeMOH I TepaTyPhl

AOKYMEHT NoanmncAH
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BBEJIEHHE

OCHOBHOIH I[eIBI0 CaMOCTOATEIBFHOH palOOTHI CTYAEHTOB SARISETCA IIOBHIIIEHHE HCXOTHOTO
VPOBHS BIaJleHHSI HHOCTPAaHHBIM S3BIKOM, JAOCTHTHYTOIO Ha IIPeIBIAVINeH CTYIIeHH OOpa30BaHHA, H
OBIA/ieHHe CTyAeHTaMH HeOOXOMHMBIMH JOCTAaTOYHBEIM YPOBHEM KOMMYHHKATHBHOH KOMIIETEHI[HH LI
PelleHH A 3a/fay MeKIHNYHOCTHOTO H MeKKYIbTYPHOIO B3aHMO/IefiCTBHA. 3yUeHe HHOCTPAHHOTO S3hIKa
IIPH3BAHO Tak/Ke 00eCIeUHTh:

- IIOBHIIIIEHHE YPORHA yueOHOI ABTOHOMIH H CITOCOOHOCTH K caM000pa30BaHHIO;
- pa3BHTHE KOTHHTHBHBIX H HCCJIeJOBATEIbCKHX YMEHHIT,

- Pa3BHTHE HH(POPMAIHOHHON KYIIbTYPHL,

- paclHpeHHe KPyro30pa H IOBBIIIEHHe O0IIeH KYIIbTYPHI CTY€HTOB.

CamocTosTeTbHasd pabdoTa CTYAEHTOB 3aHHMAeT BaKHOE MeCTO B YyueOHOH HayuyHO-
HCCIIeJOBaTeNhCKOH JIeATeIbHOCTH CTYIeHTOB. be3 caMocTOATeIbHOH pa0OTEl HEBO3MOKHO HE TOIBKO
OBIajieHHe JF0 00 BY30BCKOI MHCIIHIUIHHOMN, HO H (JOPMHpOBaHHe CIEeI[HAIHCTa Kak ImpodeccrHoHana. B
IMHPOKOM CMBICIIE IIOJ, CAaMOCTOATENBHOH paboToil cleAyeT IIOHHMATh COBOKYIIHOCTE BCell
CaMOCTOATENBHOI JIe ITETPHOCTH CTYJEHTOB, KaKk B yueOHOH ayJHTOPHH, TaK H B Hee, B KOHTaKTe C
IIpeltojiapaTeIeM H B €70 OTCYTCTBHE.

YCHIeHHe PONMH CaMOCTOATEeIIbHOH paloThI CTY[EHTOB O3HAuaeT IPHHIMMIMHAIBHEII IIePecMOTP
OpraHH3alHH y4eOHO-BOCIIHTATEIFHOIO IIpollecca B BYy3e, KOTOPBIH JONKEH CTPOHTHCA TaK, YTOOBI
Pa3BHBATh YMEHHE YUHThCH, (JOPMHPOBATh y CTyJeHTa CIIOCOOHOCTH K CaMOPa3BHTHIO, TBOPUECKOMY
IIPHMEHEHHI0 IIOMYYEHHBIX 3HAHIIL, crocob0aM aJanTaiii K IIpodecCHOHAIbHOH AeATeIbHOCTH B
COBpPeEMEHHOM MHpE.

AOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHIO
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1. OBIIIASI XAPAKTEPUCTHKA CAMOCTOSTEJBHOI PAEOTEI OBYYAROIIIETI'OCS
ITPH U3YUYEHUHU TJUCIHHUIIJINHEBI « THOCTPAHHEIN SI3EIK B COEPE
[TIPOPECCUOHAJILHON KOMMYHUKAITUH»

Ilog camocroATemsHON  paboroii cTyaeHToB (CPC) IIOHHMAaeTCcd COBOKVIIHOCTE  BCeil
CAMOCTOSATEIBHON AeATeIIbHOCTH CTYIEHTOB, KaKk B yuyeOHON ayIUTOpHH, Tak H 3a ee IIpedelnaMi, B
KOHTAKTE C IIPETIOJABATEIIEM H B €TI0 OTCYTCTBHE.

