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COIEPXAHUE

Bgenenue
ConeprkaHue MPaKTHYCCKUX 3aHSTHIA
Pazgen 1: What is “Management”? / Urto takoe “menemkment” ?IIpakTtuyeckoe 3anarue 1.

IIpakTuyeckoe 3ansaTue 1.

IIpaxmuxa peyu: Management, its nature and purpose / OnpeneseHue MOHATHS MEHEDKMEHT, €ro
XapakTep M LeJb.

IIpakTHyeckoe 3aHsATHE 2.

Ilpaxmuxa peuu: Functions of management / ®yHkiys ynpaBieHuUs.
IpakTnyeckoe 3ansiTue 3.

Ipaxmuxa peuu: Definition "manager"/ Ioustue "menemxep".

IIpakTu4yeckoe 3ansaTue 4.

I'pammamuxa: Complex Object / O0bexTHBIN HHOUHUTUBHBII 000POT.
IIpakTu4eckoe 3aHATHE 5.

Ipaxmuxa peuu: Management levels / YpoBuu ymnpasieHus.

IpakTuyeckoe 3austue 6.

Tpammamuxa: Complex Subject / CyObekTHBIN HHDUHUTUBHBIN 000POT.
IIpakTuyeckoe 3ausaTHE 7.

Ipaxmuxa peuu: Forms of business organization / ®opwmsl opranu3aiiu ou3Heca.
IpakTuyeckoe 3ansTue 8.

I'pammamuxa: Infinitive /| NuduauTus.

IIpakTuyeckoe 3ansaTue 9.

Ilpaxmuxa peuu: Energizing employees / AKTuBH3aI1HsI COTPYIHUKOB.
IIpakTuyeckoe 3ausaTue 10.

Ipaxmuxa peuu: What is Public Administration? / Yro Takoe rocyapcTBeHHOE yIpaBieHHe?

Paznen 2: Business management and public administration/ YnpaejieHue OH3HecOM W
rocyJapcTBeHHOE yIpaBJjieHHE.

IIpakTuyeckoe 3ansaTue 11.

Tlpaxmuxa peuu: City managers and their responsibilities / AxmuHUCTpaIHs TOPOIOB U €€ 00I3aHHOCTH.
IIpakTuyeckoe 3ansiTue 12.

Ilpaxmuxa peyu: Public Administration Personnel / Tlepconan rocyaapcTBEeHHO# aIMUHUCTPALIUH.
IIpakTuyeckoe 3ansaTHe 13.

I'pammamuxa: Participle / Tlpuuactue.

IIpakTuyeckoe 3ansaTue 14.

Ipaxmuxa peuu: Personnel administration: staffing and training. / Yrpassienue nmepconaaom: moadoop u
oOydeHue.

IIpakTuyeckoe 3ansaTHe 15.

Tpaxmuxa peyu: Administrative decision-making / IIpuHsaTHE aJMUHHCTPATUBHBIX PEIICHUIA.
IIpakTuyeckoe 3ansaTHe 16.

I'pammamuxa: Gerund / IepyHauid.

IIpakTHyeckoe 3ansaTue 17.

Ipaxmuxa peuu: Creating a Team Culture / Co3naHue KOpropaTHBHON KYJIbTYpPbI KOJUICKTHBA.
IIpakTyeckoe 3ansitue 18.

Ipaxmuxa peuu: The Impact of Downsizing / ITociaencTBust COKpalieHus TaToB.
IIpakTuyeckoe 3anaTue Ne 19.

I'pammamuxa: Coderanus «a little, a fewy.

IIpakTHyeckoe 3ansaTHe Ne 20.

I pammamuxa.: CTpanaTenbHBIA 3aJI0T.

Cnucok peKoMeHAyeMOH JINTEPATYPEI



BBEJIEHUE

Meroauyeckue yka3zaHHS HpeIHAa3HAYeHBI ISl CTYJEHTOB 2 Kypca O4YHOH (opmbl 0o0ydeHwHs,
KOTOPHIMH OHH MOTYT TIOJIb30BAaThCS TPH IOATOTOBKE K MPAKTHYECKHM 3aHATHAM. [IpakTuueckne
3aHSTHA 3TO - TUTaHUpyeMas yueOHas, yueOHO-HCCIIeI0BaTENbCKAs, a TAKXKe HaydHO-MCCIIeI0BATEILCKAS
paboTa CTYAEHTOB, KOTOpas BBHINOJHACTCS B ayAWTOPHOE BpeMs IO/ PYKOBOJCTBOM IpenojaaBarensi. B
COCTaBE METOAMYECKHX YKa3aHUH K MPAaKTHYECKUM 3aHATHAM IIPETYCMOTPEHBI PEKOMEHIAIMU II0
MOJTrOTOBKE K MPAaKTUYECKOMY 3aHSTHIO. IIpu BBIMOTHEHUH pabOTHI CTYACHTHI MOTYT HCIIONIB30BaTh HE
TOJILKO METOAMYECKHE yKa3aHus 10 PEHICHHUIO 33/ad, HO U APYrHe MaTepHajbl y4eOHO-METOIUIECKOrO
KOMIUIEKCA.

OCHOBHOH LENBI0O METOIUYECKUX YKa3aHUH MO BBIOJIHEHUIO MPAKTUYECKUX pabOT SBISETCS
TIOBBIILICHHE HWCXOJHOTO YPOBHS BJaJCHHS WHOCTPAHHBIM SI3bIKOM, JOCTHUTHYTOTO Ha MpeAbLAyIICH
CTymleHH O0pa3oBaHMs, U OBJAJCHHWE CTYACHTaMH HEOOXOOMMBIM M JIOCTAaTOYHBIM YPOBHEM
KOMMYHHKATHBHOW KOMIIETCHIIMM JUIi PEHICHUs 3a1ad MEXIMYHOCTHOTO M MEXKKYJIBTYPHOTO
B3aUMOJICUCTBHS.

Llens 3akmrogaeTcs B JOPMHUPOBAHNH Y CTYICHTOB HABBIKOB IIOHUMAHUS, U3BICUCHNUS, 00pabOTKN
¥ BOCIIPOM3BEACHUS HH(OPMALIIH.

CTpyKTypa BKJIIOYAE€T TEKCTHl Pa3IMYHOW HAINPABICHHOCTH, YMPaXXHEHUS W MPaKTUYCCKUE
3aJ]aHusl KOMIUIEKCHOTO XapaKTepa JJisl 3aKpeIuieHHs. OCHOBHBIX 3HAHUH 110 TEMaTHKE COOTBETCTBYIOIIETO
3aHATHS, YTO MPEINOIaraeT peaM3anuio CIeAYIONHIX HeNeH:

- MIOBBIIIICHNE YPOBHS Y4eOHOI aBTOHOMUHU B CIIOCOOHOCTH K CaM000pa30BaHuIo;

- pa3BUTHE KOTHUTUBHBIX U UCCIIEA0BATEIbCKUX YMEHUIA,

- pa3BUTHE HABBIKOB YTEHHMSI, TOHMMAHHS M IEPEBO/IA C aHTIIMHCKOTO SI3bIKa HAa PYCCKUIA;

- pa3BUTHE HABBIKOB YCTHOM pedr HA aHTIIMHCKOM SI3BIKE;

- 3aKpeIICHHe JIGKCHYEeCKOT0 U TPaMMAaTHYECKOro MaTepHuaja MpH IOMOIIM Pa3IHYHBIX

YIPA)KHEHUH.

[Iportecc wm3yuenuss gucuuiumHbl «MHOCTpaHHBI S3BIK B cdepe MpodeCCHOHATBHOM
KOMMYHHKAILIMU» HaIlpaBJieH Ha QOpMUpPOBaHNUE KOMIICTCHIINNA:

OK -5 cmocoOHOCTBI0O K KOMMYHHKAallMM B YCTHOH W NHCBMEHHOH (opMax Ha PYCCKOM M
MHOCTPAHHOM SI3bIKaX JUTS PEIICHHS 3a/1a4 MeKIMYHOCTHOTO U MEKKYJIBTYPHOTO B3aMMOICHCTBHS

OIIK-4 crtocoOOHOCTh OCYIIECTBISATH JEIOBOE OOIIeHHEe W IMyONIMYHBIE BBICTYIUICHHUS, BECTH
TIEPErOBOPHI, COBEIIAHUS, OCYHICCTBIISATH JICIOBYIO TMEPENUCKY H MOJIEPKUBATh DJIEKTPOHHEIC
KOMMYHHKaIIUH

[IK-26 BmageHne HaBbIKamMu cOopa, 0OpabOTKM MHGOPMAMU W y4acThUs B WHGOPMATH3AIUH
JESITETbHOCTH COOTBETCTBYIOIUX OPTraHOB BJIACTH U OPTaHU3AIHH.

B pesymnbpTaTe 0cBOEHUS AUCIUILIUMHEI 00yYaIOIIUNACS JOKEH
3HATh:

- JIEKCHUKY MPO(heCcCHOHATBHON HAPaBIEHHOCTH;

- HOpMBI yHoTpeOJICHHS JICKCUKH aHTJIMICKOTO S3bIKa B MPO(ecCHoHaIbHOM chepe;

- 0COOCHHOCTH TPaMMAaTHKH MPOPECCUOHATBHOTO aHTIIMHCKOTO S3bIKa;

- HOPMBI JICJIOBOTO OOIICHUS;

- 0COOCHHOCTH BEJICHUS IIEPErOBOPOB;

- HOPMBI IyOJIMYHBIX BBICTYIUICHUIH;

- c1oco0bI 00PadOTKH MHGOPMAITHH;

- MEXaHU3MBI Y4acTHs B MH(QOpMaTH3aIMH JESITETFHOCTH OPTaHOB BIIACTH,

YMeThb:

- OCYILECTBISATh NPO(ecCHOHATBbHYI0O KOMMYHHKAIMIO B YCTHOH M MUCbMEHHOH (opmax Ha

AHTITHUCKOM SI3BIKE;

- YUTATh U TIEPEBOANTH CIIEIHATBHYIO TUTEPATYPY JJIsI MOMOTHEHUS TPO(eCCHOHATBHBIX 3HAHUH;

- OCYILIECTBIISITH JIeNI0BOE OOIIEHUE;

- BECTH NIEPErOBOPHI, COBELIAHUS;

- OCYIIIECTBIISITh JICIOBYIO MEPEMUCKY U MOJICPKUBATD dJIEKTPOHHBIE KOMMYHUKAIIVH;

- coOuparb, 00padaThIBaTh HHPOPMAIIHIO;

- y4acTBOBaTh B HH(OPMATH3ALMU JESITEIBHOCTH COOTBETCTBYIOIIUX OPraHoOB BJIACTH U

OpraHu3alui;



BJIAJIeTh:
- HaBBIKaMH MPO(eCCHOHAIBFHOTO OOIICHNS HA aHTITMHCKOM SI3BIKE;
- cnoco0aMM TIOTIOJTHEHUS! MPOQECCHOHANBHBIX 3HAHUW M3 OPUTMHAIBHBIX HCTOYHHMKOB Ha
AQHTTUHACKOM SI3BIKE;
- HaBBIKaMH JIJIOBOTO OOIICHHS;
- cioco0amMH BeJICHNUS IETIOBOH TTEPEIHCKY;
- HaBBIKaMU cOopa, 00paboTKu HHPOPMAIHIH;
- MEXaHU3MaMH yJacTHs B HH(OPMATH3AINHN JICSITEIFHOCTH OPTaHOB BIACTH.



Coaep:kaHue NPaKTHYECKUX 3aHATUI
Paznen 1: What is “Management”? / Uro Takoe “menem:kmMenT” 2 IIpakTnueckoe 3anstue 1.

IpakTnyeckoe 3ansiTue 1.

Ipaxmuxa peuu: Management, its nature and purpose / OnpenejieHue MOHATHS MEHEIKMEHT, €ro

XapaKTep M UeJb.

Heﬂb: qDOpMHpOBaHI/Ie KOMMYHHUKATHUBHBIX KOMHGTGHHHf/i, OBJIAJACHUC JIGKCUKOH U FpaMMaTHKOfI

B pe3yjabTaTe OCBOCHHE TEMBI CTYACHT J0JIKCH

3HaTh: 0a30BBIE HOPMBI YIIOTPEOJICHHS JIEKCUKH, (POHETHKHN U TPaMMAaTHKH

YMETb: 4YWUTaTh, NEPEBOANUTH KU NEPECKA3bIBaTb TCKCTBI Ha HMHOCTPAHHOM SA3BIKEC C HCIIOJIb30BaHHUEM

CIIPaBOYHON M yUE€OHOH JINTEPATyPHI; OCYIIECTBISATH KOMMYHHKAIIHIO HA MHOCTPAHHOM SI3BIKE

AKTYaJILHOCTDh TeMbI: 00yclioBIIeHa HeoOXoauMocThIo oBianenneM OK-5; OITK-4; TTK-26.
TeopeTuyeckasi 4acTh:

We define management as the process of designing and maintaining an environment in which
individuals working together in groups,accomplish efficiently selected aims. This basic definition needs
to be expanded.

1. As managers, people carry out the managerial functions of planning, organizing, staffing, leading
and controlling.

2. Management applies to any kind of organization.

3. It applies to managers at all organizational levels. Management applies to small and large
organisations, to profit andnot-for-profitenterprises, to manufacturing as well as service industries.

The term —enterprisel refers to business, government agencies, hospitals, universities, and other
organizations. Effective managing is the concern of the corporation president, the hospital administrator,
the government first line supervisor and the like.

Managers are charged with responsibility of taking actions that will make it possible for
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 obtain results byestablishing an environment for effective group
endeavour.Top-levelmanagers spend more time on planning and organising than lower-levelmanagers,

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

The aim of all managers.

In a very real sense, in all kinds of organizations, whether business or nonbusiness, the logical and
most desirable aim of all managers should be asurplus — managers must establish an environment in
which people can accomplish group goa Iswith the least amount of time, money, materials and personal
dissatisfactionl, or where they can achieve as much as possible of a desired goal with available
resources. In a nonbusiness enterprise, such as a police department or hospital, that are not responsible
for total business profits, managers still have goals and shouldstrive to accomplish as much as possible
with available resources.

Jlekcuueckue €¢INHUIBbI I10 TEMeE:

accomplish definite in practice rarely

actual desirable inturn recognize
adequately determine incorporate record
affect/influence deviation input recruit/hire
although diverse intentional refer to

apply to either... or interrelated reference check
appreciation eliminate involve reliant
approach endeavour job application form  require

as much as possible enforce maintain self-achieving

Bonpocsl u 3apanus:
1. Fill in the gaps using one of the adjectives managed, managerial, manageable, controlled
from the Topical Vocabulary.
1. The new rule keeps your worktoa ___ size.



. The new role will be a more administrative and ___ one.

. The division of ___ responsibilities should be discussed.

. The task iseasily .

. He has excellent _ skills.

. The airflow is ___ by afan.

. Trade is ___in most countries.

. The exchange rate of this currency is __.

. The employees in this department are ____ difficult.

10. The possession of ___ drugs is illegal.

2. Read the 1st part of the text and complete the summary explaining the notion management.
Management is that . Managers can be and . Thereare .

Management is a universal phenomenon. All organizations — business,political, cultural
or social are involved in management because it is themanagement that helps to direct the
various efforts towards a definite purpose.Management involves creating an internal
environment: it is the managementwhich puts into use the various factors of production.
Therefore, it is 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, determination 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 appropriate task.
Being efficientmeans doing the task correctly at least possible cost with minimum wastage
ofresources.

As a process, management refers to a series of interrelated functions.According to George
R. Terry, “Management is a distinct process consisting of planning, organizing, actuating and
controlling, 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
gaps.

yIpaBiieHUE / HANpPaBISATh Pa3pO3HEHHBIE yCWIHs / IycKaeT B paboTy pa3indHble (aKTOPHI
MpOU3BOJCTBA / YycinoBus, OnaronmpusarcTByromue 3¢dekTuBHON paboTe / o00ecrneynTsh
JIOCTYITHOCTB CHIPBsi / CHOPMYIUPOBATH CBOJ MPABUJI U HOPMATHUBHBIX aKTOB / TJIAHUPOBAHUS,
OopraHu3al, MOTUBAIIUN U KOHTPOJIA

1. Management helps towards a definite purpose.

2. Management

3. It is the responsibility of management to create

4. It is the managers’ job , to determine wages and salaries,

5. is a distinct process consisting of

4. Find the synonyms for the following words consulting the text.

Motivating, diverse, a set goal, relevant, leading to, recognizable, obtainability.

5. Work in pairs. Discuss situations and spheres of life where management exists.

Do you think management should be professional? Does everyone act as a manager in his /
her life? Reason your opinion.

6. Provide English equivalents for the Russian phrases below consulting the text.

Hpe;[nonar aCT IIOCTAHOBKY 06H_[I/IX ueﬂeﬁ opraHuszaliy, MPpUHATH PCHICHUC 110 IMMOBOAY
JOJKHOCTEH; ONpEeNeNIUTh COOTBETCTBYIOIIME OO0S3aHHOCTh M Ccepy OTBETCTBEHHOCTH;
KOHTpPOJIb Had JACATCIBHOCTBIO COTPYAHUKOB; pPCAJIN30BATH CBOU CHOCO6HOCTI/I; neiu,
IMOCTABJICHHBIC Ha OTAIIC IJIaHUPOBAaHNA, MECPbI, HAITPABJICHHBIC HA MUHUMH3allUIO pHUCKaA.

O OoOONO O, WN

IIpakTu4eckoe 3ansaTHe Ne 2.
IIpakTnyeckoe 3ansiTue 2.
Tpaxmuxa peyu: Functions of management/ ®@ynxkuus ynpasJieHus.
Heanb: ®opMupoBaHHE KOMMYHUKATUBHBIX KOMIIETEHIIUH, OBJIaJICHUE JIEKCUKON U TpaMMaTHUKOU
B pe3yabTaTte 0cBOeHHE TeMBI CTYACHT A0JIZKEH



3HATh: 0a30BBIC HOPMBI YIIOTPEOICHUS JICKCUKH, (DOHETHKH U TPAMMATHKH

YMEThb: 4YUTaTh, NECPEBOAUTH M IICPECKA3bIBATH TEKCTBI Ha HWHOCTPAHHOM A3BIKE C HCIIOJIB30BAHUEM

cnpaBquoﬁ n y‘le6HOI71 JINTCPATYPhI;, OCYHICCTBIIATH KOMMYHUKAIIUIO HAa UHOCTPAHHOM A3bIKC

AKTYyaJIbHOCTh TeMbI: 00YCIIOBJICHa HeoOXoauMocThio oBiageHuemM OK-5; OITK-4; T1K-26.
TeopeTuyeckasi 4acThb:

The basic management components are planning, organizing, coordinating, staffing,
directing, controlling, and evaluating. Each component defines what a manager must be able to do. In
practice, the components are interrelated.

Planning

The planning process begins with top managers, who must create broad organizational goals to
help managers and employees focus on what the property is trying to accomplish. Top and middle
managers then create specific objectives that become the responsibility of various departments.

Daily activities require a third level of planning, Plans must also be generated for ; special events,
new training programs, and other activities. Supervisors are responsible for much of this type of planning.

