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Beinyxkaennoe Ilpequciosue

O yeM MoJUaT BCe KypChl

Brl korma-HuOyIb 3aMevany cTpaHHylo Belb? Bl yunte aH-
[JIMACKUIA TOIaMU, C/IaeTe 9K3aMEeHbl, 3HaeTe COTHH CJIOB JIJIA Te-
PEroBOPOB, HO KOT/a JeJI0 JOXOAUT 10 PealbHOro pa3roBopa ¢
MHOCTPAHHBIM MAPTHEPOM WJIM MUChMA TOM-MEHe)Kepy — BbI
3ByUYHTe... KaK YUEHUK. BexkJIMBO, MPaBUIIbHO, HO OE3IBETHO .

Bac He BocmpuHMMAIOT BCEpbe3, XOTS Bbl 3HAeTe MpeaMeT
Jydile coOeceqHUKA.

Bam roeopst «Ok, got it», HO yepe3 JieHb MepecnpaIuBalT
TO ke caMoe.

Bainu nucpMa 4uTaloT, HO Ha HUX HE OTBEYAIOT C TOM JKe HEep-
TYMeN, C KaKOU BBl UX ITMCAJIN.

[TpoGnema He B BarreM ciioBapHoM 3ariace. [IpoGiema B ToMm,
YTO BaC YUYW/ JI€KCUKE, HO HE YUYW TAKTHKe.

BONBIIMHCTBO KYPCOB AEJIOBOTO aHIJIMICKOTO — 3TO MepT-
BbI s13bIK. OHM y4aT ¢hpa3aM, KOTOpPbIE HUKTO U3 KUBBIX HOCH-
TeJiel B IeperoBOpHOM He roBopHT. «I would appreciate it if you
could kindly revert at your earliest convenience» — 3TO He JI€10-

' 310 He oneuarka. 51 1ABHO U CO3HATENBLHO He UCIIONB3YI0 «0eCOB», PUILYMAHHBIX
OOJIBIIIEBUKAMH.



BOI aHIIMHCKUI. DTO SI3BIKOBOW TPYII, KOTOPbI KOUYET U3 Ofl-
HOTO y4eOHUKa B JIPYTOW.

Hacrosimui 1e1oBoi aHIIMUCKUI — 3TO HE NP0 «IPaBUJIb-
HBIE CJIOBa». DTO MPO yNpaBjeHne BHUMaHUEeM, TOHOM U 1U-
cTaHiued. DTO MPO TO, YTOOBI 3aCTABUTh COOECETHUKA TYB-
CTBOBATh BAC TaK, KaK Bbl XOTUTE, a HE TaK, KaK CJIy4YailHO MOJTy-
YUJIOCh.

[ToaTOMY 3TOT IIMKJI CTaTeli — HE MPOCTO OUEPETHON «JIENO-
BOW aHIJIMUCKUI». «JleoBoi» — 3T0 1po cepy MpUMEHEHHUS.
«bu3Hec» — Mpo KOHTEKCT. A Mbl 3/1eCh TOBOPUM O JPYTrOM: O
Bece Bamux cjioB. O TOM, Kak czejiaTh TakK, YTOObl BaC CJIbIIIa-
JIY, BOCIIPUHUMAJI ¥ — TJIABHOE — YTOOBI BAIllM CJIOBA BN
Ha pelieHus.

710 He Y4eOHUK. DTO HHCTPYMEHTAPHIl ISl TeX, KTO XO0-
YeT, YTOObI €ro CJI0BA BECHJIH.



Kak ycTpoeH 3TOT UK

Mb1 He OyzieM yYUThCS HOBBIM CJIoBaM. MbI Oy[ieM y4YUThCS
N0-HOBOMY MCIOJIb30BATh T€ CJIOBA, KOTOPbIE Bbl yke 3HaeTe. Mbl
He OyaeM pa3ouparh BpeMeHa IJIarojioB B OTPBIBE OT KU3HU —
MBI TIOKakKeM, KaK BBIOOp BPEMEHU MEHSIET Balll CTaTyC B Ila3ax
coOeceHuKa. Mbl He OyieM j1aBaTh CITUCKY (ppa3 Jyisi Ipe3eHTa-
IIUIl — MBI HAyYHUM Bac CTPOUThH HAPPATHUBHI, B KOTOPHIE BEPAIT.

Kaxpgas crarbss — 310 0iH MHCTpYMeHT. OuH HaBbIK. Of-
Ha TAKTUKAa, KOTOPYI0 MOXXHO MPUMEHUTh YK€ CErofHsl, MPsSMO
ceilyac, B BallleM CJIEAYIOIIEM IMUCbME WU 3BOHKE.

Mp1 OyziemM IBUTAThCS IO CEMU MOAYJSAM, OT (pyHAaMeHTa K
BEpIIIMHE.

[epBbiii MOAYJIb — OCHOBBI YIIpaBJIeHHsI TOHOM. MbI pas-
o6epem «JlectHuiry KoHTposisi»: YeThipe YPOBHSI CHUIBI BallliX
yrBepkaeHuid. OT 6e3muyHOro ¢akrta JI0 CTPaTernyeckom riry-
nocty. Bel mepecraneTe ObITH 3a710;)KHUKOM COOCTBEHHOH HEyBe-
PEHHOCTH W HayHeTe BBIOMpaTh, CKOJBKO Beca BKJIAJBIBATH B
KaXkJ10€ CJIOBO.

Bropoii Monyns — JiekcnueckHil KOCTAK. Mbl MOKaxeM,
KaK CeMb CyTep-I71arojioB NoKpeBaoT 90% Baimx padoumx Jeu-
CTBWI, Y KaK OJIMH U TOT e [JIaroj MOXeT CAeJaTh Bac pa3HOpa-
00YMM WM KalmMuTaHOM KopaOiist. Mbl Haydumcsl pacrio3HaBaTh
KOJIJIOKAITMK, YOUBaTh MpHJiaraTeibHble-Mapa3uThl U TOBOPUTH O
JeHbrax Tak, YToObl BaC CIYIIAJIH.



Tperuit Mogynb — ycTHast pedb. Mbl paz0epem, Kak CTpo-
UTh BHICTYIUIEHHE KaK MCTOPHIO, a He Kak Habop ciainos. Kak
BECTU MaJIblid pa3roBOpP, KOTOPBIM ITPUHOCUT PEAJIbHYIO MOJIb3Y.
Kak nepeOuBarh, He 00MKasi, U KaK TOBOPUTh «HET» O€3 CKaH-
Jasna.

YerBepThld MOY/Ib — MHUCbMEHHAsA pedb. Mbl Hayunmcs
nMcarhb MMchbMa, KOTOPbIE YUTAIOT, a HE TPOCTO OTKpbIBAIOT. Kak
OTKa3aTh KJIMEHTY TaK, 4TOObI OH CKa3aJ «crnacu0o». Kak nucatb
B MeCCeH/IKepax, He Tepsis craryca. Kak onuceiBaTh HUQPHI TaK,
YTOOBI YMTATEIH BUJIEN HCTOPHIO, A HE TAONIHILy.

[Tl MOLY/Ib — meperoBopbl. ’KuBoi pa3roBop ¢ Bo3pa-
’KEHUsIMU, TOProM U 3ckananuen. Kak HelTpann3oBarbh COMHe-
HUSI, KaK TOProBaThcsi 0e3 MoTepu JIMIa U Kak (PUKCHpoBaTh J10-
TOBOPEHHOCTH TaK, YTOOBI MX HENb3s ObLIIO OTMEHHUTb.

[Mlecroit Moy s — HU(pPOBOI ITHKET U Oyaymee . Tembl,
KOTOpHIX HeT B yueOHuKax. Kak vicnonszoBatrs ChatGPT B nesno-
BOM Mepenwucke, YToOkl MMChMa 3ByJasiv knuBo. Kak Bectn Zoom-
BCTPEUH TaK, YTOOBI BAC CIYIIANHU JIake Ha (pOHE AETCKOTO KpH-
ka. M kak He 1omnacTtp B JIOBYIIKY aBTOMaTHUECKOTO NEPEBOJIA.

CenpMoii MOTY/Th — Ball JJMYHBIH ciieHapuii. Mbl coOepeM
BCE B €MHYIO CUCTEMY U JAJIUM IISITh TOTOBBIX PEYEBBIX KapKa-
COB JJI BalllMX €KEJHEBHBIX POJIEU: IKCIIEPT, JUAEP, NApTHED,
KJIUEHT, KpUTUK. Bam ocTaHeTcs TOJIbKO BCTaBUTh CBOIO TEPMU-
HOJIOTHUIO.



KoMy 3T0 Hy:KHO H 3a4eM

STOT UMK 1S TeX, KTO YCTasl YyBCTBOBAaTh ceOsl MJIa UM,
KOrza Bbl cTapimiui. i TeX, KTO 3HAaeT, YTO FOBOPUT JEJI0, HO
SI3BIK JIeJIaeT ero HeyoequTeIbHbIM. [[71s1 TeX, KTo Xo4eT He Ipo-
CTO OOIIATHCS HAa AaHIIMICKOM, & YIPABJISATh Pa3TOBOPOM.

Bbl MoxeTe OBITh I0PHCTOM, MAapKETOJOTOM, ANTHIIHUKOM,
(pvHaHCHCTOM, MPONAKTOM, JIOTMCTOM, KOHCY/IBTAHTOM — HE
BaxHO. Crnieruduyeckasi TEPMUHOIOTUS y Bcex pasHasi. Ho me-
XaHMKa BJIACTH, TOHA M CTaTyca — OJIHA U Ta K& B JIIOOOH MHITY-
crpuu. IMEHHO 3TUM MBI ¥ 3aHUMAEeMCHl.

3nech He OyaeT ynpaXXHEHWd Ha MOJICTAHOBKY CJIOB U CKYyY-
HBIX JIMQJIOTOB ISl 3alIOMUHAHUS. 37ech OyJeT TOJbKO TO, YTO
padoraer. To, 4To TpeBpaiaeT NMpaBUIbHBINA, HO OE3IIBETHHIN
AQHIVIMMCKUY B aHIVIMACKUW, KOTOPBIM BIleyaTJsAeT. B aHrmii-
CKHUM, KOTOPBI UMEET BeC.



Kak uyuTaTth 3TOT IIUKJI

Bbl MOXeTe yuTaTh CTaThy MOMAPSIA — OHU BHICTPOEHBI B JIO-
TMUYECKYIO TIOCIeioBaTeIbHOCTh. HO BBl MOXkeTe HauaTh ¢ 1000,
KOTOpasi 0ouT npsAMo certvac. Kaxkmas ctathst caMoI0CTaTOYHA.

B KoHIIe Kax 1011 CTaTby Bbl HAi/IETE YIIPAKHEHUE U YEJICH/IK.
He nporyckaiite ux. 910 He «JOMaIlKa» B IIKOJBHOM CMBIC-
Jie. DTO MHCTPYMEHT, KOTOPbIN MepeBOANT 3HAHKUE U3 TOJIOBHI B
Mmbiiel. [Tpountanu — caenaiire. [IpsimMo B TOT ke jieHb, B pe-
aJIbHON pabouelt CUTyaIuu.

U nocneanee. TOT UKJ HE MPO TO, KAK TOBOPUTH MTPABUITb-
HO. OH 1po TO, Kak ToBOpuTh 3(pdpekTrrHO. MHOTIA TPaBUIIBHO
1 3(pdekTuBHO — OHO U TO ke. MHorga — Her. Mbl Bcerna
BhIOMpaeM 3(p(heKTUBHOCTb.



YecTHOE 00elaHne

Iocie 3TOro 1uKJIa Bbl OOJIbIIE HUKOIIA HE HAIHUIIETE ITUCh-
MO, KOTOPO€E He TTPoYMTaloT. Bbl OoJibllle HUKOTIa He CKakeTe «/
think», Korga HyKHO cKa3ath «I am convinced». Bbl 0osbllie HUA-
KOrjia He Ha3oBeTe ces1 «responsible for», ecim MOXeTe CKa3aTh
«I run».

Bamm cnoBa o6petyT Bec. MIx OyayT cibimars. Vim OyayT Be-
puth. M Bac HAUHYT BOCIIPMHUMATh TaK, KaK BBl 9TOTO 3aCTyXKH-
BaeTe, — Kak MpoeccuoHana, ¢ KOTOPbIM CUMTAIOTCS.

Brl mepectanere ObITh MEPEBOTYMKOM CBOMX MBICIICH C pyc-
CKOT'0 Ha aHIIMICKWIA. Bbl HAYHETE pesKHCCHPOBATH CBOIO Peyb
Ha aHTJIMICKOM TaK K€ eCTeCTBEHHO, KaK Ha POTHOM SI3bIKE.

Ho6po noxanoBats B «Beckuii aHrIMiiCKuii».

IToexanm.



Moayas 1. ®yH1aMeHT: KaK
YCTPO€HA BJIACTb B SI3bIKE

CTATHA 1.1. YETBIPE
CJIOAA YBEPEHHOCTU
KAK VIIPABJIATH
CIJION CBOUX CJIOB

Cuena u3 puabnma,
KOTOPBIA MbI BCE BHIEJIN

Menemxep cnipammBaeT B Zoom: «Tbl ycneeusb coames 3mom
omuem K nsmuuue ?»

Bru1 otBeuaere: «I think I can finish it by Friday, but I'm not
sure if the data from the finance team will be ready, so maybe we
need to delay it a little bit, I guess?»

B 5TOT MOMEHT MEHEIKEP MBICJIEHHO CTaBUT Ha Bac Kpect. He
MOTOMY, YTO BBI IJIOXOM COTPYJHHK, a MOTOMY YTO Bbl 3BY4YH-
Te KaK HEKOMIIETEeHTHbII YesoBeK. B aHrmiicKkoM /1e10BOM MU-
pe may3bl, cioBa-MapasuThl U noctosiHHas pedpiekcus (1 think,
maybe, I guess, perhaps) youBaioT aBTOpUTET OBICTpEE, YeM (hak-



THYECKas ONIMOKA.

OOBIYHBIE KypChI CKAXKYT: « Yuume curonumvt ons I think: 1
believe, I suppose, I reckon». 1o 0e3mone3Ho. ITO KaK y4YUTh
pyraTbCsi Ha pa3HbIX SI3bIKAX, HO HE 3HATh, KOTJa OUTh.

CerogHsi Mbl yYUMCsl pexkuccype ToHa. B ogHo#l u Toil ke
CHUTyallud MOXHO 3ByUaTh KaK XepTBa OOCTOATENILCTB, PABHO-
TIPaBHBIN MTAPTHEP, KECTKUI TUKTATOP WM MYApPbId HACTABHUK.
Brioupars Oynere Bbl. AHIITUICKUI SI3BIK JA€T U1l 9TOTO YeThipe
TEXHUYECKUX cJiosl. 3anoMHuTe ux Kak «Jlecrauiy Konrpo-
JSA».

Caoi nepBblil. PakT —
a0COJIIOTHBIH KOHTPOJIb

D10 A3bIK OOrOB M MalllMH. 3/1eCh HET MecTa 4eJloBeKy. Bl
youpaere «$I» MONMHOCTBIO. DTO JieNaeT yTBEepkKIeHHe HEOorpo-
BEPKUMBIM, TIOTOMY YTO OHO CYIIIECTBYET camo TIo ceoe.

HNucTpymeHTBI: Oe31MYHbIE 000OPOTHI + MACCUBHBII 3aJI0T +
Hacrosiee npocroe Bpems (Present Simple).

Kak 310 3Byunr:

IIpumep 1. IT-cpepa (cpoku pa3padoTkm):

Bwmecrto «I think we can deploy the update by Monday» ToBo-
pute «The update is scheduled for Monday deployment».

IIpumep 2. PuHAHCHI (OTYETHOCTD):

Bwmecto «I believe the numbers are correct» roBopute «The
numbers have been verified against the source data».



pumep 3. IOpucnpyneHnus (JoropopHbie 00s13aTeJIb-
CTBA):

Bwmecto «I think we need to include this clause» roBopute «This
clause is required for compliance with GDPR».

IIpumep 4. MapkeTuHr (pe3yJbTaThl KAMIIAHUN):

Bwmecro «I guess the campaign performed well» roBopure «The
campaign delivered a 15% conversion increase».

IIpumep 5. JIorucTuka (MoCcTaBKM):

Bwmecto «I think the shipment will arrive on time» roBopute
«The shipment is confirmed for delivery by Thursday EOD».

D¢ ekt Ha codeceguuka: OH HE MOXET MOCIHOPHUTH C
BaMu JIMYHO. OH MOXET cropuTh ¢ ¢aktamu. Bbl nepeBoaute
Pa3roBop U3 IJIOCKOCTU «Tbl cnpasuutvbes?» B THIOCKOCTb «Kak
ycmpoet npouecc ?». ITo Baia OpoHsL.