[Tems caMOCTOATEMbHOH paboTH CTYAEHTAa — HAYUHTHCA OCMBICTIEHHO H CaMOCTOATEIFHO paboTarhk C
yueOHBIM MaTepHalIOM H HAYVUHOII HH(OpMAIfeil, OBIaIeTh (PVHIAMEHTATHHBIMI 3HAHHAMI, YMEHHAMI
H HaBBIKaMH B cpepax aKaJeMHUeCKOIl, IIpodecCHOHANEHON H COHAThHO-TYMAHHTAPHOIN AesATeIbHOCTI,
cpOpMHpPOBATh OCHOBHl CAMOOPTAHH3AIHH H CAMOBOCIIMTAHHA C TeM, UTOOBI IIPHBHTL YMEHIHE B
TanbHeIIeM HEITPePEIBHO ITOBHIIIATE CBOK IIPO(ECCHOHATFHYI0 KBAH(PHKAIHEO.

3amauaMi CPC SBITroTCA:

— CHCTEMATH3aI[HA H 3aKpeIUIeHHe TTONMYUeHHBIX TEOPETHUECKHX 3HAHHH H TMPAKTHUECKHX YMEHHIT,

— yrayOlleHHe H paclHpeHIe TeOPe THUeCKHX 3HaHHIT,

— (popMITpOBAHHE YMEHHI HCIIOb30BaTh Yue OHO-CIIPABOYHYEO ITHTEPATYPY.

— Pa3BHTHE ITO3HABATENBHBIX CIIOCOOHOCTEH H AKTHBHOCTH CTYAEHTOB: TBOPYECKON HHHI[HATHREL,
CaAMOCTOATEIIFHOCTH, OTBETCTBEHHOCTH H OPraHH30BaHHOCTH,

—(popMIpoBaHIE CAMOCTOATETIBHOCTH MBIIIDT e HH A, cItocoOHOCTeIl K caMopa3BUTHIO,
CaMOCOBEPIIEHCTEBOBAHHIO H CaMOPea3alli;

— Pa3BHTHE HCCIeIOBaTEIbCKHX YMEHHI,

— HCIIONh30BAHHE MaTepHala, COOpPaHHOTO H IIONIYYEHHOTO B XOME CAMOCTOATENBHBIX 3aHATHII Ha
MTpaKTHUe CKHX 3aHATHAX, N1A 3 eKTHBHOI IIOAr OTOBKH K 3ayeTaM H 3K3aMeHaM.

OCHOBHBIMH BHAAMI CaMOCTOATEIBHON pabOTHl CTYAEHTOB ABIIAIOTCA:

- CAMOCHIOANLIE/IDHOE HEVYEHLE JIUEepPamypoi,

ITems: caMOCTOATEIFHO JIeTAThHO H3VUHTE T€MBI, IIPe ICTABIeHHEIe B pabouell ImporpamMme.

3amaur: mpHOOpeTeHHe HaBbIKA paboThl ¢ HCTOUHHKAMI H IIHTEPaTYpPOil, YMEHISI I'PAaMOTHO COCTABIIAThH
KOHCITEKTHI H IIONTh30BAaThCA HMH, BBIABIATE pPa3HUHble TOUKH 3pPeHHA Ha IpodileMy H CTelleHb ee
pa3paboTaHHOCTH B JIHTepaType.

- HOO20MOEKA K MpaKnuYecKuMm 3aHAmuAM (BHIIOTHEHHE JTOMAIIHHX 3aJI]aAHHII) H K coOeceJOBaHHI0 110
HHIHBHTYaIb HEIM 33 aHH AM,

Iems: yroyOneHHe 3HAHN A yueOHOTO MaTepHana.

3agaur. OCBOHTIR OTHEIBHBEIE BOIIPOCEI B paMKax H3ydyaeMOH  [JHCIIUIMHEL, TI'PaMOTHOCTE,
TIOCIIE IOBATEIIFHOCTE H PAI[HOHATHHOCTE H3IOKEHHA ITOATOTOBIEHHOTO MaTepHala BO BPeMS IPaKTHUYECKOTO
3AHATHA.

-cocmaenexiie 21occapui no Mexcmuiy.
I{emsb: cocTaBHTE 0a3y HOBBIX IEKCHUECKHX €IIHILII,

3aIaum;

* CAMOCTOSTeIbHAA Io3TaHad 0OTpadoTKa YUeOHBIX 371e MEHTOB;

* pa3BUTHE IIPAKTHYECKHX YME HIHIT,

* (popmripoBaHHEe YMeHIIT HCIIONB30BaTh HH()OPMAIHOHHEIE HCTOUHHKH. CITPABOUHYIO H CIIEIHATBHYVIO

IHTEPAaTyPYy.