Effective planning incorporates the following principles:

*Goals must be established before plans can be developed.

*You must regularly set aside time to plan.

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

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

*Plans must be implemented.

Organizing

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

General organizing principles and responsibilities include the following:

*Authority should flow in an unbroken line from the top to the bottom of the organization.

*Each employee should have only one supervisor.

*Relationships between departments in the organization must be considered when managers
organize.

Coordinating

You must be able to coordinate the efforts of your employees through good planning and
effective organization. Principles of coordinating include the following:

*Supervisors must have the authority to enforce assignments, commands, and decisions.

*Not only must you coordinate your resources and employees to complete your assigned tasks,
you must also do your part to help coordinate the efforts of the organization as a whole.

Staffing

Staffing involves recruiting applicants and hiring those best qualified. In small operations, a
manager or supervisor might recruit and hire applicants. In large properties, recruiting is frequently
performed by a human resources (personnel) department, al-thoughline managers still are involved in
interviewing and make the hiring decisions. All properties use basic principles of staffing such as the
following:

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

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

*Employee orientation, training, and evaluation programs should be developed and implemented.

Directing

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

*The number of employees each supervisor directs should be carefully determined. There is no
formula for calculating the optimum number of employees for each supervisor. The right number of
employees depends on many variables, including the supervisor's experience, complexity of the work, and
frequency with which problems are likely to occur. No supervisor should be given more people than
he/she can handle.

*Employees must know what they are expected to do.



*Delegation — the act of giving formal organizational authority to an employee — is a directing
technique.

*Directing includes motivating your employees.

Keep in mind that your attitude affects employee attitudes and performances,

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

Your leadership style should vary according to employee needs.

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

*Solicit employee ideas and, whenever possible, use them.

*Show your appreciation to employees who perform their jobs well.

Controlling

Controlling helps to ensure that you are attaining your objectives. The control process begins with
establishing performance standards, continues with assessing actual performance, and then involves
making a comparison between performance standards and actual performance to determine whether —
and to what extent — corrective action is necessary. Control is based on several principles:

* Operating budgets are the most important control tools.

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

Evaluating

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

*Time to evaluate must be set aside regularly.

Input from guests and others outside the property is useful in the evaluation process.

Jlekcuueckue eTUHUIBI N0 TEMe:

approaches - moaxo b

run - ynpaBJIsTh

goals - memn

pursue - mpecjenoBaTh

provide - obecrieunBaTh

manufacture - mpon3BoacTBO

deliver - pacipocTpassTh

achievee - mocturarb

execute - BBIOIHATH

elaborate pa3pabatbIBaTh

organizational charts - opranuzanroHHbIC CXEMBI

designate -Ha3nauarthb

reside - HaxXoAUTHCS

allocation - pacnpenenenue

accomplish - BermosHsITE

establish - ycranaBnuBath

performance standards - crangapThl POU3BOCTBA

objectives - memu

measure - mepa

encourage - mooIpsTh

CONSUME - MoTpedIATH

compelling - yoeaurenpHbIH

empower- yroJIHOMOYHBATh

leveraging - s dexTrBHOE HCIIONB30BaHUE

coaches - HacTaBHHUK, TPEHEP

counselor - coBeTHUK

watchdogs - cToposkeBbIE TICHI

executioner - manau

retribution - Bo3mesue

accelerate — yckopsrs

BOHpOCbI U 3a1aHUA:
1. Answer the following questions about management functions. Some questions cannot be answered
directly from the text.
1. What did the duties of managers include?



2. What does planning involve?

3. Why is planning the first management function?

4. What do managers do in the organizing phase?

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

6. Why is ongoing communication necessary for effective direction?

7. What do managers evaluate in the controlling function? Why is evaluation essential at this phase of the
project?

8. What types of problems could a manager discover in performing the controlling function?

9. Which skills do managers need to perform effectively? Why is each important?

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

2. Discuss the following questions with a partner. Giving your answers, try to use the new terms.

1. During which management phase are overall organizational objectives established?

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

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

4. Why are interpersonal skills essential for effective management?

5. Why is staffing considered an ongoing managerial duty?

3. Translate into English:

1. VYmpasrmenue 000K oOpraHu3alyedl BKIIOYAST: IUIAHUPOBAHHWE MCSITEIHHOCTH U
ompejesicHUE IieNiel, OpraHu3alui padodero mpoiecca, Mmoadop u OOydeHHE MepCcoHala,
NPUHATHE PELICHU, KOOPAHMHUPOBAHUE JISATEIBHOCTU B pacipeaesicHnue OlopKeTa.

2. TocymapcTBeHHBIE OpPraHM3allMH HAXOMATCA B OONBIIEH 3aBHCHMOCTH OT (hPMHAHCOBOM
MOJ/ICP’KKK TIPaBUTENBCTBA, OOJiee OrpaHMYCHbl CTPOTUMH paMKaMH 3aKoHa M OoJiblie
IMOABCPIKCHBI OJUTUICCKUM BIUAHHUAM, YEM 6I/I3HGC OpraHuv3anuu.

3. Mertoxa uccrnenoBaHus KOHKPETHBIX CIIydaeB OBUT MPEANHCHIBAIONIMM, T.K. OH 00ydJam
CTYJEHTOB TOMY, YTO CIIEyeT W HE CIIeyeT [elaTh B OCOOBIX CHUTYaIUsIX YIpaBICHUSI
roCy1apCTBEHHBIMU YUYPEKICHUSIMU.

4. B 1880-x rogax Obutd pa3paboTaHbl HaydHbIE HPUHIWIBI yIpaBICHHUsS OW3HECOM, a
ITO3KE 3TU NPUHIUIIBI OBLIIN UCIIOJIL30BAHEI B roCy1apCTBEHHOM YIIPaBJICHUU.

5. Tlozxxke ydeHble AOKa3ald, YTO aAMHHUCTPHUPOBAHHE — 3TO MPOLECC, MPOUCXOISAIINN B
Ppa3JInYHbIX OopraHuvsanusx, HE3aBUCUMO oT TOTO, SABJIAKOTCA JIN 9THU opranusanuu
TOCYyJapCTBEHHBIMU WM YaCTHBIMH. COOTB@TCTBGHHO, OHHM CcAcJIaJIn pasrpaHU4CHUE MEKIY
aJIMIHHACTPUPOBAHNEM OM3HECOM W TOCYJaPCTBEHHBIM aJIMHHUACTPHUPOBAHUEM.

4. Additional activities

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

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

IIpakTHyeckoe 3ansaTHe Ne 3.
IIpaxkmuxa peuu: Definition ""manager"/ Ilonsitue ""Menemxep".
He.JIL: (DOpMI/IPOBaHI/IC KOMMYHHKATHBHBIX KOMHGT@HL{I/IIZ, OBJIAJICHUC JIEKCUKOH U FpaMMaTI/IKOfI
B pesyabTaTte 0cBOeHHE TeMbI CTYAEHT [J0JIKEH
3HATh: 0a30BLIE HOPMBbIL yr[OTp66J'I€HI/I$I JICKCUKH, (I)OHGTI/IKI/I U rpaMMaTHUuKn
YMETh: 4YuTaTh, NEPEBOANUTH MU NEPECKA3bIBaTb TEKCTBI Ha HMHOCTPAHHOM SA3BIKE C HCIIOJIb30BaHHUEM
CIIPABOYHON M yueOHOM JINTEPATYPhI; OCYIIECTBISATH KOMMYHHKAIIMIO HA UHOCTPAHHOM SI3BIKE
AKTYaJILHOCTDh TeMbI: 00yclioBlieHa HeoOxoauMocThio oBiagenneM OK-5; OITK-4; TIK-26.
TeopeTuyeckasi 4acThb:

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

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

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

The amount of responsibility of any individual in a company depends on the position that he or
she occupies in its hierarchy. Managers, for example, are responsible for leading the people directly under



them, who are called subordinates. To do this successfully, they must use their authority, which is the
right to take decisions and give orders. Managers often delegate authority. This means that employees at
lower levels in the company hierarchy can use their initiative that is make decisions without asking their
manager.

Jlekcnuyeckue eJHHUILI IO TEMeE:

Virtuous (good) characteristics: affable, amiable, good-natured, good-humoured, kind, kind-hearted,
communicative, sociable, friendly, modest, discreet, generous, considerate, attentive, thoughtful, earnest,
sincere, enthusiastic, calm, quiet, composed, self-possessed, honest, merciful, impartial, just, patient,
forbearing, sympathetic, respectable, cordial, broad-minded, witty, intelligent, dignified, capable,
benevolent, philanthropic, scrupulous, consistent, easy-going, affectionate, devoted, loyal, courageous,
persevering, industrious, hard-working, sweet, gentle, proud.

Bonpoce! u 3aganus:
1. Show the hierarchy of managers

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 involve?

3. Why is planning the first management function?

4. What do managers do in the organizing phase?

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

6. Why is ongoing communication necessary for effective direction?

7. What do managers evaluate in the controlling function? Why is evaluation essential at this phase of the
project?

8. What types of problems could a manager discover in performing the controlling function?

9. Which skills do managers need to perform effectively? Why is each important?

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

4. Discuss the following questions with a partner. Giving your answers, try to use the new terms.

. During which management phase are overall organizational objectives established?

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

. Which of the four management functions do you think is the most important? Why?

. Why are interpersonal skills essential for effective management?

. Why is staffing considered an ongoing managerial duty?

. Additional activities

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

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

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?
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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 is your own definition of a manager?

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

9.In your opinion, what is the single most important aspect of the definition of management? Why?
10.Think of a person or operation that you have seen recently that didn’t achieve a workable balance
between effectiveness and efficiency. What could have been done to balance the two? (If I were I'd.)

IIpakTHyeckoe 3ansTHE Nt 4.
TIpammamura: Complex Object / O6bexTHBIH HHOUHATHBHBIH 060POT.
Hean: ®opMupoBaHre KOMMYHUKATHBHBIX KOMIIETCHIIMH, OBIaCHUE JIKCUKON M IPaMMaTHUKON
B pe3yabTaTe ocBOeHHE TEMBI CTY/IEHT H0JIKEH
3HaTh: 0a30BBIE HOPMBI YIIOTPEOICHUS JTEKCUKH, POHETHKH B TPaMMaTHKH
YMeTb: YHTaTh, MEPEBOJIUTH U MEPECKa3bIBATh TEKCThI HA WHOCTPAHHOM S3BIKE C HCIOJIh30BAHUEM
CIPaBOYHOHN M y4eOHOH TUTEPATyphl; OCYIECTBISITh KOMMYHUKAIIMIO HA HHOCTPAHHOM SI3BIKE
AKTYaJILHOCTDh TeMbI: 00yclioBIIeHa HeoOX0oauMocThIo oBianenneM OK-5; OITK-4; TIK-26.

TeopeTnueckasi 4acThb:

OO0bexkTHBIH WHPUHUTHUBHBIA 000POT — 3TO COYETAaHUE JOIMOJIHEHUS (CYIECTBUTEIHHOE B
00IIeM Wi MeCTOMMEHHE B 00ObEKTHOM Iajieke) U MHPUHUTHBA.
O0beKTHBIH HHPUHUTUBHBIH 000POT CTOHUT MOCIIE CKAa3yeMOTO TJIaBHOTO MPEIOKEHUS, BRIPAXKEHHOTO
TJIaroJIaMH:
a) ¢pusmueckoro Bocpustus (€.9.: to see, to hear, to watch, to notice, to feel)
6) xemanus (€.¢.: to want, to wish, to expect, should/would like)
B) yMCTBEeHHOT0 Bocnpustus (e.g.: to consider, to find)
I) IPUHYXICHHUs, paspelieHus, npockObl (e.g.: to order, to advise, to tell, to make (3acrasnsts), to have (
3acraBiATh), to allow, to let)
IIpumeyanmne:
1) nocne rnaronoB (U3MYECKOTO BOCIPHATHS, a Takxke mocie riaroioB to make, to let, to have
WHOUHUTHB yIIOTpeOsieTcs 6e3 JacTHIb “to”;
2) moce rinaroda to help nuHGUHUTHB MOKET yOTPeO-TISThCS 63 WK ¢ YacTuIlei “to”.
IMepeBoa: MpUAATOYHBIM MPEIIOKEHHEM C COIO3AMHU «UTOOBD, KYTO», KKAK».
Ipumep: | want you to translate this text at home.
51 xouy, 4T00BI BbI lepPeBeJIU 3TOT TEKCT JOMa.
for + nHpUHUTUB

NHpuHUTHE MOXET HUMETh COOCTBeHHOE moiexamee ¢ mnpemiorom «for» («for -
construction»), eciu nojajexaiiee MHPUHUTHBA HE ABJSIETCS IMOAJIECKALIUM BCETO MPEUIOKEHHS.
DTa KOHCTPYKIMS TIEPEBOAUTCS MPUAATOUHBIM MPEIJIOKCHUEM C COI030M «YTOOBI» MU UHOUHUTHBOM,
€CJIM OHA CTOUT Iocye OE3MTMYHOTO TPEITI0KEHUS.

Bomnpocsl u 3ananus:
1. Ilepeseoume mnpeonodricenuss Ha pycckuili A3bIK, o00pawias GHUMAHUe HA O00beKMHbLI
UHGUHUMUGHDBLIL 000pOM, 8bLOEIEHHBLIL HCUPHBIM WPUPDMOM.
. I want my family to be united.
. I never expected you to help me so much.
. We don’t really expect you to pass the exam.
. Would you like to go now?
. She didn’t allow us to smoke in the room.
. Everybody considered her to be very reliable.
. We found them to have gone.
. The doctor advised me to take a course of antibiotics.
. I never heard her sing.
10. We saw the child take a step then fall.
11. "1l have you do that.
12. The chief told his secretary to type the letter at once.
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13. Can you help me carry the case?

2. 3amenume memooom noodopa wacmu nPeoIoHceHUs HA PYCCKOM A3bIKE COOMEEHCHEYIOUUMU
YacmAMU HA AH2TTUIICKOM A3bIKe, OaHHbIMU HOO OyKkeamu a-f.
Oépaszey: 6- T (T°d like you to feel comfortable.)

1. We expected (uto Towm orozmaer).

2. Would you like me (aro6sr st momen) here ?

3. He doesn’t want (4T0OBI KTO-HUOY/Ib 3HAII).

4. Do you want (aro6sr Ml omnu) With you ?

5. I want (aTo0s1 ThI ckasain) the truth.

6. I’d like (uTo0bI BBI yyBcTBOBaNHU cebs1) comfortable.

ayou to tell

b me to go 32

¢ anybody to know

d Tom to be late

e us to come

f you to feel

3. Boloepume npasuivHblii apuanm.

Obpaszey: | saw the boy to cross/cross the road.

| saw the boy cross the road.

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

. Have you ever heard her sing/to sing?

. I saw the boy to cross/cross the road.

. Let me introduce/to introduce you to the team.

. Let me to carry/carry your bag for you.

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

. Ilepeseoume npeonorcenusn Ha pyccKuii A3biK.

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

. Their task is for the team to win.

. It is 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 is to leave.

10. That is a very good book for you to read.

5. Ilepeseoume npeodnoiceHus Ha GH2IUTIICKUIL A3bIK C 00bEKMHBIM UHOUHUMUBHBIM 000POMOM.
1. YT0o0bI OBITH TaM BO BpeMsl, Mbl JIOJIKHBI [IOTOPOIUTHCSL.
2. OH OBUI CITUIIIKOM yCTaBIIUM, YTOOBI MIOMOYb HAM.

3. Y Bac ecTh 4TO-HUOY/1b, YTO HY?KHO BHOCHTD B JIeKJIapanuio?
4. 31O XOpOILIMiA IOM, KOTOPbIii MO3KHO KYNHMThb.

5. 51 monpocun Moero apyra mnoMo4b MHe.

6. OH xopomuii Ipyr, KOTOPOro MOKHO MPHUTJIACHTD.

7. OH ObUI IEPBBIM, KTO NPHUILEJ .

8. On yiizer mocaexnum. (to leave)

9. 4 xouy, 4TOOBI THI 3AMIOMHMI.

10. 5 xouy, 4TOOBI T€OSI 3aTIOMHUJIH

11. 5 Buzen, Kak OH BBIHYJI PY4KY U3 KapMaHa.

12. 51 uyBCcTBOBAJ, YTO OH KYpPHT.

13. OH 4yBCTBOBaJI, YTO OHH CKOPO BEPHYTCSI.

14. Onu nymaroT, 4YTO OH XOPOLIMii BOAMTEb.

15. On npukazai, 4To0bl NPUHECIH elle OHY OYTHIJIKY BHHA.
16. U3BecTHO, YTO OH MPUIET 3aBTPA.

17. T'oBopuim, 4TO OHA MPHUAET 3aBTPA.

18. Emy Bejenu moMo4b MaTepH.

19. T'oBopuJIH, YTO OH MOMOTAET MaTePH.
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20. KaxxeTcs1, 4TO OH 3HAET DTOI0 YEJIOBEKA.

IIpakTHyeckoe 3ansTHE Ne 5.
Ilpaxmuxa peyu: Management levels / YpoBun ynpasiieHus.
Henb: @opMupoBaHre KOMMYHUKATHBHBIX KOMIIETEHIUH, OBJIAJCHUE JIEKCUKON U IPAMMAaTHKON
B pe3yabTaTe ocBOeHHE TEMBI CTY/IEHT A0JI:KEH
3HATh: 0a30BbIC HOPMBI YITOTPEOJICHUS JICKCUKU, POHETUKU M IPaMMaTHKH
YMeTb. YHTaTh, MEPEBOJIUTH U MEPECKa3bIBATh TEKCThI HA HWHOCTPAHHOM S3bIKE C HCIOJIB30BAHHEM
CTIPaBOYHOUN M y4eOHON TUTEPaTyphl; OCYIIECTBISITh KOMMYHUKAITUIO HA HHOCTPAHHOM SI3BIKE
AKTYyaJIbHOCTh TeMbI: 00YyCIIOBJICHa HeoOXoauMocThio oBiageHuemM OK-5; OITK-4; T1K-26.

TeopeTuyeckasi 4acThb:

Unless a business is very small, there will be several managers with responsibilities for leading
the business. Every manager completes all of the management functions and has authority over other
people and their work. Not every manager gives the same amount of attention and time to each of the
functions. Most organizations have three levels of managers: executives, mid-managers,and supervisors.
Top Management

Executives aretop-levelmanagers with responsibilities for the direction and success of the entire
business. They setlong-termdirection and plans. They are held accountable for the profitability and
success of the business. Job titles of executives include chief executive officer, president, chief operating
officer, and vice president.

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

Mid-Management

Mid-managers are specialists with responsibilities for specific parts of a company's operations.
Examples ofmid-managementjobs are marketing manager, information technology manager, customer
service manager; operations manager, and human resources manager. They take the business plans
developed by executives and prepare specific plans for their part of the business. They must coordinate
their work with other managers. Much of their time is devoted to the organizing, staffing, and
implementing functions.

Supervisors

Supervisors are the first level of management in a business. They are responsible for the work of
a group of employees. Supervisors often havenon-managementduties in addition to their management
work. They plan theday-to-daywork of the employees they supervise. They make sure that needed
resources are available and used wisely. Supervisors often evaluate the work of their employees and solve
problems that occur in their area. Supervisors spend most of their time implementing the plans of
executives andmid-managers.

