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BBE/IEHHUE

MeTtommdeckie yKa3aHHS IIpeJHa3HA4YeHbI I CTYJAeHTOB | Kypca OYHOH (DOPMBEI
O0VYeHHsI, KOTOPBIMH OHHM MOI'YT IIOJIb30BAThCS IIPH ITOATOTOBKE K ITPAKTHYECKHM 3aHSITHSM.
[IpakTHUecKHe 3aHATHS 3TO - IUIAHHpyeMas yueOHas, y4eOHO-HCCIIeIoBaTellbCKas, a TaKkKe
HaYUYHO-HCCIIeOBaTeNbCcKas padoTa CTYAeHTOB, KOTOpas BEIIOTHAETCSA B ayAUTOPHOE BPeMS IO/
PYKOBOACTBOM IIpenojaBareiisa. B cocTape MeTOAHYECKHX YKa3aHMI K ITPAKTHYECKHM 3aHSTHIM
IIPeIyCMOTPEHRI PEKOMEHIAIMH I10 MTOATOTOBKE K ITPAKTHYECKOMY 3aHATHIO. [IpH BBITOIHEHHI
PaboTHI CTYIEHTH MOT'YT HCITONIB30BATh HE TOIBKO METOAHYECKHE VKa3aHHA 110 PEIeHHIO 3a1aY,
HO M IPYTHE MaTepHallbl YueOHO-METOIHYECKOr 0 KOMILIIEKCA.

OCHOBHOH I[EILI0 METOAHYECKHX VYKa3aHHH II0 BBIMIOJIHEHHIO ITPAKTHYECKHX PpadboT
SIBJISIETCS TIOBBIIIIEHHE HCXOMHOIO YPOBHS BIIAJcHHSI HHOCTPAHHBIM S3BIKOM, JOCTHTHYTOI'O Ha
IIPEABIAVIIEN CTYIIEHH O0pa30BaHHS, H OBIAJEHHE CTYAeHTaMH HeOOXOIMMBIM H JTOCTAaTOYHBIM
VPOBHEM KOMMYHHKATHBHOH KOMIIETEHIHH JUIS PeIleHHd 33aJad MEXIHYHOCTHOIO H
MEXKKYIIBTYPHOI'O B3aHMOIEHCTRHS.

[{enp 3aKIrOYaeTcs B ()OPMHPOBAHHH Y CTYAeHTOB HABBIKOB TTIOHHMAHIS, H3BICUEHHA,
00pabOTKH H BOCITPOH3BEAEHHS HH()OPMAI[HH.

CTpyKITypa BKIKOYAET TEKCTHI PpPa3IHYHOH  HAIPABIIEHHOCTH, VIIPaXHEHHSI U
IMPaKTHYECKHE 3aaHHs KOMIIJIEKCHOTO XapaKTepa Ul 3aKpeIUIEHHS OCHOBHBIX 3HAHHH IIO
TEMATHKE COOTBETCTBYIOIMIETO 3aHSITHS, UTO IIPEAIIOIAracT Peali3aliiio CIeIVIOIIX IIeTIeH:

- TIOBBIIIIEHHE YVPOBHS YUeOHOH aBTOHOMMH H CITOCOOHOCTH K caM0O00pa30BaHHIO,

- pPa3sBHTHE KOTHUTHBHBIX H HCCIIET0BATEIbCKIX YMEHHI,

- pPa3sBHTHE HABBIKOB YTEHHS, TTOHHMAHHSI H IIEPEBOJA C AHITIMIICKOIO S3BIKAa Ha
PYCCKHIT,

- Pa3sBHUTHE HABBIKOB YCTHOM PEYM Ha aHTTIMICKOM SI3BIKE,

- 3aKpeIllIeHHe JIEKCHYECKOrO0 M TI'PaMMATHYECKOTrO MaTepHala ITPH  ITOMOII
Pa3IITYHBIX VIIPAKHEHII.

[Iponecc m3ydYeHHS AUCIFIUIMHBI «HOCTpaHHBIN SBBIK B cepe IIPodeCcCHOHATIBLHOM
KOMMYHHKAI[HI» HampaBleH Ha (opMHpoBaHHe KomIleTeHIMH YK-4 (CrmocoOHOCTE K
OCYHIECTRIICHHIO JIeJIOBOH KOMMYHHKAIlHH B YCTHOH H TIMCbMEHHOH QopMaxX Ha
rocyJapcTBeHHOM S3bIKe Poccuiickoi Deiepaliiii H HHOCTPAaHHOM(BIX) S3bIKe(ax)).

AOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHIO
Ceptudukar: 12000002A633E3D113AD425FBS50002000002A6

Bnapeneu: lLleBayxoea TateAHa AnekcaHapoBHa

Nencreutened: ¢ 20.08.2021 no 20.08.2022



COJIEP)KAHHUE ITPAKTUYECKHX 3AHATHH

Pasnen 1: What is “Management”? / Uro Takoe “menea:xkMenT”?IIpakrndeckoe 3anarue
1.

IIpakTH4Yeckoe 3anaTHe 1.
Hpaxmuxa peun: Management, its nature and purpose / Onpeae/ieHne NOHATHA
MeHeI/KMEHT, ero Xapaxkrep H neJb.
Ilesb: DopMHpPOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HI, OBIAJeHHE JIeKCHKOH H I'PaMMaTHKOH
B pe3yabTate ocBOeHHE TeMbI CTYAEHT J0JIZKEH
3HATh: 0a30BbIe HOPMBI YITOTPeOIeHHS IeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMeTh. YHTaTh, IIEPeBOAHUTh H IIEPECKasblBaTh TEKCTHI Ha HHOCTPAHHOM S3BIKE C
HCITONIb30BAHHEM CITPABOYHOH H Y4YeOHOH IJIHTEepaTyphl, OCYIIECTBIISATh KOMMYHHKAI[HIO Ha
HHOCTPAHHOM SI3BIKE
AKTYAJIBHOCTH TeMbI: 00YCJIOBIIeHa HEOOXOAHMOCTBIO OBIIaJicHHEM Y K-4.

Teopernueckas 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
defimtion needs to be expanded.

1. As managers, people camry out the managernal functions of planning, orgamzng,
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 terin —enterpnsel refers to business, government agencies, hospitals, umversities, and
other orgamzations. Effective managing 1s the concern of the corporation president, the hospital
administrator, the government first line supervisor and the like.

Managers are charged with responsibility of taking actions that will make 1t possible for
individualsto make their best contributions to group objectives.

The scope of authority held may vary and the types of problems dealt with may be
considerably different. But all managers obtamn results byestablishing an environment for
effective group endeavour.Top-levelmanagers spend more time on planning and orgamsing 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 organmizations, 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 lswith 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.
JIekcH4yeckHe eJMHHIbBI 110 TeMe:

accomplish defimte in practice rarely

actual desirable in turn recognize

ndamintalss Antarinina .

[OKYMEHT MIOAMMGAT mcﬂrpﬂrate remri:i |
SNEKTPOHHOW NMOAMUCKHIO input recruit/hire
Ceptudukat: . 12000002A633E3D113AD425FB50002000002A6 intentional refer to
Bnapeneu: lLlebGayxoea TateAHa AnekcaHapoBHa _
interrelated reference check
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approach endeavour job application form  requre
as much as possible enforce maintain self-achieving

Bomnpochl 1 3aJaHAS:

1. Fill in the gaps using one of the adjectives managed, managerial, manageable, controlled
from the Topical Vocabulary.
1. The new rule keeps your work to a S1Z€.
“The new role will be a more administrative and one.
. The division of  responsibilifies should be discussed.
. The task 1s easily .
He has excellent  skills.
.The awrflow1s  byafan
Trade1s  1nmost countres.
. The exchange rate of this currency1s = .
9. The employees in this department are difficult.
10. The possession of  drugsis ﬂlegal.
2. Readthe Ist part ﬂf the text and complete the summary explaining the notion management.
Management is that . Managers can be and . There are

Management 1s a wnmuversal phenomenon. All orgamzations — business,political, cultural
or social are involved in management because 1t 1s themanagement that helps to direct the
various efforts towards a defimite purpose.Management involves creating an ternal
environment: 1t 1s the managementwhich puts into use the various factors of production.
Therefore, 1t 1s the responsibility of management to create such conditions which are
conduciveto maximum efforts so that people are able to perform their task efficiently
andeffectively. It includes ensuring availability of raw materials, determmination ofwages and
salaries, formulation of rules & regulations. Therefore, we can say that good management
includes both being effective and efficient. Being effective means doing the appropnate task.
Being efficientmeans doing the task correctly at least possible cost with mmimum wastage
ofresources.

As a process, management refers to a series of interrelated functions. According to George
R. Terry, “Management 1s a distinct process consisting of planmng, orgamzing, actuating and
confrolling, performed to determine andaccomplish stated objectives by the use of human beings
and other resources.”
3. Provide English equivalents for the Russian phrases consulting the text and then fill in the
8aps.
yIIpaBIIeHHe / HaIpaBIIITh Pa3pPO3HEHHbIE YCHIHA / ITyCKaeT B paOOTy pa3lIH4YHBIE (PaKTOPBI
IPOM3BOJICTBA / YCIIOBHS, OIaronpHATCTBYIOMIME S(Q(eKTHBHOH padoTe / OOECIIEYHTH
ITOCTYITHOCTE CHIPES / C()OPMYIIHPOBATh CBOJ, IIPAaBHII H HOPMATHBHEIX aKTOB / IIJIAaHHPOBAHHS,
OpTaHH3aI[HH, MOTHBAI[HH H KOHTPOJIS
1. Management helps towards a definite purpose.
2. Management
3. It 1s the responsibility of management to create
4. It 1s the managers’ job , to determine wages and salarnes,
5. 1s a distinct process ccms1st1ng of
4. Find the synonyms for the following words consulting the text.
Motivating, diverse, a set goal, relevant, leading to, recogmzable, obtainability.
3. Work in pairs. Discuss situations and spheres of life where management exists.
Da voun think manacement chanld he nrafeccignal? Does everyone act as a manager in his /

O -1 OV L B W1

NOKYMEHT I'IDﬂI'IHCAH
SNEKTPOHHOM NMOANMUCHLIO _
Ceptudhmkar: 12000002A633E3D113AD425FBS0002000002A6 @ﬂfII‘HSE‘S below mnmh’mg the text.
Bnapeneu: Lebayxosa TateAHa AnekcaHapoBHa H OpraHH34llII, IIPHHATE PCHICHIC IIO IIOBOJY
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KOHTPOIIb HaA ACAICIIbHOCTBIO COTPYIHHKOB, PCAJIH30BdATE CBOH GHGGG@HGCTH; TSI,
ITOCTABIICHHBIC Hd 3TAallIC ITIAHIPOBAHH A, MCPEBI, HAITPABJICHHBIC Ha MHHIIMIT3AI[HIO PHCKA.

IIpakTH4yeckoe 3ansaTHe Noe 2,
IIpakTHYecKkoe 3ansaTHE 2.
Ipakmuxa peun: Functions of management / @yYHKIHA YIIPABJIEeHH .
Iesan: DopMHpPOBaHHE KOMMYHHKATHBHBIX KOMITETEHI[HI, OBIAJeHHE JIEKCHKOH H I'PaMMaTHKOH
B pe3yJbTaTte ocBOeHHE TeMbI CTYAEHT J0JI2KeH
3HATh: 0a30BbIe HOPMBI YITIOTpeOlneHHS IEKCHKH, (DOHETHKH H I'PaMMaTHKH
YMeTb. UYHTaTh, IIEPEeBOAWUTh H IIEPECKA3bIBaTh TEKCTHI HAa HHOCTPAaHHOM S3BIKE C
HCITONTb30BAHHEM CITPABOYHOH H Y4YeOHOH IHTEepaTyphl, OCYINECTBIISATh KOMMYHHKAI[HIO Ha
HHOCTPAHHOM SI3BIKE
AKTYAJIBHOCTB TEMbI: O0YCIIOBIIEHA HEOOXOIHMOCTBIO OBIaJeHHEM Y K-4.

Teopernueckas yacrTb:

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 orgamzational
goals to help managers and employees focus on what the property 1s trying to accomplish. Top
and muddle managers then create specific objectives that become the responsibility of various
departments.

Daily activities requure a third level of planmng, Plans must also be generated for ;
special events, new traimng 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.

*Youmust regularly set aside time to plan.

*You should be allowed to contribute to plans that affect your work. In turn, you should
allow your employees to contribute to plans that affect their jobs.

*You should be flexible when planning. You should recogmze that situations change and
that other plans must be considered.

*Plans must be 1mplemented.

Organizing

Organizing involves establishing the flow of authonty and communication between
people and organizational levels.

General organmizing principles and responsibilities include the following:

*Authority should flow 1n an unbroken hne from the top to the bottom of the
orgamzation.

*Each employee should have only one supervisor.

‘Relationships between departments in the orgamzation 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. vou must also do vour part to help coordinate the efforts of the orgamzation as a whole.

AOKYMEHT NOANUCAH
SNEKTPOHHOW NOANMUCHIO . .
Ceptuchmkar:  12000002A633E3D113AD425FB50002000002A6 . and hinng those best qualified. In small
Bnapenew:- | [leG3yxosa TatbaHa AnlekcaHAPOBHa cruit and hire applicants. In large properties,

) resources (personnel) department, al-thoughline
HNencreutened: ¢ 20.08.2021 no 20.08.2022



managers still are involved 1n interviewing and make the linng decisions. All properties use
basic principles of staffing such as the following:

*Personal qualities needed to adequately perform job tasks must be considered. These are
recorded 1n job specifications.

Job application forms should be used to collect information about applicants. Tests can
be used to assess the abilities of applicants. Preliminary imnterviews and reference checks will also
help eliminate unqualified applicants.

Employee onentation, training, and evaluation programs should be developed and
implemented.

Directing

Directing includes all the activities necessary to oversee, motivate, train, evaluate, and
discipline employees. Directing incorporates the following principles.

*The number of employees each supervisor directs should be carefully determined. There
1s no formula for calculating the optimmum number of employees for each supervisor. The right
number of employees depends on many varnables, 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 orgamzational authority to an employee — 1s a
directing techmque.

*Directing includes motivating your employees.

Keep 1n mund that your atitude affects employee atitudes and performances,

*Don't relate to all employees the same way.

Your leadership style should vary according to employee needs.

«]t's 1important 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 attaiming 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 determmne whether — and to what extent — corrective action 1s necessary. Control 1s based on
several principles:

* Operating budgets are the most important control tools.

*Preventive controls are more effective than controls imposed after things go wrong.

Evaluating

Evaluating means looking at how well you and your employees achieved your objectives.
Evaluating principles include the following:

*Time to evaluate must be set aside regularly.

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

JlekcH4yeckHe eJHMHHIIbI 110 TEMe:

approaches - ITOIX0/IbI

Iun - yIpapiIaTh

goals - 1emn

pursue - ImpecieIoBaTh

provide - oGecrieynBaTh

manufacture - IIPOH3BOICTBO

deliver - pacipocTpaHATh
NOKYMEHT NOONMCAH
SNEKTPOHHOW NMoArnuchbio
Ceprudbukar:  12000002A633E3D113AD425FB50002000002A6

Bnapeneu: LleGayxora TatbaHa AnekcaHapoeHa

» CXEMEBI
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designate -Ha3zHa4aTh

reside - HAXOOHUTHCS

allocation - pacripeieneHue

accomplish - BEOTOTHATH

establish - ycTaHaBIHBATE

performance standards - cTaHzapTEI IIPOH3BOACTBA
objectives - 1iemm

measure - Mepa

encourage - IOOIPSTh

consuine - MoTpedIIITh

compelling - yOemuTensHbIH

empower- YIIOMTHOMOYHBATh

leveraging - a(p(peKTHBHOE HCIIOIb30BaHHE
coaches - HacCTaBHHK, TPeHED

counselor - copeTHHK

watchdogs - cTopokeBbIe TICHI

executioner - mamay

refribution - Bosmesaue

accelerate — yCKOpSTH

Bonpochl 1 32 JaHAS:
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 mnvolve?
3. Why 1s planning the first management function?
4. What do managers do in the organizing phase?
5. Can staffing be considered as part of the orgamizing function? Why or why not?
6. Why 1s ongoing communication necessary for effective direction?
7. What do managers evaluate in the controlling function? Why 1s 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 1s 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, [ry to use the new
lerms.
1. Durning which management phase are overall orgamzational objectives established?
2. What personal qualities do you think good managers should have?
3. Which of the four management functions do you think 1s the most important? Why?
4. Why are interpersonal skills essential for effective management?
5. Why 1s staffing considered an ongoing managenal duty?
3. T'ranslate into English:

1. VYmpapineHue mnr000H OpraHM3alMell BKIIOYAET. IUIAHUPOBAHHME JIESTEIIbHOCTH U
OIpeJielIcHHe I[elleil, OpraHH3al[Hi0 pabodyero Ipolecca, MoAOOp H OOy4YeHHe IIepcOHaa,
MIPHHATHE PelleHHH, KOOPAHHHPOBAHHE JeITeIbHOCTH H pacIpeielieHHe OFoJ/KeTa.

2. TocymapcTBeHHBIE OpraHH3aI[MH HaxOAATcsI B OOJBINEH 3aBHCHMOCTH OT (PHHAHCOBOI
MOAJAEPKKH IIPAaBHTEIILCTBA, OOllee OrpaHHYeHBl CTPOTHMH pPaMKaMH 3akKOHAa M OOJIBINE

SNEKTPOHHOW NOANUCHIO | P ALl
CepTudukarT 12000002A633E3D113AD425FB50002000002A86 yacB OBUI IIPEAITCHIBAIOINNM, T.K. OH OOVy4Yall
Bnapeneu: Hebayxoea TateaHa AnekcaHapoBHa T Jelnarb B OCOOBIX CHTYALIAX VIIPABIICHHA
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4. B 1880-x rogax Owll paspadoTaHBl HAayV4YHBIE IIPHHIMMILI VIIpaBJIcHHS OH3HECOM, a
TT03Ke 3TH IIPHHIAITEI OBUTH HCITOJIb30BAHEI B TOCYAAPCTBEHHOM YITPaBIIEHHH.

5. Tlozxke ydeHble JJOKa3alli, YTO aJMHHHCTPHPOBAHHE — 3TO IPOLECC, IMPOHCXOASIIHI B
Pa3IIMYHBIX ~ OpraHMU3aI[MsaX, HEe3aBHCHMO OT TOro, SBIIEOTCS JH STH  OpraHH3alHH
rOCYJapCTBEHHBIMH HJIH YacTHBIMH. COOTBETCTBEHHO, OHH CJeJlalH pasrpaHHYEHHE MEXIY
aJIMHHHCTPHPOBaHHEeM OH3HECOM H FOCYapCTBEHHBIM aIMHHHCTPHPOBAHIEM.

4. Additional activities

1. Interview a supervisor or manager (1f possible) to find out how much time 1s 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, orgamizational, or techmical skills. Compare the
answers of the worker and the supervisor.