[IpHcTymmad K CaAaMOCTOATEbHOMY HM3YUEHHIO JIHTepaTrypbl II0 Y4yeOHOM IHCIHILIIHE
«IHOCTpaHHBINH S3BIK B cdepe IpodecCHOHATBHOH KOMMYHHKAIHID, HeOOXOMHIMO: O3HAKOMHTELCSI C
pabouell mporpamMMmoii; B34ATk B OHOIHOTEKe peKOMEHIOBAaHHEIE YUYeOHHKH H YueOHBEIe IIOCOOHST,
MMONYUHTh V BeOYIIero IIpellofaBaTelld B SIeKTPOHHOM BHJIe MeTOMIUYeCKHe pPeKOMeHIAlHH K
MPaKTHYeCKHM H CaMOCTOATEIBHBIM paldoTaM, 3aBeCTH HOBYI0 TeTpamp MId KOHCIIEKTHPOBAHIA
TeOPEeTHYECKOr 0 MaTepHala H BBIIOIHEeHH IPaKTHUeCKHX 3aJaH .

JInd H3yyeHHA JUCIHILIHHBI IIpeIaraeTca CIIHCOK OCHOBHOH H JIOIOTHHTEILHOH JIHTEePaTYPHL.
OcCHOBHag JmMTepaTypa IpeJHa3’HaueHa 14 00g3aTelbHOTO H3YUYeHHd, IOIOIHHUTENhHAd — ITOMOKET
Oolee TIIyOOKO OCBOHTE OT/EIbHBIE BOIPOCHL B paMKaxX H3yUaeMOil JHCIIIUIHHEI.

[IOKYMEHT NOANVCAH 1 3aHATHAM CTYJIeHT o0O0M3aH OCYIIEeCTBIATH
SNEKTPOHHOW MOANMUCKIO BHHMAaHHeE, o0palnasd Ha TeopHro, ()OPMYIHPOBKH,

Ceprudukar:, 12000002A633E30113AD425FB50002000002A6 MMATHUECKHX H SBEIKOBBIX IIOHSATHIL. B pabourx
Brageney; - 1SSV Opa [ ATkAA AneKcaHOPoaK] BIX CIIEyeT JIeJIaTh ITOMEeTKH, JOIIOIHATh MaTepHall,

NeicTeuteneH: c 20.08.2021 no 20.08.2022 AITHI.



CamocTogTenbHad padoTa CTYIEHTOB HAJA MaTepHalIoM V4yeOHOMl JHCIHIIIHHBEL SABIAETCA
HEOThEMIIEMOI YacThH Y4eOHOTro IIpolecca H JOIKHA IIpejiolarars yriayOleHHe 3HaHHA Y4eOHOTO
MaTepHalla, H371araeMoro Ha ayJIHTOPHBIX 3aHATHAX, H IpHOOpeTeHHe MOIONHHTEIBHBIX 3HAHHI II0
OT/eThHBIM BOIIPOCAM CaMOCTOSATETBHO.

KoOHCIIeKT TeMbl — IIHCBMEHHBLII TEKCT, B KOTOPOM KpaTKO H IIOCIEJOBAaTEIbHO H3IOKEHO
COZep&KaHHe OCHOBHOTO HCTOUHHKA HH(OpMAaIHH. KOHCIIEKTHPOBATh — 3HAYHT IIPHBOJNTE K HEKOEMY
TOPAIKY CBEJIEHH A, IIOUEPITHYTEIE H3 OPHTHHAIA. B OCHOBe IIpollecca JIeKHT CHCTeMaTH3alia
MTPOYHTAHHOTO MJIH YCIBIIIAHHOTO. 3allHCH MOTYT JIeNIaThCd KaK B BHJIe TOUHBIX BBIJEPAKEK, IIITAT, TAaK I
B (popmMe CBOOOIHOIT ITOaUH CMBICIIA.

HHauBHAyaJdbHbIe 3aJaHHsA IIPH3BAHBI PACIIHPHTL KPYTO30p CTYAEHTOB, YINIYOHTh HX 3HAHHA H
Pa3BHTh YMEHHA HCCIIE IOBATeIh CKOH JeATEIbHOCTH, IIPOSBHTD 3IIEMEHTHI TBOPYECTRA.