Korpa Bkirouath 3TOT cjioii: Korga Bel JIOKJIagbiBaeTe
1 pbl, MTOABOAUTE UTOTY WM COOOITIAETe TIOXKHE HOBOCTH, KO-
TOpBIE HE 3aBUCAT OT Baliero MHeHus. «The budget has been
frozen» 3By4uT B IECATH pa3 CTpalllHEEe U Becomee, ueM «I think
the budget is frozen». B nepBoM cityyae Bbl — BECTHHUK PeaJIbHO-
cti. Bo BTopoM — npoCTO MyrJIMBbIA KOMMEHTATOP.

Cioii BTOpOii. Y0e:KaeHHOCTh
— CHJILHBIA KOHTPOJIb

DTO ypoBeHb MpopoKa. Bel He MpocTo 3HaeTe, Bbl BepHUTe B
9TO HACTOJIbKO CHJIBHO, YTO TOTOBBI PydaThcsl. 3/1€Ch Mbl yOUpa-



eM HeyBepeHHoe «I think» 1 3amMeHsieM ero Ha MUCTEMUYECKre
MapKepbl BBICOKOI BEPOSITHOCTH.

HNucrpymentsl: Hapeuns yBepeHHoctH (Evidently, Clearly,
Obviously), MomasbHbIe r1arossl Beicokor cuiibl (Must, Cannot),
riarossl yoesxxaenHoctu (I am convinced, I hold that).

Kak 310 3Byunr:

IMpumep 1. IT-chepa (pemenne npoodaeMsbl):

Bwmecro «I think the bug is in the authentication module» ToBO-
pute «Clearly, the authentication module is the root cause of the
bug».

Ipumep 2. PuHaHCHI (IPOTHO3):

Bwmecto «I suppose we'll see growth next quarter» roBopurte
«Evidently, the market trends indicate a growth trajectory for Q3».

IIpumep 3. KOpucnpyaeHnus (MHTepIpeTAIUAs):

Bwmecrto «I think this contract is risky» roBopure «I am
convinced this contract exposes us to significant liability».

IIpumep 4. MapkeTuHr (cTparerus):

Bwmecro «I believe we should target Gen Z» roopute «I
am convinced that Gen Z is our primary audience based on
engagement metrics».

IIpumep S. Jlornctuka (onTuMu3anus):

Bwmecro «I think we can reduce costs by changing suppliers»
roopure «Clearly, switching suppliers is the only viable cost-
reduction strategy».

¢ dexkT Ha codeceqHuka: Brl MmokaspiBaere, 4TO npo-
AHAAUBUPOBANU CUTYALIMIO W CHeNlayii BbIBOjA. Bel Oepere Ha



ceOs1 MEHTaJIbHYI0 OTBETCTBeHHOCTh. OOpaThTe BHUMaHHE Ha
TMICUXOJIOTUYECKYIO pasHully: Think — 3TO mpolecc COMHEHUS,
Convinced — 310 pe3ynbTar MbluieHus1. Korma Bel roBopute «/
am convinced», Bbl He pa3MBIIIUISIETe BCIYX, BB OIJIalliaeTe Bep-
JIVKT.

Koraa Bkiawuats 3TOT cJi0ii: B criopax, npu 3amure cBoeit
CTpaTeruu, Ha MPe3eHTalUsAX Nepe]l CTEUKXOJIAepaMU. DTO Balll
roJyioc Kcrepra. Ecam Bbl UCTIONB3yeTe ero CIMIIKOM 4acTo —
BBl PUCKYyeTe TPOCTbITh 3aHOCUMBBIM. HO ec He ucnonb3yere
HUKOT]Ia — Bac HUKOTa He BOCIIPUMYT BCEPhES3.

Caoii Tpetnii. lonymenue ¢
KOHTPOJIeM — MATKUI KOHTPOJIb

Camplii J1IeTaHTHBIN CJION. DTO KOT/Ia Bbl XOTUTE MPETIOKUTD
UJIEI0, HO HE XOTUTE JABUTh. Bbl XOTHTE, YTOOBI COOECEIHUK CAM
«JIOOYyMAJICSI» IO Ballero BbiBofa. 1o Meton Cokpara Ha aH-
ruiickoM. Bl He yTBepk1aeTe, Bbl HABOJHUTE .

OObIuHBIe JTIOOY 371eCh TOBOPAT: «I think we should redesign
the homepage» — ckyuHo u nassuie. [Ipodeccuonan roBopur:
«It strikes me that the bounce rate correlates with the old homepage
layout».

HNucrpymentsl: nepuentuBHble maronibl (It strikes me, It
appears, It seems), MogasibHble 1arofibl cpeaneit cuisl (Would,
Could, Might), ycioBHOE HaKJIOHEHUE.

Kak 310 3Byunr:



IIpumep 1. IT-cpepa (apxuTeKTypHOE pelieHne):

Bwmecro «I think we should migrate to the cloud» roBopute «lIt
seems that our on-premise infrastructure is reaching its capacity
limits. Might I suggest exploring cloud options ?»

IIpumep 2. PuHaHCHI (MHBECTHIMOHHOE PelICHUeE):

Bwmecro «I think we should invest in bonds» roBopure «lt
strikes me that bonds are offering better risk-adjusted returns than
equities at this moment».

Ipumep 3. IOpucnpyaeanms (¢popmyaupoBka):

Bwmecro «I think we need to change this wording» roBopute «lt
appears that the current wording could be interpreted in multiple
ways. It would be prudent to clarify it».

IIpumep 4. MapkeTHHr (KaHaJ bl IPOABHKEHNS):

Bwmecro «I think we should use TikTok» roBopute «lt strikes
me that our competitors are gaining traction on TikTok. Perhaps
we could test it with a small budget?»

IIpumep 5. JIorucTnka (MapmpyTu3anms):

Bwmecro «I think we should change the delivery route» roBopure
«It seems that the current route is causing delays. Would it make
sense to reroute through the eastern corridor?»

¢ dekT Ha codeceqHHKA: Bl BHIVIAIUTE HE KaK Havalb-
HUK, KOTOPbII pa3[aeT yKa3aHusl, a KAk MBICJUTEJb, KOTOPBII
3aMeyvaeT AeTanu. Bel jaete ciymaTtesnaio WUTIO3UI0, YTO BBIBOJ
OH cjief1ajl caM. DTOT CJIoN o0s3aTesieH /1S IEPEroBOPOB C PaB-
HBIMU IO CTaTyCy WJIM C YIPSIMbIMU KJIMEHTAMU, Y KOTOPbIX aJi-
JIEprUs Ha MIPSAMOY ITPUKa3.



Caoii yeTBepThIii. Cy0beKTHBHOE
MHEHHE — 30Ha 3amnpeTra

D10 MycopHas 30Ha. Ciofja BXO/IST BCE BAILIU CTapble JPY3bsi:
1 guess, I think, I suppose, perhaps, maybe, sort of, kind of.

STOT CJI0 HYKHO MCHOJIL30BAaTh TOJBKO B OJIHOM ClTy4ae: KO-
I/1a Bbl CO3HATEJILHO TIOHMKAETE CBOW CTaTyC, YTOOBI CIIPOBOITH-
poBaTh COOECETHMUKA Ha arpecCHUIo WJIM YTOOBI BHITSIHYTh U3 HETO
uH(pOpMaIIKIO. DTO HA3BIBACTCS «CTpaTernyecKas riynocTb».

Kak 370 3By4uT (TOJBKO JI51 MAHUITYJISIIIUAM)

Ipumep 1. IT-ccpepa (BoiTAruBanne nHpopmManum ot
pa3padoTUNKOB):

«I guess I just don't get why this module is taking so long.
Perhaps you could walk me through the bottlenecks ?»

IIpumep 2. PuHaHCHI (IPOBOKAIUA NAPTHEPA):

«Maybe I'm missing something, but I don't quite see the logic
behind your valuation. Could you explain your assumptions ?»

I[Ipumep 3. IOpucnpyaeHuus (BbisiBJeHUE NO3HI[UN OII-
NOHEHTA):

«I suppose you have a different interpretation of this clause. |
wonder if you'd share your reasoning ?»

IIpumep 4. MapkeTuHr (pa3Beaka):

«I'm not entirely sure why this campaign underperformed.
Perhaps you have a perspective on what went wrong ?»

IIpumep 5. JIorucTuka (JUarHOCTHKA):



«I guess I don't fully understand why we’re using this carrier.
Maybe there’s a reason I'm not aware of ?»

D¢ ekt Ha codeceqnnKka: Bo HaMepeHHO HajieBaeTe Mac-
Ky ITPOCTaKa, YTOOBI 3aCTaBUTh OMIOHEHTA PACKPHITh BCE KAPTHI.
Ho no ymonyanuio — ygajauTe 3TH €JIOBA U3 CBOEr0 aKTUB-
HOro cjaoBapsi. OHM JenaloT Bac MaJieHbKUM. OHHU CheJaloT Ba-
ry 3apriaty. OHU TIpeBpalaiT KCIepTa B CTaxkepa.

Kak 3T0 BBIVISLIAT B OJAHOM
auaJjgore (MeKoTpacJeBoH npuMep)

[MpencraBbTe, YTO BB OOCYKAaETe 3a/IEPKKY TIOCTABKHU C JIO-
TUCTOM, a 320/IHO U C (PMHAHCOBBIM JUPEKTOPOM, KOTOPBII BOJI-
Hyetcst o Oomxkere. [locMoTpuTte, Kak OAMH M TOT ke YeIOBeK
(BBI) MCMIOJIB3YET BCE TP PAdOUMX CJIOSI B OJHOM CBSI3KE. DTO HE
NIepEeKJTII0YeHNe JIMYHOCTA — 3TO TPAMOTHOE YIIPaBJICHUE Tha-
JIOTOM.

Caoii mepBblii (pakT) OTKpBIBaeT pasroBop: «The
shipment hasn't cleared customs yet. The data shows a 48-hour
backlog at the port.» — KOHCTaTaIusi peajbHOCTH, O3 TAHUKH,
6e3 amoruii. Bel mpocto craBute Beex nepes hpakTom.

Caoii TpeTnii (IomynieHne) npeajiaraet runoresy: «lt
seems the weather in Rotterdam is causing the backlog. However,
it also appears that alternative ports are available, though they
might add to the cost.» — Bbl He TaJlaeTe, Bbl aHAIU3HUPYETE. 3BY-
YUT KaK IKCIIEPTHOE MHEHKE, 4 HE KaK «MOXKET ObITh, 2 MOKET U



HeT». U BbI MSITKO BBOAMTE (haKTOP OIOKETA.

Caoiit BTopoii (yOe:KJeHHOCTb) 3aKpPbIBAaeT BONPOC H
BKJIOYaeT (puHaHcHucTa: «/ am convinced we need to pre-
emptively inform the client about a possible 24-hour shift.
Furthermore, I am convinced that the additional freight cost is
Jjustified to avoid a larger penalty from the client.» — BOT 3TO
ykKe JIMAEPCKOe pellieHre, KOTOPOe YUUTHIBAET MHTEPECH! JIOTH-
CTUKM, KJIMeHTa U (puHaHCOB. Bbl He cripalvBaeTe pa3penieHus,
BBl O3BYUHMBAETE CTPATErnI0, KOTOpasi CHUMAeT BO3PaXKEHH S BCEX
CTOPOH.

anamneﬂne IJISI YNTaTeJaA

OTkpoWTe CBOM YEPHOBUK WM IOCJEJHEE OTIPABICHHOE
nucbMo Ha padote. Hainure Bce npeanioxenus, rae ectsb I think
i I believe.

Tenepb caenaiite «pekUCcCepPCKyIo 3aMeHy» IO CIIEAYIIIeMY
QITOPUTMY B 3aBUCUMOCTU OT UHAYCTPUHU.

Ecau Bbl alTHIIHUK U MUIIETEe KOJUIEre-pa3padoTuuKy —
nepenuiure npegyoxenue B Ciaon Tperunn (It appears / It
seems). He rosopute «I think the APl is down» — ckaxure «lt
appears the API is unresponsive. Could you check the logs?» Bl
He OOBUHSsIETEe, Bbl KOHCTATUpYyeTe HaOJ0IeHHe.

Ecaun BBl (puHAHCHCT U NUIIETE PYKOBOJACTBY — MEPEIU-
ummrte B Caoit BTopoi (I am convinced). He nuture «/ think we
need to diversify the portfolio» — mmmute «I am convinced that



portfolio diversification is essential based on the current volatility
indices». Bbl 3ByunTe KaKk aHAJIMTHK, a HE KaK rajgajika.

EcJuu Bbl OpuCT 1 nuinere KineHTy — nepenuiure B Cioi
nepBbIil (MacCUBHBIN 3aJ10T U Oe31myHble 000poThl). He nuiim-
Te «I think we should amend this clause» — niviate «This clause
requires amendment to ensure compliance». Baiie MHeHue He
BaXXHO — BaXXHO TpeOOBaHUE 3aKOHA.

Ecau BbI MapkeToJIOT M NMIIIETE CTEHKXOJIEpaM — Iepe-
nuiute B Caoit Tpetuit (It strikes me). He nmummre «I think
we should shift to influencer marketing» — nuimre «lIt strikes me
that influencer marketing is gaining traction in our segment. Might
1 suggest a pilot campaign?» Bbl He HaBsI3bIBaeTe, Bbl HAIIPABJIsI-
€Te MbIC]Tb.

Ecuu Bbl JIOrHCT U NUIIETe TOJYMHEHHBIM — TIEPENUIINTE
B Cuioi1 nepBbii (uucthiil pakt). He nuture «/ think we need to
reorganize the warehouse» — niure «The warehouse layout is
being reorganized to optimize picking routes». [Ipuka3s yxe oTaaH,
Y OH He 00CYXK/IaeTCsl.

Ecau BbI nuimere KJINMEHTY 00 OMMOKe — KCIOJb3YHTE
Caoii nepBblil ¢ naccMBHBIM 3as10roM. Hukorna He nummre «/
think I made a mistake». Ilumute «The invoice was processed
incorrectly». B iepBoM ciydae BBl BHIIJISITUTE KaK peOEHOK, KO-
TOPBII TIPUILIEN C MOBUHHON. BO BTOpOM — Kak OTBETCTBEHHBIN
napTHEP, KOTOPbIN yke UCIPABIISET CUTYAIUIO.



CekpeTHbIN IpUeM.
YipasJjieHue BpeMeHeM IJIaroJia

B nenoBom aHIIMHACKOM MOXHO YIPABJIATh YBEPEHHOCTHIO
Jla’ke yepe3 BpeMeHa IJ1arojioB, 1 00 3ToM Momvat 99% yueOHu-
KOB.

Oo6paruTe BHUMaHUe Ha pa3HUILy Mexnay «I am feeling that this
is wrong» (Present Continuous) u «I feel this is wrong» (Present
Simple). IlepBoe 3By4nT Kak BpeMEHHOE COCTOSIHUE — BBl CJia-
Obl, 3TO MpoiiaeT. Bropoe 3By4YMT Kak Bailie KpeJo — BbI KeCT-
KU1, TAKOBA Ballla MO3UIMs, U OHA MOCTOSIHHA.

Ecmu Bbl XOTWTE CMArYATH OTKa3, ucnonb3yite Past
Continuous. 910 Tak Ha3bIBaeMOE «BEKJIUBOE MPOILIOe». «I
was thinking we might delay the meeting» 3ByunT Kak «51 myman
00 3TOM paHbIIle, HO He HaCTauBalo, BLIOOP 3a ToOoi». Codeces-
HUK HE YyBCTBYET JaBJICHUS.

Ecnu BB XOTUTE MPOAEMOHCTPUPOBATh UTOTOBBIA BEPIUKT U
3aKpBITh 00CYXAeHre — ucnonbiyiite Present Perfect. «I have
thought about it, and we proceed» 03Ha4aeT, YTO Pa3MbIILICHUS
3aBepIleHbl, pellleHre MPUHSATO, BO3BpaTa HET.

NTorosas mIapraJjika

Ecnu Baima 1iejib — COOOITUTD JKECTKUM (PaKT, UCTIONb3YNUTE
MIACCUBHBIN 3aJ10T U Oe3nu4uHbie 000poThl. «The decision has been



made» 3By4UT KaK MPUTOBOP, OT KOTOPOT'O HE OTMAaXHYTbCS.

Ecnu Baina 1esp — rnokasarb SKCIepTHOCTh, UCTIONIb3YHTE Ha-
peuus tuna Clearly u moganenbiii riaron Must. «Clearly, this is
the bottleneck» 3By4nT Kak IMarHo3 oT npodgeccruoHania.