IIpakTin4ieckoe sansarue No 3,
Ipakxmuxa peun: Definition "manager'"/ IlonsaTue "Menex:xep"'.
Iesan: DopMHpPOBaHHE KOMMYHHKATHBHBIX KOMITETEHI[HI, OBIAJeHHE JIEKCHKOH H I'PaMMaTHKOH
B pe3yJbTaTte ocBOeHHE TeMbI CTYAEHT J0JIZKeH
3HATh: 0a30BbIe HOPMEI YITOTPe OleHHs JIEKCHKH, (DOHETHKH M I'PaMMaTHKH
YMeTb. UYHTaTh, IIEPEeBOAWUTh H IIEPECKA3bIBaTh TEKCTHI HAa HHOCTPAaHHOM S3BIKE C
HCITONTb30BAHHEM CITPABOYHOH H Y4YeOHOH IHTEepaTyphl, OCYINECTBIISATh KOMMYHHKAI[HIO Ha
HHOCTPAHHOM SI3BIKE
AKTYAJIBHOCTB TEMbI: O0YCIIOBIIEHA HEOOXOIMMOCTBIO OBIaJeHHEM Y K-4.

Teopernueckas yacrTb:

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 1s always some uncertainty
and nisk.

The amount of responsibility of any imndividual in a company depends on the position that
he or she occupies 1n 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 1s the right to take decisions and give orders. Managers often delegate authonty.
This means that employees at lower levels 1n the company hierarchy can use their intiative that
1s make decisions without asking their manager.

JIekcH4yeckHe eJHHHIbI 110 TeMe:

Virtuous (good) characteristics: affable, ammable, good-natured, good-humoured, kind, kind-
hearted, communicative, sociable, friendly, modest, discreet, generous, considerate, attentive,
thoughtful, earnest, sincere, enthusiastic, calm, quet, composed, self-possessed, honest,
merciful, impartial, just, patient, forbeanng, sympathetic, respectable, cordial, broad-mmnded,
witty, mtelligent, digmified, capable, benevolent, philanthropic, scrupulous, consistent, easy-
gomg, affectionate, devoted, loyal, courageous, persevernng, industrious, hard-working, sweet,
gentle, proud.

Bﬂﬂpﬂﬂbl H 332 TJaAHHH.

1. Show the hierarchy of managers
[OKYMEHT NOANMUCAH
SNEKTPOHHOW NOANUCHLIO
Ceptucmkar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu: lLleBayxoea TateAHa AnekcaHapoBHa
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2. Fill in the table “What do managers do?”

Planning Organizing Leading Controlling

What should
managers do

Examples of
activity

3. 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 mvolve?

3. Why 1s planning the first management function?

4. What do managers do in the organizing phase?

5. Can staffing be considered as part of the orgamizing function? Why or why not?

6. Why 1s ongoing communication necessary for effective direction?

7. What do managers evaluate in the controlling function? Why 1s evaluation essenfial 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 1s each important?

10. Give examples of the qualities of an effective manager. Classify these as either interpersonal,
orgamzational, or technical skills.

4. Discuss the following questions with a partner. Giving your answers, [ry to use the new
lerms.

1. Durning which management phase are overall orgamzational objectives established?

2. What personal qualities do you think good managers should have?

3. Which of the four management functions do you think 1s the most important? Why?

4. Why are interpersonal skills essential for effective management?

5. Why 1s staffing considered an ongoing managenal duty?

3. Additional activities

1. Interview a supervisor or manager (1f possible) to find out how much time 1s 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, orgamizational, or techmcal skills. Compare the
answers of the worker and the supervisor.

6. What do you think?

1. What personal qualities are absolutely necessary for every manager?

2.Which of them are inborn and which ones can be acquired?

3.Which are of primary importance?

4.Do you posses them?

5.What professional skills/abilities are essential in a good manager?

6.What approach to people should a good manager have?

7.What 1s your own defimtion of a manager?

8.Drawing on your own experience can you recall any specific examples of effective
management and nmismanagement?

0 In vour oninion_ what 18 the sinele most imnortant aspect of the defimtion of management?

NOKYMEHT NOAMNMCAH
SNEKTPOHHOWM NOAMNUCHIO _ _
Ceprudkar: | 12000002A633E3D113AD426FB50002000002A6 e seen recently that didn’t achieve a workable
Bragerighy] a1 dUePRRARaATRAHR SiRKCaHARIBHE hat could have been done to balance the two? (If
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IIpakTH4yeckoe 3ansaTne Noe 4,
I pammamura: Complex Object / O0beKTHbIII HHPHHAT HBHBII 000POT.
Ilesb: DopMHpPOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HI, OBIAJeHHE JIeKCHKOH H I'PaMMaTHKOH
B pesyJjbTare ocBoeHHE TeMbI CTYAEHT J0JIKEeH
3HATh: 0a30BbIe HOPMBI YITOTPeOIeHHS IeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMETh. UYHTaTh, IIEPEBOAUTHL M TIEPECKA3BIBATh TEKCTHI HAa HHOCTPAHHOM S3BIKE C
HCIIOJIb30BAHHEM CIIPABOYHOH H Y4eOHOH JIHTEPaTYpPhl, OCYINECTBISATh KOMMYHHKAIHMIO Ha
HHOCTPAHHOM SI3BIKE
AKTYAJIBHOCTH TeMbI: 00YCJIOBIIeHa HEOOXOAHMOCTBIO OBIIaJicHHEM Y K-4.

Teopernyeckasi 4acTb:

O0bekTHBNI HMHPHUHHUTHBHBLIA 000pOT — 5TO  CcO4YeTaHHe  JIOIOIHEHHS
(CYIIIECTBHTEIIBHOE B OOINEM HIIH MECTOHMEHHE B 00BEKTHOM ITajieKe) H HH(PHHHUTHBA.
O0beKkTHBIH HH(PHHHUTHBHLIA 000POT CTOHT IIOCIE CKA3yeMOI'O ITIAaBHOTO ITPEUIOKEHIS,
BEIPAKEHHOIO IJ1arOJIaMH:

a) pH3HYecKoro BocpHITHA (e.g.: to see, to hear, to watch, to notice, to feel)
0) xkenmaHuq (e.g.: to want, to wish, to expect, should/would like)
B) YMCTBEHHOI'O BocIIpHATH (€e.g.: to consider, to find)
I) IIPHHYXJIEHHS, pa3pelieHHd, IMpockOrI (e.g.: to order, to advise, to tell, to make (3acTaBisars),
to have ( 3actaBmars), to allow, to let)
IIpameyanne:
1) nocie raroioB (pH3HYe CKOr0 BOCIIPHATHS, a TaKyKe Ioclle Iiaroinor to make, to let, to have
HH()HHHATHB YIIOTPeOIsgeTcs Oe3 yacTHIEI “to”;
2) nmocine riaarona to help HHQHHHTHB MOXET YIIOTPeO-T9ThCs 0€3 HIIH ¢ YacTHIEH “to”.
IlepeBoa: ITpHAATOYHBIM ITPEAJIOKEHHEM C COFO3aMH «HITO0bDY, «IT0», «KAK.
IIpumep: I want you to translate this text at home.
A Xouy, 4T00BbI BbI IEPEBEJIH STOT TEKCT JJOMa.
for + HHpUMHUTHE

MHQHHUTHR MOKeT HMeTh COOCTBeHHOe TIojiIekamiee ¢ Ipeaiaorom «for» («for -
construction»), ecaH Iomnexarniee HHQHHHTHBA He SBISETCS IOIEKAIHM  BCETO
ITPEITIOKEHIL.

OTa KOHCTPYKIHS IIEPEBOJIUTCS IPHAATOYHBIM IIPEIJIOKEHHEM C COKO30M <«YTO0bBD) HIH
HH()HHUTHBOM, €CIIH OHa CTOHT ITOCIIe OE3IIMYHOIO ITPeIII0KEHHS.

Bomnpochl 1 3aJaHAS:
1. Ilepesedume npeoniodceHua HA PYCCKUU A3bIK, 00pamiaa 6HUMAHUE HA 00beKMHbLI
UHUHUMUEHBIIL 000pOm, 6bl0 €JIEHHBLU HCUPHBIM UPUPHIOM.
1. I want my family to be united.
2. I never expected you to help me so much.
3. We don’t really expect you to pass the exam.
4. Would you like to go now?
5. She didn’t allow us to smoke 1n the room.
6. Everybody considered her to be very reliable.
7. We found them to have gone.
8. The doctor advised me to take a course of antibiofics.

9. I never heard her sing.
10. We saw the child take a step then fall.

AOKYMEHT NOANMUCAH
SANEKTPOHHOW NOoANMChLIO

Ceptudmkar: - 12000002A633E3D113AD425FB50002000002A6 rat once.

Bnapeneuy: Webayxoea TateAHa AnerkcaHapoBHa
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2.  3ameHume MemoooM noodopa uacmu  NPeodloNCEHUA HA  PYCCKOM  A3bIKE
COOMEEMCMEYIO UM YACMAMU HA AH2TUILCKOM A3bIKE, 0 AHHLIMIL NO0 dyKeamu a-f.
Obpazeu: 6- T ( I’d like you to feel comfortable.)

1. We expected (uro Tom omo3gaet).

2. Would you like me (4to0=1 s nmomen) here ?

3. He doesn’t want (uToOBI KTO-HHOYIh 3HA).

4. Do you want (4To0sI MBI IToIIIIH) With you ?

5. I want (utoGs1 TH ckazan) the truth.

6. I’d like (uToGrI BEI uyBcTBOBanH cebs) comiortable.

a you to tell

b me to go 32

¢ anybody to know

d Tom to be late

e us to come

fyou to feel

3. Boioepume npasuibHolIl 6 APUAHM.

Obpazeu: 1 saw the boy fo cross/cross the road.

I saw the boy cross the road.

. The customs officer made the woman fe open/open her case.
Stuffy weather makes me feel’to feel tired.

Have you ever heard her sing/to sing?

I saw the boy 7o cross/cross the road.

Let me introduce/to introduce you to the team.

Let me fo carry/carry your bag for you

[ have never seen you to ride/ride a bike.

Ilepeseoume npednoxnceHUA HA PYCCKUIL A3bIK.

For evil to succeed it 1s only necessary for the good to do nothing.
We bought a cage for John to keep his hamster in.

Their task 1s for the team to win.

It 1s difficult for me to keep up a friendship.

It was better for his family to change the place of living.

. We sent a special invitation for her to come to the party.

. That was for him to find out.

. He waited for her to speak.

. The best thing for you to do 1s to leave.

10. That 1s a very good book for you to read.

3. Ilepeseoume npeoiodceHUA HA AHZIUICKUI A3bIK C O00BeKMHbLIM UHQUHUMUEHBIM
obopomom.

1. YUro0n1 OLITH TaM BO BpeM#, MEI JIOI/KHEI ITOTOPOITHTECSL.

2. OH OB CIITHIIIKOM YCTaBIIHM, YTOObI IOMOYb HAM.

3. ¥ Bac ecTh YTO-HHOY/b, YTO HYKHO BHOCHTH B JeKJIapanuio?
4. 5TO XOPOIIHH JOM, KOTOPbIH MOKHO KYIIHThD.

S. 4 ImormpocHi Moero Apyra NoMo4b MHE.

6. OH XOpOIIMH IPYT, KOTOPOro MOKHO NMPHIJIACHTD.

7. OH OBLI IIEPBLIM, KTO IIPHILIE .

8. OH yiiaer nocaeauum. (fo leave)

9. 4 Xouy, 4T00BI THI 3aNIOMHILL.

10. 5 xouv, UYTOOBI TE0HA 3aMOMHIIH
NOKYMEHT NOANUCAH
SNEKTPOHHOWM NMOArmchLIO
Ceprudbukar: | 12000002A633E3D113AD425FB50002000002A6

Bnapenel: lebayxora TateaHa AnexkcaHapoBHAa
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15. OH npHKa3al, YTo0bI NPHHEC/IH ellle 0JHY OYTHLIKY BHHA.
16. M3BECTHO, YTO OH NPHJET 3aBTpa.

17. 'OBOpHIH, UYTO OHA MPHIAET 3aBTPA.

18. EMy BelelIH moMo4b MaTepH.

19. 'OBOPIIIH, UTO OH IOMOraeT MaTEpH.

20. KaxxeTcs, 4T0 OH 3HAET 3TOr0 YeIIOBEKA.

IIpakTH4yeckoe 3ansaTHe Noe 3,

Ipakmuxa peur: NManagement levels / YpoBHH ynpas/ieHHSL

Heab: @OopMHpPOBAaHHE KOMMYHHKATHBHBIX KOMIIETEHI[MH, OBJIAQJIEHHE JIEKCHKOH M
IpaMMaTHKOM
B pesyJibTraTe 0oCBOEHHE TEMbI CTYAEHT JOJIKEH
3HATh: 0a30BbIe HOPMBI YITOTPeOlneHHS IeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMeTh. 4HTaTh, IIEPEBOAUTh M IIEPECKa3blBaTh TEKCTHI Ha HWHOCTPAHHOM S3BIKE C
HCITONIb30BAHIEM CIIPABOYHOH M YUYEOHOH IIHTEPATYPBI, OCYIIECTBISATh KOMMYHHKAI[HIO Ha
HHOCTPAHHOM SI3BIKE
AKTYAJIBHOCTB TeMbI: O0YCIIOBIIEHA HEOOXOIMMOCTBIO OBIaJeHHeEM Y K-4.

Teopernyeckast YacThb:

Unless a business 1s very small, there will be several managers with responsibilities for
leading the business. Every manager completes all of the management functions and has
authonty 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:
execufives, mid-managers,and supervisors.

Top Management
Executives aretop-levelmanagers with responsibilities for the direction and success of the

enfirte business. They setlong-termdirection and plans. They are held accountable for the
profitability and success of the business. Job fitles of executives include chief executive officer,
president, chief operating officer, and vice president.

Executives spend most of their time on planning and controlling activities. They study the
economy and competfition. They are responsible for all major business communications. All
other managers report to executives.

Mid-Management

Mid-managers are specialists with responsibilities for specific parts of a company's
operations. Examples ofimid-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 1s devoted to
the orgamzing, staffing, and implementing functions.

Supervisors

Supervisors are the first level of management 1n a busmess. 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
Emplovees who are not managers complete work that seems to be a part of one of the

AOCKYMEHT [OAITNCAH anize their work. They might take part in hiring

SNEKTPOHHOWM MOANUCHIO .
CepTudiiar: 12000002A633E3D113AD425FB50002000002A6 uate the quality of the work they complete.
Bnapeneu: 1 WeGsyxosa TaTesina AnexcaHapoBHa ers and have authority over those employees.

) vork of an employee 1s not considered part of
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management. Some experienced employees are asked to serve as leaders for therr work group.
They may be asked to lead a particular project or supervise the work of a new employee.

Many companies are now orgamzing work teams. They are giving the teams both
authonty 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 1s
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.

JlekcH4ueckHe eJHHHIbI 10 TEMe:

appoint ,complain,treat,supere , to help ,to deal with ,to give someone job as... to
mitiate ,assist interfere ignore, grumble because something 1s wrong .to start something
bottom, » flexible top, » demand, v  going ,to watch over work, to see that 1t 1s well done

Bomnpochl 1 3aJaHAS:

1. Answer the following questions.

1. What levels of management do most organizations have?

2.Who are execufives? What 1s their main function?

3.What job titles of executives do you know?

4. Who are mud-managers?What are they responsible for?

5.What 1s the first level of management? What 1s 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 brackets:

1. Perceptions that public orgamzations are wasteful and private ones are efficient do not
withstand ... (scrutinize)

2. Bureaucracies are generally defined as organizations that provide each ... with a clearly

defined role. (employ)

. They ... employees on the bases of their skills and traiming. (promotion)

4. The dilemma both public and private orgamzations have 1s the need for ... and
change. (stable)

5. Future ..., food, shelter, etc. are fundamental needs individuals bring to
organizations. (secure)

6. Bureaucracy, whether 1n business or government organization 1s thought to be a ... form of
organization. (dominate)

7. Most work 1n organizationsisammx of ... and ... . (collaborate, depend)

. Common interests have a profound ... on people’s work and are as important as formal

assignments. (effective)

9. Public admimstration has a number of ..., such as the ..., the ... , the courts, and orgamzed
groups. (participate, execute, legislative)

10. In case a public admimstrator ... any of his or her numerous duties that leads to
the ... of the entire program. (neglect, jeopardize)

3. Translate into English:

1. Kakaplit cOTpyTHHK OpraHH3al[iH HMeeT OITpeJelIeHHYIO POIIb H OTBETCTBEHHOCTD.

2. Pemmenne o MpoABHKEHHH COTPYIHHKA 3aBHCHT OT padoTOoIaTeNs.

3. Besikast opraHmsaiiis Hy KIaeTCsl B CTaOIUIFHOCTH.

AOKYMEHT MOAMNWCAH 40T Ha paﬁcrre, HO H YacTO OOBEIHHSIOTCS B
ANEKTPOHHOW NOANMUCHIO

Ceptudburat: 12000002A633E3D113AD425FB50002000002A6 |
Bnapeney: ' llUeBayxosa Tatbana AnekcaHaposha LHHE HE TOIBKO MATCPHAIIbHBIE, HO H LYXOBHBIC

s

o0
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0. TeopHs rocyapcTBEHHOIO YIIPaBIIEHHS B HACTOSIIEe BpeMs OBICTPO Pa3BHBAETCS H 3aBHCHT
OT TOr'O, YTO MBI 3HAEM O YeJIOBEYECKOH JIMUYHOCTH, MOTHBAX €€ ITOBEIEHHS H IIOTPeOHOCTSIX.

4. Discussion questions

1. Can you 1magine a company performing successfully without management?

2. What 1s management? Is 1t an art or science?

3. Do you agree that a manager 1s a continualproblem-solver, decision-maker,and innovator?

4. Do you share the opimion that "Poorly considered solution will be costly in dollars, happiness,
or both?

5. What qualities, from your point of view, 1s 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"

IIpakTH4yeckoe 3anaTue Ne 6.
Ilpaxmura peun: Forms of business organization / ®@opmMbI opranmszanuy 0H3Heca.
Iean: QopMHpOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HIL, OBIAleHHE JIEKCHKOH H I'PaMMATHKOH
B pe3yJjbTare ocBoO€HHE TEMBI CTYAEHT J0JIZKEH
3HATh: 0a30BbIe HOPMBI YIIOTpeONIeHH I JIeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMeTh. 4YHTaTh, IIEPEBOAHUTL M IIEPECKA3bIBATh TEKCTHI HAa HHOCTPAHHOM S3BIKE C
HCIIOIb30BAHHEM CIIPABOYHOH M YUYEOHOH IIHTEPaTyphl, OCVIIECTRISATE KOMMYHHKAI[IIO Ha
HHOCTPAaHHOM S3BIKE
AKTYAJIBHOCTB TEMbI: O0YCIIOBIIEHA HEOOXOIHMOCTBIO OBIaJeHHEM Y K-4.

Teopernyeckast YacThb:

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

The simplest form of business orgamzation 1s the sole proprietorship, which 1s 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 mmmng the business. Sole proprietors own all
the assets of the business and the profits generated by 1t. They also have complete responsibility
for any of 1ts 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 pernmt
are needed and there are no particular legal requurements 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 i1s chartered by the state in which 1t has headquarters. It 1s considered by
law to be a umque enfity, separate and apart from those who own i1t. 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 1ts own and does not dissolve when ownership changes.

A company's board of directors helps management develop business plans, economic

ACKYMEHT [OAINCAH ugh regular meetings, the board helps ensure
3MNEKTPOHHOW NOAMUCHIO .
Ceptudukat: | 12000002A633E3D113AD425FB50002000002A6 ompany resources are managed effectively. The

Bnapeneu: | (| LeGayxosa TarbaAna AnexkcaHapoBHa neets regulatory requirements that apply to that

) -overall performance of the corporation.
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Directors momitor a company's financial performance and the success of its products, services
and strategy. Directors are expected to follow developments that affect the business.