Management by Others

Employees who are not managers complete work that seems to be a part of one of the
management functions. Employees plan and organize their work. They might take part in hiring and
training new employees. They may evaluate the quality of the work they complete. Managers are
responsible for the work of others and have authority over those employees. Without that authority and
responsibility, the work of an employee is not considered part of management. Some experienced
employees are asked to serve as leaders for their work group. They may be asked to lead a particular
project or supervise the work of a new employee.

Many companies are now organizing work teams. They are giving the teams both authority and
responsibility for much of their work. The team meets to make plans, determine how work will be
completed, and divide the work among the team members. The team is responsible for meeting objectives
and may even have some control over their budget. The team will still report to a manager and can ask for
that person's assistance when needed.

Both work group leaders and employee teams are completing a limited number of management
activities. Both of those situations are an effective way for employees to have experience with several
management activities.

They can develop the skills needed by managers and decide whether they are interested in a
management career.

Jlekcnueckne €IUHMUIBI 110 TEME:



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

Bonpocek! u 3aganus:

1. Answer the following questions.

1.What levels of management do most organizations have?

2.Who are executives? What is their main function?

3.What job titles of executives do you know?

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

5.What is the first level of management? What is their function?

6.How can managers organize the work of their employees?

2. Complete each sentence using a word derivationally related to the word given in brackets:

1. Perceptions that public organizations 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)

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

4. The dilemma both public and private organizations have is the need for ... and change. (stable)

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

6. Bureaucracy, whether in business or government organization is thought to be a ... form of
organization. (dominate)

7. Most work in organizations is a mix of ... and ... . (collaborate, depend)

8. Common interests have a profound ... on people’s work and are as important as formal
assignments. (effective)
9. Public administration has a number of ..., such as the ..., the ... , the courts, and organized
groups. (participate, execute, legislative)
10.In case a public administrator ... any of his or her numerous duties that leads to the ... of the entire
program. (neglect, jeopardize)
3. Translate into English:
1. Kaxxnplil COTpyTHUK OpraHU3alii UMEET ONPENEICHHYIO POJIb U OTBETCTBEHHOCTb.
2. Pemenuie o mpoABMKEHNHU COTPYAHUKA 3aBHCUT OT pabOTOAATENS.
3. Besikast opranuzarius Hy)KJIaeTcsl B CTAOMITEHOCTH.
4. YneHsl OpraHuv3anvi HE TOJbKO COTPYAHUYAOT HaA pa60Te, HO MW 4YacCTo O6T>G,[[I/IHHIOTC$I B
He(OpMaNbHbIE TPYIIBI BHE PAOOTHI.
5. Pa6OTOI[aTe.HI/I OOJDKHBI TMPUHUMATbL BO BHUMAHHME HE TOJIBKO MAaTCpHAIBHBIC, HO U AYXOBHBIC
HOTpe6HOCTI/I JIMYHOCTH.
6. Teopm{ roCyAapCTBCHHOI'O YIPAaBJICHUS B HACTOSIICEC BPEMA 6LICTpO Pa3BUBACTCA U 3aBUCHUT OT TOIO,
YTO MBI 3HAaE€M O UEJIOBEUYECKOU JIMYHOCTH, MOTHBaAX €€ IIOBCJACHUA U HOTpGGHOCTHX.
4. Discussion questions
1. Can you imagine a company performing successfully without management?
2. What is management? Is it an art or science?
3. Do you agree that a manager is a continualproblem-solver, decision-maker,and innovator?
4. Do you share the opinion that "Poorly considered solution will be costly in dollars, happiness, or both?
5. What qualities, from your point of view, is a person supposed to be born with or to acquire to become
an effective manager?
6. Comment on the following: "Excellence costs, ... but in the long run mediocrity costs far more™

IpakTuyeckoe 3ansitue Ne 6.
I'pavmamuxa: Complex Subject / CyobekTHBIIH HHPUHUTUBHBIA 000POT.
Hean: ®opMupoBaHHEe KOMMYHUKATHBHBIX KOMIIETCHIMH, OBJIaICHUE JIEKCUKOW M IPaMMAaTHUKON
B pe3yabTaTe ocBOeHHE TeMbI CTY/IEHT A0JI:KeH
3HaTh: 0230BbIC HOPMBI YIIOTPEOICHHUS JIEKCUKH, (POHETHKH U TPAMMATHKH
yMeTb: YHTaTh, MEPEBOIUTH U MEPECKa3blBaTh TEKCTHI Ha WHOCTPAHHOM S3BIKE C HCIOJIb30BAaHHEM
CHPaBOYHOHN M y4eOHOH JIMTEPATyphl; OCYIIECTBISTh KOMMYHUKAIIMIO HA HHOCTPAHHOM SI3BIKE
AKTYaJILHOCTDh TeMbI: 00yclioBIIeHa HeoOxoauMocThio oBiagerneM OK-5; OITK-4; TIK-26.



Teopernyeckasi 4acTh:
Cy0beKTHBIH HHPUHATHBHBIA 000POT — 3TO COYCTAHUE MO ICKAIIETO U MHOUHUTHRA.
Cxa3zyemoe Me:K1y HUMHU 00BIYHO:
1 - B maccuBHOM 3anore (Passive Voice)
e.g: is said (roBopsr), is known (u3BecTHO), is believed (cumTaroT, moja-TaroT), is expected (0XKUAAOT,
okmmaercs), is reported (cooOMIarOT, COOO-TITaeTCs).
2 - BEIpaXCHO riarojiaMu: seem (kaxercs), happened (cinyumiioch Tak, uto), appeared (0ka3anock, 4To),
proved (okasarnoch, 4to), is likely (Beposarno), is unlikely (Bpsia mmu).
IlepeBon:
1 cmoco6 - Haumnaercst co ckazyemoro. Ero uame nmepeBogsT B 3 NIUIle MHOKECTBEHHOTO yucia. Bee
OCTaJIbHOE TIEPEBOAST NPUAATOYHBIM MPEA-T0KEHUEM C COIO30M «UTO.
(He is said to ... - T'oBopsT, 9TO OH...)
2 cnocod - Bee npemoxkenne nepeBoasIT MPOCTHIM MPEATIOKEHUEM C BBOJHBIM CJIOBOM.
(He is said to ... - OH, roBOpAT...)
IIpumep: He is said to be the best student in the group.
1) T'oBOPSAT, YTO OH SIBJISIETCS JIyUIIIUM CTYICHTOM B IPYIITIE.
2) OH, roBOpAT, ABJIAETCS JIYYLINM CTyIE€HTOM B TpYTIIIE.

Bonpocsl u 3ananus:
1. Ilepeeedume npeonodricenus Ha pyccKuil A3bIK, o0pauias 6HUMAHUE HA CYObEeKMHbLI
UHGUHUMUBGHBLIL 000POM, 8bIOETICHHBLIL HCUPHBIM WPUDMOM.
. This old man is said to be 100 years old.
. She is said to work long hours every day.
. The strike is expected to end soon.
. The man is believed to be wearing a black sweater and blue jeans.
. Three people are reported to have been injured in the accident.
. The Moscow State University is known to be the oldest one in the country.
. The plane is supposed to arrive at 9.30.
. The students were supposed to translate all the text.
. He is sure to be the best student in the group.
10. The thieves are likely to have got in through the window.
11. You are unlikely to meet them at the conference.
12. 1 seem to have lost the tickets.
13. Our new flat appeared to be rather large and comfortable.
14. This project proved to be completed on schedule.
2. Ilepesedume uacmu npeonoHceHus ¢ NOMOUbIO CYOLEKMHO20 UHPUHUMUBHO20 000pOma.
. Cuuraiot, uyTo oHa the best singer.
. A3BecTHO, uTO OH the best writer.
. Bugesn, kak on BomeJ the house.
. Ilpennosiaranocek, 4To st BcTpedy him.
. ToBopsT, on BepHyJica at last.
. Coo01aT, 4T0 OH muIIeT a New novel,
. OH, roBOpAT, IMLIET POEMS.
. O)kupaeres, 4To Kopadan mpudyaet in two days.
3. Ilepenuwume npeonorycenus, noouepknume unguuumus. Ilepeeedoume npeonosrcenun Ha
PYCCKUIL A3bIK.
Example: To solve the problem is very important. Petmts 3Ty npoGiieMy — OueHb BasKHO.
1. The problems to be solved are of great importance.
2. To make this experiment you should use the new device.
3. They seem to have made a mistake in their measurements.
4. To study this phenomenon requires much knowledge.
4. Ilepegppazupyiime cnedyroujue npeonoicenus, ynompeoue cyOveKmuwlii UH@OUHUMUGHDBLI
ooopom. Hanuwiume ux u nepeeeoume Ha pyccKuil A3biK.
Example: It is expected that the experiment will be over soon. — The experiment is expected to be over
soon. — Hpez[nonaraIOT, YTO SKCIIEPUMEHT CKOPO 3aKOHYHUTCH.
1. It is reported that the research has been carried out successfully.
2. It is said that optical technology is cost-effective and versatile.
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3. It was thought that the chemicals convey important information to the brain.
4. It is expected that the new method will appear in future.

5. Ilepeseoume npeodnosicenusn ,6 KOMOPHIX CYObEKMHbBLIL UHGUHUMUGHBLIL 000PON YROMPEDIACMCA:
A) THE VERBS to see / hear / notice / think / consider / believe / expect / suppose / know / say /
report / announce IN THE PASSIVE:

1. He was thought to be an honest man. 2. Moscow is known to be on of the largest cities in the world. 3.
The performance is expected to be a great success. 4. He is supposed to have finished the translation. 5.
He is known to be working at a new project. 6. She is known to be a talented mathematician. 7. She is
supposed to be engaged to him. 8. He is believed to be a great scientist. 9. He is thought to live in
Moscow. 10. This experiment is said to have been completed. 11. She is said to have written a good
article. 12. The expedition is thought to have reached the Nile. 13. The state of his health is considered to
be normal. 14. This fruit is known to be grown in Africa. 15. The student is known to have been studying
English for three years.

B) THE VERBS to seem / appear / prove / turn out /happen IN THE ACTIVE:

1. Many tourists appeared to know English. 2. This task turned out to be very difficult. 3. Everybody
seems to like him. 4. The boy seemed to be sleeping. 5. The student appear to this subject well. 6. he
didn’t prove to be a good student. 7. He happened to know her cousin. 8. I happened to be there. 9. She
doesn’t seem to know the rule. 10. They seem to be tired. 11. he seems to have been translating something
for two hours. 12. She seemed to be speaking to herself. 13. She appeared to be a good teacher. 14.
Nobody appears to have mentioned his name. 15. Her house turned out to be in the center of the city.

C) THE WORD GROUPS to be likely / unlikely / certain / sure:

1. She is unlikely to improve the situation. 2. The article is likely to be published in August. 3. These
books are sure to be useful. 4. This problem is sure to be decided soon. 5. They are likely to have
accepted her offer. 6. Ann is sure to come tomorrow. 7. This woman is sure to be very ill. 8. He is certain
to agree with you. 9. She is unlikely to explain her behavior. 10. Jane is sure to return soon. 11. He is
certain to call me in the evening. 12. The question is likely to be discussed today. 13. They are sure to
bring all necessary books. 14. | am likely to miss the train. He is unlikely to have hidden my things.

6. Ilepedenaiime cnodcHble RPEOIONHCEHUSL 6 NPEONONCEHUA C CYObEeKMHbBIM UHQOUHUMUBHHIM
obopomonm.

Example : It is said that she has gone away.

She is said to have gone away.

A) 1. It is said that the actors have arrived. 2. It is supposed that the experiment was completed last week.
3. It is expected that they have been working for a month. 4. It is considered that he is the best student in
the group. 5. It is believed that the situation will change. 6. It is reported that she is returning on Monday.
7. It is thought that she has written a good report. 8. It is believed that he is making new experiments. 9. It
is supposed that she is a woman of forty. 10. It is known that he wants to leave the city. 11. It is heard,
that she is a famous actress. 12. It is announced that everybody has agreed to come. 13. It is supposed that
children are at school. 14. It is known that this article is written by an expert. 15. It is expected that
everybody will get a 5.

B) 1. It seemed that he understood the question. 2. It appeared that Tom was talking to her. 3. It doesn’t
seem that you understand the problem. 4. It happened that he was at the conference. 5. It seems that you
don’t believe me. 6. It happened that she was at home. 7. It turned out that the work was not easy. 8. It
appears that they know everything. 9. It turned out that the weather forecast was correct. 10. It seemed
that he didn’t recognize me. 11. It seemed that she was speaking to herself. 12. It happened that his parent
had come. 13. It turned out that he lived far away. 14. It proves that he is a good person. 15. It seems that
you are sleeping.

C) 1. It is sure that he will come. 2. It is unlikely that they will get married. 3. Certainly, she will get a 5.
4. 1t is likely that they are here. 5. | am sure that | have been here before. 6. It is unlikely that he will
agree. 7. It is sure that he will help you. 8. Certainly, they have seen us there. 9. It is unlikely that he
noticed me. 10. It is certain that he is a real friend. 11. It is likely that she is an actress. 12. It is sure that
he lives here. 13. Certainly, he is a rich man. 14. Surely, he studies with us. 15. | am sure that | have never
seen that person ever before.

7. Ilepesedoume cnosa 6 ckooKax:

1. He is thought (osu1) a very good student. 2. They are expected (mpunuttor) a reply today. 3. The new
instrument is supposed (momosket) scientists solve many problems. 4. The results of the experiments are




believed (6s1mm) Very good. 5. She is known (uaTepecosanacs) in the subject. 6. He seemed (mpurmen) in
time for the lecture. 7. She proved (saxonumia) her article last month. 8. It seems (mren moxnas) all the
day. 9. They turned out (>xumm) there. 10. He happened (Bctpeuan) her several times. 11. You are sure
(momyuwis) a good mark. 12. They are unlikely (cmagyt) the exam. 13. She is certain (moc[letuTt) you.
14. 1 am likely (caenato) everything in time. 15. The goods are unlikely ( 6yxyTt mocraBieHsr).

8. Ilepesedoume ¢ pycckozo Ha aHZAWICKUL .

A) 1. I'oBopsT, 9TO OH 3aKOHYHJI HOBEIN pomad. 2. [Ipeamnomnaraercs, 9To 3TO OTKPHITHE OYEHb BaXKHO. 3.
Cuutaercs, yTo OH Jyumwmii cnenuaiuct. 4. CoodmiaroT, uro moru6so 10 genosek. 5. U3BecTHO, UTO OH
KPYTHBIA MateMaTHK. 6. Okugaercs, 94To 4oroBop Oyaet moammcad. 7. CooOIIaroT, 9TO SKCIETUIIHS YKe
BepHynach. 8. He oxwupanmm, uto cHer BeImaaer B HosOpe. 9. l'oBopsaT, uto oH B Mockse. 10.
[Ipeamonaranock, yto Mbl Bectpetumcst B 7. 11. Cunraetcs, uto ceifuac xopouas noroja s ypoxas. 12.
HUsBectHO, yro KuTaii - ouens Hacenllennas crpana. 13. J{ymanu, uto 310 oH caenai. 14. Oxumarot, 4to
camoneT npudyaet BeuepoM. 15. Buano ObI0, Kak OHH CKPBUTUCH.

B) 1. Kaxetcs, on MHOTO 3HaeT. 2. OKa3ajaock, 4To OH 0OJIbINOH crienuanucT. 3. OKa3aioch, YTO OH MPaB.
4. Kaxercs, moxap HaunHaeTcs. 5. OKka3anock, YTO OHU KUBYT psaaoM. 6. OH, KaXeTCsl, OUeHb JTOOPBIN
yejioBek. 7. OHa oka3ajach OJHOM M3 caMbIX CIIocOOHBIX. 8. Kaxkercs, kTo-To nuet. 9. OHu, oKa3bIBaeTcs,
yxe 6butn 31ech. 10. Okaszanock, uro BcLle momyunnu nsitepk.

C)1 . Beposarno, 3Ty mpobiemy OymyT oOcyxknate. 2. HaBepHoe, mbl BcTpeTuM ux TaMm. 3. OH
HENPEMEHHO TMOIyJUT MPEMHUI0. 4. DTOT BOIIPOC Bpsix i OyaeT uaTepeceH. 5. [loxoxke, oHa He mpuaer. 6.
A touHo yBHXKYy TeOs 3aBTpa. 7. ToBapbl, BEpOsITHO, OYAYT JOCTABICHBI B CPOK. 8. ManoBeposTHO, 4TO
OHHU 3aKOHYAT CBOIO pabory. 9. Bpsn nu on mpumer y4yactue B kKoHpepenuuu. 10. OH, mMo-BHIUMOMY,
ycran. 11. fl, ckopee Bcero, Oyay qoMa B 3T0 BpeMs. 12. DTOT ombIT, HaBepHOE, OyneT ycrnenrHsM. 13. 5
TOYHO HHUYero He Bumen. 14. Cxopee Bcero MaHHBIN AOM OBLT MOCTPOEH HemaBHO. 15. EmMy HaBepHsika
MIOHPABUTCS HOBas padoTa.

D) 1. TI'oBopsT, uTo 3KCmemuIms coOpaja WHTEpPEeCHbIM Marepuan. 2. Bpsnm nm oH cmeman 3To. 3.
[Tonararot, 4To 3T0 M300pETCHNE MOKET MOMOYBL HaM. 4. OHa OKa3aJlaCh OMBITHBIM IMPENoAaBaTeNieM. 5.
S cnywaitHo BeTpeTwn ee Ha yiuie. 6. OH, Kaxkercs, yexail Ha tor. 7. Kak cooOmaror, koHpepeHIus
Oynet 3aBTpa. 8. Kak n3BecTHO, 5TO BEMIECTBO MOTJIOMIAET CBETOBBIE My4n. 9. OHa, HaBepHOE, HE JTIOOUT
My3bIKy. 10. [Ipeamnonaraercs, 4To B HaIIeM ropoje MOCTPOAT HOBBIM qoM. 11. Oxumaercs, 4TO B 3TOM
roay 3uma HacTynut paHo. 12. CTyneHTbI, HaBepHOe, oMyunnn ctuneHanto. 13. Bee, ka3zanock, ObuH
yauBieHsl. 14. I3BecTHO, UTO Y HEe APYroe MHEHUE.

IIpakTuyeckoe 3ansaTue Ne 7.
IIpaxkmuxa peuu: Forms of business organization / ®@opmsI opranu3anuu 6u3Heca.
Hean: dopMupoBaHre KOMMYHHUKATHBHBIX KOMITETCHIIHIA, OB ICHUE JIECKCUKOW U IPaMMAaTHKON
B pe3yabTaTe ocBOeHHE TEMBI CTY/IEHT H0JIKEH
3HATh: 0a30BbIC HOPMBI YIIOTPEOJICHUS JICKCUKU, POHETUKU M IPaMMaTHKH
YMeTb. YHTaTh, MEPEBOIUTH U MEPECKA3bIBATh TEKCThI HA WHOCTPAHHOM S3BIKE C HCIOJB30BaHHEM
CIIPABOYHON M yueOHOM JINTEPATYPhI; OCYIIECTBISATH KOMMYHHUKAIIMIO HA UHOCTPAHHOM SI3BIKE
AKTYaJILHOCTDh TeMbI: 00yclioBleHa HeoOxoauMocThio oBiagerneM OK-5; OITK-4; TIK-26.