Ecnu Bama 1iesie — mpeisiokuTh uaeo 0e3 JaBlieHus, WC-
nosb3ynTe KOHCTpyKumH It strikes me u It would seem. «It would
seem we have an option here» 3By4dT KaK TIpUIJIAIIEHHE K pa3-
TOBOpY, a HE KaK YJIbTUMAaTyM.

Ecnu Bama 1esib — CO3HATENIbHO NMPUKUHYTHCS 1yPaKoM,
9100l BBIMAHUTH HMH(pOpManmio, ucronb3yite | guess u 1
wonder. «I wonder if you have a better plan?» 3By4dT HE Kak
cnaboCTh, a KaK XUTPOCTh, €CIIU BbI [IeJIaeTe 3TO OCO3HAHHO.

Ecinu Baia 1esib — 3aKpbiTh BOIIPOC pa3 v HaBcera, UCTONb-
3yiite Present Perfect B cszke ¢ [ am convinced. « am convinced
we have covered everything» — 3T0 TOUYKa B KOHIIE Pa3roBOpa.

quIeHIDK AJIA TEX, KTO JOYUTaAJ 10 KOHIIA

Bosbmute camyio GaHabHYI0 padouyio (pazy, aKTyaJlbHYIO
Ui Bamei uHaycTpun. Eciiv Bbl allTUIIHUK, MYCTh 3TO OyneTr
«A oymaro, Ham HYdHcHO OOHOBUMD cepeep» . Ecu Bbl (prHaHCHUCT
— «A oymaro, Ham HYHCHO nepecmompems 6100xcen» . Ecian Bbl
I0pUCT — «A Oymaro, HAM HYICHO UBMEHUMb (POPMYAUPOBKY>» .
Ecnu mapkeronor — «4 dymaro, Ham HYHCHO 3anycmums HO8YH
Kamnaruto». BEcm noruct — «A oymaro, Ham HYM*CHO CMEHUMb
NOCMABUUKA».



[lepeBeaute 3Ty (ppa3y Ha aHIVIMICKUI YeThIPbMSI Pa3HbI-
MH CIIOCO0AMM , UCTIONB3YSI KaK/IbI U3 YeThIPEX CIIOEB.

Caoit nepsblit (dakr): «The server requires an update.» |
«The budget requires revision.» Cyxo, (pakTooruuHo, 6e3 pairie-
r'O MHEHHSI.

Caoii BTOpOIi (yOe:kaeHHOCTb): «I am convinced that a
server update is critical.» | «I am convinced the budget needs
revision.» Bbl cTaBUTE CBOIO pEMyTallMIO Ha KapTy.

Caoun Tpernnn (nonmymenue): «It appears that the server is
underperforming. Perhaps an update would resolve the issue?» /
«It seems the budget could be optimized. Might I suggest a review ?»
Brl HanpaBJisieTe MbIC/Ib COOECEIHUKA, He JIaBsl.

Cuioil yeTBepThiil (Manunyasanus): «I guess I don't fully
understand why we haven 't updated the server yet. Perhaps there’s
a reason I'm missing ?» | «Maybe I'm missing something, but I don't
quite see why the budget hasn't been revised.» Bbl npoBonupyere
coOeceTHKA Ha OMpaBIaHUsI, YTOOBI TIOHSATH €T0 JIOTUKY.

Tenepb MOUYBCTBYITE, KAK MEHSIETCS BO3[yX B KOMHATe OT
OJTHOW M TOM K€ MBICJIU, BbIPAKEHHOM MO-pazHomy. OHa pasza
— YeThlpe pa3HbIX BreYaTieHus o Bac. Kakoe BreuatieHue Bbl
XOTHUTE MTPOU3BOINTH B CIIEAyIOIIEH BCTpeue?

Ortneine «/ think» — 3T0 He HeWTpasbHasA (ppaza. DTo BHIOOP,
KOTOPBIN JIMOO BO3BBIIIAET Bac, MO0 TonuT. 1 BBI Tereph 3Hae-
Te, KaKk UM YIPaBJIsATh.

B crenyromeit cratbe Mbl pa3zdepeM, Kak yrpaBJisTh JeUCTBU-
eM. Ho cHauana — moOTpeHUpPyUTECh C JIECTHULIEW KOHTPOJISL.



OHa TOro CTOUT.



CTATbHA 1.2. BPEMEHA TVIAI'OJIOB
KAK UHCTPYMEHT CTATYCA
IHOYEMY PRESENT CONTINUOUS
HEJIAET BAC CJIABBIM, A PRESENT
PERFECT — PEHIAIOIINM

Cuena u3 puiabma,
KOTOPbII Mbl BC€ BHIEJN

Bol muinietre pykoBoguteno: «I am working on the report. I am
trying to finish it by Friday. I am thinking about the best way to
present the data.»

PykoBoguTeib YuTaeT U YyBCTBYET CMYTHOE O€3MOKOMCTRO.
Bpose Ob1 Bce mpaBuiIbHO, HO BBl 3ByuuTe... HeyBepeHHO. Kak
OyATO BBI ONpaBabIBaeTech. Kak OyaTo mpoliecc BaKHee pe3yib-
Tara.

Teneps ipejicTaBbTE, UTO BB NIMINETE: «I have the report under
control. I will deliver it by Friday. I have considered several
presentation options and will recommend the best one.»

PykoBonutesb BeIbIXaeT. Bbl 3ByUnTE KaK 4eloBeK, KOTOPHIA
3HaeT, uTo Jenaet. PazHunia — He B ciioBax. PazHuiia — Bo Bpe-
MeHaXx IJIaroJioB.



OObIUHBIE KypChl CKaxkyT: «Present Continuous ucnonv3yem
ons Oelicmeuli 6 npouecce, Present Perfect — ons 3asepuien-
HBIX Oelicmauli ¢ pe3ynbmamom 8 Hacmosiem» . 1o npasaa. Ho
9TO CKy4YHas IpaBla, KOTopass He OOBSCHSET INIAaBHOTO: KaxK-
Jioe BpeMs B /1€JIOBOM aHIJIMHCKOM MOCHLIAET coOeceTHU-
Ky CUTHAJI 0 BallleM CTaTyce.

CerogHss MBI y4MMCsl yNpaBJSITb BOCIPHUSITHEM uepe3
BpeMeHa. Mbl pa3bepeM Bce OCHOBHBIE BpeMeHa, HO He Kak
rpaMMaTUYECKHUE KOHCTPYKIIMH, 4 KAK HHCTPYMEHTBI O3 UIH-
OHHPOBaHMUSI.

I'pynna Present. CurnaJibl HacTOSIIETO

Present Simple — sa3bIK
(paKTOB U KOHCTAHT

Curnau craryca: Boicokuil. Bel roBopuTe 0 peaibHOCTH, KO-
TOpasi He 00CYKIaeTCsl.

Korpa ucnoans3oBarb: 15 pakToB, MOCTOSHHBIX MpOLIEC-
COB, PETYJISIPHBIX JIEHCTBUM, OOIIEN3BECTHBIX UCTHH.

KuroueBoii 3cppext: Bol yOoupaere cyObeKTUBHOCTb. ITO
HE Ballle MHEHHE — TaK padoTaeT MuUp.

IIpumepsl U3 pa3HbIX KOHTEKCTOB:

IIncbmo pykoBOACTBY (OTUET):



«The system generates 10,000 transactions per day.» — (aKT.
He «is generating» (BpeMEHHBI IPOLIECC), a «generates» (MO-
CTOSIHHAS XapaKTepPUCTHUKA). Bbl 3ByunTe Kak 4enoBeK, KOTOPbIi
3HAeT CUCTEMY, a He KaK TOT, KTO cedyac B HEe CMOTPUT.

Pasrosop c koJjuierou (pacnucanue):

«The meeting takes place every Monday at 10 AM.» — (axr.
He «is taking place» (B 310T pa3), a «takes place» (peryasipHOCTS).
Bbl nmokasbiBaete, 4To BiajieeTe CTPYKTYPOU, a He MPOCTO TEKY-
e CUTYaIuen.

IleperoBopsl (ycaoBus):

«QOur standard terms require 30-day payment.» — dakt. Bbl
He oOCcyXJaeTe, Bbl KOHCTaTUpyeTe. DTO JaeT BaM MO3UIIMIO CH-
JIBL.

DJeKTPOHHOE MUCHMO KJIHEHTY (Ipoueaypa):

«We process all orders within 48 hours of receipt.» — (axT.
KnmeHT uyBCTBYeT cTaOMIBHOCTD, a HE TO, YTO BBl CEMUAC «ITbI-
TaeTeCh» YTO-TO C/AEJIaTh.

CoBemanue ¢ KOMaH 101 (poJin):

«Anna handles the technical side; I handle the client relations.»
— dakr. Bl He AoroBapuBaeTech celyac, Bbl OMNMCHIBAcTe

CTPYKTYDY.

Present Continuous — sA3bIK
BPE€MEHHOCTH M HeoIllpeaeJIeHHOCTH

Curnau craryca: Huskuil. Bel 3Byunte kak yenoBek, KOTO-



pblil HAXOIUTCS B IPOLIECCE, & HE KAK TOT, KTO KOHTPOJIUPYET
CUTYaIHIO.

Korpa ucnoan3oBarb: Tolbko KOrjma Bbl JEUCTBUTEIHHO
XOTUTE MOKa3aTh, YTO AEWUCTBHE BPEMEHHOE, HE3aBEPIICHHOE
WM YTO Bbl HAXOUTECh B COCTOSTHUM HeorpeieieHHocTH. B ne-
JIOBOM peYd — PEIKO.

KioueBoil 3¢ext: Bpl nokasbiBaeTe HEyBEPEHHOCTb,
IIPOLIECCYaTIbHOCTh, OTCYTCTBUE KOHTPOJIS.

Ilouemy 3TO enaeT Bac cJaadbIM:

Cpasnurte 1Be (ppassl B IMCbME PyKOBOIUTEJIO:

«I am working on the budget.» — Bbl B niporiecce. PykoBonu-
TeJIb HE 3HAET, KOIJ1a 3TO 3aKOHUMTCS. Bbl HE JaeTe TOUKH OIOPHI.

«I have the budget.» (Present Simple — ¢akr BnageHus) —
BBI TIOKa3bIBaeTe, 4TO OIOKET B Ballleil 30He KOHTPoJisl. Touka.

«I am thinking about the proposal.» — Bbl pa3MbllLIsIETE. DTO
npoiiecc 0e3 pe3yabrara.

«I have considered the proposal.» (Present Perfect — 3aBep-
IIEHHOE JEWCTBUE C Pe3yJbTaTOM) — BbI YK€ MOAYMAJIU U TOTO-
BbI K PEIICHUIO.

Koraa Present Continuous Bce-Takm Hy:KeH (M IoJe-
3€H):

Curyanus 1. Bol JeiicTBUTEJBHO 3aHATHI NPSIMO Cel-
yac v He MOKeTe OTBETHTh MTHOBEHHO:

«I am in a meeting right now. I will get back to you in an hour.»
— YECTHO U YMECTHO.

Curyanus 2. Bol onncbsiBaeTe BpeMeHHbIN MPOEKT:



«We are currently running a pilot program in three regions.»
— BBI TIOKa3bIBAETE, YTO ITO SKCHEPUMEHT, a HE MOCTOSIHHBIN
nporiecc.

Curyanus 3. Bol coo01iaere o JnHaMuKe:

«The situation is changing rapidly, so we need to stay flexible.»
— BbI OMKCBHIBAETE PEATBHOCTD, & HE CBOIO HEYBEPEHHOCTb.

OnacHass 30Ha (HHKOrga He mHcnoJab3yute Present
Continuous B 3THX KOHTEKCTaXx):

He roBopute «I am believing that this is the right approach» —
believe ne ncnonb3yercs B Continuous, 31o rpydas ommoka. Ho
Jake B JIOMYCTUMBIX ciydasix: «I am thinking we should change
the supplier» 3ByunT Kak comHeHue. «I think we should change
the supplier» (Present Simple) 3ByunT Kak MHEHUE.

He rosopure «I am having the report» — have B 3Ha4eHUUN
BJIaJeHus He ucnonb3yercsa B Continuous. Tonbko «I have the
report».

He rosopure «We are needing more resources» — 3By4uT
KaKk BpeMeHHasi MOTPeOHOCTh, KOTOpasi MOXKET UCUEe3HYTh. « We
need more resources» (Present Simple) 3ByunT Kak NOCTOsIHHAsA
HEXBATKa, KOTOPYIO HAJO pelarh.

Present Perfect — s13bIk
pe3yJibTaTa U 3aBePIIeHHOCTH

Curnaa craryca: OueHb BhICOKMI. BHl TOKa3biBaeTe, 4TO
JICMICTBUE 3aBEPIIEHO, PE3Yy/IbTaT €CTh, U Bbl TOTOBHI K CJIE/IYIO-



HIeMy 1uary.

Korga ncnonb3oBars: /17151 3aBepilieHHbIX IEHCTBUN, KOTO-
pble UMEIOT pe3yJIbTaT B HACTOSAIIEM. [l IeMCTBUM, COBEPLIECH-
HBIX B HEOIpe/IeJIeHHOE BpeMsl B IpoliyioM. {15 onbiTa U 10CTU-
JKEHUM.

KiroueBoil 3dppexT: Bbl 3ByunTe Kak 4yesoBeK, KOTOPBIA
3aKpbIBaeT BONMPOCHI, a HE CO3/IAET HOBBIE.

IIpumepsbl U3 pa3HbIX KOHTEKCTOB:

IIncsmo pykoBOaACTBY (OTUYET):

«I have reviewed the quarterly numbers and have identified
three areas for improvement.» — BHl yXe cienand padoty. Bel
HE «am reviewing» (B MPoLIECce), Bbl 3AaKOHYWIN U TOTOBBI MPEJI-
JlaraTth.

PasroBop c koJ1erou (o0cy:KaeHne):

«We have discussed this issue multiple times. Now we need to
act.» — BB TIOKa3bIBaeTe, YTO JUCKYCCHUs 3aBepilieHa. labiie
TOJIbKO perieHus1. Touka.

IleperoBopsl (moABe/IeHNE HTOTOB):

«We have agreed on the price. Now we need to finalize the
delivery terms.» — Bbl (PUKCUpYETE TOrOBOPEHHOCTH. YacTh pa-
OOTHI ClIeIaHa.

DJeKTPOHHOE MHCHMO KJINEHTY (0OHOBJIEHHE CTaTyCa):

«We have processed your order, and it has been shipped.» —
KJIMEHT YYBCTBYET Iporpecc. Bol He «are processing» (Bce elne B
MIPOILIECCE), BBl yKE CIETAIU.

CoBenjanue ¢ KOMaH 0 (MTOTH):



«We have achieved our Q3 targets ahead of schedule.» — Bbl
coo01aere o 3aBepUIeHHOM ycIiexe. ITo TOCTHKEHHUE, a He MPo-
ecc.

Ocoo6bnii cayuaii: Present Perfect nis nemoncTpamum
OmnbITa

Korzma BBl roBopute 0 CBOEM OmBITE, MCHOIb3yHUTe Present
Perfect, 4ToObI 1OKa3aTh, 4TO y BaC €CTh HAKOIJIEHHBII 0arax.

«I have managed projects of this scale before.» — Bbl OIBIT-
HBIN.

«I have worked with similar clients.» — y Bac ecTb pedepeH-
1.

«I have seen this approach fail in other companies.» — Bbl
npeaynpexIaeTe Ha OCHOBE OIbITA.

Present Perfect Continuous —
SI3BIK JISIIErocsi pe3yabTara

Curnaan cratyca: Cpennuii. Bel moka3siBaeTe, 4To eiicTBHE
HAYaJIoCh B MPOIIUIOM, JITWJIOCh U BCe elle UMeeT 3HaYeHHue
B HACTOSIIICM.

Korpa ucnoan3oBarb: Korma BaXxHO MOAYEPKHYTH JJIH-
TeJbHOCTb JICWCTBUS U €ro NMPOJOLKEHUE. B 1e710BOM KOHTEK-
cre — pexe, yeM Present Perfect, Ho mHOrIa HeOOX0OIUMO.

Kuarouesoii 3¢pexr: Bol nokassiBacTe HHBECTHIHIO Bpe-
MEHH, YTO MOXET OBbITh CUTHAJIOM CEPhE3HOCTH.

IIpumepnr:



«We have been working on this project for six months.» — Bbl
MOKa3bIBAETe, UTO MPOEKT HE BO3HUK BUEpa. ITO CEPhE3HOE YCU-
nve.

«I have been negotiating with the supplier for three weeks.» —
BBI TIOKa3bIBaeTe, YTO TO JUTUTENBHBINA MTPOIECC, U Bbl BJIOXUIN
B HEro BpeMsl.