JlekcH4ueckne eMHHNLI 0 TeMe:

appoint ,complain,treat,supere , to help.to deal with . to give someone job as...to
mnitiate ,assist .interfere ignore, grumble because something 1s wrong ,to start something
bottom, » flexible top, » demand, v  going ,to watch over work, to see that 1t 1s well done

Bomnpocsl 1 3a1aHnn:
1. Fill in the table “Forms of business organiZation”

Sole Partnership Corporation Board of
Proprietorship Directors
Defimtion
Owner of an
organmzation

What 1s needed
fo start an
organization

_|_

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

Production management 1s also called operations management. It includes planming, co-
ordination and control of industrial processes. The aim of production management 1s 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 1s responsible for product and process design,
planning and control 1ssues involving capacity and quality, and orgamzation 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.
-~ _ ) -"'“'*x. o T
e — - p f/ 'K,M____
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3. Read the text and fill in the word web “Responsibilities of Pro¥uction Manager”.
AQKYMEHT, OANCAR | the functions of production manager are:

SNEKTPOHHOW NMOAMNMUCHIO
Ceptudumkar: ' 12000002A633E3D113AD425FB50002000002A6

Bnapenel; LLeGayxopa TateaHa AnexkcauapoBeHa

) > the cost of 1t, and to set the quality standards;
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- to momtor 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 ordening of matenal).

Dunng the production stage the responsibilities of the production manager include
production control (the sequencing of jobs, updating time schedules, etc), stock control, quality
confrol and the maintenance and replacement of production equipment. Production managers are
also concemed with product design and purchasing.
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3. Fillin the table “Responsibilities of production manager at different production stages”.

Pre-production stage Production stage
1. 1.
2. a)
b)
3. 2.
4. 3
5 4.
6. 5
NOKYMEHT NMNOANMMCAH
SNEKTPOHHOWM NOOANMUCHIO
Ceptuchukar: 12000002A633E3D113AD425FBS0002000002A6 0.
Bnapeneu; lLebayxoea TateAHa AnekcaHapoBHa
7.
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6. Read the text and fill in the table “What is personnel management?”

Personnel management 1s 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.

5. Tomanage fringe benefit programs, such as group msurance, health, and retirement plans.
0. To provide for pennodic reviews of the performance of each individual employee, and for
recognition of his or her strengths and needs for further development.

7. To assist individuals 1n their efforts to develop and qualify for more advanced jobs.

8. To plan and supervise training prograims.

9. To be informed of developments 1n personnel management.

One function of personnel management 1s 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 1ssues.

The second function of human resource management 1s the training and development of
employees.

A third function 1s raising employee frust and productivity. These three functions stress
the importance of a good human resource management climate and provide specific guidelines
for creating such a climate.

Defimtion

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

7. Answer the question:
What will you do 1f :

- one of the most qualified firm’s employee get better job with other employers?

- youmake a mistake in hirmg?

8. Using the instructions how fo write job analysis and job description, write your own
examples of them. Work in pairs/groups.

IIpakTH4yeckoe 3ansaTHe No 7,
Ipakmuxa peun: Energizing employees / AKTHBH3AIHA COTPYAHHKOB.
Iean: QopMHpOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HI, OBIaCHHE JIEKCHKOHN H I'PaMMATHKOH
B pesyJiibTaTe 0CBOEHHE TeMbI CTYAEHT JOIZKEH
3HATh: 0a30BbIe HOPMBI YIIOTpeOlIeHH I JIeKCHKH, (DOHETHKH H I'PaMMaTHKH

YAMOTL ' TIITATL TANaSDNATTL . T TTanacvantIBATE TeKCTEI HA HHOCTDAHHOM @ SRBIKE C
OJOKYMEHT MOArNnMCAH P

SNEKTPOHHOW noan1cLIO ICPAaTYpPel, OCYIICCTBIIATE KOMMYHHKAIHIO Hd
Ceptudhikat:  112000002A633E30113AD425FBS0002000002A6
Bnapeneu, Webayxopa TatkaHa AnekcaHgpoeHa

VOCTBIO OBIIaJleHHeM Y K-4.
[leiicTenTeneH: ¢ 20.08.2021 no 20.08.2022 ‘Kaf YacCThb:



Wouldn’t 1t 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 1t 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 1s 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, 1n short, to energize them? Here are some suggestions:
*Develop a clear vision for where you want the orgamization 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 1n an attempt
to soften the blow of difficult news.

*When you make a promuse, be sure to keep 1t. At the same time, be sure that you don’t make
promuses that you can’t keep.

» Ask for and listen to your employees’ 1deas and suggestions, and, whenever possible, engage
them 1n the process of implementing those 1deas and suggestions.

* Be sensifive 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 defermng these decisions unftil later or hoping they go away altogether?
Remember, employees are your most important resource—a resource that 1s much more
productive when 1t 1s 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 i Japanese society on
building consensus 1n group decision making. In Japanese business (as 1in 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 in an organization’s decision-
making process—much more than in most American orgamzations. They take time to create
buy-in, which then allows them to implement decisions much faster after a decision 1s
made.They also tend to favor the development of long-term relationships and strategies over
short-term gain. In lus book, Theorv Z: How American Business Can Meet the Japanese
Management Challenge Willlam Ouchi noted the following characteristics of Japanese
organizations: lifetime employment (this has become difficult for many Japanese companies in
recent years), slow employee evaluation and promotion, non-specialized career paths, implicit
confrol mechanisms, collective decision making, collective responsibility, and holistic concemn
for the employee as a person.

JlekcHueckHe eJHHIbI 0 TEeMe:
mandating - o0s3aTeIbHBIH

pep rally - pamn

COEIC1on - MPHHYKAeHHE
unleashing - pa3Bs3pIBaHHe

turf - Topd

sugarcoat - IIpHyKpacHThb

engage - 3aHHMAaThCS

HT]I]IEH]EHt - OCVIIIECTRIIATE
NOKYMEHT NOANMWCAH
SNEKTPOHHOM MOAMMUCHIO
Ceprudpmkar: - 12000002A633E3D113AD425FB50002000002A6

Bnapeneu; Lebzayxora TateAHa AnekcaHapoBHa

T SIHK
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evaluation - oreHKa
implicit - HeSIBHBIH
holistic concern - 03a004YeHHOCTh
Bomnpochl 1 3aJaHAS:
1. Find in the text the following words and word combinations:
XPaHHUThCS I'Ty0O0KO BHYTPH
TOHECTH (HH(pOPMAIHIO) J0 KOro — 00
3aKITFOYEHHBIH
BIOXHOBHTD
CMSTUHTE YIap
naBaTh OoOellaHHe
cllepKaTh CIOBO
BOBJIEKATh
IIpeI0KEHHE

yOETECSI
YYBCTBHTEIIbHEII

yIIy4llleHHE

IIPHHHMATh Y4acTHE

MTOKH3HEHHAS 3aHSATOCTh

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 i1s energizing your employees—unleashing the ..... and
talent that resides deep within them.

3) Employees are your most important ....—a resource that 1s much more productive when 1t 1s
energized.

4) Managers are, therefore, expected not to ..... employees but to lead them by consensus.

5) Engage them 1n the process of ..... those 1deas and suggestions.

6) Ensure that the work environment is ..... to your employees doing their best work.

3. Translate the sentences into English

1) Bel MOKeTe IMOIyYHTh caMOe JIy4YIlee OT BallHX COTPYIHHKOB KaKJIbIH JeHb HeJelIH.

2) YOemurech, 4TO BBl He JlaeTe OOEH[aHHH, KOTOpPhIle He MOJKETE BBINTOIHHTHE. OHH TPaTsT
HEKOTOPOE BpPeMS, YTOOBI CO3J[aTh 3aHHTEPECOBAHHOCTh, KOTOpas IIO3BOISET HM BHEIPHTH
peIeHHs ropas3o ObIcTpee, ITOCIIE TOro, KaK OHO ITPHHSATO.

3) YV HHX ITpociIeKHBaeTCA TEHIEHIIHS CIIOCOOCTBOBATh PA3BHTHIO JOITOCPOYHBIX OTHOIIEHHH H
CTpaTerHil BMECTO H3BJIeUeHHS KPaTKOCPOYHOH BBIT OJIHI.

4) He OyapTe 3aKIIOYEHHBIM B BarleM KaOHHeTe, 00S3aTelIbHO PeryJIIPHO ITOCEIanTe JIFOJIEH,
KOTOpEI€ pa0OTarOT AJISI Bac, Ha HX TEPPHTOPHH, a TaKKe ITOOMIPSHTE H BJOXHOBIISIHTE HX.

5) CekpeToM OCVYINECTBISHHS JaHHOH I[ENMHM SBISIETCS aKTHBH3AIHS BalllX COTPYIHHKOB —
PacKpBITHE CTPACTH H TaJlaHTa, KOTOPBIE CITPSATAHEI B ITTYOHHE HX JIMYHOCTH.

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 1s much less productive when it
1s energized.

4) Managers encourage their employees to make suggestions for improvement and to participate

111 an organization’s dEClSlGH—lT]ﬁleE PIOCESS.
AOKYMEHT NOoAarMCAH
SMNEKTPOHHOWM MOAMUCHIO
Ceptudmkatr: “12000002A633E3D113AD425FB50002000002A6

Bnapeneun: lLlebayxoea TateaHa AnekcaHpoeHa

llows them to implement decisions much slower
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IIpakTnieckoe 3ansarue No 8,
Ipaxmuxa peui: What is Public Administration?/ Yro Takoe rocygapcrBeHHoe
yrpasJjieHue?
Ilesb: DopMHpPOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HI, OBIAJeHHE JIeKCHKOH H I'PaMMaTHKOH
B pesyJjbTare ocBoeHHE TeMbI CTYAEHT J0JIKEeH
3HATh: 0a30BbIe HOPMBI YITOTPeOIeHHS IeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMETh. UYHTaTh, IIEPEBOAUTHL M TIEPECKA3BIBATh TEKCTHI HAa HHOCTPAHHOM S3BIKE C
HCIIOJIb30BAHHEM CIIPABOYHOH H Y4eOHOH JIHTEPaTYpPhl, OCYINECTBISATh KOMMYHHKAIHMIO Ha
HHOCTPAHHOM SI3BIKE
AKTYAJIBHOCTH TeMbI: 00YCJIOBIIeHa HEOOXOAHMOCTBIO OBIIaJicHHEM Y K-4.

Teopernyeckast YacThb:

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; 1t generally gives them little thought unless it 1s to criticize “government
bureaucrats.”

Yet we are 1n 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 admimstrators have become so
extensive that our society may be labeled the “administered society™.

Various mstitutions are involved 1in public admimstration.

Much of the policy-making activiies of public admunistration 1s 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 admimistration 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 1s not as showy as other kinds of politics. Much of its work 1s quiet,
small scale, and specialized. Part of the admmnistrative process 1s even kept secret. The
anonymity of much public admimistration 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 1in 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 admimstrators are the anonymous specialists.
But without therr knowledge, diligence, and creativity, government would be meffective and
inefficient.

HISTORICAL OVERVIEW OF PUBLIC ADMINISTRATION

Large-scale admmmstrative orgamzation has existed from early times. The ancient empires
of Egypt, Persia, Greece, Rome, China, and later the Holy Roman Empire as well as recent
colomal empires of Britain, Spain, Russia, Portugal, and France — they all orgamzed and
maintained political rule over wide areas and large populations by the use of quite a sophisticated
administrative apparatus and more or less skilled admmnistrative functionaries.

AOKYMEHT NOAIUCAH ry great. Everything depended on the emperor.
SNEKTPOHHOW NMOANUCHLIO . . T
CepTudmkaTt: - 12000002A633E3D113AD425FB50002000002A6 al loyalty of his subordinates, who maintained

Bnaperiew: |- We63yxopa Tarsana AnekcaHapoBHa iderlings, down to rank-and file personnel on the

) 1 enormous work load reading or listening to
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petitions, policy arguments, judicial claims, appeals for favors, and the like 1n an attempt to keep
the vast impernal machine functiomng. It was a system of favoritism and patronage.

In a system based on personal preferment, a change of emperor disrupted the enftire
arrangements of government. Those who had been 1n favor might now be out of favor. Weak
rulers followed strong rulers, foolish monarchs succeeded wise monarchs — but all were
dependent on the army, which supplied the contimuty that enabled the empire to endure so long.
In the absence of institutional, bureaucratic procedures, government moved from stability to near
anarchy and back again.

Modem administrative system 1s based on objective norms (such as laws, rules and
regulations) rather than on favorifism It 1s a system of offices rather than officers. Loyalty 1s
owed first of all to the state and the admnistrative organization. Members of the burearicracy, or
large, formal, complex organizations that appeared in the recent times, are chosen for their
qualification rather than for their personal connections with powerful persons. When vacancies
occur by death, resignation, or for other reasons, new qualified persons are selected according to
clearly defined rules. Bureaucracy does not die when 1ts members die.

JlexcH4yeckne eJHHHIIBI [0 TEMe:

policy-making (activity); policy formulation; to be close to the centres of power; street
level;, bureaucrat; to raise fears; admimstered society; to be based on personal preferment; to be
(not) showy:.

Bompochl i 3aJaHHS:
1. Read the text again for understanding its main points and answer the 10 'What'-questions
given below:
1. What 1s public administration?
What 1institutions and agencies are involved in public administration?
What institutions are imnvolved with policy formulation?
What public figures are visible to the public — elected or anonymous ones?
What are public admimistrators?
What maintained polifical rule over wide areas and large populations 1n ancient empires?
What 1s the difference between macro-admimstration and micro-administration?
What changes could a change of emperor lead to in a system based on personal
preferment?
9. What are modern administrative systems based on?
10. What 1s the difference between the admunistrative 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:
1. We are 1n contact with ... almost from the moment of birth.
Public administration 1s said to be not ... .
Public administrators are the anonymous specialists, who ... .
Whether 1n the negative or posifive sense, public administrationis ... .
The ancient and recent colomal empires ... .
The emperor carried an enormous work load ... .
Modermn administrative systemis based on ... .
When vacancies occur by death, resignation, or for other reasons, new qualified persons

RN RN

S AT

3. Answer the following questions:
1. Why may our society be labeled as the "administered society"?

ACKYMEHT NOANMCAH ot as showy as other kinds of politics?
ANEKTPOHHOW MOONMUCHIO ; .
Ceprtudmkar: - 12000002A633E3D113AD425FB50002000002A6 es called "the system of favouritism and

Bnapeneu: lebayxopa TatbAHa AnekcaHapoBHa

tal?
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8.

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 modem 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.

7.

The anonymity of much public admimstration 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 powerfil persons.

When vacancies occur, new qualified persons are selected according to clearly
defined rules.

Our experiences with public adminmistrators have become so extensive that our society
may be labeled the “admimstered society™.

Public administration 1s a political process involving the authontative implementation of
legitimated policy choices.

Many fear that these so-called faceless bureaucrats subvert the intensions of elected
officials.

The ancient and recent colomal empires organized and maintained political rule over
wide areas and large populations.

3. Insert prepositions where necessary:

1.
2.
3.

We are accountable ... our parents for our actions.

We cannot dispose ... our earthly remains without final admimstrative certification.
Everything depended ... the emperor, who in turn had to rely ... the personal loyalty of
his subordinates.

Various institutions are involved ... public admunistration, but large, specialized
governmental agencies are given responsibility ... most public admimstration.

The Parliament or Congress are involved ... policy formation, and the Department or
Minmstry of Defense are mainly involved ... policy implementation.

The emperor carried an enormous work load reading or listeung ... petitions, judicial
claims, appeals ... favour, and the like.

In a system based ... personal preferment, those who had been ... favour might now be
...... favour.

Weak rulers followed strong rulers, foolish monarchs succeeded ... wise monarchs — but
all were dependent ... the army, which supplied the continuity.

6. Translate into English:
1. AHOHHMHOCTh TOCYZAPCTBEHHOI'O VIIPABIEHHS BBI3BIBAET Y MHOIHX OITACEHHS, YTO

CepTtudumkar:
Bnapeneu:

IrocyaapCTBEHHAA CTPATCIHA 6}",I[ET ELIPH@HTBIE&TLGH JIFOABMI., HE ITOJOTYHCSTHBIMI
I'paxdaHaM.

. Ilpn cmeHe wHMIIepaTopa, pa3pylIalcsi BeCh IOCYJapCTBEHHBINI MeXaHH3M, H JIFOJ,

KOTOPEIC OBLIIH B ITOYCETS, MOI'TIH OKa3aThCHA B HEMHIIOCTH.

: HPH GDEPEMEHHDﬁ CHCTEME I'OCYIAPCTBCHHOI'O YIIPABJICHHA I'OCYAdPCTBCHHBIC CJIYViKAIITHE

HA3HAYAKOTCH COITIACHO IHX KEHJIH(?[)HK&I_[HH: d HE ITIO JIHMYHBIM CBS3AM C BIIIATCIIBHBINMI
JIFOOb M.

: FGCYI[E],IJCTEEHHGE IIPAaBJICHHE 3dBHCCIIO OT HMIICPATOpad, KOTOPOMY, B CBOHO OHUCPCIb,

IIPHXOJHJIOCE I1OJIAI'daThCA Ha IIPCAdHHOCTE ITIOJUHHCHHBIX.

. AMmepaTop BBIIOIHSII OTPOMHYEO paboTy — YHTall H CIIYIIAI XOJaTalcTBa, pa30Hpal

cyaeOHBIe HCKH H ITPOCHOBI O ITOMIJIOBAHHH.

NOKYMEHT, MOANWUCAH .. - .
SHEKTPOHHOW NOANVCHIO 'es and adding 4-5 phrases of your own.

12000002A633E3D 11 3AD425FBS0002000002A6 lonto ... .
LleG3ayxoea TateaHa AnekcaHnpoBHa ;Shﬂ‘wy as ... .

Nencreutened: ¢ 20.08.2021 no 20.08.2022



4. The ancient empires orgamzed and maintained political rule by ...
5. Modem admimstrative system 1s based on ...
8. Complete each sentence using a word derivationally related to the word given in brackets:
1. This idea 1s good but ... of such a scheme will be difficult. (implement)
They challenge the very ... of the government. (legitimate)
They need to spend less on ... . (administrative)
I am not ... to approve payments. (authorize)
Lloyd George was threatemng to ... . (resignation)
Many civil servants are sure that they can ... better than the politicians. (government)
There 1s a lot of ... involved 1n getting an import license. (bureaucrat)
This public corporation 1s fully ... to Parliament. (accountability)
9. Sheisa ... in Eastern European affairs. (special)
10. It 1s the Prime Mimster's ... residence. (officer)
9. Give your own definitions of 'micro-administration', 'macro-administration' and
‘bureaucracy’.

XN AW

Paznen 2: Business management and public administration/ YnpasjieHne 0H3HecoM H
rocyJapcTBeHHOEe YIIpaBJIeHHE.

