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BBenenune

JlanHoe ydeOHOoe TocoOue TpeaHa3HAYeHO JIs B3POCIBIX
yuanmxcsi ypoBHsa B1—B2, uzyvaiomumx aHMIMNACKUAN SI3BIK
U CTPEeMSIIIUXCS Pa3BUTh YCTOWUYWBBIE HABBIKM BJIAJCHUS CO-
BpEMEHHOU JIeKCMKOW. OCHOBHasl LeJIb KHUTU 3aKJII0YaeTcsl B
pacillMpeHry CJIIOBAPHOro 3araca, (popMUpOBAaHUM TTOHUMAHUS
€CTECTBEHHBIX JIEKCMYECKMX COUYETAaHUM, a TaKKe B Pa3BUTUHU
CIOCOOHOCTH KCITOJIb30BATh AHIIMACKU SI3bIK B TAITUYHBIX KOM-
MYHUKATHUBHBIX CUTYalIUsIX.

B otnmuue ot TPAAULIMOHHBIX TTOAXOA0B, OPUCHTUPOBAHHBIX
MPENMYIICCTBECHHO Ha I'PpaMMaTUICCKUE ITpaBrjia, B JaHHOM I10-
coOMM OCHOBHOE BHUMAaHHE YACTIACTCA JICKCMKE B KOHTCKCTC.
Kaxpas rnaBa IOCTPOCHA BOKPYT TEMATUYCCKOI'O 0JIOKa 1 BKJIIO-
YacT KJIIOYCBBIC BbIPAKCHU S, (1)p8.30BbIC rjaroJjibl, BAJUOMATHU4YC-
CKHE COUYCTaHUA U yCTOfI‘IPIBI:IG KOJIJIOKAII, KOTOPLIC aKTUB-
HO HUCIIOJIb3YIOTCA HOCUTCIIAMU A3bIKA B HOBCCHHCBHOﬁ peun n
MMICbMEHHOM KOMMYHUKAIIUH.

Marepuan opraHu30BaH TaKUM 00pa3oM, YTOOBI 00ECIeUNTh
HOCJIE/IOBATE/IbHOE U CHCTEMHOE OCBOCHHUE JIEKCUKH. Kaskplii
TeMaTHYEeCKHU pa3/iesl COMPOBOXIAETCS TEKCTOM, OTPaKAIOIIM
€CTECTBEHHOE YIOTpeOIeHHEe M3yJaeMbIX BRIPAKEHHH, a TaKKe
yIpaXXHEHUSIMHU, HAIPaBJIeHHBIMU Ha 3aKperyieHHe W aK THBU3a-



o Marepuana. Ocoboe BHUMaHUeE yrelnsieTcs: (GOpMUPOBAHUIO
HaBbIKa PAClO3HABAHMS U MIPABUJIBHOIO MCIIOJIb30BAHUS YCTOM-
YUBBIX CJIOBOCOYETAHUN B Pa3IMYHBIX KOHTEKCTAX.

[TocoOue paccuuTaHO Ha CAaMOCTOSITENILHYIO PadOTy, OTHAKO
MOXKeT 3(P(PEKTUBHO UCTIONB30BATHCSA U B PAMKAX 3aHATUN C IIPe-
nopasaresieM. CTpyKTypa MaTepuasa Mo3BoJjisieT BO3BpaIlaThCs
K MPOMAEHHBIM TEMaM U IMOCTETIEHHO PACIIUPSATH AKTUBHBIN CJIO-
BapHBIN 3ariac.



Daily Routines and Time Management

Vocabulary Focus

stick to a routine
— TPUIEPKUBATHCS PACTIOPSIKA, JIEJIaTh YTO-TO PETYJISIPHO
10 TUIaHY

Examples:

I try to stick to a routine during the week.

(4 craparoch NpUEP:KUBATbCS PACTIOPsIIKA B TEYEHUE HEJle-
JIN.)