TeopeTuyeckasi 4acThb:

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

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

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



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

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

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

Directors monitor a company's financial performance and the success of its products, services and
strategy. Directors are expected to follow developments that affect the business.
Jlekcnueckue eJHHULLI IO TEMe:

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

Bonpoch! u 3a1aHust:
1. Fill in the table “Forms of business organization”

Sole Partnership Corporation Board of
Proprietorship Directors

Definition

Owner of an
organization

What is needed to
start an
organization

+

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

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

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

The scope of the job of production manager depends on the nature of the production system:
jobbing production; mass production; process production; and batch production. Many companies have
several types of production, so the job of production manager becomes more complex.
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3. Read the text and fill in the word web “Responsibilities of Production Manager”.

Depending on the size of the organization the functions of production manager are:

- to draw up a production schedule;

- to work out the needed resources;

- to estimate how long a job will take, to estimate the cost of it, and to set the quality standards;
- to monitor the production processes and adjust schedules as needed.

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

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

T S

Responsibilities of \ /
— D

Production Manager

i

D

4. Fill in the word web “Functions of Production Manager”.

> >

Functions of \ /

Production Manager
A< .

5. Fill in 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.




6. Read the text and fill in the table “What is personnel management?”
Personnel management is concerned with the effective use of the skills of people. Some of the
responsibilities of a personnel manager are:
1. To classify jobs and prepare wage and salary scales.
2. To counsel employees.
3. To deal with disciplinary problems.
4. To develop safety standards and to put them into practice.
5. To manage fringe benefit programs, such as group insurance, health, and retirement plans.
6. To provide for periodic 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 in their efforts to develop and qualify for more advanced jobs.
8. To plan and supervise training programs.
9. To be informed of developments in personnel management.
One function of personnel management is to hire and train the right people. The effective
personnel system is:
- Assessing personnel needs.
- Recruiting personnel.
- Screening personnel.
- Selecting and hiring personnel.
- Orienting new employees to the business.
- Deciding compensation issues.
The second function of human resource management is the training and development of
employees.
A third function is raising employee trust and productivity. These three functions stress the
importance of a good human resource management climate and provide specific guidelines for creating
such a climate.

Definition

Where can one work?

Responsibilities of
personnel manager

Functions of personnel
manager

7. Answer the question:
What will you do if :
- one of the most qualified firm’s employee get better job with other employers?
- you make a mistake in hiring?
8. Using the instructions how to write job analysis and job description, write your own examples of
them. Work in pairs/groups.

IIpakTu4yeckoe 3ansTHe Ne 8.
I'pammamuxa: Infinitive / UnpuHuTHB.
Henb: DopMupoBaHHE KOMMYHHKATHBHBIX KOMIICTEHIMH, OBJIa/ICHNE JIGKCHKOW M TPaMMaTHKOM
B pe3yabTaTe 0OCBOEHHE TeMBI CTYIEHT T0/IKEH
3HATh: 0a30BbIC HOPMBI YIIOTPEOICHNUS JIEKCUKH, (POHETHKH U IPAaMMAaTHKH
yMeThb: 4HTaTh, MEPEBOJHMTh M IMEPECKa3bIBaTh TEKCThI HA HHOCTPAHHOM S3bIKE C HCIOJIb30BAHHEM
CIIPaBOYHOM U y4eOHOH JTUTEpaTyphl; OCYIIECTBIATH KOMMYHHUKAIIUIO HA HHOCTPAHHOM SI3bIKE
AKTYaJILHOCTDh TeMbI: 00yclioBIeHa HeoOxoauMocThio oBiagenneM OK-5; OITK-4; TIK-26.
TeopeTnueckasi 4acThb:

Wudunutus (the Infinitive) — sto Henmunas ¢opma riarona, KOTopas Ha3blBaeT JeiCTBHE.
WuduautuB sBisiercss ocHOBHOM (wiam 1) ¢opmoil rnarona W IpeACTaBiIsSeT TIJaroy B CIOBape.
[Tpusnakom uHUHKUTHBA sBIsieTcst yacTuia to: to help — momorars, to read — uurath. UHDUHUTHB
ynorpebisiercst 6e3 4acThIbl t0 B CISIYIOMUX CIydasx:




1) Iocxe rmaromnos shall, will. He will write to his parents tomorrow. 3aBTpa OH HaIHIIET
CBOUM POJHUTEIISIM.

2) Iocne mMonanbHBIX TinaroyioB (kpome riarona ought). She can ski and skate. Ona ymeer
KaTaThCsl HA KOHbKAX M Ha JIbDKAX.

3) IMocne rnaronoB dyBcTBeHHOTO Boctpustus feel, see, hear, watch u ap. We saw him enter.
MBbI BUZIEIH, KaK OH BBIIIEIL.

4) IMocne rnaronos let (paspemars), have, make (3acraemsats). What makes you think so ?
Yro 3acraBisier TeOs Tak aymath ?  Let me take this book, please. IToxanyiicTa, paspemuire MHE
B3SITh 3Ty KHUTY.

5) TTocne Beipakennii had better (;myumie), would rather (yurire 651). You had better go now.
Jlyuwe yiiou / uau ceitgac. | must see you at once. Mue Hajo ceifuac ke BCTPETHThCS C TOOOIA.
B COBpEMEHHOM aHTIMHCKOM 53bIKE HHDHHUTHB UMEET CIICAYIOINE (HOPMBI.

Active Passive
Indefinite to write to be written
Continuous to be writing -
Perfect to have written to have been written
Perfect Continuous to have been writing --

NubuHuTHB B OpME ISHCTBUTENBHOrO 3aj10ra 0003HaYaeT ACHCTBHE, IPOU3BEIEHHOE JIUIIOM,
BBIPQKCHHBIM B TPEJIOKSHUH MOJJIKAIINM, a B CTpaJaTelIbHOM 3alore — JeHCTBHE, HAPaBICHHOES
ma ato suro. | like to _help. S mo6mio momorare. | like to be helped. S mio6imro, xorma mue
HOMOTaOT.

Nudunutus B Indefinite Active o6o3Hauaer neiicTBre, HE YTOYHSSA XapaKTep €ro MpOTeKaHHs.
HNudunutue B Continuous Active noguépkuBaet mmtenbHocTh Aerictus. She likes to write letters.
Omna morta ircaTh mucbMo. She must be still writing. Ona, 10/KHO OBIT, BCE eIé MuIIIeT.

HemnepdexTrprii mHQUHUTHB BhIpakaeT AeWCTBHE, OJHOBPEMEHHOE C JEHCTBHEM TIIaroja-
CKazyeMoro (WX CIEYIoIIee 3a HAM).

[MepdexTHBII WHOUHUTHB BBIpaXKaeT JEHCTBHE, MPEANIECTBYIONIEE ACHCTBUIO, BHIPAKCHHOMY
rinarojom-ckazyembiM. | am glad to study at the University. S pax, uto yuycs B ynuBepcutere. |
am glad to have studied at the University. 5 paz, 4To y4uicsi B yHUBEpPCUTETE.

Dyuxyuu uHduHUmMUBA:

B npeanoxennn HHOUHUTUB MOXKET OBIT:

a) Homrexamum. To walk in the garden was very pleasant. Lyaste B cagy ObUTO OY€Hb
npusitHo. 10 read a lot is to know much. MHoro 4utate — MHOTO 3HATb.

0) OocrostenscTBoM nenu. 10 read the book | went to the reading-hall. Yto0sl npounTaTsh
9Ty KHUTY, 5 TOMIEN B YHTATBHBIH 3all.

B) OnpenenenreM. NHOUHUTHB B (YHKUUH ONpECICHUs] NEPEBOAUTCS HA PYCCKHUIl SI3BIK
TpeMmsl CIIocoOaMH:

1. [IpuaaToOYHBIM ONpE/ICTUTENbHBIM MPEAI0KEHHEM ¢ MOJAIbHBIM CKazyeMmbiM. He iS going
to take part in the conference to be held in Moscow. OH coGupaercsi NPUHATH y4acTHE B
KOH(EpEHIINH, KOTOpasi IOJKHA COCTOsAThes: B MOCKBe.

2. Heompenenénnoit hopmoii raaroaa. | have nothing to sky. Mue Hewero ckasars.

3. JInuHo#t QopMoii riiarona, eciu ONMpeIe/ieHHe OTHOCHTCS K TIOPSIKOBOMY YHCITHTEILHOMY.
She was the first to come. Ona npuuuia nepBoi.

r) Jononuenuem. He was glad to have been given a new job. Ou ObuT paj, 4To eMy Jaiu
HOBYyI0 paboty. | decided to read this book. S pemrin mpouuTaTh 3Ty KHHTY.

o) YacTeio ckazyemoro (4acto MomanbHoro). You may come in. Ber moxere oiitn. We
ought to leave early in the morning. Msr gomkHbl yexats pano yrpom. My wish is to read much.
Moé xenaHue — MHOT'O YUTATh.

BOl'lpOCI)I H 3aJaHUA:

1. Ilepeseoume cnedyroujue npeonoxcenus, oopauias GHUMAHUE HA UHBUHUMUG 6 PYHKYUU

noonesxcawezo.

1. Today it’s common to see terminals that include telephones, PCs and larger computers. 2. To know a
foreign language is necessary for the computer specialist 3. It is important to realize that video RAM
(VRAM) must meet higher performance specifications than regular RAM. 4. It is necessary to define the
tasks of this program. 5. To help our comrades is our duty. 6. To solve this problem is extremely



important. 7. It is important to remember that disk drives are mechanical devices. 8. To introduce a
microprocessor that is not downwardly compatible with previous models is very risky. 9. To study this
program requires much knowledge. 10. New computer systems have such good audio systems that it is
possible to listen to music while you work, have the computer tell you when the printer needs paper, play
games that include sound, or compose music on the computer.

2. Haiioume 6  cnedylowux  npeonojyceHusx  uHuuumue 6  Qynkuyuu  ckazyemoczo.
Ilepeeeoume npeonosricenus.

1. The purpose of the computer is to transform data into information. 2. Using computers has both
positive and negative effects on our lives. Our goal is to take advantage of the positives and either reduce
the negatives or deal with their results in the best way for you. 3. The biggest challenge in making a
workgroup effective is to ensure that its members can communicate more easily among themselves. 4.
One important task performed by the operating system is to control the execution (running) of programs.
5. Information must be relevant, timely, accurate, concise and complete in order to be useful. 6.
Procedures are the steps that you must follow to accomplish a specific computer-related task. 7.
Computers may displace workers by automating tasks that people used to perform or by enabling fewer
workers to perform tasks more efficiently. 8. You can use software to instruct computer hardware to do a
variety of tasks that involve processing data. 9. The transistor was to change the way computers were
built. 10. The first step in developing a program is to define the program.

3. Haitoume u nepegeoume npeoiodceHus, 6 KOMOPLIX UHPUHUMUE @bicmynaem 6 QyHKUuU
00NOIHEeHUA.

1. You need to understand some fundamental concepts about how computer systems are set up and how
they work. 2. Computers consist of hardware, the physical parts of the computer, and software, the
programs that tell the computer what to do. 3. You must transfer the information to a storage device, such
a disk drive, if you want to keep the information permanently. 4. Computers also ease your daily activities
by brewing your coffee, printing your newspaper, and helping you write your letters and pay your bills. 5.
Only in the 1950s it became business to produce and consume computer languages. 6. When a modem
attempts to establish a connection, it automatically negotiates the modem on the other end. 7. Windows
and the graphical user interface made it possible to create value-added files — spreadsheets with charts,
word processing files that used different fonts and sophisticated formatting. 8. Most users want to use
applications with which they are already familiar, and there is no reason not to do so in a networked
computing environment.

4. Ilepeseoume npeonoricenusn, odpauias G6HUMAHUE HA O0COOEHHOCMU nepeeoda UHQUHUMUBA &
dyukyuu onpedenenus.

1. The capability to process data can be used in a variety of ways. 2. A useful model to describe the
relationship between data and information is called the systems model. 3. Efforts to pack more transistors
on one chip have led to such a development as Intel’s Pentium Pro microprocessor. 4. Multiprogramming
is the capability of a computer to switch between programs requested by different users and to execute the
programs concurrently. 5. The instructions to start the computer are stored in read-only memory chips,
which are not volatile. 6. When an organization wants to offer communications services to others, it
submits a tariff to the government. The tariff is a list of services and charges for the services to be offered.
7. Bandwidth refers to the capacity of a communications channel to carry data or information.

IIpakTu4eckoe 3ansaTHe Ne 9.
Ilpaxmuxa peuu: Energizing employees / AkTuBH3anusi COTPYTHHKOB.
Hean: ®opMupoBaHHEe KOMMYHUKATHBHBIX KOMIIETCHIMH, OBJIaICHUE JIEKCUKOW M IPaMMAaTHUKON
B pe3yabTaTe ocBOeHHE TeMbI CTY/IEHT A0JI:KeH
3HATh: 0a30BbIC HOPMBI YIIOTPEOJICHUS JICKCUKU, POHETUKU M IPaMMaTHKH
YMEThb: 4YuUTaTh, MNCPEBOAUTH M IEPECKA3bIBATh TEKCTbhl Ha HMHOCTPAHHOM A3BIKEC C HCIOJIB30BAHUEM
CHPaBOYHOM M y4eOHOH JIUTEPATyphl; OCYIECTBISTh KOMMYHUKAIIUIO HA HHOCTPAHHOM SI3BIKE
AKTYaJILHOCTDh TeMbI: 00yclioBIieHa HeoOxoauMocThio oBiagenneM OK-5; OITK-4; TIK-26.
TeopeTnyeckasi 4acThb:

Wouldn’t it be great if you could get the very best from your employees each and every day?
Well, we have some good news for you: You can get the very best from your employees every day of the
week. But you can’t do it by mandating that your employees give their very best from this day forward,
with the occasional peprally or morale-building meeting, or by threats or coercion. The secret to making
this happen is energizing your employees—unleashing the passion and talent that resides deep within



them.What can managers do to help unleash the passion and talent in their employees, in short, to
energize them? Here are some suggestions:

*Develop a clear vision for where you want the organization to go, and then be sure to communicate the
vision widely and often.

*Don’t be a prisoner to your office; be sure to regularly visit the people who work for you on their turf
and to encourage and inspire them.

*Be honest and truthful with your employees at all times; don’t sugarcoat the truth in an attempt to soften
the blow of difficult news.

*When you make a promise, be sure to keep it. At the same time, be sure that you don’t make promises
that you can’t keep.

* Ask for and listen to your employees’ ideas and suggestions, and, whenever possible, engage them in
the process of implementing those ideas and suggestions.

* Be sensitive to your employees’ needs at work, and ensure that the work environment is conducive to
your employees doing their best work.

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

Now let’s have a look at the Japanese management style. Briefly, the core of what is known as the
Japanese style of management comes from an emphasis in Japanese society on building consensus in
group decision making. In Japanese business (as in Japanese society), the group comes before the
individual. Managers are, therefore, expected not to command employees but to lead them by consensus.
In general, Japanese managers encourage their employees to make suggestions for improvement and to
participate in an organization’s decision-making process—much more than in most American
organizations. They take time to create buy-in, which then allows them to implement decisions much
faster after a decision is made.They also tend to favor the development of long-term relationships and
strategies over short-term gain. In his book, Theory Z: How American Business Can Meet the Japanese
Management Challenge William Ouchi noted the following characteristics of Japanese organizations:
lifetime employment (this has become difficult for many Japanese companies in recent years), slow
employee evaluation and promotion, non-specialized career paths, implicit control mechanisms, collective
decision making, collective responsibility, and holistic concern for the employee as a person.
Jlekcnuyeckue eIUHULLI IO TEMeE:
mandating - o6s3aTenpHBIIT
pep rally - pammu
COErcion - mpuHyXJIeHHe
unleashing - pasesi3biBanue
turf - ropd
sugarcoat - mpuyKpacuTh
engage - 3aHUMaThbCs
implement - ocymecTBIATH
put them on the back burner — mooxuTes B qONTHI ATIMK
buy-in — BeIKyIT COOCTBEHHBIX aKIIHUii
favor - GmaronpusTcTBOBATH
short-term gain - kpaTkocpo4Has MpUObLIH
evaluation - orienka
implicit - nesBHbII
holistic concern - o3aboueHHOCTE

BOl'lpOCI)I U 3aJaHudA:
1. Find in the text the following words and word combinations:
XPaHUTBCS TITyOOKO BHYTPH
JnoHecTd (MH(OPMAITUIO) 10 KOT'o — JTHO0
3aKJIFOYEHHBIN
BJOXHOBUTH
CMAT4UTH yaap
JlaBaTh OOeIaHne
CACPKATh CJIOBO
BOBJICKATh



MPETIOKEHNUE

yOeTUThCSI

IlyBCTBI/ITCJ'IBHI;II‘/’I

yAy4IIEeHHE

IIpUHUMATD y4aCTUue

MOXKU3HCHHAA 3aHATOCTH

2. Fill in the gaps with the following words:

turf passion resource command implementing conducive

1) Be sure to regularly visit the people who work for you on their .... and to encourage and inspire them.
2) The secret to making this happen is energizing your employees—unleashing the ..... and talent that
resides deep within them.

3) Employees are your most important ....—a resource that is much more productive when it is energized.
4) Managers are, therefore, expected not to ..... employees but to lead them by consensus.

5) Engage them in the process of ..... those ideas and suggestions.

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

3.Translate the sentences into English

1) B MmoxkeTe MOJIY4YUTh CaMOC JIydllIeC OT BalllUX COTPYJAHUKOB Ka)KILI;IfI JCHb HEACIIN.

2) Ybemurech, uTO BBl HE JaeTe OOEMIaHMii, KOTOPBIE HE MOKETE BHIIONHHATE. OHU TPATAT HEKOTOPOE
BpeEMms, 4TOOBI CO3J1aTb 3aMHTEPECOBAHHOCTH, KOTOpas IO3BOJIAET WM BHEAPHUTH PCEIICHUA TOpas3ao
6I:ICTpCC, I1OCJIC TOr0o, KaKk OHO IPHUHATO.

3) V HuUX NOpOCISKHBACTCS TEHACHIMA CIIOCOOCTBOBATh PAa3BUTHUIO JOJITOCPOYHBIX OTHOIICHUH U
CTpaTeruii BMECTO U3BJICUEHUS] KPATKOCPOUHON BBITOJBI.

4) He OyapTe 3aKiOUEHHBIM B BallleM KaOWHETE; 00s3aTeIbHO PETYJISPHO MOCEIIalTe JIFoJIeH, KOTOPBIC
paboTaroT sl Bac, Ha UX TEPPUTOPHUH, a TAKKE MOOIIPSUTE U BIOXHOBISHTE UX.

5) CexpeToM OCYIIECTBICHUS NAHHOW N SBISETCS aKTUBU3AIUS BallNX COTPYAHUKOB — PACKPBITHE
CTpaCTH 1 TaJlaHTa, KOTOPBIC CIIPSATaHbI B FHy6I/IHC UX JINYHOCTH.