ColeceoBaHie — CPeJCTBO KOHTPOILA, OPraHH30BaHHOE KaK CIIeI[HaIbHad Oecelfa IPeroiaBaTelrd
CO CTYJIEHTOM Ha TeMbI, CBA3aHHbIE C H3y4aeMOH THCI[HIUIHHOM, H pacCYHTAHHOE Ha BEIACHEHHEe 00heMa
3HAHIIT 00YYAaroIIerocs 1o OIIpe Ie IEHHOMY pa3eny, TeMe, IpodiaemMe | T.1I.

I'1occapmii - cIoBapb, KOTOPBII IIOMOraeT OCBAHMBAaTh HOBBIE JEKCHUYECKHE eHHHIIEI II0 TeMe. B
raoccapmii HeoOXOmHMO TOOABIATh CIEIHATBHYI0 TEPMIHOIOTHE0, a00peBHATYPEI H COKpAIlleHH T,
(pazeoIOrHuecKHe € HHUIEL H IIp.

KaxIp0l BH]T caMOCTOATENBHOI paboTH HMeeT OIpe/iele HHbIe (JOPMBI OTUETHOCTH.

B Xoze BHIIONHEHHA CAMOCTOATEIBHOI PaldOThl CTYIEHT MHOMKEH IIPOIEMOHCTPHPOBATH
C(pOpMHPOBAHHOCTh KOMIIETEHIIHH:

Kox DOOpMYIHPOBKA:

YK-4 CIIOCOOHOCTE K OCVIIECTBIEHHIO [I€IOBOII KOMMYHHKAI[MH B VCTHOI H
IHChMEHHOH (popMax Ha roCyIapCTBEHHOM fA3bkIKe PoccHiickoil depeparim H
HHOCTPAHHOM(BIX) s3bIKe(ax )

2. IINTAH-IT'PA® UK BBIIIOJIHEHH S CAMOCTOSATEJILHOII PABOTHI

Komer CpencTBa OO0BeM YacoB, B TOM UHCIIE
peam3yeMEBIX TEXHOIIOTHH OIEHKH CPC KoHTaKTHad Bcero
Ny BHua geATeI HOCTH
KOMITETEHI[II, pabora c
CTYAEHTOB
HH I KaTopa IIperoaBaTe
(OB) JeM
2 ceMecTp

YK-4 CaMocCTOoSTeIHHOE CobecemgoBanmne 20,25 2.25 22.5
-1 H3yUeHHE
-2 T TePaTVPHL 110
JT-3 TeMaM 1-16
YK-4 I[ToaroToBKa K 4.05 0.45 4.5
gﬁ:é @ﬁﬁm IHIHBH/TyaIb HEIE
113 10 Tenant 2-16 TBOPUYECKHE 3aTaHILA
YK-4 CocTaBIeHHE 2.7 0.3 3
-1 TJIOCCApPHA ITO TEKCTY
II-2 CobecemgoBanmne
JI-3

HTtoro 3a 2 ceMecTp 27 3 30

Toro 27 3 30

3. KOHTPOJIBHBIE TOYKHW U BUJABI OTHETHOCTH 110 HIM

NOKYMEHT NOANWUCAH | .
SHEKTPOHHOM NOAMMCHIO 'MOCTB ] OOVYArOIMMXCSA II0 KaKJOH IHCIMIIIIINHE
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Ne i/l BHJ meaTe ThHOCTH CTYIEHTOB CpOoKH KomruecTBO
BBEITIOITHE HI OamIioB
2 cemecTp
1 CobOece qopagme 1Mo TemMaM 1-6 5 Hegend 15
2 Cobece qoranme 1Mo Temam /- 11 10 Hememsa 15
3 HHIHBHIYATRHOE 3aJaHHe 0 TeMam 1-18 14 Hemena 25
HToro 3a 2 cemecTp 55

4. METOAHUYECKHUE PEKOMEHJIAIHNHU IIO HWU3VYEHHKO TEOPETHYECKOI'O
MATEPHAJIA

N3yyeHne mr000ro pasena cleyeT HAUHMHATh C O3HAKOMIEHHA C BOIPOCAMH ILTaHA H3YUeHHI
TeMbl. [IpH H3yJeHHH TeOpeTHUeCKOIrO MaTepHala HeOoOXOOHMO HCIIONb30BaTh PeKOMEHAYEMYEO
OCHOBHYIO H JIOIIOTHHTENBHYI IHTEPATyPy A IYUIIEro YCBOeHIA MaTepHaa.