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

(Jlerue ocraBarbCsi MPOLYKTUBHBIM, €CIUA MPUIEPKUBATHCS
pacnopsijika. )

I/ICHOJH)Z’»yeTCH, KOrza Bbl TOBOPHUTE O CTaOMJILHOCTH 1 JUCLIN-
IIJIMHE B HOBC@HHGBHOﬁ KU3HU.

get things done
— CIIPaBJISITHCS C 33/1a9aMH, BBITOTHSTH Jief1a

Examples:



I wake up early to get things done.

(51 mpockImaroch paHo, YTOOBI YCIIETh C/IeIaTh Jea. )

She always knows how to get things done efficiently.

(OHna Bcerga 3HaeT, Kak 3 PEKTUBHO CIPABJIATHLCS C 3aAa4a-
MH.)

[Monxoaut AJist pa3roBOPOB O MPOAYKTUBHOCTH U 3(PPEKTUB-
HOCTH.

run out of time
— He XBaTUTh BPEMEHH

Examples:

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

(4 xoTen 3aKOHYUTh OTYET, HO Y MEHSI 3aKOHUYMJIOCh BPEMSI. )
We often run out of time in the morning.

(Y Hac yacTo He XBaTaeT BpeMEHHU IO yTpaMm.)

Hcnonb3yeTcs, Koraa BpeMeHH 0Ka3aJloch HEJIOCTATOYHO.

prioritize tasks
— PacCTaBJIATh 33/1a4U 110 IPUOPUTETY

Examples:



It is important to prioritize tasks during a busy day.

(BaxxHO paccTaBisITh 3a[aud MO MPUOPUTETY B TEUEHUE Ha-
MPSKEHHOTO JTHS.)

He learned to prioritize tasks to reduce stress.

(OH Hayuwmscs pacCTaBisATh MPUOPUTETHI, YTOOBI CHU3UTH
cTpecc.)

Hcnonb3yeTcst B (GOPMaIbHOM M HEUTPaJIbHOW peduu, 0COOSH-
HO B padoTe U 00yJIEeHHH.



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.



Useful Words and Expressions

daily routine — exeJHEBHBIA pacropsI0K
struggle with — UCBITHIBATh TPYAHOCTH C
rush — crnemmrb

as a result — B pesyJbrare

frequently — vacro

forget — 3a0bIBaThH

decide — permatb

habit — npuBbIuKa

create a plan — cOCTaBUTSH IJIaH

follow — ciiemoBaTh

at first — cHavana

unusual — HenprBbIYHbIN

notice — 3aMevarb

improvement — yiydIieHue

stressed — HCIBITBIBAIOIINI CTPECC
calmly — criokoiiHo

efficiently — appekTrBHO

structured — CTpyKTYpUpPOBaHHBIN

€njoy — HaCJaXJaTbCsl

overwhelmed — neperpyxeHHbI



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?



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.



Vocabulary Tip / Mini Advice

Yuure BblpakeHusl LIEJIMKOM, a HE 110 OT/IEJIbHbIM CJIOBaM: Ha-
npumep, run out of time wiu get things done. Takue coueranus
UCIIOJIL3YIOTCSI KaK TOTOBBIE OJIOKW U JIEIAl0T peub Oojiee ecTe-
crBeHHOU. [lonpobyiiTe cocTaBUTh 2—3 CBOMX MPEAJTIOKEHHS C
KaIbIM BbIPAKEHMEM — 3TO 3HAYUTEJILHO YCKOPSIET 3allOMUHA-
HHUE.



Small Talk and Social Etiquette

Vocabulary Focus

make small talk
— BECTH HENIPUHYXIEHHYIO Oecely Ha HEUTPaJIbHBIC TeMbI
(moropa, TIaHbl, OOIIME BEIN)

Examples:

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

(BesxmBO HEMHOTO MOOOJITATh TIepel HayajoM BCTPEUH. )

He finds it difficult to make small talk with strangers.

