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BBenenne

JlanHoe yueOHOE mocoOre MpeJHa3HaueHo Uil B3POCIBIX ydamuxcs ypoBHs B1—B2, uzy-
YAIOUIMX aHIIMACKUI SI3BIK U CTPEMSIILMXCS Pa3BUTh YCTOMYMBBIE HABBIKM BJIAJIEHUS] COBPEMEHHOM
JekcuKoi. OCHOBHAS LieJIb KHUTHY 3aKJII0YaeTcsl B PaCIIMPEHUH CIOBAPHOTIO 3amaca, (popMUpOBaHUM
MOHMMAHMS €CTECTBEHHBIX JIEKCMUECKMX COYETAHMI, a TaKXke B Pa3BUTHUU CIIOCOOHOCTHU UCIIONB30-
BaTh aHIVIMACKUI SA3bIK B TUIIMYHBIX KOMMYHUKATUBHBIX CUTYallUsIX.

B otmmuue ot TPpaAULIUOHHBIX MMOAXOAO0B, OPUCHTUPOBAHHLIX IMPEUMYIIECTBEHHO Ha I'paMma-
TUYECKHUC ITpaBUJId, B JAHHOM MMOCOOMH OCHOBHOE BHUMAHHE YACTACTCA JICKCUKE B KOHTCKCTE. Kax-
Aad IlaBa MOCTPOCHA BOKPYT TEMATUYCCKOI'O OJIOKA ¥ BKJIIOYAET KJIIOUEBHIE BbIpA’KE€HU S, (bpa3OBbIC
J1arojibl, *{AZAMOMATHU4YECKHUE COUYECTAHUA 1 YCTOfIQHBbIe KOJIJIOKAIIH, KOTOPBIC dKTUBHO UCITIOJIb3YIOTCA
HOCHUTEJIAAMU A3BIKA B HOBCGHHCBHOfI peun u IMMCbMEHHOM KOMMYHUKaAIUK.

MaTepI/IaJ'I OpraHn30BdaH TaKUM 06pa30M, 9TOOBI 00ECIIEYUTh nocJICa0BaTCJIbHOE U CUCTEM-
HOE€ OCBOCHHE JICKCUKMU. Ka)K,HLIfI TeMaTHIeCKHA pas3aesl COIPOBOKAACTCA TEKCTOM, OTpaKaAOIUM
€CTECTBCHHOC yrIOTpe6J'IeHI/IC N3y4a€MbIX Bpra)KeHPIfI, a TaKKE YIIPpa’KHECHUSAMM, HAIIPABJICHHBIMU Ha
3AKPCIVICHUE W AKTUBU3AlIUI0 MaTEpUaia. Ocoboe BHUMaHUE yaeadaeTcs (pOpMI/IPOBaHI/IIO HaBbIKa
pacnio3HaBaHUAd U MPABUJIBHOI'O UCIIOJIb30BAHUSA YCTOfIQHBBIX CJIOBOCOYETAHUH B Ppa3/IMIHbIX KOH-
TEKCTax.

ITocobue paccunTaHO Ha CaMOCTOSATENILHYIO PadOTy, OAHAKO MOXET 3(P(HEKTUBHO UCMIOIb30-
BaTbCS M B paMKax 3aHATUH ¢ npenogasareneM. CTpyKTypa MaTepHajia MO3BOJIsSIET BO3BPAILATHCS K
MPOMJEHHBIM TEMaM U MOCTENIEHHO PAaCIIMPATh aKTUBHBIN CJIOBApHbINA 3amac.
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Daily Routines and Time Management

Vocabulary Focus

stick to a routine
— MPUIEPKUBATBCA PACTIOPsI/IKA, AeJIaTh YTO-TO PETYJISIPHO MO TUIAHY

Examples:

I try to stick to a routine during the week.

(51 crapatoch IpUIEPXKUBAThCS pacliopsiiKa B TeUEHUE HeJlesIH. )

It is easier to stay productive if you stick to a routine.

(JIerue ocraBaTbcsl NPOAYKTUBHBIM, €CJIM IIPUIEPKUBATHCS pacliopsiKa.)

I/ICHOJ'Ib3yeTC}I, KOrja Bbl TOBOPUTE O CTaOMJIBLHOCTU U JUCHUIIVIMHE B HOBCC,HHCBHOfI JKM3HU.

get things done
— CIPaBJIATHCSA C 33Ja4aMu, BBIIOJIHATD A€Na

Examples:

I wake up early to get things done.