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

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

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

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

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

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

5. Write a summary of the text above.

IIpakTHyeckoe 3ansitue Ne 10.
IIpaxkmuxa peuu: \What is Public Administration? / YUro Takoe rocyiapcrBeHHoe ynpasiieHue?
Heanb: ®opMupoBaHNEe KOMMYHUKATUBHBIX KOMIIETEHIIUHM, OBJIaJICHUE JIEKCUKON U TPaMMaTUKOU
B pe3yabTaTte ocBOeHHE TEMbI CTYAEHT I0JIKEH
3HATh: 0a30BBIE HOPMBI YITOTPEOICHUS TIEKCUKH, POHETHKH 1 TPaMMaTHKH
yMeTh: 4YHTaTh, NEPEBOJUTh W TEPECKa3bIBaTh TEKCTHI Ha WHOCTPAHHOM S3bIKE C HWCIOJIH30BAHHEM
CIIPABOYHON M yueOHOM JINTEPATYPhI; OCYIIECTBISATH KOMMYHHKAIIMIO HA UHOCTPAHHOM SI3BIKE
AKTYyaJbHOCTh TeMbI: 00yCIIOBJIeHa HeoOXoanMocThio oBnanenuemM OK-5; OIIK-4; T1K-26.

TeopeTnyeckasi 4acThb:

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

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

Various institutions are involved in public administration.



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

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

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

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

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

HISTORICAL OVERVIEW OF PUBLIC ADMINISTRATION

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

The personal nature of that rule was very great. Everything depended on the emperor. The
emperor in turn had to rely on the personal loyalty of his subordinates, who maintained themselves by the
personal support from their underlings, down to rank-and file personnel on the fringes of the empire. The
emperor carried an enormous work load reading or listening to petitions, policy arguments, judicial
claims, appeals for favors, and the like in an attempt to keep the vast imperial machine functioning. It was
a system of favoritism and patronage.

In a system based on personal preferment, a change of emperor disrupted the entire arrangements
of government. Those who had been in 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 continuity 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.

Modern administrative system is based on objective norms (such as laws, rules and regulations)
rather than on favoritism It is a system of offices rather than officers. Loyalty is owed first of all to the
state and the administrative organization. Members of the bureaucracy, 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 its members die.

Jlekcnueckue eITMHUIBI IO TEME:

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

Bomnpocsel u 3ananus:
1. Read the text again for understanding its main points and answer the 10 "What'-questions given
below:
What is public administration?
What institutions and agencies are involved in public administration?
What institutions are involved with policy formulation?
What public figures are visible to the public — elected or anonymous ones?
What are public administrators?
What maintained political rule over wide areas and large populations in ancient empires?
What is the difference between macro-administration and micro-administration?
What changes could a change of emperor lead to in a system based on personal preferment?
What are modern administrative systems based on?
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10.What is the difference between the administrative system based on objective norms and the one
based on favouritism?
2. Now read the text for detailed information to complete the following sentences and develop the idea:

1.

2
3
4
5.
6
7
8

. AN
1.
2
3
4,
5.
6
7
8

. Gi

1.

2.

Hw

6.
7.

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

. Public administration is said to be not ... .

. Public administrators are the anonymous specialists, who ... .

. Whether in the negative or positive sense, public administration is ... .

The ancient and recent colonial empires ... .

. The emperor carried an enormous work load ... .

. Modern administrative system is based on ... .

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

3. Answer the following questions:

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

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

Why was the system of the ancient empires called "the system of favouritism and patronage"?
Why is bureaucracy thought to be immortal?

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

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

What objective norms are modern administrative systems based on?

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

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

The anonymity of much public administration raises fears that government policies are made by
people who are not accountable to citizens.

Members of the bureaucracy are chosen for their qualification rather than for their personal
connections with powerful persons.

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

Our experiences with public administrators have become so extensive that our society may be
labeled the “administered society”.

Public administration is a political process involving the authoritative implementation of
legitimated policy choices.

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

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

5. Insert prepositions where necessary:

1.
2.
3.

8.

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

We cannot dispose ... our earthly remains without final administrative certification.

Everything depended ... the emperor, who in turn had to rely ... the personal loyalty of his
subordinates.

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

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

The emperor carried an enormous work load reading or listening ... 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.

2.

AHOHUMHOCTh TOCYJApPCTBEHHOTO  yMPAaBIEHUS BBI3BIBACT y MHOTHX OIIACEHHS, HYTO
roCyJIapCTBEHHAs CcTpaTerus OyaeT BeIpabaThIBaThCS JIOIBMH, HE TIOJOTYETHBIMH TPaKIaHAM.

IIpu cmeHe umniepaTopa, pa3pymancs BeCh TOCyIapCTBEHHBI MEXaHU3M, H JIFOJIH, KOTOPbIE ObLTH
B [I0YETE, MOTJIM OKA3aThCA B HEMUJIOCTH.

Ilpu coBpeMeHHOW CHCTEME TOCYIapCTBEHHOTO YIPABIEHUS TOCYAapCTBEHHBIC CITyXKaITHue
HA3HAYAKOTCS COTJIACHO MX KBAIM(HUKAIMU, @ HE 110 JIMYHBIM CBA3SIM C BIHATEIBHBIMH JIIObMHU.
T'ocynapcTBenHOE mpaBieHUE 3aBUCETIO OT UMIIEPATOPa, KOTOPOMY, B CBOIO OUYEPE/Ib, TPUXOAUIOCH

MOJIaraThCs HA MPEIAHHOCTH MO TIMHCHHBIX.



5. Vmmepartop BEIONHSI OTPOMHYIO paboOTy — YHTA W CIIyIIaN XojaTaicTBa, pazoupan cyncOHbIe
UCKH U TIPOCHOBI O TIOMHUJIOBAHHH.
7. Retell the text finishing the following sentences and adding 4-5 phrases of your own:
1. The text under discussion draws our attention to ... .
2. Public administration is said to be not as showy as ... .
3. Public administrators are...
4. The ancient empires organized and maintained political rule by ...
5. Modern administrative system is based on ...
8. Complete each sentence using a word derivationally related to the word given in brackets:
This idea is 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 threatening to ... . (resignation)
Many civil servants are sure that they can ... better than the politicians. (government)
There is a lot of ... involved in getting an import license. (bureaucrat)
This public corporation is fully ... to Parliament. (accountability)
. Sheisa... in Eastern European affairs. (special)
10. It is the Prime Minister's ... residence. (officer)
9. Give your own definitions of ‘micro-administration’, ‘macro-administration’ and ‘bureaucracy’.
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Paznen 2: Business management and public administration/ Ynpasiienne Ou3HecoM W
rocyiapCcrB€eHHOC ylipaBJICHHUE.

IIpakTuyeckoe 3ansitue Ne 11.
Ilpakxmuxa peuu: City managers and their responsibilities /AnvMunHcTpanmusi ropoaoB u ee
00SI3aHHOCTH.
Henb: ®opmupoBaHre KOMMYHUKATHBHBIX KOMIETEHIU, OBJIaACHUE JIEKCUKOU U IPaMMAaTHKOU
B pe3yabTaTe ocBOeHHE TEMBI CTY/AEHT J0JKEH
3HATh: 0a30BbIC HOPMBI YITOTPEOJICHUS JICKCUKY, OHETUKU M IPaMMaTHKH
yMeTb: YHTaTh, MEPEBOOUTH U MEPECKa3blBaTh TEKCTHl HAa WHOCTPAHHOM SI3BIKE C HCIOJIB30BAaHHEM
CIPaBOYHOM U y4eOHOHN JIUTEPATyphl; OCYLIECTBIATh KOMMYHUKAIIMIO HA HHOCTPAHHOM SI3BIKE
AKTYyaJILHOCTDh TeMbI: 00yclioBIeHa HeoOxoauMocThio oBiagenneM OK-5; OITK-4; TIK-26.

TeopeTuyeckasi 4acThb:

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

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

JekcHueckne €IUHUIBLI 110 TEMeE:


http://www.dereksiz.org/ukazatele-kursa-ground-corrector-putevoj-korrektor-celestial-b.html
http://www.dereksiz.org/laboratornaya-rabota--fajlovie-menedjeri-cele-raboti-osvoite-o.html
http://www.dereksiz.org/bekitildi-kegoc-a-basarmasini.html
http://www.dereksiz.org/laboratornaya-rabota--fajlovie-menedjeri-cele-raboti-osvoite-o.html

formal authority — opunmansHsle TOTHOMOYMS

inspire [1n'sparo] — BHyIIaTh, BIOXHOBJIATH

trait [treit] — xapakrepHas 4epra, 0COOCHHOCTh

interaction [ intor'ak/(o)n] — B3aumoeiicTBre

vision ['vi3(a)N] — NpOHUIIATEIBHOCTD, PEABUICHHE, TaTbHOBUIHOCTh
value ['vaelju:] — BaXXHOCTb, IEHHOCTb, ITOJIC3HOCTh

charisma [ka'rizmo] — nuuHoe obasHue, Xxapu3ma

ongoing ['on, goum] — IPOUCXOASIIHI B HACTOSIIEE BPEMS,
MPOAOJIKAIOIIMICS, HENTPEPHIBHBIN, MOCTOSHHBIN

explore [1k'splo:] — uccienoBars, paccMaTpuBaTh, U3y4aTh, aHATN3UPOBATH
recognition [ ,rekog'nif(s)n] — oco3nanue, MOHUMaHKE, PEICTABICHHE
attribute ['®tribju:t] — oTmUUMTENBEHAS YepPTa, XapaKTEPHOE CBOHCTBO
evidence [‘evid(a)n(t)s] — bakTel, aHHBIC; TOKA3aTEIHCTBRO,
HOATBEPKICHUE; CBHICTEIHCTBO

intelligence [in'telidz(o)n(t)s] — urTemIEKT, paccya0K, pa3yM; YMCTBEHHBIC
CIOCOOHOCTH

Bomnpocsl u 3ananus:
1. Match Russian definitions with English terms:

1) chief executive officer a) (dopma opraHu3aIUiK MECTHOT'O CaMO-
yIpaBJiIeHHS, IPA KOTOPOH BRIOOPHBIN
TOPOJACKOH COBET MPUTJIAIaeT Ha JOJHKHOCTD
PYKOBOJIUTEISI MyHUIIHIIA-
auTeTa NpoecCHOHANBHOIO YIPABIISIOMIETO,
paboTaromiero MOIHBIA Pa0OYHil ICHB;
MEHEJKEp CaMOCTOSITeTIbHO Ha0UpaeT 1mTat
JUIsL YIIPaBJICHUS] TOPOJCKUM XO35HCTBOM;

2) council-manager form b)  MeHemkep, OCYIIECTBISIOIINI paciopsi-
JIUTEIIBCKYIO JIESATENBHOCTD B PaM-
KaX CTPATETMYECKUX PELICHUM, IPUHATHIX
PYKOBOJICTBOM;

3) administrative manager C)  pYKOBOJIMTEIb, KOTOPHIi OTBEUACT 3a
OCHOBHYIO YaCTh TEKYIIECH eI TeTbHOCTH
KOPIOPAIMU U UCTIOJHEHUE PEIICHHUI COBETA
JIMPEKTOPOB, IPH 3TOM YaCTO 3aHUMAET TAKKE
HOCT TpeJiceaTesIsi COBETa AUPEKTOPOB,
MPE3UJICHTa, 3aMECTHTEIS [IPEJICeaTelIs co-
BETA U T. II.

2. Complete the following sentences using the text.

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

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

3. The duties of chief executive officer (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 is ... Cratbhs Ha3bIBAETCH ...

The primary task of the published OcHoBHas 3aja4a MyOJIMKyeMOr
article is ... CTaThH ...

The article starts with ... CraTbd HAUMHAETCA C ...

In the first part of the paper effort B nepBoii yacTu cTaThu JienaeTcs
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is undertaken to analyse ... MOTBITKA IPOAHATU3UPOBATh ...

The article under consideration also points out ... PaccmarprBaemas cTaThs BBLACTSICT ...
In the next (last) section emphasis B TpeTheit yacTH MoIIePKUBAETCS

is given to ... BaKHOCTS ...

In conclusion the article reads ... B 3akimroueHnn B cTaThe TOBOPHUTHCS ...
4. Complete the following sentences using the text.

. Leadership is organizing a group of ... .

. The search for the characteristics of leaders ... .

. Leadership is rooted in the characteristics that ... .

. The idea that leadership is based on individual attributes is known as ... .

. Using early research techniques, researchers conducted over a hundred studies to distinguish ... .
. In the middle of the 20th century researchers took a different view of ... .

. It is posited that individuals can be effective in certain ... .

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

. Write a summary of the text above.
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IIpakTHyeckoe 3ansitue Ne 12.
Ipaxmuxa peuu: Public Administration Personnel / TlepcoHaJji rocy1apcTBeHHOH aIMHHUCTPALHH.
Henb: ®opmMupoBaHre KOMMYHUKATUBHBIX KOMIIETEHIUI, OBIaACHUE JIEKCUKON U IPaMMAaTHKOM
B pe3yabTaTe ocBoeHHE TEMBI CTY/IEHT H0JIKEH
3HATh: 0a30BbIC HOPMBI YITOTPEOJICHUS JICKCUKY, OHETUKU M IPaMMaTHKH
yMeTb: YHTaTh, MEPEBOOUTH U MEPECKa3blBaTh TEKCTHl Ha WHOCTPAHHOM SI3BIKE C HCIOJIB30BAaHHEM
CIIPABOYHON M yU4eOHOM JINTEPATYPhI; OCYIIECTBISATH KOMMYHHKAIIMIO HA UHOCTPAHHOM SI3BIKE
AKTyaJILHOCTDb TeMbI: 00ycloBieHa HeoOxoauMocThio oBiagenneM OK-5; OITK-4; TIK-26.

Teoperuyeckasi 4acThb:

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

A person usually performs several roles and it may become a source of stress and overload. Role
overload is 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 it difficult to fulfill the demands of others. The lawyer who must cancel an appointment to care for
a sick child or the professor who neglects his students to fulfill administrative obligations is experiencing
a role conflict.
Viewing organization as a system of roles helps to identify rights and obligations of each employee. Roles
provide the consistency that holds an organization together. An organization that falls apart when
individuals leave has not built an adequate structure of roles.
Although public organizations contain many specific roles, five role-types — the political executive,
desktop administrator, professional, street-level bureaucrat, and policy entrepreneur — are the most
common.
Political executives

Political executives (the secretary of a State Department, the city manager, or the county
administrator) occupy the top of public organizations. Although their jobs and responsibilities are
different, they all perform the functions of a political aide, policy maker, and top administrator.
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In most cases, political executives are political appointees — elected officials give them their jobs. That is
why, their position, their tenure, and their influence while in office derive from the authority of elected
officials. The official who wins the election most commonly appoints loyal supporters. They
are advisors for selected officials.

Elected officials cannot do everything. They can do little more than point the general direction and
scrutinize the final result. That is why political executives appointed by them are also policy makers. The
political executive initiates, 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. It is a difficult role. Public executives are legally
responsible for implementing policy They must cut through the red tape, resistance of change, intra-
organizational conflict to assure that the public is served well.. Those political executives who fail to
reach down and get the support and enthusiasm of their agency personnel will effect little change in
policy. But if they completely disregard the preferences, knowledge, and experience of their agencies,
stalemate ensues. If they uncritically adopt the views of their elected officials or their agencies, they may
lose influence with elected officials.

Desktop administrators

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

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

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

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

Professionals

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

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

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

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

Street-level bureaucrats

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



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

Street-level bureaucrats work in situations that defy direct supervision. Even when supervisors are
nearby, much work with clients is done privately. Most paperwork and computerized information systems
attempt to control street-level bureaucrats, who in turn become skilled in filling out forms to satisfy
supervisors while maintaining 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 is generally considered to be the charismatic person at the top, though
they can exist at all levels of an organization. They are strongly committed to specific programs and are
strong managers. They are skilled in gathering support and guiding an idea into reality. The role requires
conceptual leadership, strategic planning, and political activism. This role is both necessary and
dangerous. They take risks and push limits, which is necessary for a dynamic government, but they also
bend rules and sometimes lead policy astray.

Jlekcnuyeckue eJHHUILI IO TEMeE:
role-type, role conflict, desktop administrator, to require leadership, to be given limited resources,
consensus, charismatic leader, to step into a role, source of stress, to balance expectations

Bomnpocsel u 3ananus:
1. Complete the following sentences using a word derivationally related to the word given in brackets:
Any organisation is a system of roles in which rights and obligations of each employee are clearly ...
(identification).
Political executives are political ... in most cases. (appointment).
This is the political executive who ... , shapes, promotes, and oversees policy changes. (initiative).
The work of professionals ... considerable autonomy and ... . (requirement, flexible)

Nonprofessionals are evaluated by their immediate ... , while the work of professionals is evaluated by
peer review of their colleagues. (supervision).
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 entrepreneurs ... strategic planning, political activism, and conceptual ... (requirement,

lead.) .
2. Match the words to their definitions:
1. appoint 1. tohelp
2. complain 2. todeal with
3. treat 3. to give someone job as...
4. supervise 4. to grumble because something is wrong
5. initiate 5. to start something going
6. assist 6. to watch over work, to see that it is well done
7. interfere 7. not to notice (on purpose)
8. ignore 8. to meddle, to get involved
9. bottom, n 9. to ask insistently for something
10. flexible 10. highest point
11. top, n 11. lowest point
12. demand, v 12. adaptable

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

4. Translate into English:

1. HpaBa 1 003aHHOCTHU COTPYAHUKOB OpraHrU3alv BCCraa 4Y€TKO OMPCACIICHLI.

2. DddexTUBHOCT, pPabdOTHl OpraHu3alvy, B TEPBYI0 OYepedb, 3aBUCUT OT IMEPCOHANa, ero
npodeccruonanu3Ma 1 THOKOCTH.

3. Kak npaBuito, KaX/Iplii COTPY/HHK BBIMOJIHSET HE OJIHY, & HECKOJIBKO POJIeii B OpraHU3allHy.

4, OpraHmauI/m MNpCACTaBIIACT cobOoit HUCpapXuro, Ha KOTOpOfI pacnojiararorcsi  ONnpeaACIICHHLIC
JOJIDKHOCTHBIC JIMIla U COTPYAHUKH.