(EmMy cnoxHO mopnep:KuBaTh HETPUHYXKAEHHYIO Oecemy C
HE3HAKOMbIMH JIIOJbMHU. )

HWcnone3yercst B CUTYalusAX, KOrJa HY)XHO YCTAHOBUTH KOH-
TaKT, HO TeMa He TIIyOOoKasl.

break the ice
— pa3psIuTh OOCTAHOBKY, CHSITh HANpsUKEHWE B Havajie 00-

[EHU S

Examples:



A simple question can help break the ice.

(TTpocToii BOnpoc MOXKET MOMOYb pa3psiiuTh OOCTAHOBKY. )

She told a short story to break the ice.

(OHa pacckazana KOpOTKYI0 UCTOPUIO, YTOOBbI CHSITh HArpsi-
JKEeHHe. )

IMogxoout i Hadasia OOIIEHHSI B HOBOW WJIM HEJIOBKOU CH-
Tyaluu.

keep the conversation going
— MOJJIeP)KUBATh Pa3roBOp

Examples:

Asking questions helps to keep the conversation going.
(3agaBas BONPOCH!, MOXKHO MOJJIEPKUBATh Pa3roBOp.)
He smiled and tried to keep the conversation going.
(OH ynpIOHYJICS U TOMBITAJICS MOJ/IEPKAaTh Pa3roBop. )

I/ICHOJIb3yeTC$I, KOrJja Ba;KHO HE JOITYCTUTD 11ay3 U HEJIOBKOT'O
MOJIYaHuA.

be polite / show politeness
— OBbITh BEKJIUBBIM / TIPOSIBIISITH BEXKIUBOCTD



Examples:

It is important to be polite in professional situations.

(BaxHO OBITh BEXJIMBBIM B ITPO(ECCUOHATIBHBIX CUTYALUSIX. )

She always shows politeness when talking to others.

(OHa Bcerna nposiBiIsieT BEKJIMBOCTh TPH OOIIEHUH C IPYTH-
MH.)

Hcrionb3yeTcst B MOOBIX CONUATBHBIX M PA0OUYMX CUTYAITUSIX.



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.



Useful Words and Expressions

make an impression — MPOU3BECTH BIIEUATIIEHUE
colleague — koJsutera

communication — oOIIeHuE

professional skills — npogeccuoHaibHbIe HABBIKU
at first — cHavasa

nervous — HEepPBHBIN

situation — cuTyarus

topic — Tema

weather — moroga

comfortable — komdopTHO ceOs1 IYyBCTBOBATh
continue — MPOAOJIKATHCS

ask questions — 3aJaBaTh BOIPOCHI

listen carefully — BHMMaTeNbHO CityIIaTh

notice — 3aMevaTb

respond — pearupoBaTh

positively — MoI0KUTETbHO

interest — UHTEPEC

respect — yBakeHUE

confident — yBepeHHbIi

friendly atmosphere — npyxemo0Hast armocepa



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?



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.



Vocabulary Tip / Mini Advice

Ooparnaii BHUIMaHMe Ha YCTONYMBBIC BHIPAKEHUS C TJarojia-
mu: make small talk, break the ice, keep the conversation going.
WX Henmb3s MepeBOANTH CJIOBO B CJIOBO — JIy4ille 3allOMHHATD
KaK rOTOBbIEe (Dpa3bl U UCTIONB30BATh B TUITUYHBIX CUTYAIUSX 00-
ICHUS.



Making Plans and Arrangements

Vocabulary Focus

make arrangements
— JIOrOBAapHMBAaThCSI, OPraHU30BBIBATh JeTaN (BCTPEUH, TO-
€3/IKH, COOBITHS)

Examples:

We need to make arrangements for the meeting.
(Ham HyXKHO JOrOBOPUTBCA O JETAISAX BCTPEYUM. )
She made all the arrangements in advance.

(Ona 3apaHee Bc€ opraHM30Baa.)