«The team has been running tests on the new system since
Monday.» — Bbl TOKa3bIBaETE, YTO MPOBEPKA UJIET yKE HECKOJIb-
KO JTHel, 3TO He MOBEPXHOCTHAS OlIEHKA.

OmnacHoctb: He 3noynorpe6msiite. Eciv Bb CITMIIIKOM YacTo
ucnons3yere Present Perfect Continuous, Bbl pUCKyeTe 3By4arb
KaK 4YeJIOBEeK, KOTOPbIi TOJbKO H /1eJIaeT, YTO NMbITaeTCcs, HO
Tak M He JocTuraer pesyibTata. CpaBHUTE:

«I have been trying to fix this bug for two days.» — Bbl B
nporiecce. ITO XOPOIIO, €C/IA Bbl OTYMTHIBAETECH O 3aTPAUEHHOM
BpeMeHH. Ho ecnu Bbl XOTUTE MOKa3aTh pe3yIbTar, UCTIONb3yiTe
Present Perfect: «I have fixed the bug.»

I'pynna Past. CurnaJnl npounioro

Past Simple — s13bIK 3aBepIIeHHbIX (DAKTOB

Curnan craryca: Heitrpanbubiii. Bel mpocto KoHCTaTupye-
T€, YTO MTPOU3OIILIO B MPOILJIOM. DTO HE HECET HU CUJIBI, HU CJa-



00CTH — TOJIKO (PaKTOJIOTHIO.

Koraa ncnoab3zoBars: [11s 3aBepiiieHHbIX IEHCTBUN B ITPO-
IIJIOM C KOHKPETHBIM BpEeMEHEM WJIN Oe3 Hero, HO KOrja pe3yJib-
TaT yXke He UMeeT 3HAUeHUs 1JIs1 HaCTOSIIIETO.

KimoueBoii 3(pcpexT: Bbl 3Byunite 00beKTUBHO, O3 3MO-
1107178

IIpumepsnr:

«We launched the product in March.» — ¢akt. be3 oleHKH.

«The client approved the budget last week.» — aKT.

«I sent the proposal yesterday.» — (axT.

Ocoo6brii cayuaii: Past Simple B BexkjuBbIx hopmax

B nenoBom anrnuiickoM Past Simple MOXeT MCIoib30BaThCs
JUTSL CMSITYEHHSI TTPOChO U MPeIIoKEHUI. DTO TaK Ha3bIBaeMOe
«BEXJIMBOE TTPOIILIOE».

«I wanted to ask if you have a moment to discuss the project.»
— 3BYYMT MsrYe, yeM «I want to ask...»

«l thought we might consider an alternative approach.» — 3By-
YUT KaK Pa3MbIIIIEHHUE, a HE KaK JIaBJIeHHeE.

«I wondered if you could review the document.» — 3By4dT
BeKJIMBee, 4eM «I wonder if you could...»

30J10TO€ MPABIJIO BEKJMBOro npouwioro: Vcnonb3yiite
€ro, Korja XOTUTe TIOKa3aTh YBaKEHUE K COOECETHUKY U HE BbI-
risaAeTs TpedoBarenbHbIM. Ho He 3moynorpedinsiiite — Ciuii-
KOM MHOT'O BEXJIMBOCTH TOKE CHUKAET CTaTyC.



Past Continuous — sI3bIK
He3aBePIIeHHbIX HCTOPUH

Curnan craryca: Huskuii. Bol 3ByunTe Kak 4eoBek, KOTO-
pbIi OIMUCHIBAET CUTYAIMIO B Mpoliecce, 0e3 YeTKOro 3aBepliie-
HUSL.

Koraa ucnoan3oBarb: [1jis1 1eiicTBUH B IIPOIILIOM, KOTOPbIE
JUTWJTACH 1 ObLTMA TIPEpPBaHbl. B 167I0BOM KOHTEKCTE — PEJIKO.

Kuarouenoii 3¢pexT: Brl mokassiBaeTe mpoiiecc, HO He pe-
3yJIbTaT.

IIpumepsnr:

«I was working on the report when the client called.» — Bbl
OIMMChIBaeTe CIIeHY. DTO XOPOLIO /JIsl HAppaTUBa, HO IJI0XO JJIs
craryca.

«The team was trying to meet the deadline, but we faced
unexpected issues.» — Bbl OOBSICHsIETE, [IOUYEMY HE yCIenu. DTo
3BYUHUT KaK OIpaBIaHue.

Koraa 310 Mo:xeT ObITh Mmo1e3H0: Ecnu Bbl pacckasbiBae-
T€ UCTOPHIO WJIN OOBSICHSIETE KOHTEKCT MPUHSITUS PEILICHUS.

«When the CEO called, we were already implementing the
new process.» — Bbl TIOKa3bIBa€Te, YTO U3MEHEHUSI HAYAJIICh JI0
3BoHKa CEQO. DTO 1eMOHCTpUpPYET IPOAKTUBHOCTD.



Past Perfect — sa3bIK
MOCJIeI0BATEJbHOCTH H IPUIUHHOCTH

Curnaa craryca: Broicokuii. Bel moka3siBaete, 4To oHUMa-
€Te XPOHOJIOTHIO COOBITUI U MOXeTe OOBSICHUTD, UTO YeMy Mpe/i-
IIIECTBOBAJIO.

Korga ucnoan3oBarb: [[15 AelCTBUiA, KOTOpbIE MPOU30-
UK J10 Ipyroro AewctBus B mporuioM. Koraa BaxHa nocueno-
BATEJIbHOCTb.

KnroueBoit 3(pdext: Bbl nokaspiBaeTe aHATIUTHUUECKOE
MBIIIJICHUE W CTIOCOOHOCTh BBHICTPAVBATh IIPUYUHHO-CJICICTBEH-
HBIE CBSI3U.

IIpumepnr:

«We had already signed the contract before the new regulations
were introduced.» — Bbl IOKa3bIBAETE, YTO MOANKUCATIN KOHTPAKT
JIO0 TOTO, KaK Peryyisiiui U3MEHWIUCh. DTO BAXKHBIN I0pUIYe-
CKMit (haKT.

«I had reviewed the proposal before the meeting, so I was
prepared for the questions.» — Bbl TIOKa3bIBA€TE MOATOTOBKY.

«The client had approved the budget, so we proceeded with the
next phase.» — BbI TIOKa3bIBaeTe JIOTHUKY.

Ocoobiii cayuaii: Past Perfect B oTuerax

B oruerax n anaimzax Past Perfect momoraer nmokasarb, Kak
pa3BUBasIach CUTYaIUSI.

«By the time we identified the issue, the system had already



processed 5,000 transactions.» — BBl TIOKa3bIBaeTe MacITad
POOJIEMBI.

«The team had completed the pilot before the competitor
launched their product.» — Bbl TIOKa3bIBa€Te MPEUMYIIIECTBO BO
BpEMEHH.

I'pynna Future. Curaananl 0yayimiero
Will — sa3bIk o0emanmnii 1 pemeHni

Curnau crartyca: Bricokuii. Bel nprHuMaeTe pelieHue ceii-
yac. Bel Oepete Ha ce0s1 0053aTeIbCTBO.

Korpa ucnoab3oBarh: [[1s1 CHIOHTAaHHBIX pellieHui, ooera-
HUU, TPEJICKA3aHNUM, PEIJIOKESHU.

Kuarouenoii 3¢ppext: Bol 3Byunte permmrenbHo. Bl — ye-
JIOBEK, KOTOPbI TPUHUMAET PEIlleHNs] Ha MecTe.

IIpumepsnr:

«I will handle the client call.» — Bb1 Oepete Ha cebs1. Celiuac.
Hememienno.

«We will deliver the project by Friday.» — oGemanue. KoH-
KpeTHoe.

«I will find a solution.» — 06s13aTenbcTBO. Bbl He roBopHTe «/
am going to try» — BbI TOBOpUTE «Will».

OmnacHoctb: He ucnone3yiitre will ajist iaHoB, KOTOpPbIE MO-
I'YT U3MEHUTHCS. DTO MOAPBIBAET JIOBEPUE.



Going to — s3bIK IJIAHOB U HAMEPeHN

Curnan craryca: Cpeanuid. Bel okasbiBaeTe, 4To y Bac €cTh
IUUIaH, HO OH ellle He OKOHYATEJIbHBIN.

Koraa ucnoab3oBath: [1)is 3ariaHUpPOBaHHBIX JIEHCTBUI.
IlJis1 HaMepeHuH.

KuroueBoii 3¢pext: Bol 3ByunTe opraHn3oBaHHO, HO Oe3
U3JIUIIHEN KECTKOCTH.

IIpumepsnr:

«We are going to launch the new product in Q4.» — tinad. Eine
He (pakT, HO yKe peluin.

«I am going to present the findings at the next meeting.» —
3aIJIAHUPOBAHHOE JIEUCTBHE.

Pazununa mexay Will u Going to B 1eJ10BOM KOHTEKCTE:

«I will call the client.» — BBl IpUHUMAaETE pEIIeHUE Ceiyac.
DTO CIIOHTaHHO, HO PELINUTENBHO.

«I am going to call the client.» — BbI yKe TJTAHUPOBAJIH ITO.
3TO OpraHU30BaHHO, HO MEHee BOJIEBOE.

Korpa ucnoan3oBars Going to 1is1 JeMOHCTpanuu
npodeccuoHagIn3ma:

Korna Bbl XOTUTE MOKA3aTh, YTO BBl BCE MPOIYMAJIH 3apaHee,
a He JIefiCTBYeTe UMITY/IbCUBHO.

«I am going to review the numbers and then get back to you
with a recommendation.» — 3BYYUT KaK MPOAYMAHHBII IUIaH
JEUCTBU.



Present Continuous for Future
— SI3bIK JIOTOBOPEHHOCTEN

CurnaJ cratyca: Bricokuii. Bel coobriaere o Tom, 4to y:ke
COIJIACOBAHO . DTO HE IJIaHbl — 3TO (pakThl OyIyIIEro.

Korga ncnoan3oBars: [l 10roBOpeHHOCTE!, BCTpeY, pac-
MUCAHUI.

KuaroueBoii 3¢ppext: Bbl 3Byunte Kak 4enoBeK, KOTOPBIM
padoTaeT B cucTeMe, a He KaK TOT, KTO JIOTOBAPUBAETCS HA XOMY.

IIpumepsr:

«We are meeting with the client on Thursday.» — 310 yxe co-
rnacoBaHo. He «will meet» (pelienue ceryac), a «are meeting»
(dpakT pacriucanus).

«I am presenting the report at 3 PM.» — 310 B KajieHape. 910
(paxr.

Pazuuna mexxay Will, Going to u Present Continuous
JUISL Oy IyIIero:

«I will call the client tomorrow.» — s pemmi cervac.

«I am going to call the client tomorrow.» — s IJTAHUPOBAJI ITO.

«I am calling the client tomorrow at 10 AM.» — 3T0 yke B
KaJieHaape. DTO caMblil CUJIbHBIA CUTHAJ — BbI YaCTh CHCTEMBI.



Future Perfect — s3bIk
3aBepHIeHHbIX HeJen

Curnan craryca: OueHb BbICOKMIA. Bbl oKka3bpiBaeTe, 4To K
orpeJesIeHHOMY MOMEHTY B Oyayilem Bce Oyler ciaeaaHo. 1o
B3IJISI] HA3a/1 U3 OyAyIlero.

Koraa ncnoan3oBath: {714 1ieseii, KOTOpble JOKHBI ObITh
3aBepIleHbl K KOHKPETHOMY CPOKY.

KuaroueBoii 3chpext: Bbl 3ByunTe Kak crparer, KOTOPBIM
BUJIUT (DUHUIIIHYIO YEpTy.

IIpumepsnr:

«We will have completed the rollout by the end of Q2.» — Bbl
BUJIUTE TOUKY 3aBEPIICHUSI.

«I will have reviewed all proposals by Friday.» — Bbl naete
YeTKHI JIe/IJIAlH 1 TTOKa3bIBACTE, YTO Pe3y/IbTaT Oy/eT.

«By the time the client arrives, we will have prepared
everything.» — BBl TIOKa3bIBacTe TOATOTOBKY 3apaHee.

Kak 3T0 BbIIISIANT B peajibHON Nepenucke

Terepb cobepeM Bce BpeMeHa B OfIiH email, 9ToObl MoKa3aTh,
KaK OHHU padOTaIOT BMECTE.

ILtoxoi email (cradblii cTaTyc):

«I am working on the report. I am thinking about the best way
to present the data. I am trying to finish by Friday. I am hoping the



client will approve it. I am going to send it to you when I am done.»

Yro 31€Ch HE TaK:

— Cmuikom MHoro Present Continuous — BbI 3By4HTE Kak
YeJIoBeK, KOTOPbI HAXOAUTCS B Ipoliecce 0e3 KOHTPOJIS.

— Her 3aBepiieHHBIX JEMCTBUI — BBl HE TIOKa3bIBaeTe pe-
3yJIbTATOB.

— Her yeTkux 0053aTeIbCTB — TOJIBKO MOMBITKY U HAJIEKTHI.

Xopommuii email (cuibHBIA cTaTyc):

«I have reviewed the quarterly data and have identified three
key trends. I have prepared a presentation that highlights these
trends and will share it with you by Thursday EOD. I will present
the findings to the client on Friday, as we agreed. By the end of
next week, we will have a clear roadmap for Q4.»

Yro 31eck paboTaer:

— «I have reviewed» (Present Perfect) — Bbl yxke caenanu
padory.

— «I have prepared» (Present Perfect) — pesynbTar ectb.

— «will share» (Will) — oOeranue.

— «we agreed» (Past Simple) — (pakT JOrOBOPEHHOCTH.

— «will have» (Future Perfect) — BBl BuguTe Oymymui pe-
3yJIbTaT.

Bbl 3ByunTe Kak 4enoBeK, KOTOPbIi KOHTPOJIUPYET CUTYALIUIO,
UMEET Pe3y/bTaThl, IEPKUT CJIOBO U BUJUT MEPCIIEKTUBY.



anamnenne AJISI YNTaATEeJaA

OTkpoiite cBoe nociieqHee padoyee MICbMO Ha aHTJIUHACKOM.
[TpocmoTpuTe ero u OTBeThTe ceOe Ha BOIPOCHL.

Bonpoc nepsrbiii: CKkolbKO pa3 Bbl UCIONb30BaM Present
Continuous (I am working, I am thinking, 1 am trying, 1 am
hoping)? Ecnu 6ombliie IBYX pa3 — Bbl 3By4UTe €1a00. 3aMeHUTe
ux Ha Present Perfect wiu Present Simple tam, rae 310 ymecTHo.

Bonpoc BTopoii: Ecth 11 B muickMe 3aBepIlieHHBbIE JEii-
cTBUsA, onucaHHble B Present Perfect (I have reviewed, I have
considered, I have prepared)? Ecin HET — Bbl 3ByUUTE KaK 4e-
JIOBEK, KOTOPBII Bee erle B mporiecce. Jlo0aBbTe uX.

Bonpoc Tpernii: Ectb u B uchbMe yeTkre 00s13aTeIbCTBA
yepe3 will? Eciu HeT — BbI 3ByunTe HepemuTenbHo. [Jo6aBbTe
KOHKPETHBIE O0EIIaHus.

Bonpoc uerBepThiii: EcTh 1 B nuchbMe JOrOBOPEHHOCTH,
ormmcanHble yepe3 Present Continuous mist Oynymero ( We are
meeting, we are presenting)? Ecm HET — Bbl He MOKa3blBaeTe
cuctemy. Jlo6aBbTe HX.

Tenepb nepenuimTe MICbMO C YYeTOM OTBETOB Ha 3TU BO-
nipocsl. CpaBHuTe Be Bepcuu. [louyBCTBYiTE pasHUILy.

I‘Ie.IIeH,Z[)K JAJIA TEX, KTO JO0YUTaAJ 10 KOHIIAa

BosbMuTe m06y1o padouylo cUTyaluio, KoTopas y Bac ceivac



B npotiecce. Hanummre yeThipe pa3HbIX email ogiHoMy 1 TOMY
K€ YesIoBeKy (HarpuMep, PyKOBOAUTEITIO) Ha OJIHY U TY ke TeMY,
HO C UCTIOJIb30BaHUEM Pa3HbIX BPEMEH.

Tema: «OTYeT Mo MPOEKTY».

BapuanTt nepsblii (c1a6b1ii — MHOr0 Continuous):

«I am working on the project report. I am analyzing the data.
I am trying to finish by Friday. I am hoping it will meet your
expectations.»

Bapuant BToponn (HeiiTpajibHbli — Past Simple n
Future):

«I started working on the project report. I analyzed the data
vesterday. 1 will finish by Friday. 1 hope it will meet your
expectations.»