IIpakTu4ieckoe sansarue No 9,
Ipaxmuxa peyn: City managers and their responsibilities /AIMHHHCTpanusa ropoJaos H ee
00 A3aHHOCTH.
Ilesb: DopMHpPOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HH, OBIAJeHHE JIEKCHKOH H I'PaMMaTHKOH
B pesyJiibTaTe 0CBOEHHE TeMbI CTYAEHT JOJIKEH
3HATh: 0a30BbIe HOPMBI YITOTPeOlneHHS IeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMeTh. 4YHTarh, IIEPEBOAHTh M IIEPeCKa3blBaTh TEKCTHI Ha HMHOCTPAHHOM S3BIKE C
HCITONIb30BAHMEM CIIPABOYHOH M VYYeOHOH IIHTEPATYpPhl, OCYIIECTBISATh KOMMYHHKAI[HIO Ha
MHOCTPAHHOM SI3BIKE
AKTYAJIBHOCTD TeMbI: 00YCJIOBIIeHa HEOOXOAHMOCTBIO OBIaJcHHEM Y K-4.

Teopernyeckast YacThb:

A city manager 1s 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 admimstrative 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.

JIeKcHYeCKHe eMHHIBI 110 TEME:
AOKYMEHT NoanmncAH

SNEKTPOHHOW MOAMMUCHIO
Ceptudumkar:, -12000002A633E3D113AD425FB50002000002A6

Bnapeneu: leBayxoea TateAHa AnekcaHapoBHa
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vision ['vi3(a)n]| — MpOHHIIaTeTFHOCTD, MpeABHAcHIE, JaTbHOBHIHOCTD

value ['vealju:| — BaJKHOCTB, IIeHHOCTB, ITOIE3HOCTh
charisma [ka'mzms| — maHoOe oOasHIe, XapH3Ma

ongoing ['on gaum)| — IIPONCXOASINI B HACTOSIIEE BPEMA,

ITPOOTKAFOIIHIICS, HEIIPEPBIBHEIH, ITOCT OSIHHBI

explore [1k'splo:| — HcenmeoBaTh, paccMaTpHBATh, H3Y4aTh,

dHAIIH3HPOBATDb

recognition | rekag'nif(a)n] — oco3HaHNe, TOHUMAaHHE, ITPEICTABIIEHHE
attribute ['@trbju:t] — oTmrIHTENEHAS YepTa, XapaKTepHOE CBOHCTBO
evidence ['evid(a)n(t)s] — paxThL, JaHHBIE, JOKa3aTelIbCTRO,

ITOATBEPKACHHE,, CBHACTCIIBCTBO

intelligence [m'telidz(a)n(t)s| — HHTEIIEKT, paccyIoK, pa3yM,;

YMCTBCHHBIC CITOCOOHOCTH

Bﬂﬂpﬂ(‘:bl H 32 TJa0NH .

1. Match Russian definitions with English terms:

1) chiefexecutive officer a)
2) council-manager form b)
3) admunistrative manager c)

2. Complete the following sentences using the text.

(popMa OpraHm3aIiHi MeCTHOI' O CaMO-
VIIPABIICHH 5L, TIPH KOTOPOH BEIOOPHEIH
TOPOJACKOH COBET IIPHUITIAINAET Ha JOJI-
’KHOCTh PYKOBOIHTEIS MYHHIIHIIA-

JINTeTa MPo(peCcCHOHAIIEHOTO
VIIPABRJISIOIIET O, PAOOTArOMIET O ITOITHBIH
paboumi JeHb, MEHEIKEP CAMOCTOSITEIIBLHO
HaOHpaeT IUTaT AT VIIPaBIeHIS
TOPOJCKHM XO3SICTBOM,

MEHEIKEP, OCYINECTRILIFOIIHI pacIiops-
THUTENIbCKYIO AeATeIbHOCTh B PaM-

KaxX CTpaTerH4eCKHX pPelIeH i, IIPHHITHIX
PYKOBOJICTBOM,

PYKOBOIOHTCIID, I{GTGPLIﬁ OTBCHACT 3a
OCHOBHVIO HaCTb TEK}*’H.[Eﬁ ACATCIIBHOCTH
KOPITIOpAaIliii H HCITIOIIHCHIIC PC-

IIIEHHI COBETA AHPEKTOPOEB, ITPH 3TOM
HdCTO 3aHHMACT TAKMKC ITIOCT ITPpCICCAATCIIA
COBECTa JHPCKTOPOB, ITPE3HICHTA,
3dAMECTHTCIIA IIPSACE AT COBCTA H T. II.

1. A city manager 1s an administrative manager ofa city in ... .
2. A city manager, as opposed to CAO, has more discretion and ... .
3. The duties of chief executive officer (CEO) 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. Read and remember the cliches for writing a summary.

The headline of the article 1s ... CTaThs Ha3LIBAETCA . ..
[IOKYMEHT NOANWUCAH -
SNEKTPOHHOW MOAMNCHIO OcHOBHaS 3a7ja4ya ITyOIHKYyeMOH
CeptudmkaT: - 12000002A633E3D113AD425FB50002000002A6 CTATRH ...
Bnapeneu: lLleBayxoea TateAHa AnekcaHapoBHa

CTaThs HAUHMHAETCAC ...
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In the first part of the paper effort B mepBoit 4acTH CTaThH JelNacTcs
1s undertaken to analyse ... TTONBITKA IIPOAHAIIH3HPOBATh . ..

The article under consideration also points out ~ PaccMaTpHBaeMas cTaThs BRIJESTIIET ...

In the next (last) section emphasis B TpeThei yacTH MOJYEPKHBAETCS
1s given to ... Ba KHOCTD ...
In conclusion the article reads ... B 3aKiIroueHHH B CTaTbe TOBOPHTHCH ...

4. Complete the following sentences using the text.

1. Leadership 1s organizing a group of ... .

2. The search for the charactenstics of leaders ... .

3. Leadership 1s rooted in the characteristics that ... .

4. The 1dea that leadership 1s based on individual attributes 1s knownas ... .

5. Using early research techmaques, researchers conducted over a hundred studies to distinguish

6. In the middle of the 20th century researchers took a different view of ... .
7. It 1s posited that individuals can be effective in certain ... .

3. Read the text and be ready to answer the questions.

6. Write a summary of the text above.

IIpakTHieckoe 3anarue Ne 10.
Ipakmuxa peuu. Public Administration Personnel/ Ilepconas rocymapcreeHHon
aIMHUHHCTPAI M.
Iean: QopMHpOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HI, OBIaCHHE JIEKCHKOHN H I'PaMMATHKOH
B pesyJibTaTe 0CBOEHHE TEMbI CTYAEHT JO/IZKEH
3HATh: 0a30BbIe HOPMBI YIIOTpeOlIeHH I JIeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMeTh. 4YHTaTh, IIEPEBOAHTh M IIEpPeCKa3blBaTh TEKCTHI HAa HMHOCTPAaHHOM S3BIKE C
HCITONIb30BAHHEM CIIPABOYHOH M VYYeOHOH IIHTEPaTyphl, OCYIIECTBISATh KOMMYHHKAI[HIO Ha
HHOCTPAaHHOM SI3BIKE
AKTYAJIBHOCTB TeMbI: O0YCIIOBIIEHA HEOOXOIMMOCTBIO OBIaJeHHeEM Y K-4.

Teopernyeckast YacThb:

Large orgamzations employ many individuals. Chansmatic 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 limmts of legislation, executive orders, and regulations
suirounding 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 secretanes, police officers, and policy analysts step into
roles that are already largely defined.

A person usually performs several roles and 1t 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 individual’s ability to balance expectations, when the demands of
one role make 1t difficult to fulfill the demands of others. The lawyer who must cancel an

OJOKYMEHT NoannuCcAH ;
SHEKTPOHHOW NOONUCHIO pmfe_ssc:-r who neglects his students to fulfill
Ceprudidkati' | 12000002A633E3D113AD425F B50002000002A6 conflict.
Bnapeneu: lLleBayxoea TateAHa AnekcaHapoBHa
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Viewing organization as a system of roles helps to identify nights and obligations of each
employee. Roles provide the consistency that holds an organization together. An orgamzation
that falls apart when individuals leave has not built an adequate structure of roles.

Although public orgamzations contain many specific roles, five role-types — the political
execufive, desktop admimnistrator, professional, street-level bureaucrat, and policy entrepreneur —
are the most COIMIMON.
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, polifical executives are polifical appointees — elected officials give them their
jobs. That 1s why, their position, their tenure, and their influence while 1n office derive from the
authonty of elected officials. The official who wins the election most commonly appoints loyal
supporters. They are advisors for selected officials.
Elected officials cannot do everything. They can do little more than point the general direction
and scrutimze the final result. That 1s why political executives appointed by them are also policy
makers. The political executive 1mtiates, shapes, promotes, and oversees policy changes. They
may also have responsibility for major decisions. The ultimate authority, however, rests with the
elected official.
Political executives are also top-level administrators. 1t 1s a difficult role. Public executives are
legally responsible for implementing policy They must cut through the red tape, resistance of
change, intra-orgamzational conflict to assure that the public 1s served well.. Those political
execufives who fail to reach down and get the support and enthusiasm of their agency personnel
will effect little change 1n 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 admnistrator spends days filled with memoranda and meetings.

The desktop admimstrators 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.

[f there 1s, for example, a public and political consensus that the government should assist
poor blind people, the defimtion worked out by a desktop admimstrator to answer the question
who 1s poor and who 1s blind, has a dramatic influence to the nature of the program.

Desktop admimstrators differ fundamentally from political executives 1in 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 polifical executives.
Professionals

Professionals make up the third major role-type 1n public orgamzations. The original
meanmng of the term profession was a ceremomal vow made when joiming a religious
communty. This vow followed years of trammng and some cerfification that the acquired

knowledge and appropriate norms of behavior justified an individual’s 1mitiation.

NOKYMEHT NOAMNUCAH | . . . _ _
SNEKTPOHHOW MOANUCHIO secific traiming that ends with certification. They
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applying their general knowledge to the specific case and requires considerable autonomy and
flexibility.

An mmportant difference between professional and non-professional work 1s who
evaluates performance. Nonprofessionals are evaluated by their i1mmediate supervisors.
Professionals assert their independence from supervisors. Their work 1s 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 1s that they treat everyone like a number; they 1gnore unique
problems and circumstances. But there are only general guidelines how to deal with people (an
abusive parent, an armrested, poor, old or sick person), and it 1s 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 limuted resources, public organizations want fewer, not more clients, and this 1s an
important difference between public and private orgamzations, 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 nearby, much work with clients 1s done pnvately. Most paperwork and
computerized information systems attempt to control street-level bureaucrats, who in tun
become skilled 1n filling out forms to satisfy supervisors while maintaiming their own autonomy.

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 1s generally considered to be the charismatic person at the top,
though they can exist at all levels of an orgamzation. They are strongly committed to specific
programs and are strong managers. They are skilled in gathering support and guiding an i1dea mto
reality. The role requires conceptual leadership, strategic planning, and political activism. This
role 1s both necessary and dangerous. They take r1sks and push limits, which 1s necessary for a
dynamic government, but they also bend rules and sometimes lead policy astray.
JlekcH4yeckHe eJMHHIbI 10 TeMe:
role-type, role conflict, desktop admumstrator, to requre leadership, to be given hmited
resources, consensus, charismatic leader, to step into a role, source of stress, to balance
expectations

Bomnpochl 1 3aJaHAS:
1. Complete the following sentences using a word derivationally related to the word given in
brackets:
Any orgamsation 1s a system of roles in which rights and obligations of each employee are
clearly ... (identification).
Political executives are political ... 1n most cases. (appointment).

This 1s the political executive who ... , shapes, promotes, and oversees policy
changes. (initiative).
AQKYMEHT TIOANNCAH omy and ... . (requirement, flexible)
ANEKTPOHHOW NMOANUCHIO . ¥ . .
Ceprudmkat:! ' '12000002A633E3D113AD425FB50002000002A6 diate ... , while the work of professionals 1s
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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 enfrepreneurs ... strategic planning, political activism, and conceptual ...

(requirement, lead.) .
2. Match the words 1o their definitions:

1. appoint 1. tohelp
2. complain 2. todeal with
3. freat 3. togive someone job as...
4. supervise 4. to grumble because something 1s wrong
5. mtate 5. to start something going
6. assist 6. towatch over work, to see that 1t 1s well done
7. interfere 7. not to notice (on purpose)
8. 1gnore 8. tomeddle, to get involved
9. bottom, n 9. toask insistently for something
10. flexable 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. TIpaBa 1 00s3aHHOCTH COTPYIHHKOB OpraHH3aI[HH BCera YeTKO OIpeJelIeHBI.
2. D(dgdexTHBHOCTP padOTHl OpPraHM3allHH, B IIEPBYI0 OYEpPe]b, 3aBHCHT OT IIEPCOHAIa, €ro
Impo@ ecCHOHAIII3Ma H THOKOCTH.
Kaxk rmpaBmino, kakKIbIH COTPYAHHK BBIITOTHSIET HE OAHY, a HECKOIBKO POlIeil B OpraHH3al[HH.
OpraHH3aiisd IMpeJcTaplIsgeT cOO0OH HepapXHIO, Ha KOTOPOH PacIioIararoTcs OIpejlelIeHHbIe
IOIKHOCTHBIE JIHI[A H COTPYIHHKH.
5. YacTo oM JKalIyroTcs, YTO OIOPOKPATHl B TOCYAaPCTBEHHBIX OpraHH3AIMsIX He ITPHHHMAIOT
BO BHHMaHHE HX ITPoOIeMEI H 00CTOSATEIILCTRA.
6. KOpHCT MOKeT OTKa3aThCS B TAKOH CHTYAIHH, KOTJia eMY IPHAETCS OTMEHHTh Ha3HAYEHHYIO
BCTPEeYY C KIIHEHTOM H3-3a O0me3HH peOeHKa.
3. Give your own definitions of 'public administration personnel’, 'role-types' and 'role
conflicts'.
6. Read the text for general information to complete the following statements:
1. The text deals with the problem of ...
2. The text views a public organmization as a system of specific roles, role-types, the most
common of which are ...
3. The role of a policy entrepreneur requures ...
7. Now read the text for detailed information to complete the following sentences:
1. Large organisations employ many individuals: charismatic ..., caring ..., innovative ...,
and numerous ... who lend individuality to ... .
2. Cabinet secretaries and policy analysts like actors step ... that are already largely defined.
3.... exists when the demand of various roles ... an individual's ability to balance
expectations.
4. The lawyer who must ... to care for a sick child 1s experiencing a ... .
5. The most common five role-typesare ..., ..., ..., ...,and ... .
0.... occupy the top of public orgamsations; 1n most cases they are ... .
7.... have responsibility for major decisions; however, the ultimate authonty rests with ... .

A~ W

[OKYMEHT NOAMWUCAH - jobs.
QNEKTPOHHOWM NOANUCHIO q
Ceptuchmkar: 12000002A633E3D113AD425FB50002000002A6 o | | |
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1.  The text under discussion draws our attention to ...

2. There are five most common role types in public organizations. They are...

3.  Political execufives are political appointees, that's why ...

4. Desktop admumstrators closely fit the general description of a bureaucrat, they differ
fundamentally from ...

5.  Street-level bureaucrats are at the bottom of public organizations and ...

IIpakTHieckoe 3anarue No 11.
Ipaxmuxa peun: Personnel administration: statfing and trainin. / YupasJjenue
MEepPCOHAJIOM: MOA0OP M 00YUEHHE.
Iesan: DopMHpPOBaHHE KOMMYHHKATHBHBIX KOMITETEHI[HI, OBIAJeHHE JIEKCHKOH H I'PaMMaTHKOH
B pesyJbTare oCBOEeHHE TeMbI CTYAEHT JOJIZKEeH
3HATh: 0a30BbIe HOPMEI YITOTPe OleHHs JIEKCHKH, (DOHETHKH M I'PaMMaTHKH
YMETh. 4YHTaTh, IIEPEBOAUTHL M TIEPECKa3bIBaTh TEKCTHI Ha HMHOCTPAHHOM S3BIKE C
HCIIOJIb30BAHHEM CIIPABOYHOM H Y4eOHON JIMTEpPaTYpPhI, OCVINECTBISATh KOMMYHHKAIHIO Ha
HHOCTPAHHOM ST3BIKE
AKTYAJIBHOCTB TEMbI: O0YCIIOBIIEHA HEOOXOIMMOCTBIO OBIaJeHHEM Y K-4.

Teopernieckas 9acrTb:

An 1mportant task i the management of any enterprise, private or public, 1s
the recruiting, selecting, promoting, and terminating of personnel and employee training.
Recruiting

Once jobs have been created, the recnutment starts, 1.e. finding people to fill those jobs.

Public admimstration in the United States has come a long way from the time of Andrew
Jackson, when, m the popular view, government jobs could be performed by any individuals (or
at least any men) with normal intelligence. Under Jackson and his successors, frequent rotation
on office was encouraged; no particular prior training or experience was necessary for most jobs.
Mermnt systems were designed for the most part to keep out the grossly incompetent, not to attract
the highly qualified.

Gradually, the pattern changed. The government began attracting especially competent
applicants. Opemings were more highly publicized, recruting visits were made to college and
university campuses, and wages were made more nearly compefitive with those in the private
sector. Active efforts were made to attract individuals who, in earlier times, would have been
excluded from public employment because of their ethnic or racial backgrounds or because they
were WoInen.

Examining and selecting

Once applications have been received, the next step in the personnel process 1s
exarmnation. The term examination does not refer only to a pencil-and-paper test.

Some judgments are made on the basis of an wnassembled exammnation. That 1s, the
application form itself may require sufficient information to permit the assignment of a score
based on reported experience and education and on references.

Another possibility, especially 1mportant for jobs requiring particular skills,
1s performance examination. Some jobs call for an oral examination, particularly those for which
communication skills are especially important.

One examination of special importance 1s the Professional and Administrative Career
Examination (PACE). PACE 1s 1mtended to select candidates for federal
government careers rather than for particular jobs.

OOKYMEHT NOANMMUCAH . . . _
SNEKTPOHHOW MOANUCHIO ussion) considers the list with the names of the
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Following selection, the new employee 1s likely to serve a probationary period, often six
months, during which removal 1s relatively easy. Personnel managers encourage supervisors to
see this as an extension of the testing procedure, but few employees are, in fact, dismssed during
this period.

Evaluation

The evaluation of employee performance 1s a further personnel function. Recently, the
trend has been to formalize rating schemes and to regulanze feedback to employees. Where
possible, objective measures of the work completed are employed. In jobs where this 1s not
possible, supervisors are encouraged to judge performance as accurately as possible using
impressionistic techniques.

By supplying a contimung record of performance, such evaluation can protect employees
from capricious actions of a subjective supervisor.

Continuing education in the public service

Government 1s deeply involved with the further education and traimng of the employees.
This involvement may range from relatively simple, in-house training sessions — even on-the-job
training — to the financing of undergraduate or graduate education.

Many umiversities, 1n cooperation with government agencies, have developed special
programs for public employees, and the courses typically lasting for a week, may be conducted
either at a unuversity campus or at an agency site.

The Federal Executive Institute 1n Charlottesville, Virgina, established in 1968, operated
by the Civil Service Commission, provides managerial training for high-level federal executives.
The commission also has regional training centers located throughout the country.

Public personnel are also often given leaves for a semester or a year by their agency to
pursue a degree at the doctoral level (the Doctor of Public Administration) or to fulfill a master’s
prograin.

JlekcH4yeckHe eJMHHIbI 10 TeMe:
prior experience, to judge performance, performance examination, competitive wages, on-the-job
traiming, in-house training, racial background.