Hcnonb3yercs, korga peub UAET O MOATOTOBKE U COIIACOBA-
HUU JETaJIEMN.

set a date
— Ha3HAYUTh JIaTy

Examples:

Let’s set a date for our next meeting.



(JaBaii Ha3HAUYMM ATy HAIlle CJIeyIOIIEeN BCTPEYn. )
They set a date for the event last week.
(OnHM Ha3HAUYMIIM [1aTy MEPONPUATHS HA NTPOLUION HEJlene. )

Ynorpebnsercs npu IIaHUPOBAHUK OYAYIIUX COOBITUI.

be available
— OBITH CBOOOTHBIM (TI0 BPEMEHH )

Examples:

Are you available on Friday evening?
(Tst cBOOONEH B NATHHILY BedepoMm?)
I am not available this week.

(¢ He cBOOOEH Ha ITOM HEJIEIE. )

Hcnonp3yercs npu coriacOBaHUM BPEMEHH.

work around (a schedule)
— MOJICTPOUTHCS O], (4er-To rpacuk)

Examples:
We can work around your schedule.

(MpbI MOeM MOACTPOUTHCS TIOJ] TBOU IpauK.)
She tried to work around his busy timetable.



(Ona mpITanack NOACTPOUTHCS O ETO IJIOTHOE PACIIMCAHME. )

Hcnonb3yeTcsi, KOrjaa HY)KHO YUUTHIBATh 3aHSITOCTh JIPYTHX
JIIONEN.



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.



Useful Words and Expressions

organize — OpraHU30BbIBATh

dinner — yuH

find the right time — HaiiTH ogXo/sAIIee BpEMSI
busy schedule — rutoTHbII rpadpuk

seem — Ka3aTbCs

difficult — TpynHBII

send a message — OTIPaBUTh COOOIIIEHNE
during the week — B Teuenue Heenu
prefer — npennounTarh

weekend — BBIXOIHBIE

convenient — yIOOHBIN

close friend — Gnu3kmii 1pyr

instead of — BmecTO

change plans — MeHSTb IJIaHbI

adjust — KOppeKTUpOBaTh

slightly — HemHoro

join — IPUCOETUHUTHCS

finally — Hakonent

turn out — OKa3aTbCA

success — ycrnex



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?



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.



Vocabulary Tip / Mini Advice

OOpatu BHUMaHMe Ha pasHUIly Mexay make plans u make
arrangements.

Make plans — 310 oOItiee mIaHMpoBaHue (Mes),

make arrangements — 3TO yKe KOHKPETHBIE JIETAIM (BpeMs,
MECTO, OpraHUA3aIMs).

Crapaiicss Mcnonb3oBaTh 00a BBIPAXEHHWS B Pa3HBIX KOH-
TEKCTax, YTOOBI PeUb 3ByUasia €CTECTBEHHO.



Invitations and Polite Refusals

Vocabulary Focus

invite / invitation
— TIpUIJIaIaTh / pUraieHue

Examples:

She invited me to her birthday party.

(Ona npurnacuia MeHs1 Ha CBOM JIeHb POXKIEHUSI. )

I received an invitation to a formal event.

(A nonyunn npurnamieHue Ha o(pUIMaIbHOE MEPOIPUSITHE. )

Hcnonb3yercs B popMaibHBIX U HE(hOPMATIBHBIX CUTYAIHSIX.

accept an invitation
— TPUHATH MPUJIAICHNE

Examples:
I was happy to accept the invitation.

(4 ¢ pagocThI0 IPUHSAI TTPUTJIALLIEHHUE. )
He accepted her invitation without hesitation.



(OH nipuHsin e€ npurainieHne 6e3 KoueOaH!id. )
YacTo ucronb3yercs B BEKJIMBOW PEUH.

decline an invitation
— BEKJIMBO OTKA3aThCsl OT MPUIJIAIICHUS

Examples:

I had to decline the invitation because I was busy.

(MHe npuIIIoch 0TKa3aThCsl OT MPUTJIAIIIEHUS, [IOTOMY UTO ST
ObLJT 3aHAT.)