5. YacTto moaM JKanyroTcs, Y4TO OIOPOKpAThl B TOCYJIApCTBEHHBIX OpPTaHU3AIMAX HE NMPHHUMAIOT BO
BHHUMAaHHE UX MPOOJIEMBI 1 00CTOSTETBCTRA.
6. FOpucT MOXeT 0TKa3aThCsl B TAKOW CUTYalMH, KOTJa €My IPUAETCSI OTMEHUTh Ha3HAYCHHYIO BCTPEUy
C KJIMEHTOM H3-32 00JIe3HU peOCHKaA.
Give your own definitions of 'public administration personnel’, 'role-types’ and 'role conflicts'.
Read the text for general information to complete the following statements:
The text deals with the problem of ...
The text views a public organization as a system of specific roles, role-types, the most common of
which are ...
The role of a policy entrepreneur requires ...
. 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 is experiencing a ... .
5. The most common five roIe -types are ..., ..., ..., ..., and ...
6 . occupy the top of public organisations; in most cases they are .
.. have responsibility for major decisions; however, the ultimate authority rests with ... .
8 . protects civil servants from losing their jobs.
9. The work of professionals requires ... and ..
10. Street-level bureaucrats often deC|de what pohcles to implement, their ... can ... their work
with ... .
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 ...
2 There are five most common role types in public organizations. They are...
3. Political executives are political appointees, that's why ...
4 Desktop administrators closely fit the general description of a bureaucrat, they differ
fundamentally from ...
5. Street-level bureaucrats are at the bottom of public organizations and ...
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IIpakTuyeckoe 3ansTue Ne 13.
I'pammamuxa: Participle / llpuuacrue.
Heanb: ®opMupoBaHNEe KOMMYHUKATUBHBIX KOMIIETEHIIUH, OBJIaJICHUE JIEKCUKON U TPaMMaTUKOU
B pe3yabTaTe 0cBoOeHHE TeMbI CTYAEHT I0JI:KEH
3HATh: 0a30BBIE HOPMBI YITOTPEOICHUS TIEKCUKH, POHETHKH 1 TPaMMaTHKH
yMeTh: 4YHTaTh, NEPEBOJUTh W IEPECKAa3bIBaTh TEKCThl HAa HMHOCTPAHHOM S3bIKE C HCIOJIb30BaHHEM
CIIPABOYHON M yueOHOM JINTEPATYPhI; OCYIIECTBISATH KOMMYHHKAIIMIO HA UHOCTPAHHOM SI3BIKE
AKTYyaJIbHOCTh TeMBbI: 00yCIIOBJIeHa HeoOXoanuMocThio oBianenuemM OK-5; OIIK-4; T1K-26.

TeopeTnyeckasi 4acThb:
IMpuuactue | (Participle 1) — wenwunas ¢opma riarona, obiagaroiias CBOWCTBAMH TIJIarosa,
HpHIaraTenbHoro 1 Hapeuus. CooTBEeTCTBYeT opMaM MPUIACTHS U ICCTIPUIACTHUSI B PYCCKOM SI3bIKE.
DOpMBI IPUYACTHUS

active passive
Indefinite asking being asked
Perfect having asked having been asked

Participle I Indefinite o6o3nauaer nelicTBue, OMHOBpEMEHHOE C ACHCTBUEM Tiarona-ckazyemoro. While
translating difficult texts we use a dictionary. ITepeBoss Tpy/HbIE TEKCTbI, MbI [IOJIb3YEMCS CIIOBAPEM.
Participle | Perfect o6o3nauaer neiicTBue, MpeaIIECTBYIONIEE ACHCTBUIO, BHIPAKEHHOMY TJIaroJIOM-
ckazyembiM. Having read the book | returned it to the library. [IpounTtaB kHury, s BepHya €€ B
OMOIMOTEKY.
Dynxyuu npuwacmus |

B npennoxxennu npudactue | (Participle 1) moxer ObITh:



1. Ompenenennem. B oroii ¢ynkuuu ymorpebisercs Ttomsko Participle | Indefinite, kotopoe
COOTBETCTBYET PYCCKOMY IIPHYACTHIO HACTOSIIEr0 BpeMeHHM B ToM ke (ymkmmum. A smiling girl.
VYiawibaromasicst neodka. A swimming man. [lnsisynmii genosek. The men building our house with
me are my friends. Jlroau, crposdiiue Haimr 10M BMECTe CO MHOM, -- Mou Apy3bsa. The house being
built in our street is a new building of school. JTom, cTposiuuiics Ha Hamieil yiuile -- 3TO HOBOE 3aHUE
IIKOJIBI.
2. OGcrostensctBoM. B aroii ¢ynkimu Participle | Indefinite Active wame Bcero crout B Hauaie
NPEUTOKEHUS M IEPEBOIUTCS Ha PYCCKHIA A3BIK JA€CIPUYACTHEM HECOBEPIICHHOTO Bra. T ranslating the
article he consulted the dictionary. IlepeBoas craTbio, OH IIOJIBE30BAIC CIOBAPEM.
[Tepen Takum npuyactueM B (QYyHKIMH OOCTOSATENHCTBA 4acTO CTOAT coro3bl When mmm while. Takue
CIIOBOCOUCTAHHS MEPEBOAATCS JTHOO ACCHpPUYACTHBIM OOOPOTOM (WJIM JICCPHYACTHEM) C OIMyIICHHEM
€01032a, MO0 MPHUIATOYHEIM MPEIIOKEHIEM, KOTOPOE HAYMHAETCS C COI030B "Korma', "B TO BpeMs Kak'.
While translating the article the student consulted the dictionary. IlepeBoast craThio, CTYICHT
noJb30BajIcs cioBapéM. / Korna cTyIeHT mepeBOAMI CTaThiO, OH MOJIBb30BAJICS CIIOBAPEM.
Participle |1 Indefinite Passive mepeBomuTcs Ha PyCCKHil SI3BIK OOCTOSITEILCTBEHHBIM MPHUIATOYHBIM
npenmoxerrem. Being built of wood the bridge could not carry heavy loads. Tak kak MocT ObLI
HOCTPOCH U3 JIEPeBa, OH HE MOT BBIACPKATh OOJIBIIMX HATPY30K.
Participle | Perfect Active mepeBoautcs neenpryactueM coepinenroro suga. Having built a house he
began building a greenhouse. ITocTpouB 10M, OH HaYal CTPOUTH MAPHHK.
Participle 1 Indefinite Passive B ¢yHkuun o06cTOsATENbCTBA (BPEMEHH, NPUYUHBI) TEPEBOAUTCS
00CTOSATEILCTBEHHBIM NPUIATOYHBIM TPEIOKEHHEM. [Ipr 3TOM B KauecTBe MOMAJIEKAIIETO PYCCKOro
NPUIATOYHOTO MPEAIOKEHHsT YIOTPeOIsIeTcs MoIexallee aHrInicKoro mnpeaioxenus. Having been
built of concrete, the house was cold in winter. Tak kak goM ObLT TOCTPOCH U3 GETOHA, 3UMOI B HEM
OBLIO XOJOAHO.
3. Hacteio ckazyemoro. Participle | Indefinite Active moxer ObITh YacThiO Ckaszyemoro. They are
playing chess. OHu UIrpalOT B IIaXMAThI.
Mpuuactue 11

[Mpuuacrtue 1l (Participle 11) — venmunas dopma rnarona (11l ocHoBHast popma riarona), umeer
OJHY HEU3MEHsAeMylo (opMy CO CTpagaTelbHbIM 3HAuYeHHEM H O0003HAYaeT AEHCTBHE, KOTOPOE
UCTIBITHIBACT Ha cebe smio Wik npeameT. OHO COOTBETCTBYET B PYCCKOM SI3bIKE MPUYACTHIO
CTpajaTesIbHOro 3aJora.

IMpuuactue |l mpaBUIBHBIX I7IArojoB UMeeT Ty ke Gopmy, uro u Past Indefinite, u obpasyercs
npu oMo npubasnenus cydoukca —ed k ocHose riuaroia to ask — asked, to help — helped.
[Momo6Ho mpuuacturo |, mpuuactue Il o6agaeT cBONWCTBAMH TJIaroa, MpuiiarateibHoOro u Hapeuns. Kak
U IJIaroj, oHO 00o3Ha4aeT jeWcTBue. Bpems geiictBusi, o6o3Hauaemoe mpudactuem I, onpenensercs
BPEMEHEM JICHCTBHS TIJlaroja-ckasyeMoro wid KoHTekctom. The book discussed yesterday was
interesting. Kuwura, o6cy»xmaBiiascs Buepa, Obuta narepecuoi. The books discussed at the lessons are
always interesting. Kuuru, o0cyx/aeMbie Ha ypOKax, BCEria HHTEPECHBI.
@yurxyuu npuyacmus 11

B npeanoxennn npuuactue |l MoxxeT ObITH:
a) Onpenenenuem. Last time is never found again. [orepsiHHOE BpeMsi HUKOTIa HE BEPHEIIH (JI0CTOBHO
— He Hant). A written letter lay on the table. Hanmcannoe mucemo jexamo Ha crome. They are
reconstructing the house built in the 18" century. Ouu pecraspupyior 31aHue, HocTpoeHHOoE B 18
BEKE.
6) O6c¢crostenbctBoM. [Tepen npudactuem Il B hyHKIMN 06CTOATENBCTBA MOTYT CTOSTH cOrO3BI if, UNless,
when. B TakoMm ciydae aHIVIMICKOE MPHUYACTHE MEPEBOAUTCS OOCTOSTENLCTBEHHBIM TMPUIAATOYHBIM
MpeTOKEHUEM, B KOTOPOM TIOZJIEKAIIee TO ke, uTo U B rimaBHoMm mpemnoxenuu. If built of the local
stone, the road will serve for years. Ecau nocrpouts mopory (Eciu jiopora mocrpoeHa) U3 MECTHOTO
KaMHs1, OHa OyJIeT CITY)KUTb JOJITHE TOIbI.

Bonpocs! u 3aganusi:
1. Oépasyime Participle | uau Participle |1l om znazonoe 6 cxookax.
Why have you got that ... (worry) expression on your face? Are you in trouble?
The teacher was ... (disappoint) with the test results.
Jack’s answer was ... (disappoint).
I went to the exhibition of French art last week and I was very much ... (impress).
We saw a lot of ... (fascinate) paintings.
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6. Iwasso ... (excite) that I couldn’t say a word.
7. The trip to the mountains was so ... (excite) — we enjoyed every minute of it.
8. I'm ... (bore) — I have nothing to do.
9. The lecture was so ... (bore) that a few listeners fell asleep.
10. We liked the Room of Horrors but some of the tricks were rather ... (frighten).
11. It was raining so heavily that the little puppy got ... (frighten) and hid under the bed.
12. Little John’s questions were ... (surprise).
13. We were ... (surprise) at the news.
14. The boy ... (translate) the story is the best pupil in our class.
15. The girl ... (wash) the window is my sister.
16. ... (do) his homework Tom looked through the window several times.
17. The work ... (do) was very interesting.
18. Everything ... (write) on the blackboard is correct.
19. ... (write) the letter Olga thought about her summer holidays.
2. Hepenumume npedﬂoofceuue, UCROIB3YA npuduacmue emecmo npudamolmozo npednoofcenuﬂ.
ITPUMEP
The old castle which was built five hundred years ago belongs to the university. Crapsrii
3aMOK, komoputii b1 nocmpoen 500 em nHazad, NPUHAIUICKUT YHUBEPCUTETY.
= The old castle, built five hundreds ago, belongs to the university. Crapsiii 3amok, nocmpoennuiii 500
Jlem Ha3a0, TIPUHAICKUT YHUBEPCUTETY.
The holidaymakers who were wearing light clothes walked along the beach.
The lands that were discovered by Columbus were rich in gold.
The children who were excited by the news shouted “Hoorah” three times.
The hedges that divided the fields were getting yellow.
The young lady who was standing at the door looked very attractive.
The two banks which were connected by a bridge were high and looked dangerous.
Betty Smith heard the noise of a child who was crying.
He entered the yard and smelt something that was burning.
3. Hepeset)ume npeonoxcenusn ¢ npuuacmuem. Hazoeume npuuacmue Present Participle I, Perfect
Participle I, Past Participle.
The girl riding the horse is my sister.
She hurt herself (while) riding a bicycle.
Going to the club, I met some of my friends.
Leaving the house, I noticed someone in the garden.
Arriving at the station, we hurried to the information bureau.
The pictures exhibited there are very expensive.
Not knowing what to do, | turned to Jack for advice.
| often think of my friends living in Paris.
| went to bed, not being able to work.
10 The story written by him is rather thrilling.
4. Ilepeghpazupyitme npeodnoiicenus 0OHUM U3 08yx cnocoos.
INPUMEP 1
Holding up a picture, the teacher asked us if we recognized the man. = The teacher held up a
picture and asked us if we recognized the man.
Jep#a KapTHHY B pYKe, YYUTENs CHPOCHI HAC, Y3HAEM JIM MBI 3TOrO YeJIOBEKa. = YUHTENb JepikKal
KapTUHY B PYKC H CIIPOCUJTI HAC, Y3HACM JIKM MBI 3TOI'O YCJIOBCKA.
IIPUMEP 2
Opening the door, Mike found the room full of people. = When Mike opened the door, he found the
room full of people.
OTKpBIB ABepPb, Maiik yBHUIEI, 9TO B KOMHATE TTOJIHO JioAei. = Korga Maiik oTKpbLI IBEpb, OH YBHIIET,
YTO B KOMHATE MOJIHO JIIOJICH.
Walking in the forest, the children suddenly saw a wolf.
People stood on the bridge, watching the boats on the river.
The pupils remained silent for a minute or two, thinking about the teacher’s question.
Looking for his ticket in all his pockets, Tom discovered that he had lost it.
The crowd moved slowly forward, forcing the soldiers back.
Taking the dictionary, he looked up the unknown word.
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7. Seeing clouds of smoke over the building, the girl cried, «Fire! Fire!»
8. Crossing the wide field, the frightened animal escaped into the forest.
5. IHepegpazupyiime npeonoxycenus c Oelicmeumenvhvim npuuacmuem Perfect Participle I,
noouepkueas npeouiecmeue.
IIPUMEP. Having come home, he remembered her warning. = After he had come home, he
remembered her warning.
1. Having gone there twice, I didn’t want to go there again.
2. Having left the house, | suddenly remembered that | had left behind the umbrella.
3. Having shown us his new picture, he left.
4. He knew the city very well, having lived in Paris for a long time.
5. Having written the book, he could relax.
6. Ilepeseoume cnedyioujue npednoIceHus Ha AHZTUNLCKUIL A3bIK.
Jluo, HapucoBaHHOe Ha Oymare, moxoxe (look like) Ha Teos1.
Ero He Buaenu Buepa B IIKOJIE.
EMy cnenyer mo3BOHUTS.
YenoBek, CUAAINIMN B Kpeciie, MOH OTell.
[TruceMo OBLIO OTIPABICHO BUEpA.
Manpunky, UIyIue B KOy, MO JPY3bs.
Manpunky UAYT B OIKOITY.
YenoBek, MOCIaHHBINA TOOOH, TOJIKO YTO MPHILEI.
BocxureHnbli nerizaxem, s CTOST Ha Oepery o3epa.

©CoNo~wWDNE

IIpakTHyeckoe 3ansitue Ne 14.
Ipaxmuxa peuu: Personnel administration: staffing and trainin. / YnpasJjienue nepconajaom:
noaoop u ody4eHue.
Henb: ®opmupoBaHre KOMMYHUKATUBHBIX KOMIETEHIU, OBIaACHUE JIEKCUKOU U IPaMMAaTHKOU
B pe3yabTaTe ocBOeHHE TeMbI CTYACHT 10JIZKEH
3HATh: 0a30BbIC HOPMBI YITOTPEOJICHUS JICKCUKY, POHETUKU M IPaMMaTHKH
yMeTb: YHTaTh, MEPEBOOUTH U MEPECKa3blBaTh TEKCTHl Ha WHOCTPAHHOM SI3BIKE C HCIOJIB30BAaHHEM
CIIPABOYHON M yU4eOHOM JINTEPATYPhI; OCYIIECTBISATH KOMMYHHUKAIIMIO HA UHOCTPAHHOM SI3BIKE
AKTyaJILHOCTDH TeMbl: 00ycloBieHa HeoOxoauMocThio oBiagenneM OK-5; OITK-4; TIK-26.

TeopeTuyeckasi 4acThb:

An important task in the management of any enterprise, private or public, is the recruiting,
selecting, promoting, and terminating of personnel and employee training.
Recruiting

Once jobs have been created, the recruitment starts, i.e. finding people to fill those jobs.

Public administration in the United States has come a long way from the time of Andrew Jackson,
when, in 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. Merit 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.
Openings were more highly publicized, recruiting visits were made to college and university campuses,
and wages were made more nearly competitive 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 women.

Examining and selecting

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

Some judgments are made on the basis of an unassembled examination. That is, 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 important for jobs requiring particular skills, is performance
examination. Some jobs call for an oral examination, particularly those for which communication skills
are especially important.



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

The personnel agency (e.g. Civil Service Commission) considers the list with the names of the individuals
with the highest examination scores from which it chooses the new employee. Considerable discretion is
allowed in making the final choice.

Following selection, the new employee is likely to serve a probationary period, often six months,
during which removal is relatively easy. Personnel managers encourage supervisors to see this as an
extension of the testing procedure, but few employees are, in fact, dismissed during this period.
Evaluation

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

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

Continuing education in the public service

Government is deeply involved with the further education and training 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 universities, in 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 university
campus or at an agency site.

The Federal Executive Institute in Charlottesville, Virginia, 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 program.
Jlekcnuyeckue eIHHULLI IO TEMeE:
prior experience, to judge performance, performance examination, competitive wages, on-the-job
training, in-house training, racial background.

Bomnpocel u 3ananus:
1. Complete each sentence using a word derivationally related to the word given in brackets:
She kept calling him up to ... some new task to him. (assignment)
They made an attempt to ... her from the General Council. (removal)
We are confident that the case will ... with two words “Not guilty!” (termination)
The University 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 minimize diseases and weeds. (rotate)
. 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 administration?
2. What attempts are made by the government to attract competent individuals to jobs?
3. Why is the evaluation of employee performance important?
4. How are new employees examined and selected?
5. Is the further education and training of the employees important? Why?
3. Read the text for general information to complete the following statements:
1. The text deals with the problem of ... .
2. There are some steps in the personnel process. They are ... .
3. The text views personnel administration as ... .
4. Read the text again for understanding its main points and answer the 10 "What'-questions given
below:
1. What is the first step that the management has to undertake when new jobs have been created?
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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 is a "performance examination"?

What examination is considered to be of special importance?

What process is the evaluation of employee performance?

What programs have many universities developed for public employees?

What training does the Federal Executive Institute provide?

What time is given to public personnel to pursue a degree at the doctoral level?

5. Now read the text for detailed information to complete the following sentences and develop the idea:

1.
2.
3.

o &

IS

9.

10.

Once jobs have been created, ... starts, i.e. finding people to fill those jobs.

... were designed for the most part to keep out ..., not to attract ... .

Active efforts were made to attract individuals who, in earlier times, would have been excluded
from public employment because of ... .

Once applications have been received, the next step is ... .

Some judgements are made on the basis of ..., and some jobs, especially requiring particular
skills, call for ... .

... is intended to select candidates for federal government careers rather than for particular jobs.
The new employee is likely to serve ..., often six months, during which removal is relatively
easy.

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

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

... provides managerial training for high-level federal executives.

6. Insert prepositions where necessary:

1.

2.

ok~ w

9.

10.

An important task ... the management of any enterprise is the recruiting, selecting, promoting,
and terminating ... personnel and employee training.

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

The term examination does not refer only ... a pencil-and-paper test.

Some judgements are made ... the basis of an unassembled examination.

Some jobs call ... an oral examination, particularly those ... which communication skills are
especially important.

By supplying a continuing record ... performance, such evaluation can protect employees ...
capricious actions.

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

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

The personnel agency considers the list ... the names ... the individuals ... the highest
examination scores ... which it chooses the new employee.

Wages were made more nearly competitive ... those in private sector.