Bompochl i 3aJaHHS:
1. Complete each sentence using a word derivationally related to the word given in brackets:
1. She kept calling him up to ... some new task to lnm. (assignment)
They made an attempt to ... her from the General Council. (removal)
We are confident that the case will ... with two words “Not gulty!” (termination)
The Umniversity has funds for ... awards in special cases. (discretion)
The school receives up to 3,300 ... each year. (apply)
He has been ... to captain. (promotion)
A fake call from some local phone box was not ... . (exclusion)
Crop ... will help to mimimize diseases and weeds. (rotate)
0. Nationalist leaders demanded the ... of democratic rights. (extend)
10. He joined the firm as a young ... more than thirty years ago. (recruitment)
2. Answer the following questions:
1. What are the functions of personnel admmmstration?
2. What attempts are made by the government to attract competent individuals to jobs?
3. Why 1s the evaluation of employee performance important?
4. How are new employees examined and selected?
5. Is the further education and traiming of the employees important? Why?
3. Read the text for eeneral information to complete the following statements:

KA W

NOKYMEHT NOANUCAH
SNEKTPOHHOW MOANMChLIO
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4. Read the text again for understanding its main points and answer the 10 'What'-questions
given below:
1. What 1s the first step that the management has to undertake when new jobs have been
created?
What was the time of Andrew Jackson characterized by?
What attempts did the government make to attract especially competent applicants?
What kinds of examinations were mentioned in the text?
What 1s a "performance examination"?
What examination 1s considered to be of special importance?
What process 1s the evaluation of employee performance?
What programs have many universities developed for public employees?
0. What training does the Federal Execufive Institute provide?
10. What time 1s given to public personnel to pursue a degree at the doctoral level?
3. Now read the text for detailed information to complete the following sentences and develop
the idea:
1. Once jobs have been created, ... starts, 1.e. finding people to fill those jobs.
2. ... were designed for the most part to keep out ..., not to attract ... .
3. Active efforts were made to attract individuals who, 1n earlier times, would have been
excluded from public employment because of ... .
4. Once applications have been received, the next stepi1s ... .

XN AW

5. Some judgements are made on the basis of ..., and some jobs, especially requirng
particular skills, call for ... .
6. ... 15 intended to select candidates for federal government careers rather than for

particular jobs.

7. The new employee 1s likely to serve ..., often six months, durning which removal 1s
relatively easy.

8. In order to make an evaluation of employee performance, where possible, objective
measures ... . In jobs where this 1s not possible ... .

9. The involvement of government with the further education and training of the employees
may range from ... to ... .

10. ... provides managernal training for high-level federal executives.

6. Insert prepositions where necessary:

1. An important task ... the management of any enterprise i1s the recruting, selecting,
promoting, and termunating ... personnel and employee training.

2. Active efforts were made to attract individuals who, in earlier times, would have been
excluded ... public employment because of their ethmc or racial backgrounds.

3. The term examimation does not refer only ... a pencil-and-paper test.
4. Some judgements are made ... the basis of an unassembled examination.
5. Some jobs call ... an oral examination, particularly those ... which communication skills

are especially important.

6. By supplying a continuung record ... performance, such evaluation can protect employees

.. capricious actions.

7. This involvement may range ... relatively simple, in-house training sessions — even on-
the-job fraizmng — ... the financing of undergraduate or graduate education.

8. Many umversifies, ... cooperation ... government agencies, have developed special
programs ... public employees.

9. The personnel agency considers the list ... the names ... the individuals ... the highest

examnation scores ... which it chooses the new employee.

JOKYMEHT NOANWUCAH . .
SNEKTPOHHOW MOAMNUCHIO e ... those mn private sector.
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1. Korma moSBISIOTCS BaKaHCHH B KaKOH-THOO OpraHH3allHH, HauYHHAeTCS IIOHCK
KaHAHJaTOB. AJMHHHCTPAI[HS BCerjJa CTapaeTcs IIPHBIEYh Ha PaldoTy CaMbIX
KOMITETEHTHBIX CITY KaIl[HX.

2. Korma BakaHCHH OITIaIlIeHbl, HAHOCATCS BH3HTBI B KOJUIEIKH H YHHBEPCHTETHL C IIEIBIO
ITOMCKa KaHHIaTOB Ha 5TH JOIKHOCTH.

3. Orbop HamOomee IMOAXOMSINETO KaHAHAATa OCYIIECTBIIIETCS Ha OCHOBE YCTHOIO
cobeceloBaHHS, OCOOEHHO B TeX CIIy4yasx, IJe HeoOXOAHMbI KOMMYHHKATHBHBIE
CIIOCOOHOCTH, WIH Ha OCHOBE aHKETHI, BKIIOYArOIeH HH(OpPMAIHIO 00 OIbITe paloTHI,
00pa30BaHHH H PeKOMEH JAI[HH.

4. HoBBIN CiIyKallliii, KaK IPaBIIO, IPOXOANT HCIIBITATEIBHBIN CPOK B TEUESHHE O MECSIIEB.
HavanpHHK OT[ella KaJpOoB pacCMaTpHBAeT 3TOT CPOK KakK IPOJOKeHHe ITPOBEPKH, HO
JIHIITF HEMHOTHX CITY Kall[HX YBOIILHSIFOT B TEYEHHE 3TOT0 CPOKa.

8. Retell the text finishing the following sentences and adding 4-5 phrases of your own:

1. The text under discussion draws our attention to ...

The recruiting pattern changed ...

Selecting of candidates 1s made on the basis of ...

The evaluation of employee performance ...

Government provides the following opportumties for the further education ...

bl

IIpakTiHyeckoe 3anarue Ne 12,
Ipakxmuxa peun: Administrative decision-making /IIpuagaTHe aJMHHHCTPATHBHBLIX
penIeHHi.
Ilesb: DopMHpPOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HI, OBIAJeHHE JIeKCHKOH H I'PaMMaTHKOH
B pesyJiibTraTe oCBOEHHE TEMbI CTYAEHT JO/IKEH
3HATh: 0a30BbIe HOPMEI YITIOTPeOIeHHS JIEKCHKH, (DOHETHKH M I'PaMMaTHKH
YMeTh. 4YHTarTh, IIEPEBOAHTh M IIEPECKa3bIBaTh TEKCTHI Ha HMHOCTPAaHHOM S3BIKE C
HCITONIb30BAHIEM CIIPABOYHOH M YYeOHOH IIHTEPATYPhl, OCYIIECTBISATh KOMMYHHKAI[HIO Ha
HHOCTPAHHOM SI3BIKE
AKTYAJIBHOCTB TEMbI: OOYCIIOBIIEHA HEOOXOIMMOCTBIO OBIaJeHHEM Y K-4.

Teopernieckas 9acrTh:
Elements and models of a Decision-making Process. We all make decisions all the time.

Some are small; some will have ranmfications throughout our lives. Sometimes we make snap

qudgments that 1n 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 1gnore problems, or to avoid situations or people and later discover that imaction has
consequences just as umportant as those resulting from action.

Four processes of decision-making

Whether small or large, short- or long-term, studied or impulsive, decision-making
involves four major elements: problem definition, information search,
choice, and evaluation. They are not sequential, they occur simultaneously. And it 1s often
difficult to 1dentify when a decision process begins and ends as most 1mportant choices are
ongoing.

Problem definition

The first step 1n defimng a problem 1s recognmzing that it exists.

Then, problems are plentiful; attention 1s scare. Selecting a problem for attention and
placing 1t on the policy agenda 1s the most important element in policy making. When a problem
1s g1ven attention. 1t gains focus and takes shape.

an%%ﬁgﬁnggﬂ%rﬁﬂaﬁm 1s addressed. The problem of the homeless 1s a

Ceptudmkar: 12000002A633E3D113AD425FB50002000002A6 lways been with us. Most often they have been

Brapenety: || :LeGayxosa TaTeaHa AriekcaHapoeHa messes could not find work and afford homes.

lefined, the homeless remained a problem 1n the
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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 1t, and this learning 1s an important step 1n the decision-making. Acid rain 1s a good
example. First in Europe and then in North Amernca, people noticed that trees were dying, and a
few scientists began to ask why. Pollution and changes in chmate were explored. Out of this
active search for information the problem gained defimtion: air pollution 1s 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 frees. Thus, the information defined the nature
of the policy-making.

Information has always been cenfral to governing, and governments are primary sponsors
of research both in the sciences and humanities. Such research i1s driven by the interests of
scholars and may not have immedate relevance to policy debate. But 1t may have important
policy 1mplications. For example, advances in lasers and genetic engineering influence defense
and social policy 1n ways unanticipated by scienfists or their government sponsors.

Choice

As problems are defined and information about problems and outcomes 1s examined,
choices emerge. Weighing options and selecting are the most visible decision-making processes.

Sometimes choices are difficult and taking decisions 1s 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 i1gnornng the interests of others.

Evaluation

Decisions do mnot 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 1s arbifrary. Before decision
makers reach conclusions, most try to anticipate outcomes.

The most difficult aspect of evaluating choices 1s establishing the criteria. The most
common criterion 1s 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 nsk, and 1f 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 unmversal
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

There 1s no night or wrong way to make decisions. Sometimes cautious deliberation 1s the
best path: at other times nisks are requred. But scholars speak about two broad categories of

OOKYMEHT MNoAnncAH -
SNEKTPOHHOM MOANUCKIO onal models.
CepTudukar: 12000002A633E3D113AD425FB50002000002A6 'udgment of preferences and outcomes. They are
Bnapeneu:| | WeG3yxosa TaTsaHa AnexcaHapoBHa te the possibility of failure. Sometimes the goal
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1s so important that 1t 1s rational to choose an option with little promise of payoff. Opting for
experimental surgery is a rational choice over a life of pain.

In nenrational models choices do not result from the deliberate balancing of pros and
cons. These models share the assumption that the mux 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 1s too
complex to take into account multiple goals, alternatives and impacts of every alternative; the
time requured to take a decision 1s 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 1n 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.

JlekcH41ecKkHe e JHHHIIbI [0 TEME:

impulsive decision, to make a snap judgment, ongoing choices, problem in the
background, to take a closer look, to be vaguely aware, to establish the criteria, multiple goals.

Bomnpochl 1 3aJaHAS:

1. Complete each sentence using a word derivationally related to the word given in brackets:
Sometimes we make snap ... that in retrospect seem wise. (judge)
We may be ... by fate even if we carefully ... the pros and cons. (betraval, weight)
The homeless have no decent homes and are 1n ... situations. (despair)
Sometimes choices are not clear and their results are ... . (predict)
Before ... makers reach conclusions, they fry to ... outcomes. (decide, anticipation)
If we want to save the lives of hostages, should be ... with terrorists. (negotiations)
Choices ... after information about problems and outcomes has been
examined. (emergence)

8. Reducing acid rains requires costly .. . created from dying trees. (reduce, pollute.
2. Look at the heading of the text and predwr ﬂze 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?
What four major elements does decision-making involve?
When does a problem gain focus and take shape?
Can information define the nature of policy-making? How?
What are the most visible decision-making processes?
What 1s the difference between formal and informal evaluation of a problem?
What do decision makers usually anticipate before they reach conclusions?
What 1s 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?
4. Insert prepositions where necessary:

1. Often the most important decisions are non-decisions: we choose to 1gnore ... problems,

to avoid situations, to put things ... .

2. The most important element 1n policy making 1s selecting a problem ... attention and
placing it ... the policy agenda.
Decision-making involves ... evaluating the effects and actions.
4. The distinction ... mformation search and evaluation 1s arbitrary.

NN R W=
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AOKYMEHT NOAIUCAH omes ... they reach conclusions.
SNEKTPOHHOW NOANUCHLIO ) .
CepTudukar  12000002AB33E3D113AD425FB50002000002A6 -1f things turn ... well we feel we made the

Bnapeneu: lebayxoea TatesHa AnekcaHapoBHa

) udgment of preferences and outcomes.
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8. An emerging view of decision-making places a stronger emphasis ... decisions as value
statements.

3. Translate into English:
1. Yacrto ompenemirs mpodiaeMy TaK Ke TPYAHO, KaK H HAaNTH €€ PeIleHIE.
2. PykoBoOIHUTEIL HE HIMEET ITpaBa JAEHCTBOBATh OE30TBETCTBEHHO.
3. B mporiecce nmoncka HH(pOPMAIHH 00 HHTePeCYIOIei Hac IMpobneMe MBI MOKeEM
CTOJIKHYTBLCS C IPYTHMH ITIpoOieMaMH, TPeOYIOIIHMH PEIIEHH .
4. TeppopusM cTaj caMOH HACYIIHOH IIpo0IeMOH cOBpeMeHHOCTH. Kak permts ee? Kak
oOecreunTh 0e30MMaCHOCTE JIFOSIM?
5. Crenmyer IIH BECTH IIEPETOBOPEI C TEPPOPHUCTAMH? YMEHBIIMT JIH 3TO OIIACHOCTE,
CTOSIIYIO IEPE THIIOM Oe33aIMTHBIX KEHIIHH H JeTeH?
6. TmarenpHO HCCIeays IIpodIeMy 3arpsSI3He HHS OKPYKAIOINEH Cpebl H €r0 BIMSHH S Ha
3I0POBLE IIOAEH, YUEHBIE IPHBIIEKAIOT K HEH BHHMAaHHe OOIIE CTBEHHOCTH.
6. Retell the text finishing the following sentences and adding 4-5 phrases of your own:
1. The text under discussion deals with the problemof ...
2. The four major elements: ..., ..., ... and ... which decision-making involves are not
sequential.
3. Problem defimtion and information search are the first steps 1n decision-making process.
They mean recogmzing that a problem exists and ... .
4. Choices emerge when problems are defined and ... .
The most difficult aspect of evaluating choicesis ... .

hd

IIpakTHieckoe 3anarue Noe 13.
I pammamura: Gerund /1 epyHanm.
Iean: QopMHpOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HI, OBIaCHHE JIEKCHKOHN H I'PaMMATHKOH
B pesyJibTaTe 0CBOEHHE TEMbI CTYAEHT JO/IZKEH
3HATh: 0a30BbIe HOPMBI YIIOTpeOlIeHH I JIeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMeTh. 4YHTaTh, IIEPEBOAHTh M IIEpPeCKa3blBaTh TEKCTHI HAa HMHOCTPAaHHOM S3BIKE C

HCITIOJIB30BaHIIEM GHpﬁBD‘IHGﬁ H }"‘IE@HGﬁ JINTCPATYPBI, OCYIHICCTBIATE KOMMYHHKAITIIO Ha
HHOCTPAaHHOM A3BIKC

AKTYAJIBHOCTB TeMbI: O0YCIIOBIIEHA HEOOXOIMMOCTBIO OBIaJeHHeEM Y K-4.

Teopernueckast 4acThb:

['epyHIHI HMeET CBOMCTBA KaK IJIaroja, Tak M CYIIeCTBHTEILHOr0. [1o100HO0N HETHYHOM
(pOpMBI B PYCCKOM SI3BIKE HeT. Kak CyIIeCTBHTEIbHOE OH MOKET BBHITIOIHSTH B ITPeJI0KeHHH
(YHKIHH TIOJJIeKalIllero, JOIIOIHEHHS, OIpeJelleHHs H OOCTOATEeNhCTBAa C IpeiyioroM. Kak
[71arojI MOKET HMETh ITociIe ceOs MpsAMOoe JOIOIHEHHE M OIPEeAEeIIIThCS HapeureM, HMETH
nep@eKTHYIO (OopMY, KaTETOPHIO 3alI0ra, a TAK/KE BhIPaXKaTh AEHCTBHE KaK ITPOIIECC.

["epyHamit o6pa3yeTcss OT OCHOBBI IMIarona ¢ IoMoInkio cyddgukca —ing. To translate —
translating, to read — reading.

active passive
Indefimt wrifing being written
e having having been
Perfect written written

Donmril TenvHrug cormanarT ¢ thonvanvm Participle I m Perfect Participle. OgHako, 310
OOKYMEHT NnoannucAH

SNEKTPOHHOM NOAMUCHIO BHE,'LE[EHIIIG H TI0 CHHTAKCHYCCKHM (1)}2—[141[}[%{
Ceprudbmkar: | 12000002A633E3D113AD425FBS0002000002A6 ACHCTEHA, OJHOBPEMCHHBIE C JICHCTBHCM,
Bnapened; Lebzyxoea TateAaHa AnexkcaHapoBHa

4 TFOOHUT OPULTIAINATE APY3eH K cede.
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He likes being invited to his friends. OH nrO0OHT, KOra ero IpUIjiamarT K cede ero
IPY3BAL.

Ileppexturie  ¢opmer  repyHans (Perfect Gerund) o0o3HauaroT e CTBHSL
IIPEAINECTBYIONHE AeHCTBHIO, BRIPAKEHHOMY I'TIar0JIOM-CKa3yeMBIM.

He is proud of having invited this man to his place. OH ropguTcs TeM, 4YTO IIPHUITIACHIT
ATOTO YelIoBeKa K cele.

He was proud of having been invited to the party. OH ropmiicsa TeM, 4TO E€ro

ITPHIJIACHITH Ha BCHUCD.

OYHKIMH TepYHIHS
B npeonosicenuu cepyrouil modicen dbimop:

a) Ilomgmexanpmi. Smoking is not allowed here. Kypurs (KypeHme ) 3mech He
pasperaeTcs.

6) OnpenenenneM. There are different ways of obtaining this substance. CymiecTByroT
pas3IMYHBIE CITOCOOBI IIOTYYEHHI 3TOrO BEIECTBA.

B) MMenHoOH yacThro ckazyemoro. His hobby is driving a car. Ero Xxo60H — BOXKIeHHE
(BOIUTH ) MAIMHY (BI).

r) IIpsnemv gormonHeHneM. The car needs repairing. ManniHa HyKTaeTcsS B PEMOHTE
(ManmHy HyKHO PEMOHTHPOBATH ).

B BEHIIENPHBEAEHHBIX (QPYHKIHAX TIe€PYHAHH TIEPEBOXUTCS CYINECTBHIEILHBIM HIIH
HH()HHHTHBOM.

1) IlpemmoxueiM gonmonHeHHeM. They spoke about their travelling. OHu roBopHIH 0
CBOEM IIYTEIIECTBHH (TOM, KaK OHH ITYTEIIeCTBOBAIH).

B maHHON (YHKIMH TepyHAHH IIEPEBOJUTCS CYIIECTBHTEIILHBIM HIH ITPHAATOYHEIM
ITPeTIOKEHHEM.

e) O6ctoarenscTBoM. Learning rules without examples is of little use. M3vueHue
IpaBHJI (H3y4aTh IpaBHiIa) 6e3 MPHMEPOB IPHHOCHT MAJIO ITOJIb3HI.

I like reading. 5 mo0mro uTeHHe (YUTATh).

Think before answering. I1oxymMmali 1pexae 4yeM OTBETHUTE.

By doing that you'll save a lot of time. /[enas 5TO, THl COKOHOMHIIIL MHOI'O BPEMEHH.

I am tired of waiting. ‘I ycran or oxuganus (ycTan KJIaTh).

The floor of the room needs painting. Ilon 3ToH KOMHATHE HYKIAeTCId B IIOKPAcKe
(Hy?KHO TTOKPACHTB).

Everybody laughed on hearing his answer. Bce paccmesinch, yoiupmmapB (Korzia
VCIIBIIIAIH) €TO OTBET.

Thank you for coming. Crracu60 3a TO, YTO BBl ITPHIIUIH.

He is proud of having won in the tournament. OH TOpIHUTCS TeM, YTO HOOEIHIT B
TYPHHUPE.

She is sorry for being late. OHa coxasneeT, YTO OIIO31aa.