OcepamBark TEOPHIO CIeIyeT B COOTBETCTBHH C TOH IIOCIEIOBAaTENbHOCThIO, KOTOpad
IIpeJICTaRlIeHa B IUIaHE CAMOCTOSTENBHBIX H IIPAKTHUEeCKHX 3aHATHIL.

JIIA YCIeIHOTO OCBOEHHS [IHCIMILINHEI, HEOOXOHMO CaMOCTOATETHHO AeTalbHO H3YUHTE

IIpeJICTaBIeHHbIe TEMEI 110 PeKOMEH TyeMBbIM HCTOYHHKAM FH () OpMAI[HH:

No BH/EI caMOCTOATENIBHOH PexoMeHTyeMBle HCTOUYHHKH HH()OpMAIHH
I'TT | paboTEI (Noe HCTOUHIKA)
OcHOBHag | JlomoOMHHTEILHAA Metomgmueckas | HMITHTepHeT-
PECYPCEI
1 CaMOCTOATEIILHOE 1 1,2 1,2 1-6
H3YUEHHEe JIHTEPaTyprl IIO
Temam: 1-18
2 | IlogroToBka K 1 1,2 1,2 1-6
IMMPAKTHYECKOMM  3aHATHAM
10 TemMam: 2-18
3 CocTaBlleHHe TI0CcapHd I10 1 1,2 1,2 1-6
TEKCTY

MeTomuka paloTEl ¢ JIHTEPATYPOH IpeIyCcMATPHBAET BeJEHHE 3aIllHCH ITPOUHMTAHHOTO B BHIE
IIIIaHA-KOHCIIEKTa, OIIOPHOTO KOHCIIEKTa H T.JI. OTO TIIO3BOIHT CJIeNaThk 3HAHHA CHCTEMHEBIMH,
3a(PHKCHPOBATh H 3aKPENUTh HX B ITAMATH.

KOHCIEKT — CIIOKHBIH CIIOCO0 H3IOKEHHI COMEPAKAHHA KHHTH HIH CTaThbH B JTOTHUYECKOI
IOCIEIOBATENFHOCTH. KOHCIIEKT aKKyMyIHPYeT B cede TIpeApIAyIIHE BHABL 3allICH, ITO3BONAET
BCECTOPOHHE OXBATHThL COAEPXKAHHE KHWUIH, CTAaThH, TeKCTa, I'paMMaTHUecKoro marepHana. Ilostomy
YMEHHE COCTABIATH IUIAH, TE3HCEHI, JelaTh BEITIHCKH H JPYTHE 3allHCH OIPelleldeT H TEeXHOIOTHIO
COCTABRIEHH I KOHCIIEKTA.

MerToaHuecKkHe YKa3aHHA 0 COCTABRJIEHHI0 KOHCIEeKTa
1. BHHMATEIEHO TTPOUHTAHTE TEKCT. YTOUHHTE B CIIPABOYHOH IHTepPaType IIH CIOBAPEe HEIIOHATHEIE
cinora. I1pu 3ammcH He 3a0yapTe BEIHECTH CIIPAaBOUYHEIE JAaHHEBIE Ha IO KOHCIIEKTA,
2. BeIgemmiTe rIaBHOE, COCTABhTE IUIAH,
3. Kpatko cpopMyITHpPYIiTe OCHOBHEIE IIOIOKEHHA TEKCTA;
4. 3aKOHCIIEKTHPYHTEe MATEpPHAN, YETKO ClIeXyd ITYHKTaM IUTaHa. [IpH KOHCIIEKTHPOBAHHH CTapaHTech
BRIPA3HTE MEICTTF CBOHMH CITOBAMH. 3aIFICH CIETYET BECTH UETKO, ACHO.
5. ' paMOTHO 3aICHIBaHTe IHTATEL. [{HTHPYA, YUHTBEIBAHTE TaKOHHUHOCTE, 3HAUMMOCTE MEICITH.