7. Translate into English:

1.

2.

Kornma mosiBisiroTcsT BakaHCHHM B KaKOH-THOO OpraHM3aliy, HAYMHAETCH TIOWCK KaHIWUIATOB.
AMUHECTpaIHs BCETia CTapaeTcsl MPUBICYh Ha PA0OTY CAMBIX KOMIIETEHTHBIX CITYXKAIlHX.
Korma BakaHcuu OTJIalieHbl, HAHOCSTCS BU3UTHI B KOJJICPKA U YHUBEPCHUTETHI C IEJIBI0 TIOUCKA
KaHIMUIaTOB Ha OTH JOKHOCTH.

OT060p HanboONEe MOAXOAAIETO KaHAUATa OCYIIECTBIIIETCS HA OCHOBE YCTHOTO COOECEI0BaHUS,
OCOOCHHO B T€X CIIy4asx, IJie HEOOXOJMMbl KOMMYHHMKATHBHBIC CIIOCOOHOCTH, HJIM Ha OCHOBE
aHKEThI, BKJIIOYAOIeld HHPOPMAIIHIO 00 OmbITe paboThl, 00pa30BaHUH M PEKOMEHIAIINH.

HoBrlil crmyxamuid, Kak MOpaBUIO, HMPOXOIUT HCHBITATENbHBIA CPOK B TEUYEHHE 6 MECSIEB.
HauansHuk otaena kKaapoB paccMaTpUBAET 3TOT CPOK KakK MPOJOJDKEHUE MPOBEPKU, HO JIUIIb
HEMHOTHX CITYXAaIlNX YBOJBHSIOT B TEUEHHE ITOTO CPOKa.

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

1.
2.

The text under discussion draws our attention to ...
The recruiting pattern changed ...



3. Selecting of candidates is made on the basis of ...
4. The evaluation of employee performance ...
5. Government provides the following opportunities for the further education ...

IMpakTuyeckoe 3austue Ne 15,
Ipaxmuxa peuu: Administrative decision-making / IIpuHsaTHe AAMHHUCTPATHBHBIX PeIIeHHUIA.
Hean: ®opMupoBaHre KOMMYHUKATHBHBIX KOMIIETCHIMH, OBIaCHUE JIKCUKONW M IPaMMAaTHUKON
B pe3yabTaTe ocBOeHHE TEMBI CTY/IEHT A0JI:KEH
3HaTh: 0a30BBIE HOPMBI YIIOTPEOIEHHS JTEKCUKH, (POHETHKH B TPaMMaTHKH
yMeTb: YHTaTh, MEPEBOIUTH U MEPECKa3blBaTh TEKCTHI Ha WHOCTPAHHOM S3BIKE C HCHOJBb30BaHHEM
CHPaBOYHOM M y4eOHOH TUTEPATyphl; OCYIIECTBISTh KOMMYHUKAIIMIO HA HHOCTPAHHOM SI3BIKE
AKTYaJILHOCTDh TeMbI: 00yclioBIIeHa HeoOX0oauMocThIo oBianenneM OK-5; OITK-4; TTK-26.

TeopeTnyeckasi 4acThb:

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

Problem definition

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

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

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

Information search

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

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

Choice

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

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



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

Evaluation

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

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

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

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

Models of decision-making

There is no right or wrong way to make decisions. Sometimes cautious deliberation is the best
path; at other times risks are required. But scholars speak about two broad categories of models of
decision-making: rational and nonrational models.

Rational decisions are choices based on judgment of preferences and outcomes. They are not
always turn out best and they do not eliminate the possibility of failure. Sometimes the goal is so
important that it is rational to choose an option with little promise of payoff. Opting for experimental
surgery is a rational choice over a life of pain.

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

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

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

Jlekcuueckue eTUHUIIBI IO TEeMe:

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

Bomnpocel u 3ananus:

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. (betrayal, weight)
The homeless have no decent homes and are in ... situations. (despair)
Sometimes choices are not clear and their results are ... . (predict)
Before ... makers reach conclusions, they try 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)
Reducing acid rains requires costly .. . created from dying trees. (reduce, pollute.
2. Look at the heading of the text and predlct the contents of it.
3. Read the text for understanding its main points and answer the following questions:

1. Some decisions we make have ramifications throughout our lives, don’t they? Why?

2. What four major elements does decision-making involve?

3. When does a problem gain focus and take shape?

4. Can information define the nature of policy-making? How?

NGO~ E



What are the most visible decision-making processes?
What is the difference between formal and informal evaluation of a problem?
What do decision makers usually anticipate before they reach conclusions?
What is the most difficult aspect of evaluating choices? Why?
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 ignore ... problems, to avoid
situations, to put things ... .
2. The most important element in policy making is selecting a problem ... attention and placing it
.. the policy agenda.
Decision-making involves ... evaluating the effects and actions.
The distinction ... information search and evaluation is arbitrary.
Decision makers try to anticipate ... outcomes ... they reach conclusions.
The result is the most common criterion — if things turn ... well we feel we made the right
choice.
Rational decisions are choices based ... judgment of preferences and outcomes.
8. An emerging view of decision-making places a stronger emphasis ... decisions as value
statements.
5. Translate into English:
1. Yacto onpeaenuts NpodlieMy TaK ke TPYAHO, KaK M HANTH ee pelIeHue.
2. PyxoBoawTenh HE UMEET MpaBa JeHCTBOBATH O€30TBETCTBEHHO.
3. B mporecce nmoucka nHGOpMaIuu 00 HHTEPECYOIIEH HAC MPOOJIEME MBIl MOYKEM CTOJIKHYTHCS C
JPYTUMH TIpoOIeMaMu, TPEOYIOIUMH PELICHHUSI.
4. TeppopusM cTal caMOi HaCcyIIHOH MpodieMoit coBpeMeHHOCTH. Kak permmth ee? Kak
obecrneunTh 6€30MaCHOCTH JIFOIIM?
5. Cnenyet 11 BECTH EPETOBOPHI C TEPPOPUCTAMHU? YMEHBIINT JIU 3TO OMACHOCTb, CTOSIIYIO TIEpeT
JINIIOM O€33aIUTHBIX KEHIIWH U JeTeil?
6. TmarenbHO Hccaemys MPoOIIeMy 3arpsI3HEHHSI OKPYKAIOIIEH Cpe/bl U €0 BIUSHUS Ha 3[J0POBhE
JIIOJICH, yueHbIE TIPUBJICKAIOT K HE BHUMAaHUE OOIICCTBEHHOCTH.
6. Retell the text finishing the following sentences and adding 4-5 phrases of your own:
1. The text under discussion deals with the problem of ...
2. The four major elements: ..., ..., ... and ... which decision-making involves are not sequential.
3. Problem definition and information search are the first steps in decision-making process. They
mean recognizing that a problem exists and ... .
4. Choices emerge when problems are defined and ... .
5. The most difficult aspect of evaluating choices is ... .
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IIpakTyeckoe 3ansitue Ne 16.
Ipammamura: Gerund /T epynamii.
Heanb: ®opMupoBaHNEe KOMMYHUKATUBHBIX KOMIIETEHIIUH, OBJIaJICHUE JIEKCUKON U TPaMMaTUKOU
B pe3yiabTaTte ocBOeHHE TeMbl CTYAEHT J0JIKEeH
3HATh: 0a30BBIE HOPMBI YITOTPEOICHUS TEKCUKH, POHETHUKH U TPaMMaTHKH
YMeTh. YWUTaTh, MEPEBOANTh U MEPECKA3bIBATh TEKCTHI HA WHOCTPAHHOM SI3BIKE C HCIIOJIB30BAaHUEM
CIIPaBOYHOU M yU4eOHOH JINTEPATyPHI; OCYIIECTBISATH KOMMYHHKAIIMIO HA MHOCTPAHHOM SI3BIKE
AKTYyaJbHOCTh TeMBbI: 00yCIIOBJIeHa HeoOXoanMocThio oBianeHuemM OK-5; OIIK-4; T1K-26.

TeopeTnueckasi 4acThb:

I'epynaunii iMeeT CBOMCTBA Kak IJ1arojia, Tak U cylecTBuTesbHoro. IlogobHoi HennuHoi hopMbl
B PYCCKOM si3bIke HeT. Kak CyliecTBHTENbHOE OH MOXET BBITIONHATH B TPEIIONKCHUU (QYHKIUH
MOJIJIEKAIIETO, TOTIOHEHHUS, OTPeAeNIeHUs] U 00CTOSATENBCTBA ¢ MpenoroM. Kak riaroia MokKeT nMeTh
nocie ceOsi mpsiMOe JOIMOJHEHWE W ONPEAETSThCS HapeyheM, MMeTh MephekTHyI (GopMy, KaTEeTOPHIO
3ajiora, a TaK)Ke BhIpaskaTh ACHCTBUE KaK MPOIIECC.

IlepyHauii oOpasyercsi OT OCHOBBI Iiarojia ¢ momompio cypdukca —ing. To translate —
translating, to read — reading.

| active | passive |




Indefinite writing being written
Perfect having having been
written written

dopwmel repyHaus coBnanaiot ¢ hopmamu Participle | u Perfect Participle. Oxxako, 310 pa3Hbie
(bopMBbI Tiarosia, OTIMYAIONIMECS U 10 3HAYCHHUIO U 10 CHHTakcudeckuM ¢GyHkimsam. Dopmbr Indefinite
Gerund 0603Ha4ar0T ACHCTBUSI, OTHOBPEMEHHBIC C JICHCTBHEM, BHIPAXKCHHBIM IIATr0JIOM-CKa3yeMbIM.

He likes inviting friends to his place. Ou m06uT npuriamate apyseit k cede.

He likes being invited to his friends. On nr06uT, KOrIa ero NPUIAIIAIT K ce0e ero Apy3bsl.

IMepdextunie Gopmbr repyraus (Perfect Gerund) o6o3navaroT neiicTBHS, MPEAIIECTBYOIIHE
JICHCTBHIO, BEIPAYKEHHOMY TJIAr0JIOM-CKa3yeMbIM.

He is proud of having invited this man to his place. Ou ropaurcst Tem, YTO HPUIIACHI 3TOTO
yeroBeka Kk cebe.

He was proud of having been invited to the party. On ropauics Tem, 4To ero NpUrIacuiIu Ha

Beuep.

OYHKIUU TepyHAUS

B npeonosncenuu cepynouii moricem ovtma:

a) IMomexammm. Smoking is not allowed here. Kyputs (Kypenue ) 31ech He pa3pernaetcs.

6) Ompenencuuem. There are different ways of obtaining this substance. CymiectByroT
pa3IMYHbBIC CIIOCOOBI OJYYEHHUS ITOTO BEIIECTRA.

B) NMmennoit yacteio ckazyemoro. His hobby is driving a car. Ero xo66u — BoxaeHue (BOANUTE)
MammHy (bI).

r) [psimbim momosaeHuem. The car needs repairing. Mamna HysxaaeTcs B peMonte (MaruHy
HY>XHO PEMOHTHPOBATH).

B  BbimenpuBen€HHBIX  (DYHKIMAX TePYHIHH  MEPEBOTUTCS  CYIICCTBUTEIBHBIM KA
WH(UHUTHBOM.

n) IlpennoxueiM nononHenueM. They spoke about their travelling. Oxu roBopuiin 0 cBoéM
OYTEUICCTBUU (TOM, KaK OHU ITyTEIICCTBOBAIIN).

B nanHOW (YHKUMM TepyHAWH MEPEBOJUTCS CYIIECTBHTEIBHBIM WM  MPHUAATOYHBIM
HPEUI0KECHHUEM.

e) ObcrositenbcTBOM. Learning rules without examples is of little use. M3yuenue npaBui
(u3yuats npaBuiia) 6€3 IPUMEPOB MIPUHOCHT MAJIO TIOJIB3BI.

I like reading. I mro6iro ureHue (YUTATH).

Think before answering. IToxymaii ipexie 4eM OTBETUTb.

By doing that you'll save a lot of time. [lenas 310, Tbl C3KOHOMHIIIL MHOT'O BPEMEHH.

I am tired of waiting. 51 ycran ot oxuanus (ycrtai K1aTh).

The floor of the room needs painting. ITos 3Toii KOMHATBI HYXJIAeTCsl B HOKpacke (HYKHO
HOKPACHUTB).

Everybody laughed on hearing his answer. Bce paccmesuinch, ycipimas (KOraa YCIIbIIIAIHN)
€ro OTBET.

Thank you for coming. Criacu60 3a TO, 4TO BbI IIPHIILIH.

He is proud of having won in the tournament. Ou ropauTcs TeM, YTO MOOEANIT B TYPHHUPE.

She is sorry for being late. Ona cosxaneer, 4uro omno3ana.

He ran without stopping. Ou 6exai, He OCTaHaBIMBAsCh.

Before going to bed, she locked the door. pexe yem je4b cnath, OHa 3anepiia IBePb.

B nanHOW (QyHKIMH repyHIHUH MEPEBOIUTCS CYIIECTBUTEIBHBIM C MPEATIOTOM, ACCPUYACTHEM,
HPHUIATOYHBIM MPETIOKESHUEM.

Bonpocs! u 3aganns:
1. Ilpouumaiime u nepesedume nPeodI0HceHUs, 8 KOMOPLIX 2EPYHOUIL YROMPEOAAEm s 6 PONU:

1) noaseskamero:

1. Computer-aided testing is determined by the aims of educational procedure. 2. Learning rules
without examples is of little use. 3. Knowing English is helpful for any programmer. 4. Learning to use a
computer is important for every educated person. 5. Manipulating this matrix requires about 80 million
separate multiplications. 6. Reading is to the mind what exercise is to the body. (R. Steel). 7. Defining
problems precisely requires patience. 8. Getting several viewpoints is vital. 9. Carrying out experiments is



a must with every scientist. 10. Measuring resistance is necessary in many experiments. 11. Programming
a computer involves analyzing the problem to be solved and a plan to solve it.

2) IMEHHO¥ YaCTH COCTABHOI0 CKa3yeMOoro:

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

3) NpsAMOro J0MOJHEHUSI :

1. We expected being given further assistance. 2. They discussed improving the program. 3. | 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 paying. 7. The scientists’ names deserve
mentioning. 8. Computer teaching programs often involve breaking a learning task down into a series of
subtasks. 9. He preferred changing the course of actions. 10. It is no good arguing about this issue. 11.
Would you mind answering one more question. 12. Avoid mixing 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) MOTOJTHEHMSI € TPEIJIOTOM:

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

5) onpenenenus:

1. The idea 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 merit of being suitable for many purposes. 6.
Memory is the process of selective forgetting. 7. He had early opportunity of becoming well acquainted
with experimental work. 8. There is no necessity of making any corrections. 9. There is some reason for
questioning this assumption. 10. Having a source code is a way of achieving independence.

6) oGcTOATEILCTBA:

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 mechanical devices for calculation. 3. After writing an
equation the next step is to find the values of unknowns. 4. In designing computers experts have
developed new techniques. 5. In CAL (Computer Assisted Learning) programs are designed to encourage
knowledge by finding out and learning rather than by drill and practice. 6. After being discussed at the
seminar many problems of educational computers became clear to us. 7. He can’t solve this problem
without being given this program. 8. The ability of the device to place max poles while preserving others
is clearly attractive.

2. Ilepesedume npeonosricenus, 00pamas 6HUMAHUE HA POJIb 2EPYHOUSL 8 NPEOSIONCEHUL:

1. Upon switching off the current the pressure dropped. 2. We have modified the network while
retaining the SFS property. 3. Besides being useful in general interpolation technique, 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 is determining system stability. 7. We
succeeded in building a flexible system. 8. He preferred changing the course of actions. 9. The main
requirement is observing the rules.

3. Ilepeseoume  npednorcenusn, onpeoenss, KaKoil wacmelo peuu seasemcsa —ing gpopma
(npuuacmue I, zepynouit, omenazonavhoe cyuiecmeumespHoe).



1. In solving these equations you must be very careful with the signs. 2. Everything must have a
beginning. 3. Swalow all your learning in the morning, but digest it in company in the evening (Ph.
Chesterfield). 4. Submitting to one wrong brings to another. 5. We obtained these values in terms of the
following formula. 6. This procedure is finding increasing use. 7. A man should be viewed as a free,
rational being possessing a free will. 8. The problem, however, is in 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 interviewing people.

4. Ilepeseoume npeonoscenHusn, onpeoeidan paziuyue mexcoy 3d6UCUMBIMU U HE3ABUCUMbBIMU
zepynHouanvueimMu  obopomamu. QObpawaiime ocoboe GHuUMaHUe HA NPeOIOU, B8OOAUUE
2epyHouanvHvle 060pomnbl.

1. Lobachevsky’s having created a new geometry different from that of Euclid was a new stage in
the development of mathematical science. 2. His having proved the advantages of the new system is very
important. 3. The computer’s being used in different spheres of our life is shown in the table above. 4. |
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 is therefore pleasure arising from a man’s
thinking too highly of himself. (B. Spinoza). 7. There is only one corner of the universe you can be
certain of improving, and that’s you own self. (A. Huxley). 8. I knew nothing of having completed the
experiment. 9. They succeeded in getting reliable information on dealing with this type of error. 10. This
is a result of our not having specified input or output variables for the network.

5. Ykaosrcume 6 kascoom u3 cnedywowux npeoiodiceHuil me HPUIHAKU, NO KOMOPLIM 6bl HAX0OUME
zepynouit. Ilepesedume npeonorcenusn.

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 turns 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 in making such experiments. 6. The explosion resulted from the substance being volatile. 7. We
know of computers’ being used in many fields of human activity. 8. There is no hope of our getting a
complete analysis of the measurements within 8 days. 9. He is responsible for the program not having
been corrected in time. 10. The mistake resulted from the device not having been mended before the test.

IIpakTuyeckoe 3anstue Ne 17.
Ipaxmuxa peuu: Creating a Team Culture / Co31aHue KOPIOPATHBHO# KYJIbTYPbI KOJIJIEKTHBA.
Heanb: ®opMupoBaHNEe KOMMYHUKATUBHBIX KOMIIETEHIIUH, OBJIaJICHUE JIEKCUKON U TPaMMaTUKOU
B pe3yiabTaTte ocBOeHHE TeMbl CTYAEHT J0JIKEeH
3HATh: 0a30BBIE HOPMBI YITOTPEOICHUS TIEKCUKH, POHETHKH 1 TPaMMaTHKH
yMeTh. YWTaTh, MEPEBOJWTH U MEPECKa3bIBATh TEKCTHI HA MHOCTPAHHOM S3BIKE C HCIOJb30BAHHEM
CIIPABOYHON M yueOHOM JINTEPATYPhI; OCYIIECTBISATH KOMMYHHKAIIMIO HA UHOCTPAHHOM SI3BIKE
AKTYyaJIbHOCTh TeMBbI: 00yCIIOBJIeHa HeoOXoanuMocThio oBianenuemM OK-5; OIIK-4; T1K-26.

TeopeTnyeckasi 4acThb:

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 is a team that is chartered by an organization’s management and tasked to address
specific issues or to achieve specific goals. Types of formal teams include:

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

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

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

* Command teams: Command teams combine some aspects of a regular hierarchy with teams
because they are comprised of a manager or supervisor and all the employees who report directly to him
or her. While employee input and suggestions are often solicited, there is no question that the manager or



supervisor is in charge and that he or she will ultimately make important team decisions. Some common
examples of command teams include disaster operations teams, company sales teams, and management
teams.