He ran without stopping. On O¢exajl, HE OCTaHABINBASICE.

Before going to bed, she locked the door. [Ipexie yeM J1eYb CIaTh, OHA 3arepia ABEPb.

B JganHOH (YHKIHH TepyHAHI IIEPeBOAHTCS CYIIECTBHTEILHBIM C IIPEIIOTOM,
IeeTpHyacTHEM, IIPHIAT OYHBIM IIPEIIOKEHHEM.

Bompocsl 1 3aaHNA:
1. Ilpouumaiime u nepeeéeounie NPeodONHCEHUA, 6 KOMOPLIX ZePYHOUIL ynompebdisiencsa 6

PO
1) moaJieskamero:
1. Computer-aided testing 1s determined by the aims of educational procedure. 2.
an%ﬁggﬁ:gﬁqﬂ%nn%%im use. 3. Knowing English is helpful for any
Ceptudivkar: | “12000002A633E3D113AD425FB50002000002A6 15 1mportant for every educated person. 5.
Bnapenel: || | LWeGdyxosa Tareana AnekcanaposHa on separate multiplications. 6. Reading 1s to the

Defim roblems precisely requires patience. 8.
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Getting several viewpoints 1s vital. 9. Carrying out experiments 1s a must with every scientist. 10.
Measuring resistance 1s necessary 1n many expenments. 11. Programming a computer involves
analyzing the problem to be solved and a plan to solve it.

2) HMEHHOH YACTH COCTABHOI'0 CKA3YEMOI0:

1. Our aim 1s studying information science. 2. We started improving the device. 3.
Computer-managed learning 1s processing and storing students’ exam results, registering and
timetabling. 4. The main requirement 1s observing the rules. 5. The main point of a transformer 1s
providing the change of voltage. 6. It 1s worth (while) discussing this phenomenon. 7. The world
1s a fine place and worth fighting for. 8. It 1s no use considening these wntings. 9. Today we
cannot help witnessing a tendency 1n science to direct the collective efforts of a research team at
the achievement of a common goal. 10. The pnimary function of the office 1s handling the
information. 11. Programmers begin solving a problem by developing an algonthm. 12.
Businesses first began using computer systems and setting up computer departments in the
1950s.

3) npsamoro JomnoJIHEHMS:

1. We expected being given further assistance. 2. They discussed improving the program.
3. I like using BASIC and Pascal. 4. The device needed retesting before the experiment. 5. He
remembers being shown this project. 6. He who likes borrowing dislikes paymng. 7. The
scientists” names deserve mentioning. 8. Computer teaching programs often mvolve breaking a
learming task down into a senes of subtasks. 9. He preferred changing the course of actions. 10. It
1s no good arguing about this issue. 11. Would you mind answering one more question. 12.
Avoid muxing these two substances. 13. Simulating an expedition, a discovery, an exploration
involves making decision and cooperation. 14. For many people, computer literacy means simply
knowing which key to press. 15. Very few people who have tried word processing would
consider going back to a paper-and-pencil method.

4) 1OMOIHEHH A € IIPEITIOTOM:

1. He 1ns1sted on adopting a new plan. 2. They succeeded in solving the problem. 3. I am
sure of having debugged the program. 4. Computers are used to assist in teaching and learmng.
5. Some people might object to making sacrifices now 1n order to satisfy demands of others in
future. 6. They insisted on postponing the discussion. 7. I think of trying another approach. 8.
The book aims at acquainting the readers with modern achievements i1n information
technologies. 9. Silicon resembles carbon 1n forming a series of volatile hydrates. 10. Up to the
present time, several writers have succeeded 1n finding exact solution of the fundamental
differential equation in certain particular cases.

S) onpeaesieHNA:

1. The 1dea of using symbols instead of words was very helpful. 2. Output devices are
devices for giving information back to human beings. 3. Every teacher must study the language
of educational computing. 4. In Middle Ages multiplication and division were both performed by
the method of successive doubling numbers. 5. The device has the mernt of being suitable for
many purposes. 6. Memory 1s the process of selective forgetting. 7. He had early opportunmty of
becoming well acquainted with experimental work. 8. There 1s no necessity of making any
corrections. 9. There 1s some reason for questioning this assumption. 10. Having a source code 1s
a way of aclhieving independence.

6) oOcTOATEILCTBA:

1. Without knowing the result we can’t draw a conclusion. 2. In considering the
development of computers we must point out the oldest forms of mechamcal devices for
calculation. 3. After writing an equation the next step 1s to find the values of unknowns. 4. In

designing computers experts have developed new techmques. 5. In CAL (Computer Assisted

NOKYMEHT MOAMNWCAH . .
SAEKTPOHHOW MOANVICHIO nowledge by finding out and learming rather than

CepTucnkar: | 12000002A633E3D113AD425FB50002000002A6 at the seminar many problems of educational
Bnapeneu: | lWeG3yxoea TarbaHa AnekcaHApoBHa this problem without being given this program.

) hile preserving others 1s clearly attractive.
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2. Ilepeseoume npednodcerus, o0pauiaa 6 HUMAHIE HA POJIb 2EPYHOUSL 6 NP EOIONHCEHU!

1. Upon switching off the current the pressure dropped. 2. We have modified the network
while retaimng the SFS property. 3. Besides being useful in general interpolation techmque, the
procedure can be effectively used to approximate the first coefficients of F. 4. The new
opportunities may make life on this planet much more worth living. 5. They were against
postponing the meeting and for going on with the discussion of this problem. 6. The purpose of
the method 1s determimng system stability. 7. We succeeded 1n building a flexible system. 8. He
preferred changing the course of actions. 9. The main requurement 1s observing the rules.

3. Ilepeseoume npeonozceHusn, onpeodenifin, KAKOU UACMbI0 peuu Aeéldemca —ing popma
(npuuacmue I, zepyHOUIl, 0MZAAZONBHOE CYULECHIGUMETILHOE).

1. In solving these equations you must be very careful with the signs. 2. Everything must
have a beginming. 3. Swalow all your learning 1in the moming, but digest it in company 1in the
evening (Ph. Chesterfield). 4. Submitting to one wrong bnings to another. 5. We obtained these
values 1n terms of the following formula. 6. This procedure 1s finding increasing use. 7. A man
should be viewed as a free, rational being possessing a free will. 8. The problem, however, 1s 1n
not dividing the structure finely enough. 9. Fortran has become a widely accepted programming
language of the coding of mathematical applications. 10. Two results obtained using the protocol
showed an interesting effect worth presenting and discussing here. 11. A system analyst spends
much of a working day mterviewing people.

4. Ilepesedume npeoiodcerus, onpeoenan pasjiuiuue mexcoy 3a6UCUMBIMU U He3A6UCUMBIMU
CEPYHOUAIbHBIMIL oDopomamu. Oobpawiaiime o0codoe GHUMAHUE HA NpedioZu, 6600Auile
2EPYHOUAIbHBIE 00 0P OMBbL.

1. Lobachevsky’s having created a new geometry different from that of Euclid was a new
stage 1n the development of mathematical science. 2. His having proved the advantages of the
new system 1s very important. 3. The computer’s being used i different spheres of our life 1s
shown 1n the table above. 4. I know of Pascal’s having built an adding machine at the age of 19.
5. Your having graphed the flowchart helped you to show the structure of the program. 6. Pride
1s therefore pleasure arising from a man’s thinking too lnghly of himself. (B. Spinoza). 7. There
1s only one corner of the unmiverse you can be certain of improving, and that’s you own self. (A.
Huxley). 8. I knew nothing of having completed the expennment. 9. They succeeded 1n getting
reliable information on dealing with this type of error. 10. This 1s a result of our not having
specified input or output variables for the network.

3. VKaocicume 6 Kasicoom u3 ciaedyrouiux npeolodceHui me NPU3HAKU, RO KOMOPLIM 6bl
Haxooume zepyHouu. Ilepeeedume npeoioxceru.

1. We account for the incompleteness of a reaction by its being reversible. 2. Einstein’s
being awarded the Nobel prize in physics soon became widely known. 3. Adding more tumns
makes the magnetic field stronger. 4. To a large extent the skilled analyst’s productivity may be
attributed to his having acquired, through many repetitions, the necessary technique. 5. There are
several precautions to be observed 1n making such expeniments. 6. The explosion resulted from
the substance being volatile. 7. We know of computers’ being used in many fields of human
activity. 8. There 1s no hope of our getting a complete analysis of the measurements within 8
days. 9. He 1s responsible for the program not having been corrected in time. 10. The mustake
resulted from the device not having been mended before the test.

IIpakTH4yeckoe 3anaTne Ne 14.
Ipakmuxa peuyn: Creating a Team Culture / Co3gaHHe KoOpmopaTHBHOH KYJIbTYPbI
KOJLIEKTHBA.

IHesb: DopMHDOBAaHHE KOMMYHHKATHBHBIX KOMITETEHI[HH, OBIAJeHHE JIEKCHKOH H I'PaMMaTHKOH
OOKYMEHT NOANUCAH b

SNEKTPOHHOW NOANMUCEIO |

CepTuduiaT: 12000002A633E3D113AD425F B50002000002A6 , (DOHETHKH H T'PaMMAaTHKH

Bnapeneu: lLebayxoea TateAHa AnekcaHapoBHa
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YMETh. 4YHTaTh, IIEPEBOAUTHL M TIEPECKa3bIBaTh TEKCTHI Ha HMHOCTPAHHOM S3BIKE C
HCIIOJIb30BAHHEM CIIPABOYHOH H Y4YeOHOH JIHTEPaTYPhI, OCVYIIECTBISATh KOMMYHHKAIHMIO Ha
HHOCTPAHHOM SI3BIKE

AKTYAJIBHOCTB TEMbI: O0YCIIOBIIEHA HEOOXOIMMOCTBIO OBIaJeHHEM Y K-4.

Teopernueckas 4acTh:

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

A formal team 1s a team that 1s chartered by an organization’s management and tasked to
address specific 1ssues or to achieve specific goals. Types of formal teams 1nclude:

* Task forces: These are formal teams assembled on a temporary basis to address specific

problems or 1ssues. 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 1ssues and reporting their findings back to
management.

* Commuttees: Committees are long-term or permanent teams designed to perform an
ongoing, specific organmzational task. Examples include safety commuttees required by company
liability insurance policies and employee morale commuttees 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 lnm or her. While employee input and suggestions are ofien solicited, there 1s 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 orgamzation in which they function,
formal teams play an important role, both 1n facilitating commumecations 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 organization’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 vanety of reasons.

An orgamzation 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 orgamze a company trip to Las
Vegas.

Informal teams are important to organizations for the following reasons:

*They foster communication among employees 1n different parts and at different levels of
the orgamzation. 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 mught 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
NOKYMEHT NOANMWUCAH | . L
SNEKTPOHHOW MOAMNCHIO 1ged teams hold much promise for organizations
Ceptudmkar: ' 12000002A633E3D113AD425FB50002000002A6 nd informal teams.
Brageneu:  Liebayxosa JarbAHaANGKcatAposHa n created by a manager, when given sufficient

) 1any of the roles that would normally be served
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by the orgamzation’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 parts of the orgamzation.
«Small because large groups create communication probleims.
*Self-managing and empowered to act because referning 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 1ts essential delivery system clearly visible and foremost 1n everyone’s mind.
JIekcH4yeckHe eJMHHIbBI 110 TeMe:
charter - ycTap
1SSUe - BOITPOC
temporary - BpeMeHHBI
deadline - xpaiiHIii CpoOK
ONgoIng - IOCT OSTHHBII
liability - oTBeTCTBEHHOCTH
solicit - XogaTaliCTBOBATh
facilitate - crrocoOcTBOBATH
casual - cIryJaiiHBIiI
sibling - ponHoii Opar
disband - pacopmMITpOBEIBATE
Tepercuss1on - IMOCIeICTRHS
tap - KpaH
a bang-up captain — repBOKIaCCHBIN KaITHTaH
essential - cyIecTBeHHBII
foremost - mepBooYepeTHON

Bomnpochl 1 3aJaHAS:
1. Find in the text the following words and word combinations:
CTOJIKHYThCS C pelllcHHEM
no0paTsCcs A0 Iiry OHHEBL
pe3yIIbTaThl pacciel0BaHHS
IOJITOBPEMEHHEBI
OBITH OTBETCTBEHHEIM 3a UTO-JIHO0
HeOoTheMJIeMas YacTh
MHOT'O(pYHKI[HOHAIIbHBIH
BH THMBIH
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 reporting 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 orgamzations
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 commuttees required by company liability... ... policies and

NOKYMEHT NOANMUCAH |
SHEKTPOHHOM NOAMMCHIO he workplace more fun for workers.
CepTudukar: 12000002A633E3D113AD425FB50002000002A6 e contents of it.
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Nencreutened: ¢ 20.08.2021 no 20.08.2022



2) What types of commuttees are there?

3) Who 1s 1n charge for a command team?

4) Why are informal teams necessary?

5) What are the features of a good self-managed team?

3. Match the teams and their features.

Team Team characteristics

Task forces supervisor 1s 1in charge

Commuttees form anytime, anyplace

Command teams on a temporary basis

Informal teams people from different parts of the orgamzation
Self-managed teams perform an ongoing organizational task
6. Retell the text.

IIpakTH4eckoe 3anarue Ne 15.
Ipaxmuxa peun: The Impact of Downsizing / IlocjeacTBusi cokpaiieHus MITaTOB.
Iean: QopMHpOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HIL, OBIAleHHE JIEKCHKOH H I'PaMMATHKOH
B pe3yJjbTare ocBoO€HHE TEMBI CTYAEHT J0JIZKEH
3HATh: 0a30BbIe HOPMBI YIIOTpeONIeHH I JIeKCHKH, (DOHETHKH H I'PaMMaTHKH
YMeTh. 4YHTaTh, IIEPEBOAHUTL M IIEPECKA3bIBATh TEKCTHI HAa HHOCTPAHHOM S3BIKE C
HCIIOIb30BAHHEM CIIPABOYHOH M YUYEOHOH IIHTEPaTyphl, OCVIIECTRISATE KOMMYHHKAI[IIO Ha
HHOCTPAaHHOM S3BIKE
AKTYAJIBHOCTB TEMbI: O0YCIIOBIIEHA HEOOXOIHMOCTBIO OBIaJeHHEM Y K-4.

Teopernyeckast YacThb:

Interestingly enough, when times get tough for orgamizations 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 desigmng
and organmizing 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 1n the name of 1mproving business efficiency and lowering costs. As 1t turns out,
many of these people were managers who—top executives realized—would barely be mussed
when they were gone. As the supervisors and managers who filled the muddle ranks of
organizational hierarchies were disposed of, the lierarchies collapsed, leaving flat orgamzations
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, rnigid hierarclies and
leaving much faster and more flexible orgamzations in their wake.

While this was not a happy time for the people who lost their jobs (many of whom took
early reftirement, started their own businesses, or learned new job skills and found work
elsewhere), this was a happy time for their newly tnmmed down and responsive organizations.
In fact, these retooled orgamzations saw improvements i1n a variety of different areas, including:

* Decision making: The decision-making process was a bad joke 1in many organizations—

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

Decisions that should have taken munutes or hours at most mnstead took weeks or even
months. But. as lavers of muddle managers were shown the door and hierarchies flattened,

NOKYMEHT NOAMUCAH
3NEKTPOHHOW NOANWCHIO . .
Ceptudukar:  12000002A633E3D113AD425FB50002000002A6 dle managers disappeared so did a lot of
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friction, allowing commumnication to flow much more freely and much more quckly—
from top to bottom and across departmental boundaries.

* Responsiveness: With fewer levels 1n the organization, employees can be empowered to
be more responsive to customer needs as well as encouraged to take greater imtiative in ther
jobs.

* Bottom-line benefits: Organizations that r1d 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, fronthne 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 1s that much authority and power in
many orgamzations have mmgrated to where the action 1s—among their frontline employees.

« Greater ufilization of technology: To keep current and connected, orgamzations are
coming to rely more heavily on technology to better communicate and implement the
organization’s service.

JlekcH4yeckHe eJMHHIbI 10 TeMe:

get tough - cTaHOBHTCS KeCTKOMH

lay off - yBOIBHATH

recall - or3e1B

hierarchy - Hepapxmsa

frontline workers - paGoTHHKH ITepBOro IuIaHa
retooled organization - mepeo0opyIoBaH OpraHH3aLH I
turf battles - Oopp0a 3a cephl BIMSIHI

reign supreme - Oe3pas3feIbHO BIaCTBOBATh
friction - TpeHHe

droves - TOIIIEI

Bompocsl 1 3a5aHNA:
1. Find in the text the following words and word combinations:

OKa3bIBaTh YCIIYTH
YBOJIHTD

PYXHYTh
KOCHBIH

ITyOOKO CHISIIMIT

OIOPOKPATH A

YCKOPHTE

OCBOOOJHUTHCS OT

ITONIAraThCs

2. Fill in the gaps with the following words:

authority retirement costs trimmed initiative

1) They are responsible for creating budgets, and controlling....., and wniting procedures
2) With fewer levels 1n 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 1n many organizations have mugrated to where the

action 1s
4) This was a happy time for their newly... ... down and responsive orgamzations.
5) Many of them took early...... started their own businesses, or learned new job skills and found
AOKYMEHT NMOAMNUCAH
ANEKTPOHHOW NOAMUCHIO .
Ceprudpukar: ' 12000002A633E3D113ADA25FB50002000002A6 e conlents of it.
Bnapeneun: llebzyxosa TaTteAHa AnexcaHopoBHa
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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?

3. Say if the statement is true or false. Ifit is false give the right variant.

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

2) As 1t 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 orgamzations saw 1mprovements 1n 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.

IIpakTH4eckoe 3anarue Noe 16.
I pammamura: CTpagareJIbHbIH 32J10T.
Iean: QopMHpOBaHHE KOMMYHHKATHBHBIX KOMIIETEHI[HI, OBIaCHHE JIEKCHKOHN H I'PaMMATHKOH
B pesyJiibTaTe 0CBOEHHE TeMbI CTYAEHT JOIZKEH
3HATh: HOPMEI YITOTpe OJIeHHSI TeKCHKH aHTTIHICKOIO S3bIKa B IMPOo()eCcCHOHAIBHOH cepe
YMeTh. YHTaTh H IIEPEBOAHTH CIIEI[HAIBHYIO JTHTEPATYPy IJIS ITOMOITHEHHSI Ipo(eCCHOHAIbHBIX
3HAHHI, OCYIIECTBIISATH ITPOQECCHOHAIbHYI0 KOMMYHHKAIIHIO B YCTHOH H ITHCEMEHHOH (popMax

Ha aHITIMIICKOM ST3BIKE.

AKTYAJIBHOCTB TeMbI: O0YCIIOBIIEHA HEOOXOIMMOCTBIO OBIaJeHHeEM Y K-4.
Teopernyeckast 4acTb:
Crpasare/ibHbIA 32J10T

B aHITIHIICKOM S3BIKE ITIarolIbl MOI'YT HMETH JBa 3aiora. deiicmeumensuuiii (the Active
Voice) U cmpaoamenshuiii (the Passive Voice).

['marom B JEHCTBHTEIIBHOM 3aJIOT€ IIOKA3BIBAET, YTO JEHCTBHE BBIIIOIHICTCS,
COBEPILAETCS JIHI[OM HIIH IIpeAMeTOM, 0003HAYEHHBIM ITOJIE K AIIIM.