(51 mpoceInaroch paHo, YTOOBI YCIIETh C/eNaTh JIea. )

She always knows how to get things done efficiently.

(OHa Bcerga 3HaeT, Kak 3((PEKTUBHO CIIPABJIATHCA C 3aJa4aMu. )

INonxoauT U1 pa3sroBOPOB O MPOAYKTUBHOCTU U 3(P(PEKTUBHOCTH.

run out of time
— HE XBaTUTh BPEMEHU

Examples:

I wanted to finish the report, but I ran out of time.

(51 xoTesn 3aKOHYUTh OTYET, HO Y MEHs 3aKOHUMJIOCh BpeMs. )
We often run out of time in the morning.

(Y Hac yacTo He XBaTaeT BPEMEHHU I10 yTpaMm.)

I/ICHOJ'Ib3yeTC}I, KOrja Bp€EMEHHU OKa3aJIOCh HEAOCTATOYHO.

prioritize tasks
— paccTaBiATh 33241 110 IPUOPUTETY

Examples:

It is important to prioritize tasks during a busy day.
(BaxHO paccTaBiATh 33/1a4M 110 IPUOPUTETY B TeUEHHUE HAIPSKEHHOTO JHS.)
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He learned to prioritize tasks to reduce stress.
(OH Hay4MJICs PacCTaBsATh MPUOPUTETHI, YTOOBI CHU3UTH CTPECC. )

Ncnonb3yercst B (hopMaIbHON M HEUTPAILHOUM peuu, OCOOEHHO B padoTe U 00yUYeHUH.
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Story

Mark had always struggled with his daily routine. He often woke up late and rushed through
his morning, trying to get things done as quickly as possible. As a result, he frequently ran out of
time and forgot important tasks.

One day, he decided to change his habits. He created a simple plan and tried to stick to a
routine. At first, it felt unusual, but he continued to follow it every day. He also learned to prioritize
tasks and focused on the most important ones first.

After a few weeks, Mark noticed a clear improvement. He no longer felt stressed in the morning
and had enough time to complete his work. Instead of rushing, he worked calmly and efficiently. His
daily routine became more structured, and he started to enjoy his day.

Now, Mark understands that good time management is not about doing more things. It is about
doing the right things at the right time. By sticking to a routine and organizing his tasks, he was able
to get things done without feeling overwhelmed.
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Useful Words and Expressions

daily routine — eeHEBHbII pacropsI0K
struggle with — HcOBITHIBATH TPYAHOCTH C
rush — criemu b

as a result — B pe3yJsibTate

frequently — vacto

forget — 3a0bIBaTH

decide — pemarb

habit — npuBbIuka

create a plan — cocTaBUTb IJIaH

follow — cnegoBarth

at first — cHavana

unusual — HeNnpUBBIYHBIN

notice — 3ameyarb

improvement — yJIy4dlIeHUE

stressed — UCIBITHIBAIOIIUI CTPECC
calmly — criokoitHO

efficiently — apdpexTrBHO

structured — CTPyKTYypUpPOBaHHBIN

€Nnjoy — HacJIaXJaTbCs

overwhelmed — nieperpykeHHbIit

10



. Tuuepman. «AHIIMIACKas JieKcuka it yBepeHHoro oomenust (B1-B2). Kak mornMaTh 1 UCIonb30BaTh €CTeCTBEHHBIN
QHTJIUACKUI»

Exercises

Exercise 1: Choose the correct option

I always try to (stick / run) to a routine during the week.
She wants to (get / do) things done before lunch.

We (ran out / got out) of time and missed the bus.

He needs to (prioritize / follow) tasks more carefully.

I often (run out / stick) of time in the evening.

Exercise 2: Match the expressions with their meanings
stick to a routine

get things done

run out of time

prioritize tasks

a. complete tasks

b. have no time left

c. follow a regular plan

d. decide what is most important

Exercise 3: Answer the questions

Why did Mark have problems with his daily routine?

What changes did he make to improve his situation?

How did his mornings change after a few weeks?

Why is it important to prioritize tasks?

What does good time management mean according to the story?

11
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Answer Key

Exercise 1:
stick

get

ran out
prioritize
run out

Exercise 2:

1—c
2—a
3—b
4—d

Exercise 3 (Sample Answers):

Mark had problems because he woke up late and rushed through his morning. He often forgot
important tasks and ran out of time.

He created a plan, started to stick to a routine, and learned to prioritize tasks. These changes
helped him organize his day better.