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

Informal Teams

Casual associations of employees that spontaneously develop within an 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 variety of reasons.

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

Informal teams are important to organizations for the following reasons:

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

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

Self-Managed Teams

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

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

The most effective self-managing teams are:

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

*Small because large groups create communication problems.

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

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

Jlekcnueckue C€IUHMUIBI 110 TEME:
charter - ycras

issue - Bompoc

temporary - BpeMeHHbli

deadline - kpaitauii cpok

0ngoing - MOCTOSHHBIM

liability - orBeTCTBEHHOCTE

solicit - xomaraiicTBoBaThH
facilitate - cnoco6cTBOBaTH

casual - ciryyaiiHsiit

sibling - poamoit 6par

disband - pacdopmupoBsiBaTH
repercussion - mocnencTBus

fap - xpan

a bang-up captain — mepBoKIacCHBII KanmuTaH
essential - cyrecTBeHHBII
foremost - nepoouepeaHOMI

BOl‘lpOCLI U 3aJaHudA:
1. Find in the text the following words and word combinations:
CTOJIKHYTBCA C pECIICHUEM



JI0OpAaTHCS 10 TITyOUHBI

pE3yNbTaThI paccie OBaHUs

JIOJITOBPEMEHHBIN

OBITH OTBETCTBEHHBIM 34 YTO-I1100

HEOTBhEMIIEMAA YaCTh

MHOTO(YHKIIMOHATBEHBIN

BUJIUMBIN

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 issues 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 organizations

by combining the best.....of both formal and informal teams.

4) Command teams combine some aspects of a regular..... with teams because they are comprised of a
manager or supervisor and all the employees who report directly to him or her.

5) Examples include safety committees required by company liability...... policies and employee morale
committees designed to make the workplace more fun for workers.

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

4. Answer the questions:

1) What is a task force?

2) What types of committees are there?

3) Who is in charge for a command team?

4) Why are informal teams necessary?

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

5. Match the teams and their features.

Team Team characteristics

Task forces supervisor is in charge

Committees form anytime, anyplace

Command teams on a temporary basis

Informal teams people from different parts of the organization

Self-managed teams perform an ongoing organizational task

6. Retell the text.

IIpakTyeckoe 3ansitue Ne 18.
Ilpaxmuka peuu: The Impact of Downsizing / IlocjencTBusi cCOKpalieHus MTATOB.
Heanb: ®opMupoBaHNE KOMMYHUKATUBHBIX KOMIIETEHIIUH, OBJIaJICHUE JIEKCUKON U TPaMMaTUKOU
B pe3yabTaTe 0cBOeHHE TeMbI CTYAEHT I0JI:KEH
3HATh: 0a30BbIC HOPMBI YIIOTPEOJICHUS JICKCUKU, POHETUKU M IPaMMaTHKH
yMeTh: 4YWTaTh, MEPEBOJUTh U IEPECKa3bIBaTh TEKCThI HA MHOCTPAHHOM SI3bIKE C HCIIOJIb30BaHHEM
CIIPaBOYHOU M yU4E€OHOH JINTEPATYPHI; OCYIIECTBISATH KOMMYHHKAIIMIO HA MHOCTPAHHOM SI3BIKE
AKTYyaJbHOCTh TeMBbI: 00YyCIIOBJIeHa HeoOXoanuMocThio oBianeHuemM OK-5; OIIK-4; T1K-26.

TeopeTuyeckasi 4acThb:

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

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

Some of you may recall the business-reengineering craze of the early 1990s when large
corporations such as IBM, AT&T, General Motors, and others laid off hundreds of thousands of
employees—all in the name of improving business efficiency and lowering costs. As it turns out, many of
these people were managers who—top executives realized—would barely be missed when they were
gone. As the supervisors and managers who filled the middle ranks of organizational hierarchies were



disposed of, the hierarchies collapsed, leaving flat organizations with only a layer or two between top
executives and frontline workers. Besides saving money,

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

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

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

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

Decisions that should have taken minutes or hours at most instead took weeks or even months.
But, as layers of middle managers were shown the door and hierarchies flattened, decisions were once
again put on the fast track.

» Communicating: As layers of middle managers disappeared so did a lot of organizational

friction, allowing communication to flow much more freely and much more quickly—from top to
bottom and across departmental boundaries.

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

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

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

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

* Greater utilization of technology: To keep current and connected, organizations are coming to
rely more heavily on technology to better communicate and implement the organization’s service.
Jlekcnueckue C€IUHMUIBI 110 TEME:
get tough - cTaHOBHUTCS )KECTKOM
lay off - yBonbHATE
recall - oT3s1B
hierarchy - uepapxus
frontline workers - paGoTHHKH MEpBOTO MTaHa
retooled organization - mepeo6opy10BaH opraHu3arys
turf battles - 6opnba 3a cheps! BiusiHUSL
reign supreme - 6e3pasiepHO BIaCTBOBATH
friction - Tperue
droves - Tosnmst

Bomnpocsl u 3ananus:
1. Find in the text the following words and word combinations:
OKas3bpIBaTh yCIyTru
YBOJIUTH
PYXHYTb
KOCHBIN
TTyOOKO CHIISAIININ
OropokpaTus
YCKOPHUTH
OCBOOOIUTKCS OT
noJjaraTtbCAa
2. Fill in the gaps with the following words:
authority retirement costs trimmed initiative
1) They are responsible for creating budgets, and controlling....., and writing procedures
2) With fewer levels in the organization, employees can be empowered to be more responsive to customer
needs as well as encouraged to take greater..... in their jobs.



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

4) This was a happy time for their newly...... down and responsive organizations.

5) Many of them took early....., started their own businesses, or learned new job skills and found work
elsewhere

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

4. Answer the questions:

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

2) What are managers responsible for?

3) What happened when the hierarchies collapsed?

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

craze of the early 1990s/

5) Why did employees become more responsive?

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

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

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

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

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

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

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

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

6. Write a summary of the text above.

IpakTuyeckoe 3ansTue Ne 19.
I'pammamuxa: Coueranus «a little, a few».
Heanp: ®opMupoBaHHE KOMMYHUKATUBHBIX KOMIIETEHIIUHM, OBJIaJICHUE JIEKCUKON U TPaMMaTUKOU
B pe3yabTaTe OCBOEHHE TEMBI CTYIEHT J0/IKEH
3HATh: HOPMBI YIIOTPEOJICHHS JIKCUKU aHTITUICKOTO SI3bIKa B TPOPECCHOHANBHOU cdepe
YMeTh: YUTaTh U NEPEBOIUTH CICIUAIBHYIO JUTEPATYPy IS MOMOJTHEHHS MTPOPECCHOHATBHBIX 3HAHMIA;
OCYIICCTBIATh MPOGECCHOHAIIEHYI0 KOMMYHHUKAIIAIO B YCTHOW M MUCBMEHHOHM (hopMaxX Ha aHIIIMHACKOM
SI3BIKE.
AKTYyaJIbHOCTh TeMbI: 00yCIIOBJIeHa HeoOXoanMocThio oBianeHuemM OK-5; OIIK-4; T1K-26.
TeopeTnyeckasi 4acThb:
Coueranus «a little, a few»

Coueranue a little o3Hauaer HeMHOro u ymnortpeOisercs B (GYHKIMH ONpPEICICHHUS Tepe.
HEHUCYUCIISIEMbIMU UMEHAMH CYIIECTBUTEIBHBIMH, @ TAK)KE B KAUeCTBE 00CTOSATEIHCTBA MEPHI U CTEIICHU
IOCJIE TJIAr0JIOB:
| have a little free time to-day. Y meHst ecTb HeMHOT0 CBOOOHOTO BPEMEHHU CETOTHSL.

He reads English a little. OH HEMHOI'0 YHTACT MO-aHTJINHCKHY.

Coueranne a few o3HauaeT HEMHOT0, HECKOJBKO M YIOTPEOJsieTCs TOJBKO B (PYHKIUH
OTpeIeNICHHsI IEPEl UCUUCIIAEMBIMI HMEHAMU CYIIECTBUTCITLHBIMHU:

My friend has a few pictures of this beautiful city. VY Moero npyra ecTb HeCKOJbKO (oTorpaduii
3TOT0 MPEKPACHOTO TOPOIa.

Cpasnume:

He had little free time last week, he couldn’t come to see us. YV Hero ObLJI0 MaJI0 CBOOOTHOTO BPEMEHU
Ha NPOILION Heslelle, OH HEe MOT HaBECTUTh HAC.

He has a little free time to-day and will come to see us. Y Hero ecTb HEMHOI0 CBOOOJHOTO BpEMEHH
CETO/IHs, U OH HABECTHT HAC.

He reads little, that’s why he knows few English words. On mMano unTaer, MOTOMY OH 3HAET Majo
AHTJIMHUCKUX CIIOB.

He knows French a little and  can translate this letter. On 3HaeT HeMHOTO (HpaHITy3CKHIA S3bIK K MOXKET
HEPEBECTH 3TO MUCHMO.

Last month we learned few English words:only ten. B nmpommom Mecsiie MBI BRIYYWJIA  MAJIO
AHTIIMHACKUX CJIOB: TOIBKO JCCATH.
He learned a few English words,and now he can read telegrams from foreign firms. OH BBIyYnI

HEMHOT0 aHTJIHHACKUX CIIOB U TENEPh MOXKET YUTATh TEIEPAMMBI OT HHOCTPAHHBIX (DHUPM.



BOl'lpOCbI U 3a1aHUs:
1. Vkascume npasunvnoiii sapuanm — few unu a few:
A few/few people swim in the sea in the winter.
He went out a few/few minutes ago.
Can | speak to you for a few/few minutes?
There were a few/few guests at the party. The hosts were unhappy.
I’'m going shopping. I need to buy a few/few things for tonight’s party.
2. Ykaorcume npasunvuwtii éapuanm — little wu a little:
I need a little/little Can you lend me some?
I can’t wait for you. I’ve got a little/little
You have a little/little time to finish the test. You must write faster.
I have a little/little free time for hobbies because | work a lot.
You don’t have to hurry. There is a little/little traffic at this time of the day.
There is a little/little snow on the ground. The children can’t make a snowman.

agbrwbdE

o~ E

[pakTnyeckoe 3ansitue Ne 20.
I'pammamuxa: CTpanaTebHBbI 3a/10T.
Henb: ®opmupoBaHre KOMMYHUKATUBHBIX KOMIETEHIUI, OBJIaACHUE JIEKCUKOU U IPaMMAaTHKOU
B pe3yabTaTe ocBOeHHE TeMbI CTYAEHT 0JIKEH
3HATH: HOPMBI YIIOTPEOJICHHSI JTIEKCUKH aHTJIMHCKOTO SI3bIKa B MPO(eCCHOHATIBHOM cdepe
yMeTh: YUTaTh U MEPEBOANTDH CHEIHAIBHYIO JIUTEPATypPy U MOTONHEHUS PO(EeCcCCHOHATBHBIX 3HAHUM;
OCYIICCTBIATh MPOGECCHOHAIIEHYI0 KOMMYHHUKAIIUIO B YCTHOW M MUCBMEHHOHM (hopMaxX Ha aHIIIMHACKOM
S3BIKE.
AKTYyaJIbHOCTh TeMbI: 00yCIIOBJIeHa HeoOXxoanMocThio oBraaeHuemM OK-5; OIIK-4; T1K-26.
Teoperuyeckasi 4acThb:
CrpanaTtesibHBIH 3aJ0T

B anrmuiickom si3bIKe TIArojibl MOTYT UMETh JBa 3anora: oeticmeumenvisiil (the Active Voice) u
cmpaoamenvubiil (the Passive Voice).

I'maron B neiicTBUTENBHOM 3ajlore€ IOKa3bIBaeT, YTO JEMCTBHE BBIMOIHAETCS, COBEPILIACTCS
JIUIIOM WJIH TIPEIMETOM, 0003HAYCHHBIM TIOJIC)KAIIINM.

I'maron, B cTpamaTenpHOM 3ajore TOKa3bIBa€T, 4YTO JIMIO0 WJIW MpPEeaMeT, O00O03HAaYeHHBII
MOAJICKAIINM, HCIBITHIBAECT BO3ACHCTBUE WM HAXOAUTCS B ONPENEJICHHOM COCTOSIHUM B PE3yJIbTaTe
Kakoro-to Bo3AehcTBUs. DOYyHKIMU CTPAAaTEIbHOTO 3aJ0ra B aHIIIMHCKOM SI3BIKE FOpa3fo IIUpE, YEM B
PYCCKOM SI3bIKE.

O0pa3oBanue cTpagaTeabHOro 3ajora. CrpagaTenbHbId 3aJ0r 00pa3yercsi B aHIJIMACKOM SI3BIKE C
MOMOIIIBIO BCIIOMOraTeabHOro riiarosa to be u ¢hopmer npuuactust 11 cMbiciioBoro riarona. ITo MOKHO
MPEJICTaBUTh (HOPMYJIIONt:

to be + Participle Il

®opwma npuyactus [I HMKOraa He U3MEHSIETCs, a TI0OKa3aTeNeM JIMLIA, YUC/Ia U BpPEMEHU SIBIISIETCA
BCIIOMOTaTeNbHbIH raron to be.

I'naro. to show B crpaaaresinHoM 3as0re Bpemen rpynmbl Indefinite.

1 nuno /1. YMCJIa HACTOSIIETO BPEMEHH am
3 o /1. YMCJIa HACTOSIIETO BPEMEHH is
MH. YHUCJIO HaCTOSAIIEIr0 BpEMEHN are
€/1. YMCJIO MPOIIEIIIET0 BpEMEHH was shown
MH. YHCJIO TPOIIE/IIIEr0 BPEMEHH were
1 nuro OymyIero BpeMeHu shall be
JIpyrHe Jiuia OyAayIiero BpeMeHH will be

OrpunarenbHas (Gopma cTpajaTesbHOrO 3ajora o0pasyercss Npd TMOMOIIK OTPUIATENILHOM
YacTHIIBI NOt, KOTOpast CTABUTCS MOCJIE MEPBOTO BCIIOMOTaTEeIbHOTO IIaroa;
I am not shownMHe He OKa3bIBAIOT
He is not shown Emy He nokasbiBaroT
We are not shown Hawm He moka3ssiBatoT
She was not shown  Eii He moka3biBasu (He mOKa3asm)
They were not shown WM He moka3bIBaau (He MOKA3aiIH)



I shall not be shown  Mmue He mOKaX)yT
It will not be shown  Emy (pebenky) He mokaxyT

BompocutensHas  ¢Gopma  cTpajaTeabHOro 3amora o0pasyeTcs IOCTaHOBKOW — IEPBOIo
BCIIOMOTATEILHOTO IJIArojia mepe] Mo IC/KaIiM:

Am | shown? MHe MoKa3bIBatoT?

Is he shown? Emy moka3spiBarot?

Are we shown?Ham moka3siBaroT?

Was she shown? Eit nokaspiBanu?

Were they shown? WM moKa3bIBajm?

Shall I be shown? MHe mokaxxyT?

Will it be shown? Emy (pebGeHky) nokaxyt?

YnorpedJjieHue cTpajaTeaIbHOro 3ajiora. B anrimiickoM s3bIke BCe OObEKTHBIE IIarojbl MOTYT
yIoOTpeOIATECS B CTPaAaTeIbHOM 3aJ0re, TOrJla Kak B PYCCKOM SI3BIKE B CTpaJaTelIbHOM 3aJI0re€ MOTYT
yIOTPeOIATECS TOJNBKO MEPEXOIHBIE TNAroyibl. B aHrMMiiCKOM sI3bIKE yMOTpeOlIeHue CTpaaaTeNbHOro
3ajI0ra ropaszo LIMpe, YEM B PYCCKOM fA3BIKE, TaK KaK KaTeropHs OObEKTHBIX IJ1arojoB (IPUHUMAOLINX
nr000€ ONOJHEHUE) 3HAYMTEIbHO MIUPE KAaTErOPUU IMEPEXOJHBIX IJIarojoB (MIPUHUMAIOIIUX TOJIBKO
npsMOe AOTOJIHEHHE — JIOMOJTHEHNE B BUHUTEIHHOM Majieke 0e3 Mmpeiora).

[Mognexamee NpeayioKEHUS B CTPAAaTEJbHOM 3aJ0I€ B PYCCKOM SI3bIKE SIBJISIETCS BCErza
OPSAMBIM, HENOCPEACTBEHHBIM OOBEKTOM HEWCTBHUS, T.€. IO 3HAYEHHIO COOTBETCTBYET NPSIMOMY
JTOTIOJTHEHUIO TIPEUI0KEHUS B IEUCTBUTENLHOM 3aJI0Te.

[lonnexaree mnpeniaoxkeHUs B CTpaJaTebHOM 3aJloT€ B aHIVIMACKOM S3bIKE MOXKET TaKxke
0003HaYaTh IPSAMOI HETTOCPEICTBEHHBIN O0BEKT JIEHCTBHS, HAIIPUMED:

Houses are built very quickly now. JToma ceiiuac cTposiTest O4eHb OBICTPO.
This house was built last year. D10t 10M 0bLJI HOCTPOEH B IPOIILJIOM TOTY.

Bomnpocsl 1 3ananus:
1. Ynompeoume nyscnoe epems 0elicmeumenvHozo uiu CmpaoamenbHozo 3a102a 2nazoia, 0aHHO20 6
CKOOKax:.
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 interrupted). 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 PEKOMEHJIYEMOWM JIATEPATYPBI

OcHoBHas1 InTepaTypa

1. T'unuarymnuna J{.P. English for Public Administration (Central, Regional and
Municipal Administration) = [ AHTIMHACKHUI 71 TOCYAQpCTBEHHOTO yIpaBiieHUs (LIEHTpaIbHOE,
pervoHallbHOE M MYHHIIMIATIbHOE YyrpaBieHue)| [DnekTpoHHbI pecypc]: ydel. mocobue /
I'.P.®acxyraunosa, Kazan. Hai. uccnen. texHod. yH-T, .P. 'maugarynnuna. — Kazans: KHUTY,
2013. — 103 c. — Pexum pgocryma: http://www.biblioclub.ru — DBC «YHuuBepcurerckas
O6nOIMOTEKa OHJIANH»

JonotHUTeILHAS JTUTEpPaTypa

1. AHrnuiickuii s3Ik I JesioBoro oOmieHus: [yueOnuk]: B 2 1. / T.A.Jlynkuna,
M.B. IlaBnoga, 3.I". Peit u ap., T. 1 (wactu 1, 2, 3). — 9-e u3n., ucnp. — M.: @unomaruc, 2012. —
688 c.

2. llecatkoBa, T.M. AHImiickuii s3bIK JUIE MEHEIKEpoB: yued. mocodue /
T.M.ecarkona, JI.E. Ma3zypuna, M.K. Bepemaruna. — M. : Omera-JI, 2013. — 481 c.

HNuTepHeT-pecypcebl:

http://www.biblioclub.ru

http://www.iprbookshop.ru

http://www.catalog.ncstu.ru


http://www.biblioclub.ru/
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