['maros, B cTpagaTelIbHOM 3ajI0re ITOKA3bIBAET, UTO JMI[O WIH ITpeaMeT, 0003HaUEHHBIH
ITOJJIEKAIIMM, HCITBITEIBAET BO3ACHCTBHE HIIM HAaXOIUTCS B OIPEHEIIEHHOM COCTOSHHH B
pe3yIbTaTe KaKOro-TO BO3AcHCTBHA. (DYHKI[HMM CTpPaJaTelIbHOrO 3ajioTa B AHITIHIICKOM ST3BIKE
ropasio Mmpe, YeM B PYCCKOM S3BIKE.

OoOpa3soBaHHe cTpajaTe/IbHOr0 3aJjora. CTpaJaTelbHBIH 3a10r 00pa3yeTcsS B aHITIHICKOM
SBBIKE C IIOMOIIBIO BCIIOMOraTelIbHOro riarona to be m ¢opmer npryactsa II cMBICIOBOrO
I7Iarojia. 3TO MOXKHO IPEJCTaBHTE () OPMYJIIOH:

to be + Participle 11

@opmMa rnpryacTtisd II HEKOrga He H3MEHSETCS, a ITOKa3aTelIeM JIHIA, YHCIa U BpeMeHH
SIBJISIETCS BCIIOMOTaTeNbHBIH ITIaroj to be.

I'1aro. 7o show B cTpajaTeJIbHOM 3aJi0re BpeMeH rpynnsl /ndefinite.

1 mHII0 ell. UHCIIa HaCTOSIIETO BPeMEHH am
3 ITHIIO ell. UHCIIa HaCTOSIIETO BPEMEHH is
MH. 4HCJIO HACTOSINET O BPEMEHH are
&Il UHCIIO IIPOLLIE/IIETO BpEMEHH was shown
TATT TITTMTT ™ '!_!'"!"!!"'!TT!'.E‘-WTTT:':‘-"__‘O E EMEI-]II WEI"‘E
NOKYMEHT NOAMNUCAH tO Bp
SNEKTPOHHOW MNOANUCHIO shall be
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[ am not shown MHEe He ITOKa3bhIBAFOT
He 1s not shown EMY He ITOKa3kIBaIOT
We are not shown  Ham He rokaspIBaroT
She was not shown Eii He moka3bsiBamH (He ITOKa3alH)
They were not shown M He mmokazpIBaiM (He ITOKa3ajIi )
I shall not be shown MHe He mokaxyT
It will not be shown Ewmy (peGeHKY) He ITOKaKyT
BorpocurenpHass ¢opMa cTpajJaTellbHOro 3ajaora oOpa3yeTcs ITOCTAHOBKOH IIEPBOIo
BCITOMOT'aTEIbHOI O I'JIarojIa Mepet MO KALIHM:

Am | shown? MHe 1mokas3smBarT?
Is he shown? EMy nmokaspBaroT?
Are we shown? Ham rmokaspiBaroT?
Was she shown? EH 1moka3bIBaH?

Were they shown? /wm noxaszpmsann?
Shall I be shown?  MHe nmokaxyr?
Will it be shown?  Ewmy (peGeHKY) MOKaxyT?

YnorpeOuieHHe CTpagaTeJlbHOr0 3ajora. B aHIMIICKOM S3BIKE Bce OOBEKTHBIE
[TIar0JIbl MOT'YT VIIOTPeOnarbcad B CTPaJaTellbHOM 3allore, TOrjga Kak B PYCCKOM S3BIKE B
CTpaJaTeIbHOM 3aJIOTe MOI'YT VIIOTPeOISrbCsS TONBKO IEPEXOAHBIE ITIaroinbl. B aHITIHMICKOM
SI3BIKE YIIOTPeOIIEHHE CTpalaTellbHOrO 3alora ropasfo IIHpe, YEM B PYCCKOM S3BIKE, TaK KakK
KaTeropus OOBEKTHBIX ITIaroiIoB (ITPHHHMAION[MX 000 JOIMOJIHEHHE) 3HAYHTENIbHO IIHpe
KaTer OPHH ITePeXOIHBIX ITIaroloB (IIPHHHMAIOIINX TOIBKO IIPSAMOE JOIIOITHEHHEe — JIOTIOJIHEHHE
B BHHHTEIIBHOM ITafieKe Oe3 IpeIiiora).

[Toanexariee IpeaIoKeHN S B CTPaJaTelbHOM 3aJI0re B PYCCKOM SI3BIKE SBIISETCS BCETA
IIPSIMBIM, HEIIOCPEACTBEHHBIM OOBEKTOM HEHCTBHSA, T.€. II0 3HAUEHHIO COOTBETCIBYET ITPSMOMY
ITOTIOIHEHHIO ITPEMJIOKEHN I B IeHCTBHTEILHOM 3aJI0TE.

[Tognexaliee nmpeajIoKeHHI B CTPafaTelIbHOM 3aJI0re B aHTTIHIICKOM SI3BIKE MOJKET TAKKE
0003HaYaTh IMPSAMOH HEITOCPEACTBEHHBIH 00BEKT AEHCTBH S, HAIIPHMED:

Houses are built very quickly now. Jloma cefiuac cTposTcsi OueHb OBICTPO.
This house was built last year. OTOT J0M OBLUI OCTPOEH B IIPOIIIIOM TOLY.

Bomnpochl i 3aJaHAS:
1. Ynompebume HydHCHOe épemsA 0e€UCMEUMENIbHO20 UL CMPA0amelbHo20 3471024 21a2oJa,
O0AHHO20 6 CKODKAX:
1. He must (to remind, to be reminded) that we’ll have a meeting tomorrow. 2. Their lesson must
(not to interrupt, not to be imnterrupted). 3. He (to tell, to be told) to take care of the wounded
man. 4. It was difficult for them (to find out, to be found out) his address. 5. Many guests (to
invite, to be invited) to my brother’s birthday party yesterday.

CIIMCOK PEKOMEHJYEMOH JINTEPATYPhbI

OcHOBHaf JIMT epaTypa
| I'mmmsrymommaa J[. P, English for Public Admumistration (Central, Regional and

Municipal Admimstration) = [ AHITIMACKHH I TOCYZAapCTBEHHOTO YIIpaBJIeHH (I[EHTpaIbHOE,
PETHOHAIPHOE H MYHHIMIIAIbHOE YIIpaBieHHe)| [OnekTpoHHBIH pecype|: ydued. mocobme /
['.P.@acxyramHoBa, KasaH. Hail. uccrneqn. TexHon. yH-T, . P. I'mmmarymmnHa. — Kasans: KHUATY,
2013. — 103 c¢. — Pexmmn pgocryma: http://www.biblioclub.ru — 3BC «YHuBepcHTeTcKas

OHOIHOTEKA OHIIANH)Y
JTomotTHHTEILHAA JIUTEDATYDA

AOKYMEHT NOAMNCAH omenns. [yueOHuk]: B 2 1. / I'.A.JlynxuHa,
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2. llecarkora, T.M. AHITHMHCKHMH S3BIK JI9 MeEHeIKepoB: VyueO. 1mocobne /
T.M.lecarkoBa, JI.LE. Masypuna, M.K. Bepemaruna. — M. : Omera-JI, 2013. — 481 c.
I HTEpHET-pecypChI:
1. http://www .bbc.co.uk - pecypcs! n marepuansl BBC
2. http://www.s-english.1ru — pecypchl Ij1s H3y4eHH I aHITIHHCKOTO SI3bIKa
3. http://www.engvid.com - pecypchI I H3YYeHHI aHTTIHHCKOrO S3bIKa
4. http://www .english-globe.1u - pecypchI 171 H3yYeHHSI aHTTIHHCKOTO S3bIKa
5. https://www.englex.ru - rmargopMa JIUIsI HHTEpaKTHBHOI'O H3YUeHHSI aHT TTHICKOTO SI3bIKa
6. http://www .biblioclub.ru - YHuBepcuTeTCKass bnOnnoTeka oHIaiH
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BBE/IEHHUE

OCHOBHOH IIEJIFI0 CAaMOCTOSITEIIBHOH PadOTHl CTYAEHTOB SBIISIETCS ITOBBIIIIEHHE
HCXOJHOI'O YPOBHS BJIQJCHIS HHOCTPAHHBIM SI3BIKOM, JIOCTHTHYTOI'O Ha ITPEIBIAVIIEH CTYIIEHH
o0pa3zoBaHHS, H  OBIAJEHHE CTYJEHTAMH HEOOXOJAMMBIMH  JOCTAaTOYHBIM  YPOBHEM
KOMMYHHKATHBHOH KOMIIETEHI[HH IS PEIIEHHS 3aJa4y MEXIHYHOCTHOIO H MEXKYIBTYPHOI'O
B3aHMOJIeHCTBHA. M3yueHHe HHOCTPAHHOTO SI3bIKa B c(pepe mMpodecCHOHAIbHOH KOMIIETEeHIIHH
IIPH3BAHO TaKKe 00€CIIEUNTh:
- IIOBBIOIIEHHE VPOBHSI YUeOHOH aBTOHOMHMH H CIIOCOOHOCTH K CaMOOOpa30BaHHIO,
- Pa3BHTHE KOTHHTHBHBIX H HCCIIELOBATEIIBCKHX YMEHHI,
- pa3BHTHE HH(POPMAIHOHHOH KYIbTYPHI,
- pacIMpeHHe KPYyro3opa H IIOBBIIIIEHHE OOINEH KYIBTYPEL CTYIEHTOB.

CamMocTosrenpHasa padoTa CTYJACHTOB 3aHHMAacT BaXKHOE MECTO B YUeOHOH Hay4dHO-
HCCIIEAOBATENBCKOH JIEITENBHOCTH CTYASHTOB. bes caMocToATeIbHOH PadoThl HEBO3MOKHO HE
TOILKO OBJIAJeHHE ITFOO0O0H BY30BCKOH JAHCIHIUIHHOH, HO H (POPMHPOBaHHE CIEI[HAIHCTAa KaK
nmpoeccHoHana. B IMMPOKOM CMBICIE IIOJT CaMOCTOSTEIIPHOH paboTOH clIelyeT ITOHHMATD
COBOKYITHOCTBH BCEH CAMOCTOSTEILHOH AeATEIIPHOCTH CTYAEHTOB, KaK B YUeOHOH ayJHTOPHH, TaK
H B HEE, B KOHTAKTE C IPEIIOAaBaTelleM H B €I0 OTCYTCTBHE.

YCHIeHHE POIH CaMOCTOSTEILHOH paldoOTHl CTYAEHTOB O3HAYaeT ITPHHIHITHAILHBIH
IIEPECMOTP OpraHM3alMH Y4eOHO-BOCIIHTATEIIPHOIO IIPOI[ecCa B BY3e, KOTOPBIH JOIKEH
CTPOHThCS TaK, YTOOBI pasBHBATh YMeHHe YYHTBLCS, (POPMHPOBaTh Y CTYJeHTa CIIOCOOHOCTH K
CAMOPAa3BHTHIO, TBOPYECKOMY IIPHMEHEHHMIO IIOIYUEHHBIX 3HAHMI, criocodaM aJanTalH K
IMpOo(eCCHOHATIPHOH JIEITEILHOCTH B COBPEMEHHOM MHPE.
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1. OBIIIASI XAPAKTEPUCTHKA CAMOCTOSTEJIbHON PABOTbI
ObYYAIOHIEI'OCA IIPH U3YUHEHNHN THUCHHUIT/INHBI 1HOCTPAHHBIN A3bIK
B COEPE ITPOPECCHOHAJIBHOH KOMMYHHKAIINH»

[Tog camocTtosTenpHON padoroi cTyAeHToB (CPC) moHMMaeTCcsS COBOKYIIHOCTE BCEH
CaMOCTOSTEIBLHOH AeATEIIbHOCTH CTYAEHTOB, KaK B YUeOHOH ayIHTOPHH, TaK H 3a e€ ITpeeIaMII,
B KOHTAKTE C IPEIogaBaTelIeM H B eT0 OTCYTCTBHE.

[{enb caMOCTOSTEMLHON PaboTHl CTYAEHTA — HAYUYHTHCS OCMBICIIEHHO H CAMOCTOSTEIBHO
padoTarh ¢ yuyeOHBIM MaTepHAJIOM H HayYHOH HH(QOpMAaIlHeH, OBJIaJeTh (PyHJIaMeHTaJIbHBIMH
SHAHHSMH, VYMEHHSMH H HaBBIKAMH B cepax aKaJeMHYeCKOH, ITPO(QeCCHOHAIBHOH H
COITHATbHO-TYMAHHUTAPHOH  JIeSITeIbHOCTH, C(OpPMHpPOBaTh OCHOBHI CaMOOpPraHM3aIlMH H
CAMOBOCIIHTAHHS C TeM, YTOOHBI IPHBHTL YMEHHE B JAIbHEHIIIEM HEIIPEPHIBHO ITOBBIIIATH CBOO
IMpo(pecCHOHATEHYIO KBATH(PHKALHIO.

3agauamu CPC sgBinroTCS:
— CHCTEMaTH3aL[H H 3aKPeIUIeHIE TTOTYYEHHBIX TEOPETHYECKIX 3HAHII H ITPAKTHYECKHX
YMEHII
— yriryOJieHIe U pacIlHpeHHe TEOPETHYECKHX 3SHAHHI,
— (popMHpOBaHHEe YMEHHH HCITOIB30BaTh Y4eOHO-CIIPaBOYHYIO JTHTEPaTypy,
— pa3BHTHE II03HABATEIbHBIX CIIOCOOHOCTEH H aKTHBHOCTH CTVYIEHTOR. TBOPYE CKOH
HHHITHATHBBI, CAMOCTOSITEILHOCTH, OTBETCTBEHHOCTH H OPraHH30BaHHOCTH,
—(p opMHpOBaHHE CaMOCTOSTEILHOCTH MBIIIUIEHHS, CIIOCOOHOCTEH K CaMOPa3BHTHIO,
CAMOCOBEPIIEHCTBOBAHIIO H CAMOPEATH3AIHH,
— Pa3BHTHE HCCIIEN0BATEIbCKHX YMEHHI,
— HCIIOJIb30BaHIE MaTepHaila, COOPaHHOro M ITOIYUYEHHOI O B XOJIe CaMOCTOSTEIbHBIX 3aHITHI
Ha ITPaKTHYECKHX 3aHATHIX, J19 3(p(eKTHBHOH IMOATOTOBKH K 3aUeTaM H SK3aMeHaM.
OCHOBHBIMH BHAAMH CaMOCTOSITEIbHOH PaOOTHI CTYAEHTOB SBJISIOTCS:

- CAMOCTOSTEIIbHOE H3YUEHHE JIHTEPATYPHI,
[{ems: caMOCTOSATENIBHO AETAIbHO H3YUHTh TEMBIL, IIPeACTAaBIeHHEIE B paboUueH IIPOrpaMMeE.
3agaun: IpHOOpeTeHIe HaBhIKa pabOThl ¢ MCTOYHHMKAMH H JIHTepaTypPOH, YMEHHS I'PaMOTHO
COCTABIIATh KOHCIIEKTHI H ITOIL30BAaThCSA HMIH, BRISBIATH Pa3IHYHBIE TOUKH 3PEHHA Ha IIPoOIeMy
H CTEeIeHb ee pa3padboTaHHOCTH B JINTEPATYPE.

- TIOATOTOBKA K TIIPpaKTHYECKHM 3aHATHSM (BBINIOIHEHHE JOMAIHHX 3aJaHHH) H K
coOeceJOBAHHIO 10 HHIHBHAYAJIbHBIM 3aJaHHSIM,
[lems: yrnyOrneHne 3HaHH YUeOHOIO MaTepHaria.
3aaui: OCBOHMTH OTJEelbHBIE BOIMPOCHl B paMKaX H3yYaeMOH JHCIHIUIHHBI, I'PaMOTHOCTS,
IIOCIIEAOBATEIILHOCTh M PALHOHAIIBHOCTh H3JIOKEHHS ITOATOTOBIIEHHOIO MaTepHala BO BpPEMSI
IPAKTHYECKOI'O 3aHSTHAL.

-COCTAaBJICHHEC I'JIOCCAPDHA ITO TCECTY.
[0OKYMEHT MNOANUCAH

L [FIII.
INEKTPOHHOW NOAMNMACBIKO 1
Ceptudmrar:' 12000002A633E3D113AD425FB50002000002A6
Bnapeney: LWebayxopa TateAHa AnekcaHapoBHa BbIX 3JIEMEHTORB,
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* (OpPMHPOBAHHE YMEHHI HCIIOIL30BaTh HH(MPOPMAIMOHHEIE HCTOYHHKH. CIIPAaBOYHYIO H
CTIEIHATIEHYIO JINTEPATYPY.

[IpHcTyIiasgs K caMoCTOATEeIbHOMY H3YYEeHHI0 JIHTEPATYPBI 110 YUeOHON JHUCIHIUIHHE
«MHOCTpaHHBIN SBBRIK B cdepe IpodecCHOHAIbHOH KOMMYHHKAIHH», HeO0OXOIHMO:
O3HAKOMHTECS C paboueH IIpOrpaMMOH, B3ATh B OHOIHOTEKE PeKOMEHIOBAaHHBIE YVUSOHHKH H
yueOHBIE ITOCOOHS, ITOIYUHTE YV BEAVIIETO ITPEIIOAABATEIS B SIeKTPOHHOM BHJIE METOIHYECKHE
PEKOMEHIAIMMH K IPAKTHYECKHM H CAMOCTOSTEIBHEIM padoram; 3aBeCTH HOBYIO TETPalb IS
KOHCIIEKTHPOBAHH S TEOPETHYE CKOr0 MaTepHalia M BEOTOITHEHH S IMTPaKTHYSCKIX 3 TaHII .

st M3ydeHHsT OUCIHMIUIMHBI IIPeIaracTcsl CIIHCOK OCHOBHOH M JIOIIOJHHTEILHOIM
murepaTypel.  OCHOBHAs JIMTeparypa IIpeJHasHaueHa Ui OOsS3aTeIbHOIO  H3YUYEHHSA,
IOITOIHUTEIbHAS — IIOMOKET O0JIee ITTyOOKO OCBOUTL OTAEIBHEIE BOIIPOCH B PpaMKaxX H3y4acMOH
IICIMITIIHEL.

B XoJc mMOAroTOBKH K NMPAKTHYECKHM 3AaHATHAM CTYAEHT O00sS3aH OCYIIECTBIIATH
KOHCIIEKTHpPOBAaHNHE VY4YeOHOro MarepHaia, ocoboe BHHMaHHE, o0Opaimas Ha TEOPHIO,
(OpPMYIHPOBKH, PacKphIBAOIIHE COJiepKaHHe TeX HIH HHBIX I'paMMAaTHYECKHX H S3BIKOBBIX
TOHATHI. B palGouynx KOHCIIEKTaX JKeJIaTeIlbHO OCTABJISATEH ITONS, Ha KOTOPHIX CIIEIYET HeIaTh
ITOMETKH, JOITOIHATh MaTepHall, (POPMYIHPOBATh BRIBOBI H ITPAKTHUYECKHE PEKOMEHIALHH.

CamocTtosTerbHasg padoTa CTYAEHTOB HaJl MaTepHalIoM YUeOHOH JHCIHIUIMHBI SBIISIETCS
HEOTHEMIIEMON YacThIO VUYEOHOIO IIpollecca M JONKHA IIpedIionararh VYITIYOIEHHE 3HAaHILS
yuyeOHOrO MaTepHaaa, HM3JaracMoro Ha ayIHTOPHBEIX 3aHATHAX, M IIPHOOpeTeHHe
ITOITOHUTEIbHBIX 3HAHHMI 110 OTAEIBHEIM BOITPOCAaM CAMOCT OSTEILHO.