She politely declined the invitation.

(Ona BekMBO OTKa3a1ach OT MPUIVIAIICHUS. )

Hcnonws3yeTcs B Oonee (popMasIbHON UM HEUTPATIbHOM peun.

I’d love to, but...
— 41 OBl ¢ YIOBOJIBCTBHEM, HO. ..

Examples:

I'd love to, but I already have plans.

(41 OBl ¢ yIOBOJILCTBHEM, HO Y MEHsI YK€ CTh IJIaHblI. )
I'd love to, but I'm not available that day.

(51 681 C yIOBONMBCTBHEM, HO 51 HE CBOOOEH B TOT JIEHb. )



OueHnp pacripocTpaHéHHas MArkasa popMa OTKasa.



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.



Useful Words and Expressions

receive — I0JIy4aThb

colleague — koJsutera

dinner party — 3BaHbIi yKUH
already — yxe

at first — cHavasa

respond — oTBevaTh

seem rude — Ka3aTbCs TpyObIM
decide — pemarsb

message — COOOIIeHue

thank — Gnarogaputhb

available — cBOOOIHBII

express — BbIPAXKATh

hope — Hazgexaa

reply — oTBevars (Ha cOOOIlEeHNE)
appreciate — IIeHUTb

honesty — 4ecTtHOCTB

suggest — mnpeajararhb

instead — BMecTO

relieved — ucCHBITHIBAIOIINIA O0JIETYEHUE
relationship — oTHoOIIEHUS



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?



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.



Vocabulary Tip / Mini Advice

B anrmmiickoM BaxHO cMmsryarb otkas. Bmecro mpsimoro |
can’t, ydiie ucrnons3oBaTh I'd love to, but... wim nodaBuTh 671a-
rOJIapHOCTh:

Thanks for the invitation, but...

Takue (popMyTUPOBKY JIENA0T pedb OoJiee BekKJIUBOM U ecTe-
CTBEHHOW.



Apologies and Giving Explanations

Vocabulary Focus

apologize for
— W3BHHSTHCS 32 YTO-TO

Examples:

I want to apologize for being late.
(4 xouy U3BUHUTHCA 3a OMO3/AAHUE. )
She apologized for the mistake.

(Ona u3BMHWIACK 32 OIIAOKY.)

I/ICHOHLSyeTCH, KOoraa BaXHO IIPAMO 0003HAYNTh I[IpUYNHY NU3-
BUHCHU.

make an excuse / give an explanation
— OIpaBIbIBATLCS / 1aBaTh 0ObSICHEHUE

Examples:

He tried to make an excuse, but it did not sound convincing.
(OH morbITasNICsl ONMPABAATHCS, HO 3TO 3BydYasio HeyOeIuTe b-



HO.)
She gave a clear explanation for the delay.
(OHa nana 4étkoe 0ObsICHEHHE 3a/ICPKKU. )

Make an excuse yacto 3BYYMT HEraTMBHO, a give an
explanation — HeNTpaJIbHO WU MOJIOKUTEIBHO.

take responsibility
— OpaTh OTBETCTBEHHOCTh

Examples:

He decided to take responsibility for the problem.
(OH pemmt B3ITh OTBETCTBEHHOCTD 32 TIPOOIeMYy.)
It is important to take responsibility for your actions.
(BaxHO OpaTh OTBETCTBEHHOCTD 32 CBOM JICHCTBUSI. )

Hcnonb3yercs B (popManbHOM U IOBCEJHEBHOW PEYH.

it won’t happen again
— 3TO OOJIbIIIe HE TTOBTOPHUTCS

Examples:

I am sorry for the mistake. It won’t happen again.
(M3BuHMTE 32 OMMOKY. DTO OOMBIIIE HE TTOBTOPHTCS. )



She promised that it wouldn’t happen again.
(Ona nmooGeriasa, 9to 310 OOJIBIIE HE IOBTOPHUTCS. )

I/ICHOHb3yeTCH, YTOOBI IIOKa3aThb, YTO BbI CACJIAJIN BBIBOJDI.