His mornings became calmer and more organized. He no longer felt stressed and had enough
time to complete his tasks.

It is important to prioritize tasks because it helps focus on what is most important. This reduces
stress and improves productivity.

Good time management means doing the right things at the right time. It is about organization,
not just doing more tasks.

12
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Vocabulary Tip / Mini Advice

Vuure BoIpakeHUs! 1IETUKOM, a HE M0 OT/IEIbHBIM CJIOBaM: HaIllpumep, run out of time wim get
things done. Takue coueTaHus UCTIONB3YIOTCS KaK TOTOBBIE OJIOKH U JIENIAI0T pedb OoJiee ecTeCTBEH-
Hoi. [TonpodyiiTe cocTaBUTh 2—3 CBOUX MPEIJIOKESHHUS C KKIBIM BHIPAKEHUEM — ITO 3HAUUTETHHO
YCKOPSIET 3aIIOMUHAHUE.

13
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Small Talk and Social Etiquette

Vocabulary Focus

make small talk
— BECTH HENPUHYXJEHHYI0 Oecey Ha HelTpasibHbIe TeMBbI (IIOrojia, IJIaHbl, OOIINe BEIllH)

Examples:

It is polite to make small talk before a meeting starts.

(BesxmBo HEMHOTo MOOOITaTh IEPesl HAYaJIoM BCTPEUH. )

He finds it difficult to make small talk with strangers.

(Emy cnoxHO mopiepXuBaTh HEMPUHYKAEHHYIO Oecely ¢ He3HAKOMBIMH JIIO/IbMHU. )

I/ICHOJ'Ib3yeTC}I B CUTYyallUAX, KOrJda Hy’KHO YCTAHOBUTb KOHTAKT, HO TEMaA HE F)IY6OK8.$I.

break the ice
— pa3psauTh OOCTAaHOBKY, CHSTh HANpshKEHNE B HaYalle OOLIeHUsI

Examples:

A simple question can help break the ice.

(ITpocToii Bompoc MOXET MOMOYb pa3psAAUTh OOCTAaHOBKY. )

She told a short story to break the ice.

(OHa paccka3zayia KOPOTKYIO UCTOPUIO, YTOObI CHATh HAIPsKEHHUE. )

[NomxomuT Uit HaYaa OOIeHNsT B HOBOW MJIM HEJIOBKOW CUTYAIIWH.

keep the conversation going
— NOJIEPXKUBATh Pa3roBoOp

Examples:

Asking questions helps to keep the conversation going.
(3amaBas BOIPOCHI, MOXKHO MOAJEPKUBATh Pa3roBop.)
He smiled and tried to keep the conversation going.
(OH ynbIOHYJICA M TOTIBITAJICA NOLAEPXKATh PA3rOBOP.)

I/ICHOJ'Ib3yeTC}I, KOorja Ba’)xHO HE JOIIYCTUTD 11ay3 U HEJIOBKOI'O MOJTYaHHA.

be polite / show politeness
— OBITh BeXJIMBBIM / TIPOSIBIISITH BEKJIMBOCTh

Examples:

It is important to be polite in professional situations.
(BaxHO OBITH BEKJIMBBIM B MTPOGECCHOHATIBHBIX CHTYAIHSIX. )

14
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She always shows politeness when talking to others.
(OHa Bcera nposiBiIsieT BEKJIMBOCTb P OOIIEHUH C APYTUMH. )

Hcrnonb3yercst B TOOBIX COIMATBHBIX U PAOOUNX CUTYAIHSIX.

15
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Story

David recently started a new job and wanted to make a good impression. On his first day,
he met many new colleagues, and he understood that communication was just as important as his
professional skills.

At first, he felt nervous and did not know what to say. However, he remembered that it was
useful to make small talk in such situations. He started with simple topics like the weather and daily
routines. This helped him break the ice and feel more comfortable.

As the day continued, David tried to keep the conversation going by asking polite questions and
listening carefully. He noticed that people responded positively when he showed interest and respect.
Instead of worrying about saying something perfect, he focused on being polite and natural.

By the end of the day, David felt more confident. He realized that small talk was not about

saying something important, but about creating a friendly atmosphere. This experience helped him
understand the value of social etiquette in everyday communication.