KoHCIeKT TeMbl — ITHCEMEHHBIH TEKCT, B KOTOPOM KPaTKO H ITOCJIeOBATEIbHO H3JI0KEHO
COJIEp’KaHHE OCHOBHOI'O HCTOYHHKA HH(pOpMaIH. KOHCIIEKTHPOBATh — 3HAYHT IIPHBOJAHTH K
HEKOEMY IIOPSAKY CBEIEHUS, IIOYEPIIHYTHIE M3 OpPHIHHaAlIa. B OCHOBE IIpolecca JIEXKHT
CHCTEMAaTH3aL[H S
IIPOYHTAHHOIO WIH YCIIBOIIAHHOIO. 3allMCH MOI'YT JEelaThCs KAaK B BHJE TOYHBIX BBIJIEPIKEK,
I[HTaT, TaK H B (popMe CBOOOIHOI ITOJaYH CMBICIIA.

NHmBNAYAIbHBIE 3aJAHHA IIPH3BAaHbl PACIIHPHTE KPYTO30p CTYAEHTOB, YIIIYOHUTH HX

3HAHII H PasBHTh YMEHHS HCCIIeJOBaTENbCKOH AeATelIEHOCTH, IPOsIBHTE JIEMEHTH TBOPUYECTRA.
ColecegqoBanue — CpejJCTBO KOHTPOJS, OPraHH30BAaHHOE KaK cIlelHallbHas Oecepa

IPpETOlaBaTelsd CO CTYIAEHTOM Ha TeMBl, CBS3aHHBIE C H3Y4YAEMOH JIHCIMIUIMHOH, M
pPacCUMTAHHOE Ha BBISCHEHHE OO0BeMa 3HAHHMN OOVYAIOIIErocs IO OIIPEIelIeHHOMY pasely,
TeME, IPOOIIEME H T.II.

I'J1occapuii - clIoBaph, KOTOPBIH ITOMOraeT OCBaHBATh HOBBIE JIEKCHUECKHE eJHHHIBI IT0
TeMe. B rmoccapuii HeoOXOMUMO JOOABIAThH CIEIHAIBHYIO TEPMHHOIOTHIO, aO0peBHATYPEI H
COKpaIIeHH S, (ppa3eonorHYecKne eHHHLBL H IIP.

KasxpIit BHJ caMOCTOSTEIEHOH paboThl HMEET OITpeielIeHHbIE ()OPMBI OTYETHOCTH.

B Xofe BBITIOIHEHHS CaMOCTOSTEIBHON PabOThI CTYIEHT AOJDKEH ITPOAEMOHCTPHPOBATE

c()OPMHPOBAHHOCTEH KOMIIETEHIIHH:

Kox DOopMYITHPOBKA:

YK-4 CITOCOOHOCTE K OCVIIECTBIIEHHIO JEIOBOH KOMMYHHKAI[HH B YCTHOH H
ITHCEMEHHOH (opMaxX Ha TOCYZapCTBEHHOM SBBIKE POCCHHICKOH
Deepaliii H HHOCTPaHHOM(BIX) S3bIKe(ax)

2. TLIAH-TPA®UK RBITO.THEHUA CAMOCTOATE/ILHON PAEOTHI

NOKYMEHT NoanncAH
SNEKTPOHHOWM NOANUCHIO
Ceptucbmrar; | [12000002A633E3D113AD425FBS0002000002A6 L H O0BpeM HJAaCOB, B TOM HHCIIE
Bnapeneu, Lebayxopa TaTeAHa AnexkcaHapoBHa HH CpC Koutaxtauag | Beero

padora
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IPEIogaBat
i ereM
B 2 cemecTp
YK-4 CamMmocrtosarenpbHoe | CobecemoBaHie 22.68 2.52 25,2
-1 H3YUEHHE
nJI-2 JIUTEPATYPEI 110
-3 TemMaM 1-16
YK-4 IloaroToBka K 4,32 0,48 4.8
-1 ITPAKTHYECKHM MHauBHYalbHEBIE
nJi-2 3AHSTHSM I10 TBOPUYECKHE
nJI-3 TEMaM 3aIaHH
1 -16
Hrtoro 3a 2 27 K 30
ceMecTp
27 3 30
rtoro

3. KOHTPOJIBHBIE TOYKHM 1 BU/Ibl OTUETHOCTH 110 HUM

B PaMKaXx pEﬁTIH{[‘DEDﬁ CHCTEMBI YCIICBACMOCTD Dﬁ}"‘IﬂIDH[IIXGH 10 Ka)KJAOH JHCIMIUIHHE
OICHHBACTCA B XOJAC TCKYIICT'O KOHTPOJIIA H HPGME}I{}*“TG‘-]HGﬁ ATTCCTAaITIH.

Texkymmun KOHTPoOJIb

PeHTHHIoBasi OIEHKA 3HAHHH CTYAEHTA

No BHa 1eAaTeJIbHOCTH CTYAEHTOB Cpoxn Ko/muecTBO
/1 BbII0JTHEHUS oa/L10B
2 ceMecTp
1. |CobecemoBaHue 110 TeMaM 1-4 S Heles 15
2. |CobecegoBaHue 1mo TeMaM 5-10 O Henems 20
3. |CobecepoBanue 1mo TeMaM 11-16 14 Hemena 20
Hroro 3a 2 55

3. METOJHYECKHE PEKOMEHJAIIUH 110 U3YUHEHHIO
TEOPETHYUECKOI'O MATEPHAJIA

I/IB}"‘IEHIIE TIFO00T0 pa3jcila CIIEAYCT HAYHHATE C O3HAKOMIICHHA C BOIIPOCAMH ILIdaHA
H3YUCHIA TCMBEL. HPII H3VUCHHIT TCOPCTHHUCCKOI'O MATCPHAIId HeOOXOAHMMO HCIIOIIb30BAaTh

PEKOMEHIYEMYIO OCHOBHYIO H
MaTepHaJa.

JTOTIOIMHHUTENLHYIO JIUTEPAaTypy JUIS JIYYIIEr0 YCBOEHHS

OcBaHBaThb TCOPHIO CICAYCT B COOTBCTCTBHIL C TOH IMOCIICAOBATCIIbHOCTBIO, KOTOpaAa

IMPEACTABIICHA B IINIAHE CAMOCTOATCIIBHBIX H ITPAKTHHUCCKIHX 3AHSTHH.
I[JIH YCIICITHOI'O OCBOCHITA AJHCIIIUIHBI, HeOOXO MO CaMOCTOSTEIILHO JeTalIbHO H3VUHTDb
IMpEACTaBIICHHBIC TEMBI 110 PEKOMCHAYCEMBIM HCTOYHHKAM HH(l)CIpMElI_[HHZ

[ I""“ |

[OKYMEHT MNoAanmncaH
BNEKTPOHHOW NOANUCLIO

P - IOMEHAOYEMbBIC HCTOYHHEIH HHd)GpMElI_[IIH

(Ne HCTOYHIKA)

Ceptucbmkar: 12000002A633E3D113AD425FBS0002000002A6 I[GHGH}HITEHBHEIH METG,I[H'{ECI{HH I/IHTE:pHET-
Bnapeneu: Lebayxoea TaTeAHa AnekcaHgpoBHa
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H3YVUEHHE IIHTEPATYPHI
IT0 TeMaM: 1-16

2 IloaroroBka K 1 1-2 1.2 1-6
ITPAKTHYECKOHM

3AHATHAM 110 TEMaM: 2-
10

Mertomka paboTel ¢ JMTEpaTypPOH IIPeAyCMATPHBAET BEJEHHE 3aIlCH IIPOYHTAHHOIO B
BHJIe¢ IUIaHA-KOHCIIEKTa, OIIOPHOIO KOHCIIEKTa M T.J. OTO TIIO3BOIMT CJHENaTh 3HAHIHI
CHCTEeMHBIMH, 3a(pHKCHPOBATh H 3aKPEITHTh HX B ITAMSTH.

KOHCIIEKT — CIIOKHBIN CITOCO0 M3IIOXKEHHS COAePKaHH KHHTH HIH CTaThbH B JIOTHYECKOI
ITOCIIEIOBATEIIbHOCTH. KOHCIIEKT aKKYMYIHPYET B ceOe IMPeabIAYIIHE BHABI 3aIlICH, ITO3BOJISET
BCECTOPOHHE OXBaTHTh COJEp:KaHHE KHHTH, CTaThbH, TEKCTa, I'PaMMaTHYECKOIO MaTepHaa.
[IoaTOMY yMeHIe COCTABIATH IUIAH, TE3HCHI, HellaTh BBIMHCKH H APYTHE 3aIlHMCH OIPedeiIseT H
TEXHOJIOTHIO COCTABIIEHH KOHCIIEKTA.

MeToauuecKkHe YKA3aHHASA 10 COCTABJIEHHI0 KOHCIIEKTA
l. BHHMaTenbHO ITPOYMTAHTE TEKCT. YTOYHHTE B CIIPABOYHOH JIHTEpPATYpPe MIH CIOBape
HElIOHATHBIe cjIoBa. [Ipu 3ammcH He 3a0yAbTe BBIHECTH CIIPAaBOYHBIE JaHHBIE Ha IIONIA
KOHCIIEKTA,
2. Beigemure Ii1aBHOe, COCTaBbTE IUIAH,
3. Kparko copMyIHpyiTe OCHOBHBIE ITOJIOKEHHS TEKCTA,
4. 3aKOHCIIEKTHPVYHTE MaTepHall, YeTKO CJIeAys ITyYHKTaM IUIaHa. [IpH KOHCIIEKTHpPOBAHHH
CTapailTech BRIPa3HTh MBICIIE CBOMMH CIIOBAMH. 3aITHCH CIIeAYeT BECTH YETKO, SCHO.
5. I'paMOTHO 3armChIBaiTe IHTATHL. [[UTHPYS, YUHTHIBANTE JIAKOHHYHOCTH, 3HAUHMOCTE MBICIIH.
B TekcTe KOHCIIEKTa KENAaTEIIbHO IIPHBOAUTE HE TOJIBKO TE3HCHBIE ITOIOKEHHS, HO H HX
IOKazaTelnbCcTBa. [Ipn odopmieHHH KOHCIIEKTa HeOOXOJHMO CTPEMHTBCSI K €MKOCTH KaKJIOro
NMpeIoKeHns.. MBeICIH aBTOpa KHHIH CIEAYEeT H3JIararb KpaTkKo, 3a00TsSCh O CTHIE U
BEIPA3UTEIIFHOCTH HAaIMCAHHOTO. 11 YTOUHEHH A H JOIIOIHEHNI HEOOXOIMMO OCTaBRISATH ITOJIS.
[Iporeaypa ImpoBepKH KOHCIIEKTAa BKIIIOUAeT B ceOd IepedyeHh BOIIPOCOB Oa30BOr0 H
TIOBBIIIIEHHOI'O YPOBHEH I cOOeceJOBaHHS.
MeTomyecKkHe peKOMEHIAIMH 110 MPEACT ABJIEHHI0 H 0(hoPMIECHHIO
pPe3yJbTATOB co0ece0BAHNA

CobecegoBanue IIpeCcTaBIsSeT cO00H HHAHNBHAYAIBHYIO Oecely ¢ KaKIbIM CTYASHTOM IIO
TpeI0’KEHHBIM BOIIPOcAaM C ITOCIeAYIOIIEH OILIEHKOH HMX IOATOTOBKH. [[enbr0 JaHHOH (DOPMEI
3AHSATHSA  SBIISIETCS  OCYILNECTBJIEHHE TeKYINEro KOHTPOIS 3HAaHMH 10 TeMe. B 3amaun
cobeceI0OBaHN I BXOAHUT IMpHOOpeTeHHe HaBbIKa pabOThl ¢ HCTOYHHKAMH H JIMTePaTyPOH, YMEHH I
IPaMOTHO COCTaBJISITh KOHCIIEKTHI H IIOIIL30BATEHCS MMM, BEISBIIATE Pa3/IMYHBIE TOUKH 3PEHHSI Ha
ITpoOIIEMY H CTETIEH €€ Pa3padOoTaHHOCTH B JIMTEPATYPE.

CobeceoBaHHe ITIpeArionaracT o0s3aTellbHOe KOHCIIEKTHPOBAHIE TEKCTA HIIH
rpaMMaTHYeCKOr O MaTepHaia, a TaKKe IMpopadoTKy BCeH MPENIOKEHHOH JTHTEPaTYPhI IO TEME.

Borpocs! g1 codecefoBaHH H KPHTEPHH OL[eHHBAHHSA ITPHUBeAeHbl B DOC TaHHOH
I CLIMITIIHHBI.

S. METO/IMYECKHNE YKA3AHWA 110 BUIAM PABOT, IIPEAYCMOTPEHHbBIX
PABOYEN ITPOI'PAMMOM J/INCIITHITJIMHBI

S.1.lloaroroBKa K NpakTHYECKHM 3aH AT HAM
Memoohiuerxiie vieazaniisg no noozomoeaxe ¥ nnaxmiye cKuM 3aHSmIsSEM.

OJOKYMEHT MNoarcAH |
3NEKTPOHHOW NOANNCHIO [CA IIOJI'OTOBKA K IIPAKTHYCCKOMY 3dHATHIO H
Ceprudpmrar: ' 12000002A633E30113AD425FB50002000002A6
Bnapeneu: LHebayxora TatkAMa AnekcaHdapoBua TTBEHBIX 33 ,I[EIHI]IUI, ITPOLIEAYPa MPOBEPKH KOTOPHIX
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HNToroBnni MPOAYRT CaAMOCTOAT eJILHOH pﬂﬁﬂ'l'bl: HHIHBHAYAJIIBHOC 3aJdHIIC.
CpE,[[ETEEI H TEXHOJIOIHH OLleHKH: cobeceloBaHIeE.

S.2. MeToa4yecKHe YKA3AHHA 10 COCTABJIEHHIO IVIOCCAPHA IO TEKCTY

[TogoOHO moboMy CIOBaprO ITIOCCAPHI COCTOMT H3 ABTOHOMHBIX JIEKCHUECKHX €[HHHII,

PacIIOIOKEHHBIX:

- 110 anndaBHTY;

- TI0 MEPE TOSABIEHHSI TEPMHHOB B TEKCTE HIIH 3aaHHH,

- B COOTBETCTBHH C TEMOH HM3y4aeMOI'0 pas3jiena JUCIIHITIIHHEIL.

JIIst cocTaBIeHNS ITI0ccapHs IO 3aJaHHOH TeMe HY’KHO HalTH HH(OPMAIHIO C Pa3HBIX
HCTOUYHHKOB (ceTh Internet, sHIIMKITONMEAHH, ITpaKTHYecKHe ITOCOOHS, ydueOHas IHTepaTypa),
H3YUYHTE €€ H COCTAaBUTh B PYKOITHCHOM BapHAHTE HIIH ITOIB3YSCh TEKCTOBBIM IIPOIIECCOPOM.

PaGora gomnskHa OBITH IIpejicTaBlIeHa Ha OyMare popmara A4 B ieyaTHOM (KOMITbEOTEPHOM)
IUIH PYKOITHCHOM BapHAaHTE.

Kaxmas nexkcuueckas eIMHHIA 3allICBIBASTCSA Ha OTHAEIBHOH CTPOYKEe. B cocram ee
XapaKTEPHCTHKH OOJKHBI BXOIHTh HE TOIBKO KpaTKoe TOIIKOBAaHHEe, HO H KOMMEHTApHI,
IIPHUMEPEI, ITOSCHSIOIME IMMTAThI, CCBUIKH Ha JIUTepaTypy. [JTTaBHBEIM OTIHYHEM ITIOCCAPHS OT
OOBIYHEIX CIIOBapeH SBISIeTCS ()OPMHPOBAHHE €0 B Ka4eCTBE eJHHOr0 KOMITIEKCA HH(pOpPMAaIHH
B COOTBETCTBHH C HCCIIEAOBATEILCKON HIH ITPAKTHYECKOH 3aJaucH.

PexoMeHJAIHH 110 COCTABJIEHHIO IJI0CCAPHSL:
* ['J1aBHOEe TMpPaBUIO TJIOCCAPHA — AOCTOBEPHOCTL. [IOSCHEHHE MOIKHO HamOoOjIee TOYHO
OTpakaTh CYTh JIEKCHUECKOH €[ITHHIIBI.
* [losicHeHHe J0JIZKHO ObITh KOPPEeKTHBIM H NOHATHBLIM. Hesb3s HCIIOIb30BaTh OTKPOBEHHEIE
Kapr OHM3MbBI, HO M CIIMIIIKOM CJIOKHBIH HaYYHBIH TEKCT MOKET TOJIBKO 3aITyTaTh ITOJIB30BaTENSL
* VUuThIBAaTHL BCE€ BAPHMAHTLI. ECIM OJHMH M TOT Xe TEPMHH MOKET HMETh HECKOIIBKO
PAaBHO3ZHAYHEIX 3HAYEHHI, HYKHO VYHTBIBATh BCE BapHAHTHEl, H Ha KOHKPETHBIX IIpHMEpax
IIPHUBOJANUTE 3HAUYEHHE TePMHIHA B TOM HJIH HHOM KOHTEKCTE.
HToroBbui NpoayKT CaMOCTOAT eJIbHOI PadOThI: CIIOBApHAS CTAThSL.
Cpeacrsa M TeXHOJIOTHH OEHKH: cOOeCeIOBAHME.

CIINCOK PEKOMEH/IYEMOMH JINTEPATYPBI

OcHoBHaf1 JIHTepaTypa:

1. T'vansgrymonHa J[.P. English for Public Administration (Central, Regional and Municipal
Administration) = [ AHTTIHITCKHIT JJIS TOCYAApPCTBEHHOTO YIIpaBIeHHS (I[eHTpaJIbHOE,
PErHOHAIIFHOE H MYHHIIHITAJIbHOE YIIpaBlIeHHe)| | OneKTpOoHHEIH pecypc|: yuel. mocobHe /
['.P.@acxyranHoBa, KaszaH. Hall. ucciaeld. TexHon. yH-T, J1.P. I'mumsaryimmna. — Kazans: KHHATY,
2013.-103 c¢. — Pexxaom goctyma: http://www .biblioclub.ru — 3BC « YHHBepcHTETCKaS
OHONMHOTEKA OHIIAIHY

JlomoJITHHTEJILHASA JIMTepaTypa:

1. AHITTHIICKHI S3BIK U1 JeJIoBoro oormeHHs: [yueOnuk]: B 2 1. / I A JIyaxuna, M.B. I1aroBa,
3I'. Peiimap., T. 1 (wactu 1, 2, 3). — 9-e m3x., ucnp. — M.: ©unomatic, 2012. — 688 c.

2. Jlecarkopa, T.M. AHITIMHCKIIT SI3BIK JJI MeHeJKepoB: yueO. mocodue / T.M. Jlecsarkonra, JLE.
Masypuaa, M.K. Bepermarnna. — M. : Omera-JI, 2013. — 481 c.
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5. https://www .englex.ru - rmratdopmMa 11 HHTepaKTHBHOI'O H3YUeHHI aHTJIHIICKOT O S3bIKa
6. http://www .biblioclub.ru - YHuBepcuTerckass bnonnoreka oHIaiH
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