ТЕКСТ 1. Organization
Whenever individuals come together for a common purpose, their separate activities must be coordinated to achieve maximum effectiveness.
The term ― "organization" has come to acquire a number of meanings. An organization of people who meet and have some sort of formal relationship, such as a civic club, a political party, or an athletic team, may be called an organization. A business enterprise, with all its resources, personnel, equipment, and methods or production and distribution, is typically called an organization. The term «organization», however, has its most proper meaning in a managerial context when it refers to the outcome of the organizing function.
In the organizing process, management sets up the structure and rules that control the way a company’s resources will interact to reach objectives. The resulting internal structure is the organization: this structure prescribes the tasks and activities to be carried out, the relationship between these activities, and the role each individual in the company will play in meeting planned objectives. Thus management is responsible for the organizing function or process and the organization itself.
Organizational relationships within a business may be formal or informal. Formal organizations are consciously planned. They are arranged according to rational principles which are usually set down in writing. The purpose of formal organizations is to control the routine activities and decisions that keep the company running. Informal organizations exist without specific planning. The informal organization develops from social likes and dislikes of the employees.
Every business firm has its unique organization requirements. There are, however, certain principles that help to establish a sound internal structure. By following these principles, management creates an organization that is planned, suitable to purpose, well-defined, and as uncomplicated as possible. The principles are: a) organization follows planning; b) the structure of organization should fit its size and function; c) duties and relationships should be clearly defined and specified; d) to achieve effective supervision, the number of subordinates should be limited.
Organizations can also vary in the extent to which authority is distributed down the chain of command to middle and lower level of management. A centralized organization is one in which almost all of the authority is concentrated in a few positions at the top. In a company with centralized organization, nearly all important operating decisions will be made by top management. The main task of those below is to carry out their decisions efficiently. A decentralized organization delegates much more authority to the managers who are closer to actual operations.
In the long history of business management, three kinds of internal structures have evolved: line, line-and-staff, and functional. Most companies use one or more of these forms today.
An internal business structure in which every employee is a member of a direct chain of command from the top executives down through the levels of management is called line organization. It is called a line organization because authority flows in a direct line from the top of the organization to any individual worker at any level.
The line organization has a distinct advantage in its simplicity; every employee can understand the organization and know where he or she stands. The direct supervisor-subordinate relationship makes it easier to maintain discipline and quality of work.
A great disadvantage of the line organization is that it is sometimes not capable of handling the complex management and technical needs of a large, modern company. Another disadvantage is that there are often insufficient formal means for communication and coordination between departments. Also, since managers are responsible for all of the work of their subordinates, they are often burdened with decisions about details.
As the complexity and size of a company increase, managers usually find it necessary to modify the line organization by adding staff specialists to handle certain specific duties. This is called line-and-staff organization. It is the most common internal structure today, especially for large companies. The staff specialists perform technical services and provide expert guidance to line managers.
The great advantage of the line-and-staff organization is that it allows specialists to handle highly technical or complex functions while the company retains many of the benefits of line organization.
The disadvantage of a line-and-staff organization is that conflict often arises between line positions and staff positions. Line managers and workers may consider staff specialists as expensive extra baggage. Staff workers may resent managers who do not take their advice.
An alternative way to organize a business is to assign managers the responsibility for all activities and decisions in certain defined functional areas of operation. This is called functional organization. This structure, for example, might have five managers supervising the workers in a manufacturing plant. The personnel manager would directly handle all personnel matters, the production manager would concentrate exclusively on production etc.
The main advantage of functional organization is that it allows managers to specialize in one particular area of operations. Their expert guidance becomes directly available to all workers without an intervening line manager. The fact that every worker has more than one supervisor is a great disadvantage of functional organization, however. This can cause conflicting commands and loss of discipline and can make it difficult to put down the responsibility for decisions. For this reason, most businesses that choose a functional organization try to clearly restrict the degree of authority certain functions can exercise over other functions.
A fourth kind of organization is used by firms that must manage a number of one-time projects – such as road, dam, or bridge building, or a research investigation. These firms use a matrix organization, which allows a project manager to exercise temporary authority over a number of specialists who also must report to different line managers for supervision in their specialties. This enables specialists to be assigned to projects where they are needed. It has the disadvantage, however, of asking an employee to report to two different bosses.

1. Прочтите и переведите Текст 1.

2. а) Изучите значение и употребление следующих слов. Затем заполните пропуски этими словами.
authority (n): power or right to give orders and make others obey; a person or a group of persons, having authority
objective (n): object aimed at, purpose
retain (v): keep, continue to have or hold
internal (adj): of or in the inside
handle (v): manage, deal with, control
informal (adj): irregular, without ceremony or formality
subordinate (n): a person junior in rank or position, working under another person
dissatisfaction (n): the state of being not satisfied

б) Дополните эти предложения словами из списка выше.
1. The … structure of a business determines the relationships between a company’s activities and personnel.
2. The internal structure proscribes the role each individual in the company will play in meeting planned ….
3. … is delegated to employees to allow them to meet their responsibilities.
4. The great advantage of the line-and-staff organization is that it allows specialists to … highly technical or complex functions.
5. A poor organization causes confusion, waste and ….
6. Personal friendships and conflicts are another force in the … organization.
7. Centralized organizations usually give managers a limited but tighter span of control, with each manager having fewer ….
8. A company with line-and-staff organization can … many of the benefits of line organization.

3. Выразите одним словом из списка, данного ниже.
1) The right to take certain actions and to require subordinates to perform duties they are assigned – ….
2) The duties an employee is obligated to fulfill while performing the job – ….
3) An internal business structure in which every employee is a member of a direct chain of command from the top executive down through the levels of management – ….
4) The modification of the line organization by adding staff specialists to handle certain specific duties – ….
5) An internal business structure in which managers are assigned the responsibility for all activities and decisions in certain functional areas of operating – ….
6) An organization which is consciously planned and which is arranged according to rational principles – ….
Words for reference: 
Responsibility, line organization, authority, line-and-staff organization, formal organization, functional organization

4. Ответьте на вопросы к тексту.
1. What are the two meanings of the word “organization”?
2. What is meant by the internal organization of a business?
3. How does formal organization differ from informal organization?
4. What are some of the principles of organization mentioned in the text?
5. What is the difference between a centralized and decentralized organization?
6. What is the main advantage of a line-and-staff organization over a line organization?
7. What is the main disadvantage of a functional organization?
8. From what two superiors is a person employed in a matrix organization likely to receive orders or instructions?

5. Закончите предложения.
1. In the organizing process, management sets up ….
2. Formal organizations are ….
3. Informal organizations exist ….
4. By following the four principles, management creates an organization that is ….
5. The three major kinds of internal structures are ….
6. A line organization is an internal business structure in which every employee ….
7. The staff specialists perform ….
8. An organization in which managers are assigned the responsibility for all activities and decisions in certain defined functional areas of operations is called ….

6. Расположите следующие ключевые предложения в порядке, соответствующем тексту.
a. Advantages and disadvantages of each organization structure.
b. The four principles of good organization.
c. The three basic organization structures.
d. The difference between organizing and organization.
e. Distinguishing between formal and informal organizations.