Bapuant Tpetnii (cunbHblil — Present Perfect u Will):

«I have started working on the project report. I have analyzed
the data and have identified the key findings. I will finish by
Friday and will present it to you on Monday.»

Bapuant d4erBepThlili (04YeHb CWIbLHBIII — Present
Perfect, Will, Future Perfect):

«I have completed the data analysis for the project report and
have identified the key findings. I will finish the full report by
Friday and will present it to you on Monday. By the end of next
week, we will have a final version ready for the client.»

Tenepb npeacTaBbTe, YTO PYKOBOAUTEIb MOTYYAET KaKIblid
13 3TUX 4YeThipex email. Kakoe Bnevatienue o Bac CIOXKUTCS B
KaxJ0M cinyvae? B mepBoM Bbl — cTapatesibHbl, HO HEYBEPEH-



HBIH. Bo BTOpOM — OpraHu30BaHHBIN, HO Oe3 Oecka. B Tperbem
— pemuTeNTbHBIA U KOMITETeHTHBI. B yeTBepToM — crparer,
KOTOPBIA BUJIUT HE TOJILKO TEKYIIYIO 3a/1a4y, HO U CJIeAYIOIIIA
IIar.

OpnHa cutyanusi, yeTblpe pa3Hbix cratyca. Kakoii Bbl BbIOMpa-
ere st ce0s?

OTHBIHE BBIOOP BPEMEHH IJ1arojia — 3T0 He rpaMMaTrKa. 1o
BBIOOD BalIlIero cTaTyca B IJ1a3ax coOeceHUKa.

B cnenyroreit cratbe Mbl pazbepeM nmaccuBHbIN 3aJior. Ha-
YUUMCS TIPSATATHCS 32 HUM, KOTJ]a 3TO BBITOJHO, U U30erarh ero,
KOT/Ia OH Jenaer Bac cinabeiM. Ho cHavana — moTpeHupyiTech ¢
BpeMeHaMu. OHU OTpeessioT, Kak BaC BOCIPUHUMAIOT.



CTATHA 1.3. MACCUBHBIN 3AJIOT
— BAIIIA BPOHS NJIK TPYCOCTBH?
KOT'JIA IIPATATHCA 3A
INACCHUBOM BBIT'O/IHO, A
KOT'JIA CMEPTEJIBHO OITACHO

Cuena u3 puiabma,
KOTOPbII Mbl BC€ BHIEJN

Bbl monyyaere muckMo OT moctaBiKa: «7The shipment was
delayed due to unforeseen circumstances. The documents were
misplaced during the transfer. The issue is being investigated.»

Bbl unTaete u uyBcTBYeTe pazipakenue. Bac He BoiHyeT, 4To
TaM CIy4Ywiock. Bac BolHyeT, KTO 3TO caenian U KTO 3a 3TO OT-
BEeTUT. A muchbMO MOMTYUT. OHO TpSTYETCs 3a MACCUBHBIM 3aJ10-
rOM, KaKk peOeHOK 3a CIIMHOW MaMBl.

Tenepsb npeacraBbTe, YTO BbI MOMYUYWIU APYroe MUChMO: « We
delayed the shipment because we misrouted the documents. We
are investigating the issue and will resolve it today.»

Bro1 Boigpixaere. Jla, oHn ommoOnucsk. Ho oHM B3s7IM OTBET-
CTBEHHOCTb Ha ceOs1. OHM 3BydYaT Kak B3pPOCIIBIE JIIOJIH.

OOBbIUHBIE KYPCHI CKAXYT: «/laccugHwili 3a.102 UCNOAbL3YEM, KO-



204 UCNONHUMENb He 8adiCeH U Heuzgecmer» . 1o npasaa. Ho
9TO MOBEPXHOCTHAs MpaB/a. B 1emoBoM mupe BHIOOp MEX/1y aK-
THBOM U ITACCHBOM — 3TO BHIOOP MeK/1y OTBETCTBEHHOCTHIO
U YKJIOHEHHEM.

CerongHsi Mbl y4UMCSI OCO3HAHHO BbIOMPATh 3aJI0T B 3aBU-
CHMOCTH OT TOTO, XOTUM JIF MBI B35ITh Ha Ce0s1 OTBETCTBEHHOCTb,
NepPeNIOKUTH €€ WU CKPBITh UCTIONHUTENSA. MBI pazdepem peasib-
HbI€ MTMCbMA, KOTOPbIE BHIMTPAJIU WJIM TIPOUTPAJI U3-32 OHOTO
€IMHCTBEHHOTO BBIOOpA — aKTUB WJIM TIACCHB.

IloueMy nmaccUBHBII 3aJ10T BOOOIIIE
CYILIIECTBYET B /1€JI0BOM aHIVIMHCKOM

[NaccuBnbii 3a5or (The report was prepared by the team Bme-
cto The team prepared the report) pemaer Tpy 3aJauu.

3anaua nepBasi: Pokyc Ha 00bEKTE, a He Ha cyObekTe. Bam
HE Ba)XHO, KTO czenai. BaxeH pe3ysibTar. 1O MOJNE3HO B OTYE-
Tax, TEXHUYECKON TOKYMEHTAlIMH, TPOTOKOJIaX.

3anaua Bropasi: CkpeiTue ucnonuutesis. Bel He xoTuTe Ha-
3bIBaTh MMsl, KOIJa pe3yJbTaT IUIoXoi. My Bl He 3HaeTe, KTOo
3TO cAenall.

3apaua Ttpetbsi: Co3nanue opuIrUanbHOro, 03 TMYHOrO TO-
Ha. DTO MOJIE3HO B IOPUAMYECKUX JIOKYMEHTaX, perjaMeHTax,
(popManbHBIX yBEIOMIICHHUSIX.

Ho npoGnema B TOM, YTO OOJIBIIMHCTBO JIIOAEH UCTOIb3YIOT
MACCUBHBIN 32JI0T 10 YMOJIYAHUIO, AyMasi, 4YTO 3TO 3BYUHT «OO-



niee mpoeCCUOHATBHO» . ITO OIMMOKA. B OOJIBIIMHCTBE 1€TOBBIX
CHTYaIUi MTACCUBHBIN 3aJI0T 3BYUHT KaK YKJIOHEHHE OT OTBET-
CTBEHHOCTH.

Cutyanus nepsas. Koraa
MAaCCUBHBIN 3aJ10T — Balia OPoHs

Curyanus 1.1. Bel coo01aere mioxyr HOBOCTb, I/le He
XOTHTE YKa3bIBaTh BHHOBATOI0

Oto kinaccuka. Eciu Bel He 3HaeTe, KTO KOHKPETHO omuocs,
WIW €CJIM Bbl HE XOTHUTE IMyOJIMYHO HA3bIBATh UMsI, TTACCHBHBIN
3aJI0T CITacaeT Bac OT KOH(IMKTA.

IIpumep (IT, nucbmo komanje):

Bwmecro:  «Sergey accidentally deleted the production
database.» (Bbl Ha3bIBa€TE UM — 3TO MYOJTMYHOE YHIIKCHHE)

Ucnonwayiite: «The production database was accidentally
deleted.»

Adekt: Boi coodiaere o mpobdieme, HO He CO3/1aeTe KOH-
(kT BHYyTpH KOMaH#bl. Bce 3HAIOT, UTO HY)XKHO UCIIPABIISATh, &
HE MCKaTh BUHOBATOTO.

Curyamus 1.2. Bel cooomaere ¢akr, rjae HCIoOJHATEIb
eMCTBHTEJLHO HE BaKeH

B oruerax v TEXHUYECKOU JOKYMEHTAIIUU YacTO BasKHO TOJb-
KO TO, UTO MTPOU3OIILIO, 4 HE KTO 3TO CAeall.

IIpumep (puHaHCHI, TMCHMO PYKOBOJICTBY):

Bwmecro: «The accounting team reconciled the accounts.» (3a-



YeM PYKOBOJICTBY 3HAaTh, KTO UIMEHHO?)

Ucnons3yure: «The accounts have been reconciled.»

¢ dexT: Brl roBopuTte 0 pe3ysbrate. PyKOBOICTBY HE HYX-
HO 3HaTh, KTO JIepKajl KaJbKYJsATOP.

Curyanus 1.3. Bl onucbiBaeTe npoiueaypy win perJia-
MEHT

Korna Bb onuckiBaeTe CTaHAAPTHBIN MPOIIECC, AKTUBHBIN 3a-
JIOT 3BYYMT CTPAHHO, IOTOMY YTO UCTIOTHUTENh — JII000M Yeso-
BEK, CJICIYIONUI MHCTPYKITUH.

IIpumep (ropucnpyaeHIus, NUCbMO KJIHEHTY):

Bwmecro: « We sign all contracts in duplicate.» (3By4uT Kak onu-
CaHue MPUBbIUKH, a HE TIPOLIETYPHI)

Ucnonwayiite: «All contracts are signed in duplicate.»

AdcekT: DTO 3ByUUT KaK YCTAHOBJIEHHBI MOPSJIOK, a HE
KaK MpeAnouTeHre KOHKPETHOTO YeJIOBEKa.

Curyanus 1.4. Bel co31aete odunuaabHblii, (popmalib-
HbIHA TOH

B HEKOTOPBIX CUTYAIUSIX UJTUIIHSS YEJIOBEUHOCTh HEYMeCT-
Ha. Hanpumep, B opuandeckux yBeIOMIIEHUSIX, ODUITTATBHBIX
peAyNpeKICHUsIX.

IIpumep (ropucnpyaeHius, oguIuaJbLHOE yBegoMJIe-
HHE):

Bwmecro: « We terminate your contract because you didn’t pay.»
(CUIIIKOM JIUYHO, 3BYYHT arpecCUBHO)

Ucnone3yiite: «Your contract is terminated due to non-
payment.»



¢ dekT: D10 3ByUUT Kak (PaKT, a HE KaK JIMYHOE PEIICHUE.
D70 3aIMIIaeT Bac OT OOBUHEHW B TIPEAB3ATOCTH.

Curyamus 1.5. Bel coo01maere 0 JOCTIKEHUAX, /1€ KO-
MaHHasi pa0oTa BajkHee OT/AeJbHbIX HMEH

Korga Bb XO0TUTE TIOMYEPKHYTh PE3yNIbTaT, a HE TO, KTO €ro
aooucs.

IIpumep (MapKeTHHT, MMCbMO CTEHKXOJAepam):

Bwmecro: «Our team increased brand awareness by 25%.» (xo-
POIIIO, HO 3BYYUT KaK XBACTOBCTBO)

Wcnone3yure: «Brand awareness was increased by 25% over
the last quarter.»

¢ dekT: Bu coobdiaere 0 JOCTUXKEHUHU, HO O€3 JIMIIHETO
910. DTO BHIISIIUT MPO(ECCHOHATIBHO.

Curyanusa Bropas. Korga naccuBHbIN
3aJ10T — CMepTeJibHasA ONACHOCTh

Cutyanus 2.1. Bel npu3HaeTe ommoKy

DTO caMblid YacThld M CaMblil onacHelid ciydail. Korga Bbl
OIIMOJHCh, AaKTUBHBIN 3aJI0T — BaIll JydImi apyr. [TaccuBHbII
— Balll Bpar.

PeanbHoe nUCbMO, KOTOPOE NMPOUTPaJIo (JIOTHCTHKA):

«The shipment was delayed due to a miscommunication. The
incorrect address was entered into the system. The issue is being
resolved.»

UYro uyBcTByeT KimeHT? Paznpaxenue. Kro ommbes? Hermo-



HATHO. KTO oTBevaeTr? HenonsitHo. Korna sto ucnipassat? «Being
resolved» — 3ByuHT Kak mpouecc 6e3 puHmIIA.

ITO Ke MHUCbMO, NMepenucaHHoe NMPABWILHO (aKTUB-
HBIH 3aJI0T):

«We delayed your shipment because we entered the wrong
address. We are resolving the issue right now and will deliver it by
tomorrow. We apologize for the error.»

UYro uyBcTByeT KJineHT? CriokoiicTBre. OHM MPU3HAIN OIINO-
Ky. OHM 3HAIOT, YTO CIIYYWJIOCh. Y HMX €CTb Iu1aH. OHU U3BUHU-
JCh. BBl MOXeETe 3TUThCSI, HO BBl UM JIOBEpSIETE.

3oao0Toe npaBuiao: Ecnu Be nmpusHaeTe ommoOKy, BCerga
UCTIOJIb3YWTE aKTUBHBIM 3aJ10T. DTO Ha3bIBACTCS «B3SITh OTBET-
CTBEHHOCTb>.

Curyamusa 2.2. Bol 1aete oOemanue WM 00sa3aTeJib-
CTBO

Korna Bbl o0elaere 4yTo-T0 caenarh, MAaCCUBHBIN 3aJ0T YOu-
BaeT Baile odermranue. [Toromy 4ro oOemanue — 3TO aKT BOJIU.
A BOJISI IPUHA[IEKUT KOHKPETHOMY YEJIOBEKY.

PeanbHoe nucbmo, koTopoe npourpaJio (IT):

«The bug will be fixed by Friday.»

Yro uyBcTByeT 3aka3unk? OH He 3HaeT, KTO OyaeT (PUKCHUTb.
Moxert ObITh, 3TO crieniaeT ctaxep. MoxeT ObITh, BOOOIIE HUKTO.
Ooberianue 3By4nT 00€3TMUYECHHO.

ITO Ke NUCbMO, IePeNuCaHHOE PABUJIBHO:

«We will fix the bug by Friday.»

Yro uyBcTBYeT 3aKa3unk? KOHKpeTHbIe JTIoan B35 Ha cedst



00sa3aresbeTBO. OHU CKa3aid «we» — 9T0 KoMaHaa. M MOXHO
BEPUTb.

Curyamus 2.3. Bel coo6maere o cBoeM JelCTBHH HJIA
pemeHun

Koraa Bel npuHUMaeTe pelieHUe, BaXKHO TMOKa3aTh, YTO 3TO
chesaav UMeHHO Bbl. [1acCMBHBIN 3a710T CKpBIBaeT CyOBEKTa pe-
IIIeHMs], ¥ BHI BBITJISIAUTE KaK YeJIOBEeK, KOTOPBIN MPOCTO Tiepeia-
eT UHOpMaIIHIO.

PeanbHoe nucbM0, KOTOpPOE NMpPoUrpatio (puHaHChl):

«The budget for Q4 has been reduced by 10%.»

UYro uyBcTBYeT komaHaa? Kro-to rae-to yto-To caenan. Ho
KTO? MOXET ObITh, 9TO CTy4aliHOCTh. MOXKET ObITh, 9TO HE OKOH-
YyaTesIbHO.

ITO Ke NHUCbMO, IePeNuCaHHOE MPABUJIbHO:

«We have reduced the Q4 budget by 10%.»

Uro uyBcTBYeT KoMaHJa? PyKOBOICTBO MPUHSJIO pellieHue.
Or1o okoHYartenbHO. OOcykIarh Heuero. EcTh KOHKpETHBIN
CYOBEKT, K KOTOPOMY MOXHO OOPaTHTHLCS C BOIPOCAMH.

Curyanus 2.4. Bel xBajiure ce6s1 HJIH CBOO KOMAH/Y

Korna BBl coo01aere 0 CBOMX JTOCTHKEHMSX, TACCUBHBIN 3a-
JIOT KpaJieT y Bac 3acayry. Bel BRINISAANTE CKPOMHBIM, HO B OU3-
Hece Ype3MepHasi CKPOMHOCTh — 3TO CJIa0O0CTb.

PeanbHoe mucbMO, KOTOPOE MPOUTPaJio (MapKeTHHT):

«The campaign was successfully executed, and the targets were
met.»

Yro uyBcTBYET PyKOBOACTBO? MONOAUBL. .. HO KTO UMEHHO?



MoxeT ObITh, 3TO cCaMO COOOM TIOTYYHIIOCh.

IT0 Ke MHCbMO, EPENUCAHHOE MPABUJIBLHO:

«We successfully executed the campaign and met all targets.»

Yro uyBcTBYeT pykoBoacTBO? Komanaa cpadoraia. Konkper-
HbIE JTIOY TPUJIOKUIIN YCUITHS U TIOOWITUCH pe3ysbTarta. JTo JI0-
CTHKEHUE, A HE CIIyYalHOCTb.

Curyanus 2.5. Bbl KpuTHKyeTe WM JjaeTe HeraTuBHYIO
00paTHYI0 CBSI3b

Korna Bel KpUTHKYeTe, TACCUBHBIN 3QJI0T 3BYYUT KaK MACCUB-
Has arpeccusi. Bel roBopute 0 mpodieme, HO He yKa3blBaeTe, KTO
e€ cozaan. DTO BBI3BIBAET pa3pakeHue.