16
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Useful Words and Expressions

make an impression — IMPOU3BECTH BIIEYATICHUE
colleague — koJsutera

communication — oO1eHre

professional skills — npodeccruonanbHbie HaBBIKU
at first — cHavana

nervous — HEepBHbIN

situation — cuTyauus

topic — Tema

weather — noroma

comfortable — komM(OpTHO ceOs1 YyBCTBOBATh
continue — MPOIOIKATHCS

ask questions — 3aJaBaTh BOIIPOCHI

listen carefully — BHMMAaTEIBbHO CITyIIATh

notice — 3ameyarb

respond — pearupoBaThb

positively — MOJI0KUTETLHO

interest — MHTEpEC

respect — yBakeHHE

confident — yBepeHHBII

friendly atmosphere — npyxemo6Has atmocepa
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Exercises

Exercise 1: Choose the correct option

It is useful to (make / do) small talk in social situations.

A smile can help (break / cut) the ice.

He asked questions to (keep / stay) the conversation going.
It is important to (be / do) polite in formal situations.

She tried to (keep / make) the conversation going.

Exercise 2: Match the expressions with their meanings
make small talk

break the ice

keep the conversation going

be polite

a. be respectful in communication
b. start a relaxed conversation

c. continue a conversation

d. reduce tension in communication

Exercise 3: Answer the questions

Why did David feel nervous on his first day?
How did he break the ice with his colleagues?
What did he do to keep the conversation going?
How did people respond to his behavior?

What did David learn about small talk?

18
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Answer Key

Exercise 1:
make
break

keep

be

keep

Exercise 2:

1—b
2—d
3—c
4—a

Exercise 3 (Sample Answers):

David felt nervous because he met many new people and did not know what to say. He wanted
to make a good impression.

He broke the ice by talking about simple topics such as the weather and daily routines. This
helped him feel more relaxed.

He asked polite questions and listened carefully. This helped him continue the conversation.

People responded positively because he showed interest and respect. They felt comfortable
talking to him.

David learned that small talk helps create a friendly atmosphere. It is not about saying something
important, but about being polite and natural.

19
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Vocabulary Tip / Mini Advice

OOparnaii BHUMaHUe Ha YCTOMYMBBIC BhIpaXeHHs ¢ Tiaroiamu: make small talk, break the ice,
keep the conversation going. VIx Hesb351 IEpPEBOJUTD CJIOBO B CJIOBO — JIyYIIIE 3alIOMUHAThH KaK TOTO-
BBIC cppa31)1 " HUCIIOJIb30BATh B TUIIUMYHBIX CUTYallUAX O6H.[GHI/I$I.

20
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Making Plans and Arrangements

Vocabulary Focus

make arrangements
— JI0TOBapHMBAaThCsl, OPraHM30BBIBATH JIETAJIU (BCTPEUH, OE3AKH, COOBITHS)

Examples:

We need to make arrangements for the meeting.
(Ham Hy>XHO 1OrOBOPUTBCS O JIETAISAX BCTPEUH.)
She made all the arrangements in advance.

(OHa 3apaHee BCE OpraHM30Baa.)

I/ICHOJ'Ib3yeTC}I, Korja peyb UIET O TIOATOTOBKE U COIIaCOBaHUM I[CTaIIeI‘/)I.

set a date
— HA3HAYUTD AATY

Examples:

Let’s set a date for our next meeting.

([JaBail HA3HAYMM JaTy HalleW CIEAYIOEe BCTPEeUn. )

They set a date for the event last week.

(OHuM Ha3HAYMIM JaTy MEPONPUATHSA HA MPOLLION HEAee.)

Vrorpebnsercs npy MIaHUPOBAHUM OyIyIIUX COOBITHIA.

be available
— OBITH CBOOOTHBIM (TIO BPEMEHH)

Examples:

Are you available on Friday evening?
(Thl cBOOONEH B MATHUILY Beuepom?)
I am not available this week.

(41 He cBOOOIEH Ha 3TOH HeAeE.)

I/ICHOJ'Ib3yeTC}I IpU COrJiaCoOBaAHN BPEMCHU.

work around (a schedule)
— MOICTPOUTHCA 10f, (4ER-TO rpapuK)

Examples:
We can work around your schedule.

(MBI MOXEM MOICTPOUTHLCSA MOJ, TBOM I'pauK.)
21
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She tried to work around his busy timetable.
(OHa nbITanach NOACTPOUTHCS MOJ €r0 IUIOTHOE PACHMCaHMUE. )

I/ICHOJIIByeTCH, KOrJga Hy’>KHO YYUTBIBATh 3aHATOCTb APYIUX J]IO,Z[GfI.

22
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Story

Emma wanted to organize a small dinner with her friends, but it was not easy to find the right
time. Everyone had a busy schedule, and it seemed difficult to make arrangements that worked for all.