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.



Useful Words and Expressions

responsible for — OTBETCTBEHHBIN 32
prepare — roToBUTb

report — OTYET

mistake — ommoka

wrong version — HelpaBUJIbHAS BEPCHS
realize — oco3HaBaThb

immediately — cpazy

worried — 00eCIIOKOeHHBIH

instead of — BmecTo

ignore — UrHOPUPOBATH

situation — cuTyarus

message — CooOIIeHre

choose — BbIOMpaThH

clear — 4€Tkui

fix a problem — ucnpaBuTh MpodIEMY
as soon as possible — kak MOKHO ckopee
correct — MCHpaBJIATh

appreciate — IIeHUTb

honesty — 4ecTHOCTb

impression — BHevyaTJieHUe



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?



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.



Vocabulary Tip / Mini Advice

OOparu BHUMaHKe Ha Pa3HHMILY:
apologize for + npuunna (for being late)
explain + curyanus (explain the problem)

Xopolnasi 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.



Expressing Opinions Politely

Vocabulary Focus

I think / I believe / In my opinion
— A nymato / 51 cumraio / Ilo moeMy MHEHUIO

Examples:

I think this idea could work.

(A mymato, aTa uaess MoxeT cpaboTaTh.)

In my opinion, this solution is better.

(ITo MoeMy MHEHHIO, 3TO PEILLIEHUE JIyYIIIE. )

I believe we should try a different approach.

(51 curTalo, YTO HaM CTOUT MOMPOOOBATH APYTOU MOAXO. )

Hcnonp3ytores, 9ToOBbl BBIPa3UTh MHEHUE MSATKO U 0e3 1aBiie-
HHSL.

I might be wrong, but...
— Bo3MoxHO, g ommbdamcek, HO. ..

Examples:



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

(Bo3moxHO, s1 ommback, HO 3TO He Kaxkercs: 3(PpgeKTB-
HBIM.)

I might be wrong, but we could check again.

(Bo3mokHO, 5 ommmbarch, HO Mbl MOIJIM ObI TIPOBEPUTH EITIE

paz.)
CMHF‘-IEICT BbICKA3bIBAHUE, 0C06CHHO €CJIKM Bbl HC YBCPCHBI.

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

Examples:

It seems to me that this plan needs more details.

(MHe kaxercs, YTO ITOMY IUIaHY HE XBaTaeT JieTajeu. )
It seems to me that he is not ready yet.

(MHe kaxeTcsl, YTO OH eIl¢ He TOTOB.)

,}]enaeT MHCEHUEC MCHEC KAaTCTOPUYIHBIM.

I see your point, but...
— $] noHMMalo TBOIO TOUKY 3pEHHUS, HO. ..

Examples:



I see your point, but we need more time.

(51 moHMMAaIO TBOIO TOUKY 3PEHMSI, HO HAM HYXXHO OOJIBIIE Bpe-
MEHH.)

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

(51 moHMMAIO TBOIO TOUKY 3peHHMSI, HO TPEIJIOKIUI Obl IPyrof
BapHaHT.)

I/ICHOHLSyeTCH JJIA BEXKJIMBOI'O HECOIJIACHA.



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.



Useful Words and Expressions

team — KOMaH/1a

different — pa3zHbiii

meeting — BCTpeva

important — BaXHbIN

share — nemuTbCcd

opinion — MHEHHe

politely — BexJiMBO

at first — cHavana

direct — nipsimMoit

consider — y4YuTHIBaTh

feel — uyBcTBOBaTH

as a result — B pesyJbrare
uncomfortable — ucnbITHIBaOINN AUCKOM(POPT
discussion — oOcyxeHue

decide — permatb

communication style — cTuiib oOImeHus
instead of — BmecTO

disagree — He coranatbcs

respect — yBakeHUe

productive — MpoayKTUBHBIA



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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