PeasbHOoe mnHCbMO, KOTOpoe MNpPOWrpano (MeHeIXK-
MEHT):

«The deadlines were missed, and the quality standards were
not met.»

Yro uyBctBYyeT KomaHaa? KTo-To rae-to 4To-TO HE cresnal.
Ho x10? MokeT ObITb, 3TO PO HAC, & MOKET OBITh, PO JAPYTHUX.
MpbI He 3HaeM, IO3TOMY MBI HE YYBCTBYEM OTBETCTBEHHOCTH.

ITO Ke NUCbMO, NePenucaHHOe MPABUJIbHO:

«We missed the deadlines and did not meet the quality
standards. Let’s discuss what went wrong and how to fix it.»

Yro uyBctByeT Komanna? Hac oObenmHMIM ¢ mpoOiemMoi.
Mpbl — KOMaH/a, ¥ Mbl BMecTe omuOauch. Terepbs Mbl BMecCTe
Oyzem ucnpapiisaTh. Her 0OBUHEHMIA, €CTh COBMECTHOE pellieHHe
poOJIEMBI.



Kak noHATh, KaKo# 3aJ10T
BbIOpaTh. Tpu Tecra

Tect nepsbrii. Tect HA cy0BEKTa

3anaiite cede Bomnpoc: «IMHe BaskHO, KTO 3TO caesajn?»

Ecnmu nja — vcnonb3yiite akTUBHBIN 3ajior. Eciim HeT — mac-
CUBHBII.

IIpumep:

— «The contract was signed.» (BaxHO TOJBKO TO, UTO MOJIHU-
caH. KTo — He BaxHO.)

— «We signed the contract.» (BaxHo, 4T0 UIMEHHO MBI, a HE
KTO-TO JPYTOW.)

Tect BTOpOIil. TecT Ha OTBETCTBEHHOCTD

3apaiite cebe BOMpoc: «JTO XOpoLIasi HOBOCTh WJIH IJIO-
xasa?»

Ecnu xopoinasi — akTUBHBIM 3aJ10T (BO3bMUTE 3aciyry). Ec-
JIM TUI0Xasi U Bbl BUHOBAaTbl — AKTUMBHBIM 3aJI0T (BO3BMUTE OT-
BETCTBEHHOCTh). ECiM 110Xast 1 Bbl HE BUHOBATHl — MACCUBHBIN
3aJI0T (3aluUTUTe Ce0s).

IIpumep:

— Xopotas HoBocTh: « We increased revenue by 20%.» (ak-
TUB — 3acJlyra Baila)

— I1moxas HOBOCTb, BBl BUHOBATHL: « We made a mistake.» (ak-
THUB — OTBETCTBEHHOCTb)

— Iioxass HOBOCTb, Bbl He BUHOBAThl: «The shipment was



delayed by the carrier.» (maccuB — BUHA HE Ballla)

Tect TpeTnit. TecT HA TOH

3anaiite cebe Borpoc: «f xouy 3Bydarsb o(puIHaIbHO HIN
YeJIOBEYHO ?»

Ecnmu opuimanbHO — maccuBHBIN 3autor. Eciu yenoBeuyHo —
AKTUBHBIU.

IIpumep:

— OdpunmanvHo: «Payment is required within 30 days.»

— YenoseuHo: «We require payment within 30 days.»

Pa300p peaabHbIX NHCEM

IInucsmo nepsoe. IIpourpasiee
NUCbMO OT MOCTABINMKA

«We regret to inform you that the delivery of your order #4567
has been delayed. The shipment was damaged during transit. The
issue is being investigated by our logistics team. You will be notified
once the investigation is completed. »

Pazoop:

— «has been delayed» — naccus. Kto 3anepxan? Hermonst-
HO.

— «was damaged» — niaccuB. Kto noBpeaun? HernoHsTHO.

— «is being investigated» — naccuB. Kto umenno? «By our



logistics team» — 100aBJIeHO, HO 3TO CIAOBIN MACCHUB.
— «will be notified» — naccus. Kto ysegomut? Henonsarso.
Hror: KiueHT uyBCTBYET, YTO MOCTaBIIUK npsiyercs. OH He
3HaeT, YTO MPOMU3OIILTIO, KTO BUHOBAT, KOI/Ia 3TO MCIpaBsT. [lo-
BepHe TaJiaeT.

IIncomo nepBoe. BeirpaBsmas Bepcus

«We have delayed your order #4567 because the shipment
was damaged during transit. We are investigating the issue right
now and will update you within 24 hours. We apologize for the
inconvenience.»

IMouyemy 3TO0 padoTaer:

— «We have delayed» — axTuB. Mbl IpU3HaeM, 4TO 3TO MbI
3ajiepkaiu (Jaxe eciii BUHOBATa TPAHCIOPTHAsI KOMITaHHSI, Mbl
— JIULIO, KOHTAKTUPYIOIIIee C KIIMEHTOM).

— «We are investigating» — akTuB. MBbl Ie;laeM 3TO, a HE KTO-
TO TaM B JIOTICTUYECKOM OT/IEJIE.

— «will update» — axktuB. MBI 1aeM oOeIaHue.

— «We apologize» — akTuB. Mbl TMYHO U3BUHSIEMCS.

Hror: KimeHr 31urcsa Ha 3aJepKKy, HO HE Ha ITOCTaBIIMKA.
[TocTaBuIMK BHIMJISIIUT OTBETCTBEHHBIM U MPO(ECCUOHATBHBIM.



IIucomo BTOpOE. IIpourpasmee
NHUCbMO OT PYKOBOAMTEJS

«The project deadlines have been missed. The quality of the
deliverables has been questioned by the client. The performance
issues are being reviewed.»

Pazoop:

— «have been missed» — naccus. Kro nponycrun? Henonsr-
HO. DTO 3BYyUMT Kak 0OBUHEeHUe Oe3 ajpecara.

— «has been questioned» — naccuB. Kto ycomuuicsa? «By
the client» — no6aBIeHO, HO 3TO HE CMATYAET. DTO 3BYUUT KaK
«HAC KPUTHUKYIOT, U MbI HE 3HAEM TMOYEMY».

— «are being reviewed» — mnaccuB. Kto paccmarpuBaer?
HenonsrHo. Korna 6yner pesyabrar? HemoHsTHO.

Hror: Komanna uyBcTByeT cedst HeonpeaeneHHO. OHU 3Ha-
I0T, YTO YTO-TO HE TaK, HO HE 3HAIOT, YTO jenaTh. BMmecto MoTH-
BalluM — TPEBOra.

IIncomo BTOpOE. Boinrpasmas Bepcus

«We missed the project deadlines, and the client questioned the
quality of our deliverables. I am reviewing our performance issues
right now and will share an action plan with you by tomorrow.
We need to fix this together.»

ITouemy 310 padoTaer:



— «We missed» — aktuB. PykoBoauTesib 0ObeIMHSIET KOMaH-
1y ¢ ipoOeMoi. TO He OOBMHEHNE — 3TO MPU3HAHUE OOIIEH
HEyJauu.

— «the client questioned» — akTiB. KOHKpEeTHBI CyOBEKT
(KJIMEHT) BbIPA3WJl HEJOBOJILCTBO. JTO (PaKT, a HE CITyX.

— «I am reviewing» — axtuB. PykoBomuTesb Oeper Ha ceOst
aHanu3 cutyauuu. OH He TiepeKJIabIBaeT Ha KOro-To.

— «will share» — aktuB. ObelaHue KOHKPETHOTO ISHCTBHUS.

— «We need to fix this together» — axkTtuB. IIpu3bIB K COB-
MECTHBIM JIEICTBUSIM.

Hror: Komanaa uyBctByer, 4yto mzep psagom. OH He 0OBU-
HsIET, OH BefieT 3a co0oi. BMecTo TpeBoru — rotoBHOCTD [JIeii-
CTBOBATb.

IIncemo TpeTbe. Cil0KHBIN caydan
(BLIOOp 3aji0ra B OJJHOM NN CHME)

WHorga B OAHOM MHUChbME HY)XKHO HUCIIOJIb30BaTh M aKTWB, U
MIaCCHB B 3aBUCMMOCTH OT TOTO, O YeM Bbl TOBOPHTE.

Curtyanms: Bol — pykoBoautens IT-nipoekra. [Tumere kim-
EHTY O 3aJIepKKe, HO MPU TOM XOTHUTE MOKa3aTh, YTO Bbl KOH-
TPOJIMPYETE CUTYAIIHMIO U YKe TIPUHSII MEpPHI.

ILnoxoe nucbmMo (BCE maccuB):

«The deployment was delayed due to technical issues. The
issues have been identified, and a solution is being developed. The
new timeline will be communicated by the end of the week.»



IMouemy muoxo: Bcé 3Byunt o6e3nnuenHo. KiveHt He 3Ha-
T, KTO 3aiepXkal, KTO pa3padaTeiBaeT peleHue, KTO COOOIUT
HOBBIN CpOK. JloBEpHE HU3KOE.

Xopoiee nucbMO0 (CMeCh aKTHBA U NACCUBA):

«We have delayed the deployment due to technical issues
that we identified during the final testing. The issues have
been resolved, and we are now developing a solution. We will
communicate the new timeline by the end of the week.»

Pazoop:

— «We have delayed» — axtuB. Mbl Ipu3HaeM, 4TO 3TO MbI
3a/iepKanu (OTBETCTBEHHOCTb ).

— «we identified» — axkTuB. MBI HalwM TPOOIEMBI (TPOAK-
TUBHOCTb).

— «The issues have been resolved» — naccuB. 31€Ch UCIIOJ-
HUTEJb He BakeH. BaxxHO TO, UTO MpOOJIEMbI PEIICHBI.

— «we are now developing» — akTuB. Mbl JieJla€M 3TO IPSIMO
ceivac (BOBJICUEHHOCTD ).

— «We will communicate» — axtuB. Mbl 1aeM OO€lLaHuE.

Hror: KiaveHT BUANT, YTO BB ITPU3HAETE MPOOJIEMY, yXKe pe-
WM YacTh €€ U aKTUBHO padoTaeTe HaJl OCTAIbHBIM. Bbl BbI-
[JISIINTE OTBETCTBEHHBIM U KOMITETEHTHBIM.

anamHeHne AJIAA YUTaTeJasa

OTkpoiiTe cBOe MocjeHee MUChbMO Ha AHIJIMIICKOM, IJI€ BbI
COOOIIAIN TUIOXYI0 HOBOCTD, MPU3HABAJIM ONIMOKY WM TaBaJIH



oOeranue. Boimuimre Bce MpeaiokeHrs B TAaCCUBHOM 3aJI0Te.

Teneps 3amaiite cede TpU BOMpPOCa IS KAKIOTO MPeIoKe-
HUSI.

Bomnpoc nepBbiii: D10 X0polas HOBOCTb WM TIJI0Xas?

Ecnu xopoinasi — mnepenuinure B akTUB. 3abepute 3aciyry
ce0e WM CBOer KOMaHIe.

Ecnu nioxast 1 Bbl BAHOBAThl — MEPENUIIUTE B aKTUB. BO3b-
MUTE OTBETCTBEHHOCTb.

Ecnmu mutoxast 1 Bbl He BAHOBaThl — OCTaBbTe maccuB. He Oe-
pUTE YyXKYIO BUHY.

Bonpoc BTopoii: MHe BaxHO, KTO 3TO ClIeNial, WU TOJIbKO
TO, YTO 3TO C/IENAHO?

Ecnu BaxxHO — akTuB. ECcniu HE BaskHO — maccuB.

Bonpoc Tpernii: §I xouy 3ByuaTh O(pUIMATIBHO WK YeJO-
BEYHO?

Ecimu opunmansHo — naccuB. Eciu yenoBe4HO — aKTHB.

Tenepb nepenuimTe MUCbMO C YY€TOM OTBETOB Ha 3TU BO-
npocsl. CpaBHUTE [1BE€ BEPCUU.

YejieH 2K AJIA TeX, KTO JOYHUTAJ 10 KOHIIA

Bo3bMuTe Tpu peanbHble padodne CUTyalluu, KOTOpbIE Mpo-
M30IIUIM C BAMU 3a MOCJIETHUI MECHLI.

Cutyanus nepBasi: Bol mpusHaBaiu ommoOKy niepes KJIieH-
TOM WJIM PYKOBOJICTBOM.

Hanmmmte nBe Bepcuu miuchMa 00 STOW CUTYAIH:



Bepcus A (Bcé B maccrBe) — Kak OOBIYHO MHUIIYT JIOJIU, KO-
TOpbIe OOSITCA OTBETCTBEHHOCTH.

Bepcus b (akTuB Tam, riue Hy’)kHO) — Kak IUILIET Npodeccu-
OHaJI, KOTOPbIl OepeT OTBETCTBEHHOCTh Ha ceOsl.

[Mokaxwure 0Oe Bepcuu KOJUIEre ¥ CIIPOCUTE, KaKasi U3 HUX Bbl-
3bIBaeT OOJIBIIIE JIOBEPHSI.

Cutyanus BTopasi: Bel coo0manm Xopoliryio HOBOCTb O J0-
CTUKEHHUSIX KOMaH[bl.

Hanuivre nBe Bepcuu:

Bepcus A (maccuB) — ckpoMHasi, 6e3iKasl.

Bepcus b (aktuB) — 3abuparomas 3aciyru.

[TouyBcTBYIiTe pazHuily B TOHe. B O13Hece CKpOMHOCTb 4acTo
YUTAETCS KAK HEYBEPEHHOCTb.

Cutyanus Tpetbsi: Bbl coO0Iam Mioxyio HOBOCTh, B KOTO-
POV Bbl HE BUHOBATHI (HapuMep, 3aJepkKKa OT MOCTABIIUKA).

Hanuiure aBe Bepcuu:

Bepcust A (aktuB) — «We delayed...» — BbI Oepere dyKylo
BHHY. JTO HE BCErJa MPABUILHO.

Bepcusi b (naccuB) — «The shipment was delayed by the
supplier» — BBl 3anyInaeTe ceds, HO HE BBHINJISIUTE OE30TBET-
CTBEHHBIM, [TIOTOMY YTO Ha3bIBa€TE BUHOBATOIO.

OuryTtuTe, rae npoJsieraet rpaHuiia MeKAy OTBETCTBEHHOCTBIO
Y Ma30XU3MOM.



HNTorosas mmapraJjka

ITaccuBHBIN 3aJ10T — Baiia OPOHsA, Korja:

— BrI coo0r1aeTe mioxyio HOBOCTb, TJie He 3HaeTe BUHOBATO-
IO WX He XOTUTE Ha3bIBaTh UMEHA.

— Bb1 onckiBaeTe nponeaypy Wi periiaMeHT, I/1e UCTIOTHU-
TeJIb HE BaXEH.

— BrI cozgaere opunmanbHbli, GOpMaIbHBIN TOH.

— BrI cooOmaere o paktax B OTYETaX M TEXHUUECKOHN JTOKY-
MEHTAII1H.

— Bu1 3ammuimaete ce6st OT 4y:Koi BUHBI (B COUETAHUU C YKa-
3aHMEM BUHOBATOTO: «by the supplier»).

IlaccuBHBIN 32J10T — cMepTeJabHAasi ONACHOCTh, KOTAa:

— Bui npuzHaete ommoky (yOuBaeT qjosepue).

— Bul naere oGemanue (yOMBaeT 00s13aTeIbCTBO).

— Boi coo0mmaete o cBoeM pertieHnr (CKphIBaeT CyObeKT Bila-
CTH).

— Bui xBayite ce0s WM KoMaHay (KpaaeT 3acilyTH).

— Bbl KpuTHKYeTe (3ByUYUT KaK MTAaCCUBHAS arpeccusi).

3oJi0T0€e mpaBmio: Eciau Bl COMHEBaeTech, KaKOW 3aJ10T
BBIOpaTh, BeIOMpaiTe akTiBHBIA. B 80% ciydaeB oH OyneT rpa-
BUJIbHBIM. [laccuBHbIN 3a0or — 3TO crnenus. Mcnons3yiite ero
JIO3UPOBAHHO, KOTJIa TOYHO 3HAeTe, 3a4eM OH BaM.



HNror nepBoro MmoayJst

MBbI 3aKOHUYMIIY IEPBBIA MOIYJIb — (PYHAAMEHT JEeJI0OBOTO aH-
[JIMICKOTO KaK MHCTPYMEHTA BJIACTH.

B crarpe 1.1 MBI HayYHJIMCh YIPaBIIATh YBEPEHHOCTBIO Yepe3
YEThIPE CJI0S KOHTPOJISA.

B crarbe 1.2 Mbl Hay4HIMCh UCNIOJIB30BATH BPEMEHA I71ar0JIOB
KaK CUTHAJIBI CTaTyca.