First, she sent a message to ask when her friends were available. Some of them were free during
the week, while others preferred the weekend. Emma decided to set a date that was convenient for
most people.

However, one of her close friends was not available on that day. Instead of changing all the
plans, Emma tried to work around her friend’s schedule. She adjusted the time slightly so that her
friend could join later in the evening.

After a few changes, everything was finally organized. Emma felt satisfied because she
managed to make arrangements that suited everyone. The dinner turned out to be a great success,

and all her friends enjoyed the evening.

This experience showed Emma that making plans requires flexibility and good communication.
It is not always possible to find a perfect solution, but small adjustments can make a big difference.

23
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Useful Words and Expressions

organize — OpraHU30BbIBATh

dinner — yxuH

find the right time — HaiiTu nogxoxsiee BpeMsi
busy schedule — mnoTHBIN rpaduk

seem — Ka3arbCs

difficult — TpyaHbIi

send a message — OTIPAaBUTb COOOIICHUE
during the week — B TeueHue Hezenu
prefer — npeanoynTaTh

weekend — BbIXOHBIE

convenient — yIOOHBIT

close friend — 6am3KMit Apyr

instead of — BmecTO

change plans — MeHSTb TUIaHBI

adjust — KOpPpeKTUPOBaTh

slightly — nemHoro

join — MPUCOETUHUTHCS

finally — nakoHery

turn out — oka3arbcA

success — ycrnex

24
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Exercises

Exercise 1: Choose the correct option

We need to (make / do) arrangements for the trip.
Let’s (set / put) a date for the meeting.

Are you (available / free time) tomorrow evening?
We can (work / make) around your schedule.

She (set / made) a date for the event last week.

Exercise 2: Match the expressions with their meanings
make arrangements

set a date

be available

work around a schedule

a. adjust plans to fit someone’s time
b. organize details

c. be free at a certain time

d. choose a specific day

Exercise 3: Answer the questions

Why was it difficult for Emma to organize the dinner?
How did she choose the date for the event?

What problem did she face with her friend?

How did she solve this problem?

What did Emma learn from this experience?
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Answer Key

Exercise 1:
make

set
available
work

set

Exercise 2:

1—b
2—d
3—c
4—a

Exercise 3 (Sample Answers):

It was difficult because all her friends had busy schedules. It was hard to find a time that suited
everyone.

She chose a date that was convenient for most of her friends. She considered their availability.

One of her close friends was not available on that day. This created a problem for the plan.

She adjusted the time so her friend could join later. She worked around her friend’s schedule.

Emma learned that planning requires flexibility and communication. Small changes can help
satisfy everyone.
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Vocabulary Tip / Mini Advice
OOpary BHMMaHUe Ha pa3HUIly Mexay make plans u make arrangements.
Make plans — 310 obIiee TuIaHHpOBaHUe (Ues),

make arrangements — 3TO YK€ KOHKPETHBbIE eTaiu (Bpemsi, MECTO, OpraHu3aIusl).

Crapaiicsi ¥cnosib30BaTh 00a BBIPAKEHHSI B Pa3HBIX KOHTEKCTax, YTOOBI pedb 3ByYasia ecre-
CTBEHHO.
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Invitations and Polite Refusals

Vocabulary Focus

invite / invitation
— npurianarh / npyrjameHue

Examples:

She invited me to her birthday party.

(Ona npurnacuia MeHs1 Ha CBOM JIEHb POXKICHUS. )

I received an invitation to a formal event.

(51 momyunn npurinameHue Ha o(pUIMATLHOE MEPOIPUSITHE. )

Hcnonesyercs B popMasbHbIX U HE(POPMAIbHBIX CUTYallUsIX.

accept an invitation
— NPUHATH NpUIJIALIEHUE

Examples:

I was happy to accept the invitation.

(51 ¢ panoCThIO MPUHSUT MPUIJIALLIEHHE. )

He accepted her invitation without hesitation.
(OH npuHs e€ npurnameHue 6e3 KoneOaHui. )

Yacto HCTIOJIb3YCTCA B BEXJIMBOU peun.

decline an invitation
— BEKJIMBO OTKA3aThCsl OT MPUIJIAIICHUS

Examples:

I had to decline the invitation because I was busy.

(MHe npuIIIoch OTKa3aThesl OT MPUIVIAIICHHUSI, TIOTOMY UTO 5T ObUT 3aHSAT.)
She politely declined the invitation.