B TekcTe KOHCIIEKTAa KelaTelTbHO IIPHBOJHTE HE TOIBKO Te3HCHEIE ITONOKEHHI, HO H HX
noKazaTeldbCTBA. IIpH oQopMIEHHH KOHCIIEKTAa HEOOXOJHMO CTPEMHTBCA K EMKOCTH KakJoTo
NpeAIoKeHnda. MEBICIH aBTOpa KHHTH CIeAYyeT H3Jararb KpaTko, 3a00TACh O CTHIE H BBRIPA3HTEIBHOCTH
HaIMCAHHOTO. {714 YTOUHEHH H JIOIOHEHIA HeOOXO MO OCTABIIATH ITOILA.

[Tporeaypa IIPOBEPKH KOHCIIEKTA BKIFOUAET B ceOd IlepedyeHb BOIIPOCOB OA30BOr0O H ITOBBIIEHHOIO
VPOBHEI 114 cOOeCe 0B aHHA.

NMeTanmuueckue NEKOMeHTANTHT 110 [[PeJCTABJICHI 0 H 0(pOPMIEHH IO

AOKYMEHT NoarnnMcAH |

SNEKTPOHHOW NOAMUCHIO _Dﬁeceﬂﬂﬂaﬂﬂﬂ
Ceptudbukar: 12000002A633E3D113AD425FB50002000002A6 [HBHIOYAIBHYO 5ECE,[[Y C KaXJOpIM CTYJAEHTOM IIO
Bnapeneu: Lleb3ayxoBa TaTteAHa AneKcaHapoBHa Ml HX IOIrOTOBKH. 1{epI0 JaHHOIN q] OPMBI 3AHATHSA
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KOHCITEKTHI H IIONIh30BAaThCSA HMIH, BBIABIATH pPa3HUHble TOUKH 3PeHHA Ha IpodileMy H CTelleHb ee
pa3paboTaHHOCTH B IHTEPaTYPE.

CoOeceoBaHHe ITpeaIionaraeT o0M3aTeIbHOe KOHCIIEKTHPOBAHHE TEKCTA HIH I'paMMaTHUEeCKOTO
MaTepHana, a Takke IIpopaboTKy BCel e IoAKeHHOM I TePaTyPhl II0 TEME.

Bompocel mida colOeceoBaHHA H KpPHTEPHH OIEHHBAaHHA IIpHBeJeHEI B @©OC [aHHOI
ITHCIIUTHHBI.

5. METOJJUYECKHE YKA3AHUS 11O BUJAM PABOT, IIPEYCMOTPEHHEIX PABOYEH
I[TPOT'PAMMOMN JUCIIUILTHHEI

S.1. lloaroroBka K NpakTHYeCKHM 3aHATHAM
Memoouuecxue YKA3dHUA RO HOO20MOeKe K nparknive cKuM 3adAnAM.

K camocTogTenbsHOoil paboTe OTHOCHTCA IIOATOTOBKA K IPAKTHUECKOMY 3aHATHIO H BBOIOJIHEHHE
ITOMAIIHET O 3aTaHH .

JloMarlHee 3aJaHie COCTOHT H3 HHIHNBHIVAIBHEIX 3aJaHHI, IIPOIeaypa IIPOBEPKH KOTOPBIX
BKIIFOYAET B ce0d ITepeyeHs IIPaAKTHUECKIX VIIPaAKHEHHIT H BOIIPOCOB 1A coOece 0BaHMNAL.
HToroBslii NPOAYKT CAMOCTOATEILHON Pad0ThI: HH/HBH Iy AIIbHOE 3a/IaHHeE.
Cpeacrea H TeXHOJIOTHH OIleHKH: co0eceJOBaHIE.

5.2. MeToanyecKHe YKa3aHHUA 110 COCTABJIEHHIO IJ10CCAPHA 10 TEKCTY

[TomoOHO moOOMY CIIOBAPI0 TJIOCCAPHIT COCTOHT H3 ABTOHOMHBIX JIEKCHUECKHX €IHHHII,

PAaCIIONOKEHHBIX:

- TI0 an(aBHUTY,

- TI0 Mepe TTOABIIEHH A TEPMITHOB B TEKCTE HIIH 34 IaHIH;

- B COOTBETCTBHH C TEMOH H3y4aeMOro pa3jiena JH CIIHILUIHHEI.

J14 cocTaBleHHA TIOCCapHA IO 3aJaHHOH TeMe HY/KHO HaiTH HHQOPMAIHI0 C Pa3HBIX
HCTOYHHKOB (ceTh Internet, SHIMHKIONETHIH, ITPaKTHYeCKHe ITOocOo0n s, yueOHad THTepaTypa), H3VUHTh ee I
COCTABHTH B PYKOITHCHOM BapHAHTE HIIH IIOTIh3YACH TEKCTOBBIM IIPOIECC OPOM.