B crarpe 1.3 Mbl HayYnIMCh BHIOMPATh MEXIy aKTUBOM U T1ac-
CMBOM B 3aBUCHMOCTH OT TOTO, XOTUM MbI B35ITb OTBETCTBEH-
HOCTb WJI 3aIIUTUTH ceOsl.

Tenepb y Bac ecTb TpU MHCTPYMEHTA, KOTOPbIE BbI MOXKETe
UCIIOJIb30BaTh B KaX/JOM IMMCbME, B KaKJIOM pasroBope, B Kax-
noi npe3eHTanu. OHY padOTAIOT HE3aBUCKUMO OT Balllell UHAY-
crpun. OHU PadOTAIOT HE3aBUCUMO OT BaIIIEro CJIOBAPHOT'O 3ama-
ca. OHr paboTaAOT OTOMY, YTO OHU — MEXAaHUKA BOCTIPUSITHSI.

B crnepyromnem Momyse Mbl IEPEUIEM K JIEKCUKE — CEMH CY-
niep-rjiaroiam, KOJUIOKalusIM, SI3bIKy IU(pp U yOUICTBY Mpujia-
ratejbHbIX-napa3uToB. Ho cHauana — 3akpenure nepBbId MO-
nynib. Hanummre oHO MUChbMO, UCTIONB3YS BCE TPU MHCTPYMEH-
Ta. I mocMoTpuTe, Kak U3MEHUTCS OTBET.

OTHbIHE BBl HE MTPOCTO TOBOPUTE MO-AHITIMICKU. Bbl yripaB-
JIsieTe TeM, KaK Bac CJIbIIIAT.



Moayas 2. Jlekcuueckuii
KOCTAK: KaK BbIOMPATh CJI0Ba

CTATHA 2.1. CEMb

CVIIEP-IVIATOJIOB

KAK ITPEBPATUTD
PASHOPABOYEI'O B KAIIUTAHA

Cuena u3 puabnma,
KOTOPBIA MbI BCE BHIEJIN

Ha coBermanuu Bac mpocsIT B34Th Ha ceOst HOBBIM ITPOEKT. Bb
yBEpeHHO KuBaete u ropopure: «Okay, I will do this project.»

Bce kuBator. Bee noBonbHbl. Ho yepe3 Henemo Bbl 4yBCTBY-
eTe, 4To TOHeTe. Bhl Aemnaere, nenaere, nenaere, a pyKOBOACTBO
cnpawmBaet: «Hy u kak mam npoexkm? Tel cnpaeasieutves ?» Bl
B HEJIOyMeHUU: «A dce ckazan, umo coenaro!»

[TpoGnema B TOM, YTO aHITIMACKHIA IJ1aroi fo do — 3TO IJa-
roj-youiinia Baimiero umumka. OH 03HaYaeT MEXaHU4eCcKoe UC-
noiiHeHue. OH He HeceT HU CTaTyca, HA cTpareruu, Hu posu. Ko-
ria Bel roBopute «I will do», BbI cTtaBuTe ceOsl B MO3UIHIO pa3-



HopaOoyero. Bol — pyku, a He MO3T.

OObIYHBIE KYpPChl CKakKyT: «Yuume 00avite CUHOHUMOB:
perform, execute, accomplish, achieve». 9TO CKy4HO, aKaJIeMHU4-
HO U B peasIbHOM peyuu 3By4uT Kak poOoT. HUKTO B meperoBop-
HOW He roBopUT «I will accomplish this task» — 3TO SI3bIK OTYe-
TOB, a HE )XHUBOTO YIIPABJICHUSI.

CerogHsi Mbl yYUMCSl SKOHOMIH KOTHUTHBHOM HArpy3KM.
B ne10BOM aHIIIMIICKOM €CTh BCEero CeMb CYIep-TJIaroioB, KOTO-
pbie IokpbiBaOT 90% Bcex Bammx padbounx aerctBuil. OHU Ha-
3bIBAIOTCS IJIaroJamMu-xamMeJieoHaMu . Boryunts ux Jjierko. Ha-
YUUTBHCS MEHATh UX OTTEHOK B 3aBUCHMMOCTU OT KOHTEKCTa —
BOT IJIe POKAAeTCs MacTepCTBO.

Otu cemb rnaronos: Get, Have, Make, Run, Drive, Hold,
Set.

3anoMHuUTe UX KaKk CBOW paboumii MHCTpyMeHTapui. OcTaib-
HbIE IJ1arojibl — JEKOPAaTUBHbIE. DTH CEMb — HECYIINE CTEHbI.

IlepBoiii xameaeoH. GET —
YHUBeEPCAJbHbIN 3aXBaTYHK

Get — caMbIil MOIIIHBIA M CAMBIM OMACHBIH TJIaroJI B AEJI0BOM
aHrMicKkoM. OH MOXET 3HaUUTh BCE: TONYUHTh, TOCTUYb, TIO-
HATb, KYIIUTh, PUHECTH, 3apadoTaTh, cTaTh. HO B IeIOBOM KOH-
TEKCTE Y HErO €CTb TPU YETKUX BEKTOPA.

BekTop nepBbIii: JOCTHKEHNE LeJH. 31eCh gef 3aMeHsIeT
achieve, obtain, secure.



Bwmecro «I will achieve the target» (cyxo, OI0pOKpaTUYHO) TO-
Bopure «I will get us to the target by Q3». Cnpbiuure pasauily? Bo
BTOPOM CJIyyae Bbl HE MPOCTO BHIMOJHSETE TIIaH — BBl BEJETE
KOMaH[y K 1enu. [TosiBisieTcss ABMXEHKE, TIOSBIISIETCS. «MBbI».

BexkTop BTOpOii: mNOHMMaHHe. 31eCh get 3aMeHseT
understand, comprehend.

Bmecto «I understand your concern» (11abJJIOHHO, XOJIOIHO)
roBopute «I get your concern». 9T0 3ByYUT IMIATUIHO, KHBO,
no-yesioBeuecku. Bel He mpocTo 3apuKcupoBaiu (hpakT — BB
NPOYYBCTBOBAJIM MPOOIEMY.

BekTop TpeTnii: npnodpeTeHne pecypcoB. 31ech ger 3a-
MeHsIeT obtain, acquire, find.

Bwmectro «We need to obtain more data» (cky4HO) roBOpUTE
«We need to get more data from the sales team». Kopotko, sICHO,
ObeT MpsIMO B 1IEJTb.

Hecarb kKoHTekcTOB Hcnoab3oBanuss GET B pa3sbix
CUTYyaIUsAX:

1. IIncbmo koJutere (3anpoc nHopMaIum):

«Can you get the latest sales figures from the regional offices?»
— BMecto «Can you obtain the latest sales figures?»

2. Pa3roBop ¢ noJunHeHHbIM (IOCTAaHOBKA 3a/1a4H):

«I need you to get this report to the client by 5 PM.» — BMecTO
«I need you to deliver this report by 5 PM.»

3. IleperoBopsnl ¢ MOCTABIMKOM (IOCTHKEeHHE I0TOBO-
PEHHOCTH):

«If we can get them to agree on the payment terms, we'll sign the



contract today.» — BMecTO «If we can persuade them to agree...»

4. ITpe3enTanus A5 pykoBojacTBa (¢popmyanpoBKa ie-
JH):

«Our goal is to get the new product to market within six
months.» — Bmecto «Our goal is to launch the new product within
six months.»

5. DjeKTpoHHOE MUCHbMO KJIHEHTY (3MNaTHs):

«I get your frustration with the delay, and we're doing
everything we can to resolve it.» — BMecto «I understand your
frustration...»

6. CoBemanue ¢ KOMaH10# (MoOMJIM3aNus):

«Let’s get everyone on board with the new strategy before the
end of the week.» — BMecTO «Let’s ensure everyone supports the
new strategy...»

7. Texunueckasi JOKyMeHTanus1 (pe3yJabTar):

«The system will get you the processed data within seconds.» —
BMecTO «The system will provide you with the processed data...»

8. ®uHaHCOBBIN OTUET (IPOTHO3):

«We expect to get a 12% ROI on this investment.» — BMeCTO
«We expect to achieve a 12% ROL...»

9. O6paTHas cBSA3b NOJUMHEHHOMY (OI[€HKA):

«You really get what this project is about. That’s exactly the
mindset we need.» — BmecTO «You really understand what this
project is about...»

10. Pa3roBop ¢ pykoBoauTejeM (oOemanme):

«I'll get it done by the deadline, no matter what.» — BMecTO



«I'll complete it by the deadline...»

3ou0toe npasuio aiasa GET: Drtor miaron Beerga 3By4ut
Kak JeiicTrBue B nmpouecce. Bul He roBopute «I got it» (s 3TO
nojiyuui) — Bbl roopute «Ill get it» (s1 3TUM 3aliMych). Get —
9TO IJ1aro-ooeranue, raroi-apwkenue. Mcnomnb3syiite ero, Ko-
rJla XOTUTE MOKa3aTh BOBJICUEHHOCTb.

Bropoi xamesieon. HAVE —
BJIa/IeHUE M OTBETCTBEHHOCTD

Have B nenoBOM aHIJIMIICKOM — 3TO HE MPO oOJalaHue Be-
mamMu. JTO Mpo 30HY OTBETCTBEHHOCTH . Korma B roBopute
«I have the report», BBl TOBOpUTE HE TIPOCTO «Y MEHSI €CTh OTUET».
Brl roBopuTE «OTUET B MOEM 30HE KOHTPOJIs, 51 32 HETO OTBEYalo,
CIPAIIMBANTE C MEHS».

BekTop nepBblii: 0OTBETCTBEHHOCTH 32 MPOIECC.

Bwmecto «I am responsible for the budget» (nnuHHO, oUIH-
asibHO) roBopuTe «I have the budget». KopoTtko, Becomo. Bac Boc-
MPUHUMAIOT KaK BJIaJesIblia, a He KaK MCIOJIHUTES.

BekTop BTOpOIi: 00s13aTeabeTBa. 311eCh have padoTaer ¢
fo: have to.

Ho npodeccronan He roBoput «I have to finish this» (s1 BbI-
HYKJIeH — 3BYUYHUT Kak npuHyxjaeHue). [Ipodeccronan roopur
«I have a deadline to meet» (y MeHs ectb aeanaitn). Cmecture
(okyc ¢ npuHyxaeHus Ha (akT. Bel He KepTBa 0OCTOSATEIILCTB
— BBI Y€JIOBEK C 00513aTe/IbCTBAMHU.



BekTop TpeTmii: pemeHue npoodJem. 31ech have B KOH-
CTpyKLUHU have + someone + do something.

Bwmecro «I will ask the assistant to call the client» roBopute «I Il
have the assistant call the client». Pazauiia orpomsHa. B nepsom
cllydae BbI IpocuTe. Bo BTOpoM — BHI OpraHm3yere Iporiecc.
Have B 3101 KOHCTPYKIIMU — 3TO Msrkas ¢hopMa JIeJierupopa-
Hus. Bbl He npuKasbiBaeTe, HO BBl CTABUTE 3a/1a4y B CUCTEMY.

Hecarb KOHTeKCTOB Hcnoab30BaHuss HAVE B paznbix
CUTyaUMsIX:

1. ITucbMo PyKOBOACTBY (OTYET O 30HE OTBETCTBEHHO-
CTH):

«I have the Q3 budget under control. No deviations expected.»
— BMecTo «I am responsible for the Q3 budget...»

2. Pa3zroBop c¢ koJu1eroii (ejierupoBanme):

«l'll have the legal team review the contract by tomorrow
morning.» — BMecTOo «Ill ask the legal team to review the
contract...»

3. IleperoBopbl (MO3UIUA CHIBI):

«We have the leverage here. They need us more than we need
them.» — BmecTo «We possess the leverage...»

4. DJeKTPOHHOE MUCHbMO NAPTHEPY (MOATBEP:K/IeHUE):

«We have your proposal and will get back to you within 48
hours.» — BMecto « We received your proposal...»

5. CoBemanne ¢ KOMaH/10i1 (pacnpeeieHue poJiei):

«Anna has the technical side, and 1 have the -client
relationship.» — BMecTO «Anna is responsible for the technical



side...»

6. Texunueckasi JoKyMeHTausA (PYHKIIMOHAJIBHOCTD):

«The system has the capability to process up to 10,000
transactions per second.» — BMecTo «The system can process up
1o...»

7. DUHAHCOBBIN 0TYET (AKTHUBHI 1 MACCUBHI):

«We have sufficient cash reserves to cover the unexpected
expenses.» — BMecTo « We possess sufficient cash reserves...»

8. O6paTHas cBSA3b NOAYNHEHHOMY (30HA POCTA):

«You have everything you need to succeed in this role. Now it’s
about execution.» — BMecTO «You possess everything...»

9. Pa3rosop ¢ nmocraBuiukom (TpedGoBaHme):

«We have a deadline to meet, so we need the materials by
Friday.» — Bmecto « We need the materials by Friday because of
our deadline...»

10. IIncemo kaueHTy (00s13aTEJHCTBO):

«You have my personal guarantee that we will resolve this
issue.» — BMecTO «I guarantee that we will resolve this issue...»

3oJg0toe npasuio g1 HAVE: Eciu Bel ucnionb3yere have
KaK IJ1aroJ BJIaJieHus1, Bbl 3ByUHUTe Kak cOOCTBeHHUMK. Eciu kak
YacTh KOHCTPYKIMM have to — Bbl 3ByunTe Kak xkepra. Cme-
IIalTe aKIIEHT Ha BJIJICHUE, a HE Ha MTPUHYKICHUE.



Tpernin xameneon. MAKE —
co3/1aHue U Tpancgopmanus

Make — 310 rnaron-tBopen. OH O3HaYaeT, YToO Bbl CO3/AaeTe
YTO-TO U3 HUYETo, MEHsIeTe COCTOsSIHUE OObEKTa WM YeslOBEKa.
B OusHece make — 310 rnaros 100aBJIEHHOW CTOMMOCTH.

BekTop nepsBblii: co31aHNne pe3yabTara.

Bwmecrto «We need to create a new strategy» (aKageMUUHO) TO-
Bopurte «We need to make a new strategy». IIpocro, no-nenoBo-
My, 6e3 nacoca. Make 3BydnT Kak ICUCTBUE, a create — Kak UC-
KyccTBO. B Ou3Hece Mbl He UCKYCCTBO CO3/aeéM, MbI TTPOIYKTHI
JeJIaeM.

BekTop BTOpOIi: npuunHenue 3 cekra. 3necy make B
3HAUEHWH cause, force.

Bwmecto «This will cause delays» (cyxo) roBopute «This will
make us miss the deadline». Tenepp 310 3By4nT KaK JIMYHAA OT-
BETCTBEHHOCTb. Bbl He KOHcTaTtupyeTe aOCTpakTHbIE 3aJep:KKU
— BBI TIOKa3bIBaeTe, Kak mpooieMa BIUsSET Ha KOHKPETHBIX JIO-
JEH.

BekTop Tpernii (campblii neHnblil): MAKE B 3Hauennu
«IIpeBpamAaTh».

KoHcTpykius make + object + adjective padoTaeT Kak BOJI-
meOHast MajoyKa.

Bwmecto «We need to improve our efficiency» (CKy4HO) TOBO-
pute « We need to make our processes more efficient». Bbl He ipo-



CTO yJyuIliaeTe — Bbl TpaHcopmupyete. ITO 3BYUHT KaK CTpa-
TEerusi, a He KaK TeKy4JKa.

HecsiThb KOHTeKCTOB HcnoJb30oBanust MAKE B pa3nbix
CUTYyalMsIX:

1. IIucbMoO PyKOBOACTBY (NIpeJio:KeHue H3MEeHEeHHIN):

«We need to make the onboarding process more streamlined to
reduce time-to-productivity.» — BMecTo « We need to improve the
onboarding process...»

2. PazroBop ¢ KoJ1eroi (IpuHsATHE pelIeHnsi):

«Let’s make a decision on the vendor by the end of this week.»
— BMecTO «Let’s decide on the vendor...»

3. IleperoBopsnl (yCTynKa M1 KOMIIPOMHCC):

«We can make concessions on the delivery timeline, but we need
to hold firm on the price.» — BMecto « We can compromise on the
delivery timeline...»

4. DJeKTPOHHOE NUCHLMO KJIHEHTY (00bsICHeHHe Omuo-
KH):

«The system error made us lose two days of processing time.
We apologize for the delay.» — Bmecto «The system error caused
us to lose two days...»

5. CoBemanue ¢ KoMaHa0H (MOTHBAIHA):

«We're not just making a product. We're making a difference
for our customers.» — BMecto «We're not just creating a
product...»