(Ona BexIMBO OTKa3ajach OT MPUIJIALLIEHHS. )

Hcnonb3yercs B Oosee popMaIbHOM WM HERTPAJILHOW pedn.

I'd love to, but...
— 41 6Bl ¢ YIOBOJILCTBUEM, HO. ..

Examples:

I'd love to, but I already have plans.
(51 OB ¢ yIOBONBCTBUEM, HO Y MEHSI yKE €CTh IUIAHBI.)
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I'd love to, but I'm not available that day.
(51 OBI ¢ YIOBOJILCTBUEM, HO I HE CBOOOJICH B 9TOT JICHb. )

OueHb pacnipocTpaH€HHas MsArkas popma oTkasa.
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Story

Laura received an invitation to her colleague’s dinner party. She was happy to be invited, but
she already had plans for that evening. At first, she did not know how to respond, because she did
not want to seem rude.

She decided to write a polite message. Laura thanked her colleague for the invitation and said
that she would love to come, but she was not available that day. She also expressed hope to meet

another time.

Her colleague replied quickly and appreciated her honesty. He said that he understood her
situation and suggested meeting the following week instead.

Laura felt relieved. She realized that it is possible to decline an invitation without causing any
problems. The key is to be polite, show appreciation, and explain your situation clearly.

Since then, Laura has felt more confident in similar situations. She knows that good
communication helps maintain positive relationships, even when plans do not work out.

30



. Tuuepman. «AHIIMIACKas JieKcuka it yBepeHHoro oomenust (B1-B2). Kak mornMaTh 1 UCIonb30BaTh €CTeCTBEHHBIN
QHTJIUACKUI»

Useful Words and Expressions

receive — IoJIy4yarb

colleague — koJsutera

dinner party — 3BaHBIi YKUH
already — yxe

at first — cHavana

respond — oTBevaTh

seem rude — Kazarbcsi rpyObIM
decide — pematb

message — CooOIIeHne

thank — Gnmarogaputhb

available — cBOOOTHBII

express — BBIPAXKaTh

hope — Hanexaa

reply — oTBeuars (Ha cooOIIeHue)
appreciate — 1IeHUTh

honesty — 4yecTHOCTh

suggest — npegjaraTb

instead — BMecCTO

relieved — ucnbITHIBaOIMI OOJIErYeHUe
relationship — oTHoLIEHUS
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Exercises

Exercise 1: Choose the correct option

She decided to (accept / decline) the invitation because she was busy.
I (love / would love) to, but I have other plans.

He (accepted / invited) the invitation immediately.

They sent an (invite / invitation) to all their friends.

I had to (decline / accept) because I was not available.

Exercise 2: Match the expressions with their meanings
invite

accept an invitation

decline an invitation

I’d love to, but...

a. say yes to an invitation

b. politely refuse

c. ask someone to join an event
d. soft way to refuse

Exercise 3: Answer the questions

Why did Laura feel unsure at first?

How did she respond to the invitation?
What did her colleague say in reply?
Why did Laura feel relieved?

What did she learn from this experience?
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Answer Key

Exercise 1:
decline
would love
accepted
invitation
decline

Exercise 2:

1—c
2—a
3—b
4—d

Exercise 3 (Sample Answers):

Laura felt unsure because she did not want to seem rude when refusing the invitation. She
wanted to respond politely.

She thanked her colleague and explained that she was not available. She used a polite phrase
to decline the invitation.

Her colleague said he understood the situation. He suggested meeting another time.

Laura felt relieved because her response was accepted positively. There was no conflict or
misunderstanding.

She learned that it is possible to refuse politely. Clear and respectful communication helps
maintain good relationships.
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Vocabulary Tip / Mini Advice

B anrumiickom BakHO cmsrdarh otkas. Bmecto npsimoro I can’t, myunie ucnonszosath 'd love
to, but... uam 706aBUTH OIArOIAPHOCTD:
Thanks for the invitation, but. ..

Takue (popMyTUPOBKY JIENAI0T pedb OoJiee BEKIMBON U €CTECTBEHHOM.
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Apologies and Giving Explanations

Vocabulary Focus

apologize for
— U3BUHATHCSA 32 YTO-TO

Examples:

I want to apologize for being late.
(4 Xouy M3BMHHUTBCS 32 OMO3IAHUE. )
She apologized for the mistake.
(OHa u3BMHWIIIACH 32 OIIHOKY.)