PaGora gomkHa OBITE ITpe/cTaBiIeHa Ha Oymare popmara A4 B Ie4yaTHOM (KOMITBEOTEPHOM) HIIH
PYKOIIMCHOM BapHaHTE.

Kaxmad JeKcHuecKad eIHHHI[Q 3alHChIBAETCA Ha OTHENbHOH CcTpouke. B cocTaR ee
XapaKTepHCTHKH MONKHBI BXOJHTh HE TOJMHKO KPaTKOEe TOJIKOBAHIE, HO H KOMMEHTApPHH, IIPHMEPEL,
MOACHIOINIE IHTATHl, CCHUIKH Ha JHTepPaTypy. I TaBHEIM OTIHUHEM ITOoccapHd OT OOBIUHEBIX CIIOBapeil
ABIAETCA (POPMHPOBAHHE €ro B KauecTBe EAHHOTO KOMIUIEKCAa HH(OPMAIMH B COOTBETCTBHH C
HCCIEJOBATEIH CKOI IIH IIPAKTHUYECKOH 3aJaueil.

PexoMeHJAIHH N0 COCTABJIEHHIO IJI0CCAPHA:
* '1aBHOe MpaBUJIO IJI0CCapus — JOCTOBEPHOCTD. [10jACHEHIe JOKHO HanboIee TOUHO OTpakarh CYTh
TeKCHYECKOIT € THHIIIEL
* IloficHeHHe [O/DKHO OBITh KOPPEKTHBIM H NOHATHBIM. Helb3sd HCIIONB30BaTh OTKPOBEHHEIE
AKAPTrOHMU3MEIL, HO H CIIHIIKOM CIO/KHBII HAYYHBII TEKCT MOKET TOIBKO 3allyTaTh II0Jb30BATEIA.
* YUUThIBATh BCe BAPHAHTHI. ECIH OJHH H TOT ke TePMHH MOKET HMETh HECKOIBKO PAaBHO3HAUYHBIX
3HAUYEHHIT, HY/KHO VUHTHIBATh BCE BAPHAHTHI, H HA KOHKPETHBIX IIPHMePaX IIPHBOMHITEH 3HAYEHHE TePMHHA
B TOM HJIH HHOM KOHTEKCTE.
HUTOroBblil NPOAYKT CAMOCTOATEIbHONH PadoThI: CIIOBAPHAA CTAThA.
CpeacrBa H TeXHOJIOTHH OLeHKH: coOeceJOBAHIE.
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CIIICOK PEKOMEHJIYEMOI1 IUTEPATVYPHI

OcHOBHafA JHTepaTypa:
1. [Mleremera, C. A. AHTTIIIICKHIT A3BIK I SKOHOMICTOR : yueOHOoe mocobme / C. A. IlleBenera. - M. :

IIpocmekrt, 2014. - 400 c.

JlomoIHHTeIL HAsl JINTepaTypa:
1. JJroxkanoBa, H. M. AHrimmickuil s3bIK . yuel. 1mocoOHe IS CTYJ. BY30B, OOYYAOIIHXCS II0

Harp. "OkoHomuKa", "MeHemxment" / H. M. JlrokaHoBa. - 2-e u3h., nepepal. H gom. - M. :

HMudpa-M, 2013. - 319 c.
2. MmtoBunoB, B. A. HoBRBIH aHTIHIICKII 19 SKOHOMICTOB / B.A. MunoBuaop. - M.|bepimH :
Hupexr-Menaua, 2015. - 617 c.

HHTepHeT-pecypChl:
1. http://www .bbc.co.uk - pecypcsr 1 MarepHansl BBC
2. http://www .s-english.ru — pecypcsI 14 H3yUeHH I aHTIIIICKOro M3bIKa
3. http://www.engvid.com - pecypcH JJI1 H3YUEHHA aHTIHIICKOr O sS3bIKa
4. http://www .english-globe.ru - pecypcsI I H3yUeHH I aHT THIICKOr O A3bIKa
5. https://www.englex.ru - ImargopMa A HHTePAKTHBHOI O H3YUEHH A aHT THICKOT O A3bIKA

6. http://www .biblioclub.ru - YHHBepcuTeTCcKad BHOMIOTeKa OHIAIH
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