ТЕКСТ 6.2 The Four Management Functions of Business
Business management deals with the same general kinds of activities but differs in two principal ways: it handles resources and activities on a larger scale than most of us are accustomed to in our personal lives and it accomplishes work through other people. 
The process of planning, organizing, directing, and controlling the use of a firm’s resources to effectively and economically attain its objectives is called management. A business can be viewed as a system: a group of related parts organized to work together for some purpose. Management is the function that integrates the parts of this system and makes sure that they work together toward a desired purpose. 
Administration is another term with nearly the same meaning, though it is more often used to refer to the management of institutions, such as schools or hospitals. It may, however, also be applied to business firms, particularly to the functions of higher-level management. 
Managers typically perform four key functions for their businesses: 
(a) planning, 
(b) organizing and staffing, 
(c) directing and coordinating, 
(d) evaluating and controlling. 
Each of these functions is continuous and all are interrelated. The functions can be seen as a process continuously repeated in a cycle. Managers make plans to solve the problems and to take advantage of the opportunities presented to their companies. 
People are recruited to carry out the plans. He or she directs and coordinates the activities of those who work in it. Evaluations of how well the organization is working toward its goals partially determine plans for future operations. 
Planning is the backbone of every management effort. A plan, to a business manager, is an explicit statement of the business’s future objectives combined with a step-by-step description of the actions that will be necessary to reach those objectives. The planning process centers on satisfying the two main requirements of this definition: clear goals and specific actions to meet them. The terms goals and objectives can be used interchangeably. They represent the targets, or endpoints, toward which business efforts are directed. 
At a given time, a company may have hundreds of overlapping objectives. Some are general and long-range, such as maintaining an acceptable profit and rate of company growth. Others are more specific, usually devised to contribute to the general goals. 
The first important part of the planning process is to set forth the important objectives of the company and to make them explicit. The other steps in planning follow naturally from this beginning. 
The manager’s goal is to reduce the costs of selling the product. The manager then considers several alternative solutions: (a) discontinuing the starters, (b) establishing a minimum order size, or (c) installing expensive new conveyor systems to aid order filling. 
The same kind of process must be applied to all planning and at every level of management. The resulting plans for attaining the overall, long-term goals of a company are called strategic plans. The plans and procedures for reaching goals that are only a week, or month, or year away – those plans that involve what must be done from day to day – are operating plans. 
Plans specify the actions to be taken; the way in which these actions will be carried out is determined by the organizing function of management. 
Organizing is the process of setting up the structure and rules to control the way resources – workers, material, machinery, and money – work together to reach objectives. Organizing determines what authority each employee has, who will do what job, what methods and equipment will be used, and other specific rules which determine how the work will be done. 
Outstanding plans and an excellent organization will accomplish nothing unless people are actually put to work, doing the right job and doing it correctly. Directing is the process of guiding and motivating people in the organization to do the work needed to accomplish the company’s goals. It includes telling and showing subordinates what jobs to do and how to do them and detecting errors and seeing that they are corrected. Effective directing requires the kind of sensitivity and leadership that will motivate subordinates and fellow workers. 
In management, coordinating communication between parts of the organization – individuals, departments, and levels of management – to make sure that they are working together on appropriate efforts toward mutual goals. Coordination attempts to avoid duplication of effort or omission of some essential activity. It insures that various parts of a total effort will take place at the right time and in proper sequence. 
The final function of management is controlling. It requires evaluating the performance of the firm and its parts and making changes to improve operations. This function is clearly related to all of the other things management does, but it is most intimately connected with planning. The evaluations that are made as part of controlling the business operation serve to determine whether plans are being carried out and objectives met. 
Controlling compares actual results of operations – sales, production output, costs, product quality, and employee performance – with performance goals or standards. Ideally, the standard should be set as part of the planning process. 
1. Прочитайте и переведите Текст 6.2
2. Сопоставьте слова из столбцов, чтобы получились словосочетания. 
1 recruiting people                                                           a) planning 
2 comparing results                                                          b) coordinating 
3 checking up company performance                              c) controlling 
4 monitoring works of departments                                 d) directing 
5 guiding and motivating people                                      e) staffing 
6 setting up goals and objectives                                      f) evaluating

3. Дополните утверждения подходящими словами: responsibilities, to influence, step, overlap, profit, standards
1. All management functions ______ and affect one another. 
2. Directing requires the ability _____ other people so they will work towards the goals of the company. 
3. Many business activities are general and long range such as maintaining acceptable _____ of a company. 
4. Controlling _____ describes company’s actual performance with desirable results. 
5. The structure of all organizations indicate who works for whom and what each person’s _____ are set up. 
6. A manager should carefully follow every company’s _____ for good planning. 
4. Вставьте предлоги. 
1. Business management deals … some kind … activities but differs … private family management. 
2. Good planning helps to handle resources and activities … a larger scale. 
3. Staffing defines how to accomplish work … other people. 
4. The term administration is more often used to refer … the management of public institutions than companies. 
5. Effective executive coordinating and marketing made possible to devote more time … selling goods abroad. 
6. Directing as a function can be applied … business firms, particularly to higher level management. 
7. Small businesses usually have one or two managers who are responsible … the diverse management functions. 
8. The range … management functions can extend … buying new stationary to deciding to buy a new department store. 

[bookmark: _GoBack]5. Дополните следующие предложения словами: achieved, board of directors, communicate, innovations, manageable, performance, resources, setting supervise 
1. Managers have to decide how best to allocate the human; physical and capital _____ available to them. 
2. Managers logically have to make sure that the jobs and tasks given to their subordinates are _____. 
3. There is no point in _____ objectives if you don’t _____ them to your stuff.   
4. Managers have to _____ their subordinates, and to measure, and try to improve their ____. 
5. Managers have to check whether objectives and targets are being _____. 
6. A top manager whose performance is unsatisfactory can be dismissed by the company’s _____. 
7. Top managers are responsible for the _____ that will allow a company to adapt to a changing world. 


6. Ответьте на вопросы к тексту: 
1. The four basic functions of the management process are referred to as a cycle. What are the four functions, and why are they a cycle? 
2. Why are plans vital to business operations? 
3. How are plans, goals, and standards related? 
4. What element links controlling to planning? 
5. Why is communication so important to the directing function of management?