I/ICHOJ'Ib3yeTC}I, KOrja BaxHO IIpAMO 0003HAYUTD MNpUINHY U3BUHCHUS.

make an excuse / give an explanation
— OIpaBAbIBaThCA / 1aBaTh OOBbSCHEHUE

Examples:

He tried to make an excuse, but it did not sound convincing.
(OH nomneITajics oNnpaBaaThes, HO 3TO 3BY4asio HEYOeAUTENbHO. )
She gave a clear explanation for the delay.

(OHa nana 4étkoe OObsICHEHUE 3a/ICPKKU. )

Make an excuse 4acTo 3ByYMT HETaTMBHO, a give an explanation — HEUTPaIbHO WU HOJIOKU-
TEJIbHO.

take responsibility
— OpaTh OTBETCTBEHHOCTb

Examples:

He decided to take responsibility for the problem.
(OH pemm B3Th OTBETCTBEHHOCTD 32 MPOOJIeMy. )
It is important to take responsibility for your actions.
(BaxxHO OpaTh OTBETCTBEHHOCTh 33 CBOM JICWICTBUSI. )

Ncnone3yercs B (popMaibHON Y IOBCEAHEBHOMN PEYH.

it won’t happen again
— 3T0 OOJIBLIIE HE TOBTOPUTCS

Examples:

I am sorry for the mistake. It won’t happen again.
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(M3BuHMTE 32 OMMOKY. DTO OOJIBIIIE HE TOBTOPHUTCS. )
She promised that it wouldn’t happen again.
(Ona noo6ernana, 4to 310 OOJIbIIIe He IOBTOPUTCS. )

Wcnonb3yercs, 9ToObI 1OKa3aTh, YTO BbI CICIAN BHIBOJIBL.
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Story

Daniel was responsible for preparing an important report at work. However, he made a mistake
and sent the wrong version to his manager. When he realized the problem, he immediately felt
worried.

Instead of ignoring the situation, Daniel decided to take responsibility. He wrote a message to
his manager and apologized for the mistake. He did not try to make an excuse but chose to give a
clear explanation of what had happened.

In his message, Daniel also explained how he planned to fix the problem. He corrected the
report and sent the right version as soon as possible. At the end, he added that it would not happen

again.

His manager appreciated his honesty and quick action. Although the mistake was not ideal, the
way Daniel handled the situation made a positive impression.

This experience taught Daniel that apologizing properly and giving clear explanations are
essential skills in professional communication.
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Useful Words and Expressions

responsible for — oTBeTCTBEHHBIN 32
prepare — rOTOBUTb

report — OT4YET

mistake — ommoka

Wwrong version — HelpaBHJIbHasi BEPCUSI
realize — oco3HaBaThb

immediately — cpazy

worried — 00eCITOKOEHHBIT

instead of — BmecTO

ignore — UrHOPUPOBAThH

situation — cuTyauus

message — coOOIIeHne

choose — BbIOMpaTh

clear — uéTkuin

fix a problem — ucnpaBUTH MIPOOIEMY
as soon as possible — Kak MOHO cKopee
correct — MUCIIPaBJIATb

appreciate — 1IeHUTh

honesty — 4yecTHOCTh

impression — BIieyaTIeHUE
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Exercises

Exercise 1: Choose the correct option

I want to apologize (for / on) being late.

He decided to (take / make) responsibility for the mistake.
She gave a clear (excuse / explanation).

He tried to (make / do) an excuse.

It (won’t / doesn’t) happen again.

Exercise 2: Match the expressions with their meanings
apologize for

make an excuse

take responsibility

give an explanation

a. explain what happened
b. accept your mistake

c. say sorry for something
d. try to justify a mistake

Exercise 3: Answer the questions

What mistake did Daniel make?

How did he react when he realized the problem?
Why did he choose not to make an excuse?
What actions did he take to fix the situation?
What did Daniel learn from this experience?
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Answer Key

Exercise 1:
for

take
explanation
make

won’t
Exercise 2:

1—c
2—d
3—b
4—a

Exercise 3 (Sample Answers):

Daniel sent the wrong version of an important report. This caused a problem at work.

He reacted quickly and decided to take responsibility. He did not ignore the situation.

He understood that making an excuse would not help. A clear explanation was more
professional.

He apologized, explained the situation, corrected the report, and sent the right version.

He learned that honesty and responsibility are important. Proper communication can improve
difficult situations.
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Vocabulary Tip / Mini Advice

OOpary BHUMaHUE Ha pa3HUILY:
apologize for + npuuuHa (for being late)
explain + curyanus (explain the problem)

Xopolas CTpyKTypa B peuu:
apology — explanation — solution — reassurance
Hanpumep: I'm sorry for the delay. Let me explain... I've fixed it. It won’t happen again.
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Expressing Opinions Politely

Vocabulary Focus

I think / I believe / In my opinion
— 4 nymaro / 4 cuuraro / ITo moemy MHEHHUIO

Examples:

I think this idea could work.

(51 mymato, 3Ta uess MOXeT cpadoTaTh. )

In my opinion, this solution is better.

(ITo MmoeMy MHEHHIO, 3TO PelIeHHE JIyYIle. )

I believe we should try a different approach.

(4 cunTao, 4TO HAM CTOMT MONPOOOBATH APYTOi OAXO],.)

I/ICHOJ'Ib3y10TC}I, YTOOBI BbIPpa3UTb MHCHUE MAT'KO U 0e3 JaBJICHUA.

I might be wrong, but...
— Bo3MoxkHO, g ommobarck, Ho. ..

Examples:

I might be wrong, but this doesn’t seem effective.

(Bo3moxHO, 51 omuback, HO 3TO He KakeTcst 3¢ (PEeKTUBHBIM. )

I might be wrong, but we could check again.

(Bo3moxHO, 51 omMOat0Cch, HO MBI MOTJIH OBl TIPOBEPHTH €IIE pas.)

CMmsryaer BBICKA3bIBAHUEC, 0COOEHHO €CJIU BBl HE YBCPCHBI.

It seems to me that...
— MHe KakeTcs, 4To. ..

Examples:

It seems to me that this plan needs more details.

(MHe kaxercs, 4T0O 3TOMY IUIaHY HE XBaTaeT JAeTasen.)
It seems to me that he is not ready yet.

(MHe xakeTcs, 4TO OH eIllé He TOTOB.)

I[enaeT MHCHHE MCHEEC KATCTOPUYIHBIM.

I see your point, but...
— 4] noHMMalo TBOIO TOYKY 3pEeHUs, HO. ..

Examples:
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I see your point, but we need more time.

(51 moHMMAIO TBOIO TOUKY 3pEHHSI, HO HaM HYKHO OOJIbIlle BpEMEHH. )

I see your point, but I would suggest another option.

(51 moHMMAIO TBOIO TOYKY 3PEHHSI, HO TIPEJIOKII OBl JPYTrol BapHaHT. )

I/ICHOJIIBYGTCH AJId BEXJIMBOI'O HECOIJIACHA.
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Story

Sophie worked in a team where everyone had different ideas. During meetings, it was important
not only to share opinions but also to do it politely.

At first, Sophie was very direct. She often said what she thought without considering how others
might feel. As a result, some of her colleagues felt uncomfortable during discussions.

Later, Sophie decided to change her communication style. Instead of making strong statements,
she began to use softer expressions such as «I think» and «It seems to me that.» When she disagreed,

she said, «I see your point, but...» to show respect.

She also learned to say, «I might be wrong, but...» when she was not completely sure. This
helped create a more open and friendly atmosphere in the team.

Over time, her colleagues started to respond more positively. Meetings became more
productive, and everyone felt more comfortable sharing ideas.

Sophie realized that expressing opinions politely does not make your ideas weaker. On the
contrary, it makes communication more effective and respectful.
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Useful Words and Expressions

team — KomMaHja

different — pa3Hblii

meeting — BCTpeua

important — Ba)KHbIN

share — nenuTbCs

opinion — MHeHue

politely — BexJuBo

at first — cHavana

direct — npsiMoit

consider — y4YMTHIBaTh

feel — uyBcTBOBaTH

as a result — B pe3yJbTare
uncomfortable — ucnpITHIBaOIKI TUCKOMMOPT
discussion — oOcyxaeHue

decide — pematb

communication style — cTuib 0OImeHust
instead of — BmecTO

disagree — He coriamaTbCst

respect — yBakeHHE

productive — IpOgyKTUBHbII
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Exercises

Exercise 1: Choose the correct option

(In / At) my opinion, this idea is better.

I (see / look) your point, but I disagree.

It (seems / looks) to me that we need more time.

I might be (wrong / mistake), but this is not correct.
I (think / believe) we should discuss this again.

Exercise 2: Match the expressions with their meanings
I think

I might be wrong, but...

I see your point, but...

It seems to me that...

a. polite disagreement
b. soft personal opinion
C. uncertain opinion

d. careful observation

Exercise 3: Answer the questions
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