6. Texnnueckasi JOKyMeHTanMs1 (HACTPOIKa):

«Make sure the configuration file is updated before



deployment.» — BMecTO «Ensure the configuration file is
updated...»

7. PHHAHCOBBIN O0TYET (MPHOBLLID):

«We made a 15% profit margin on the last project.» — BMeCTO
«We achieved a 15% profit margin...»

8. O6parHas cBA3b NOJUMHEHHOMY (KOPPEKTHPOBKA):

«You made a good point in the meeting, but let’s make the
presentation more visual for the client.» — Bmecto «You raised
a good point...»

9. Pa3roBop ¢ moctaBuiuKkoM (TpeOoBaHNe Ka4ecTBa):

«We need you to make sure every batch meets our quality
standards.» — BmecTo « We need you to ensure every batch...»

10. IIucbmo napTtHepy (NIpeasioKeHHE COTPYJHUYeE-
CTBA):

«We can make this partnership work if we align our
expectations from the start.» — BMecto «We can ensure this
partnership works...»

3oa0toe npasmio aass MAKE: Hukorna He ncnonb3yi-
T€ €ro B MaCCUBHOM 3aJiore, eI He XOTUTE MOTEPSITh BCIO CU-
ny. «The decision was made by me» — 3710 cnado. «I made the
decision» — 310 Becomo. Make TpeOyeT akTHBHOTO CYOBEKTa.

YerBepThiil xameaeon. RUN
— ynpaBJieHHe CHCTeMaMu

Run — 310 IJ1arojI-Inpuxep. On 0O3HAY4acT, 4YTO BbI YIIPaBJIA-



€Te YeM-TO CJIOKHBIM, YTO TpeOyeT KOOpAWHAIIMY: ITPOIIECCAMH,
poeKTaMu, oTaenamu, cucteMamu. Korga Bbl roBopure «I run
the marketing department», Bbl 3By4lTe KaK KamuTaH KOpaoJIs.
Korpaa Bwl roBopute «I manage the marketing department», Bbl
3ByUUTe KaK YNHOBHUK.

BekTop nepsBblii: ynpapjieHHe MpoLeccamu.

Run 3amensieT manage, operate, control, direct, oversee.

Cpasuure: «I manage the logistics» — 3By4YUT Kak (pyHKIUS.
«I run the logistics» — 3ByYUT KaK OTBETCTBEHHOCTb 32 BCIO Iie-
MIOYKY.

BekTop BTOpOIi: NpOBeeHHEe MepPONIPHUSITHIA.

Run B 3HaueHuu conduct, carry out.

«We ran a successful campaign» 3By4uT IUHAMUYHEE, YeM
«We conducted a campaign». [IpoBecTrt — 3T0 IPOTOKOJI. 3arty-
CTUTh — 3TO SHEPIUSl.

BekTop TpeTmii: TeXHUYECKHE CHCTEMBI.

Ecnu BBl aTUIITHUK WJTH UHKEHED, i — Balll JIy Ul APYT.
«The system runs smoothly» 3By4dT KaK pe3y/bTaT Balien pado-
Thl. «The system operates» — 3ByYUT KaK MHCTPYKIIUS K XOJIO-
JWITBHUKY.

HecaTrb KOHTEKCTOB Hcnoab30BaHuss RUN B pa3zsbix
CUTyaUMsIX:

1. IIncbmMo pyKkoBOACTBY (OTUYET O CTATyCe):

«I run the regional operations, and I can confirm that all
branches are performing within expectations.» — BMecTO «I
manage the regional operations...»



2. Pa3zroBop ¢ koJ1eroi (oprasu3aiusi npomecca):

«Who'’s going to run the meeting tomorrow ? I need to know who
to brief.» — BMecto « Who's going to chair the meeting...»

3. IleperoBopnl (PYKOBOJACTBO MPOEKTOM):

«We've run similar projects in the past, so we know what to
expect.» — BMecTO « We've managed similar projects...»

4. DJIeKTPOHHOE NMICHbMO KJIMEHTY (IpoBe/ieHne aHAJIN-
3a):

«We'll run a full analysis of your current infrastructure and
provide recommendations.» — BMecto «We'll conduct a full
analysis...»

5. CoBemanne ¢ KOMaH/J10# (3aMyCK HHUIMATUBDI):

«We're going to run a pilot program for three months
before rolling it out company-wide.» — Bmecto « We're going to
implement a pilot program...»

6. Texunueckas nokymMeHTanus ((pyHKIMOHUPOBaHNE):

«The application runs on a cloud-based infrastructure with
automatic scaling.» — Bmecto «The application operates on...»

7. ®unaHCcoBbIN 0TYET (3(h(PEKTUBHOCTDH MPOIECCOB):

«We need to run more efficient operations to maintain our
margins.» — BMecTto «We need to implement more efficient
operations...»

8. O6paTHas cBsSI3b MOJUYUHEHHOMY (pa3BUTHE HABbI-
KOB):

«You've run this project from the start. You know it better than
anyone.» — BMeCTO «You've managed this project...»



9. Pa3roBop ¢ noCTaBUIUKOM (TeCTHPOBaHNE):

«We'll run a few tests on the samples you sent before placing
the bulk order.» — Bmecto « We'll conduct a few tests...»

10. IIncbmo napTHepy (ynpaBJieHHE OKUAAHMSIMH):

«We're running a tight schedule on this one, so we’ll need your
team to be responsive.» — BMecTo « We have a tight schedule...»

3ogi0oToe npaBsuio st RUN: Vcnons3yiite ero, korjaa Xo-
TUTE TIOKa3aTh, YTO BBl HE MIPOCTO yYacTByeTe B Mporiecce, a 3a-
JlaeTe PUTM U HECeTe OTBETCTBEHHOCTb 3a BCIO LIEMOYKY. Run
— 9TO MPO AUHAMUKY, a HE MPO CTATUKY.

Iarein xameJeon. DRIVE
— JIBHJKEHHE M N3MEHEeHHe

Drive — 310 rnaroj-jokoMoTuB. OH O3HA4YaeT, 4yTO BHI HE
IIPOCTO Y4yacTBYeTe B IIPOLIECCE, a 3aJacTe €ro HalpaBJICHUE.
Drive — 310 Ip0 MHULIMATUBY, PO JIUIEPCTBO, PO CO3aHUE
MMITYJIbCa.

BekTop nepBblil: HHUIHALNSI H3MEHEHHIL.

Bwmecro «We need to start a new initiative» (CKy4HO) TOBOPUTE
«We need to drive a new initiative». Bbl He IpOCTO cTapTyeTe —
BbI BeJleTe 3a COOOil.

BekTop BTOpOIi: JOCTH:KEHHE Pe3yJIbTATOB.

Drive B 3HaueHnn push toward a goal.

«We need to drive revenue growth» 3By4nT arpecCUBHO U 1ie-
JieHanpasJieHHO. « We need to increase revenue» 3By4nuT NACCUB-



HO — Kak OyATO POCT CIIyYUTCsI caM COOOM.

BekTop TpeTnii: aHaJIN3 NPUYNH.

B nenoBom aHIUIICKOM drive 4acTO UCHONB3YIOT B TACCHB-
HBIX KOHCTPYKILIUSIX JJIsi 0ObsiCHeHUs npuinH. «The delay was
driven by supply chain issues» — 3BYyYAT aHATMTUIHO U OObEK-
TUBHO. Bbl He 0OBUHSIETE, BbI OOBSICHSIETE MEXAHHUKY.

Hecarb KOHTeKCTOB HcnoJb30BaHust DRIVE B paznbix
CUTyalMsIX:

1. ITucbMo PyKOBOACTBY (CTpaTrernyeckoe BU/IeHNE):

«We need to drive innovation across all departments to
stay ahead of competitors.» — BMecTo «We need to promote
innovation...»

2. Pa3zroBop c¢ koJ1eroi (MoTuBanusi KOMaH/ibl):

«You need to drive the team harder on this project. We're falling
behind.» — Bmecto «You need to push the team harder...»

3. Ileperosopsl (co31aHNe UMITYJIbCA):

«We're looking to drive a partnership that benefits both
sides in the long run.» — BMecto «We're looking to create a
partnership...»

4. DyeKTpOHHOEe NMHCHMO KJIHEHTy (00bsiCHeHHe pe-
3yJIbTATOB):

«The increase in sales was driven by your recent marketing
campaign.» — BMecTO «The increase in sales was caused by...»

5. CoBemanue ¢ KoMaH 0¥ (IOCTAaHOBKA IfeJiei):

«Our objective is to drive user engagement by 20% over the
next quarter.» — BMecTO «Qur objective is to increase user



engagement...»

6. Texnnueckasi JOKyMeHTaIus (IPUYMHBI IPOU3BO/IH-
TEeJbHOCTH):

«The system’s performance is driven by the underlying
database architecture.» — BMectO «The system’s performance
depends on...»

7. ®unancoBblii oTueT (pakTOpHI pocrTa):

«The revenue growth was primarily driven by the new product
line.» — BMmecto «The revenue growth was mainly due to...»

8. O6paTHas cBSI3b NOUMHEHHOMY (pa3BUTHE JHEP-
CTBAa):

«You're driving the project in the right direction. Keep pushing.»
— BMecTO «You re leading the project...»

9. PazroBop ¢ nocTraBIuKOM (JaBJIeHHE):

«We need to drive down costs without compromising on
quality.» — BMecTo « We need to reduce costs...»

10. Ilncemo mapTHepy (co3JaHue OOIUX IeJeH):

«Qur joint efforts will drive value for both our organizations.»
— BMecTO «Qur joint efforts will create value...»

3ou0toe npasmiao aast DRIVE: Hcnons3syite ero, koraa
XOTUTE TIOKA3aTh, YTO Bbl — JABUTATEINb Ipouecca. Drive — 310
PO SHEPruio, PO HampapjieHue, npo auaepctBo. Ho He 310-
yIOTpeOsIiATE UM B CUTYALIUSIX, IJie TPeOyeTCss MATKOCTh — TaM
JIydllie UCTIONb30BaTh guide WU Steer.



IIlecTon xameseon. HOLD —
yaep:kKaHue | BjajeHne NPOoCTPaHCTBOM

Hold — 310 rnaron-skopb. OH 03HaYaeT, 4To Bl yAepKUBae-
Te MO3UIMIO, COXPaHsieTe KOHTPOJIb WM OPraHU3yeTe MPOCTPaH-
CTBO ISl OOCYKACHUSI.

BekTop nepsBblii: NpoBeeHHe BCTPeY.

Bmecro «We will have a meeting» (HEUTpaJbHO) TOBOPUTE
«We will hold a meeting». 3Byuut opuiaibHO, BecoMo. Bbl He
MIPOCTO BCTPEYaeTeCh — Bbl CO3bIBAETE.

BekTop BTOpOIl: cCOXpaHeHUE NMO3NIMHU.

Hold B 3nauenuu maintain, keep.

«We need to hold our market position» 3ByunT Kak 00OpOHU-
TenbHas crparerusi. « We need to keep our market position» 3By-
YUT KaK MACCUBHOE OKUJIaHUE.

BekTop TpeTnii: BpeMeHHOE pelleHue.

Koncrpykuus hold off — otnoxuts, hold on — nonoxarb,
hold back — cnepxuBartb.

«Let’s hold off on the decision until we have more data» 3By4ur
KaK MyIpOCTb, 2 He KaK HepeIIUTeIbHOCTh. Bbl He TAHEeTe BpeMs
— BBl coOMpaeTe MHPOPMAIIUIO.

HecsaTh KOHTeKCTOB Mcnojab3oBannss HOLD B pa3nbix
CUTyalMsIX:

1. ITucbMoO PyKOBOACTBY (OpraHu3amnus BCTPe4n):

«We will hold a quarterly review meeting on the 15th to discuss



our progress.» — BMecTto «We will have a quarterly review
meeting...»

2. Pa3zroBop c¢ KoJu1eroii (coxpaneHue MO3UINHN):

«We need to hold our ground on this issue. They're trying to
push us into an unfavorable position.» — BMecTo «We need to
maintain our position...»

3. IleperoBopsnl (0OTCpPOUYKA pPellleHNs):

«Let’s hold off on the final agreement until we’ve reviewed all
the documents.» — BMecToO «Let's delay the final agreement...»

4. JJIeKTPOHHOE NMUCbMO KJHMEHTy (U3BHMHEHHe 3a 3a-
AEPIKKY):

«We will hold the shipment until the payment is confirmed.» —
BMecTo « We will keep the shipment...»

5. CoBemanue ¢ KoMaH/10i (ynpaBJieHIle BpeMeHeM):

«Hold on a moment. I want to clarify that point before we move
on.» — BMecTo « Wait a moment...»

6. Texnnueckasi JOKyMeHTaMs1 (EMKOCTh CHCTEMBI):

«The system can hold up to 50,000 concurrent users without
performance degradation.» — BmecTo «The system can support
up to...»

7. PuHAHCOBDBIN OTYET (pPe3epPBbl):

«We hold sufficient reserves to cover any unexpected expenses
in the next quarter.» — BMecto « We have sufficient reserves...»

8. O6parHas cBA3b NOJYMHEHHOMY (C/I€P’KAHHOCTD):

«You held your composure well during the client meeting,
even when they pushed back.» — BMecT0 «You maintained your



composure...»

9. Pa3roBop ¢ nocraBuiuKoM (3aMOpPO3Ka IeHbl):

«Can you hold the current pricing for the next three months
if we place a larger order?» — B™Mecto «Can you maintain the
current pricing...»

10. IIncsmo napTHepy (IPUOPUTETHI):

«We'll hold the budget for this project until the scope is fully
defined.» — Bmecto « We'll reserve the budget...»

3oaotToe npaBwio aasst HOLD: Wcnonw3yiite ero, korga
XOTUTE MOKa3aTh, YTO Bbl BJIaJieeTe CHUTyalueil, a He MPOCTO
TUIbIBETe MO TeueHuo. Hold co3naet ornylieHue yCTOMYUBOCTH
Y HaJIS)KHOCTHU. DTO TJIAroj JijIsl TeX, KTO He MaHUKYeT.

Cenbmoi xameseoH. SET —
yCTaHOBKA NMPaBUJI U CTAaHJApPTOB

Set — 370 rNaron-3akoHoAaresib. OH O3HAYAET, UTO BHI yCTa-
HaBJIMBaeTe IMpaBWia, CTAHJAPTHI, LIEJW U TPaHULIbL. Set — 3TO
PO CO3/IaHUE CUCTEMBI.

BekTop nepsBblii: ycTaHOBKA 11eJeil.

Bwmecto «We need to define our goals» (akageMrU4HO) rOBOPH-
te «We need to set our goals». OnpegeauTb — 3TO MACCUBHO.
YcTaHOBUTH — 3TO aKTUBHO U aBTOPUTETHO.

BekTop BTOpOIi: CO3/1aHNEe CTAaHJAPTOB.

Set B 3HaueHuu establish, create.

«We set the industry standard» 3By4dT Kak 3asiBJIEHUE JOMU-



HupoBaHus. «We created the standard» 3By4nT Kak OIMCaHUE
nporiecca.

BekTop TpeTmii: 3anmyck nNponeccos.

KoHcTpykuus set up — opraHu3oBaTh, HACTPOUTD.

«We need to set up a new system» 3ByYUT MPAKTUUHEE, YEM
«We need to implement a new system». BHeqputh — 3T0 O10pO-
kpatusi. Hactpouth — 310 pyuHasi padbora.

HecAaTh KOHTEKCTOB ucnoJb30BaHusa SET B pa3ubIx cu-
Tyanusx:

1. ITucbMoO PyKOBOACTBY (CcTpaTernyeckoe IJIAaHNPOBaA-
HHeE):

«We need to set clear priorities for the next quarter to
avoid resource conflicts.» — Bmecto «We need to define clear
priorities...»

2. Pa3zroBop c¢ KoJu1eroii (co3aanmne nMpaBmiI):

«Let’s set some ground rules for the collaboration to avoid
misunderstandings.» — BMecTo «Let’s establish some ground
rules...»

3. IleperoBopsl (rpanuubl):

«We need to set boundaries on what were willing to
compromise on.» — BMecTo « We need to establish boundaries...»

4. DIeKTPOHHOE MICbMO KJINEHTY (0KUaHMs):

«We want to set realistic expectations about the delivery timeline
from the start.» — Bmecto «We want to establish realistic
expectations...»

5. CoBemanne ¢ KOMaHA0# (CTaHJAPThI KAUeCTBA):



«We're setting a new quality standard with this product. There’s
no room for compromise.» — BMecto «We're creating a new
quality standard...»

6. Texanueckasi fokymeHTanusi (KoHcurypamnmsi):

«Set the timeout value to 30 seconds to prevent long-running
processes.» — BMecTo «Configure the timeout value...»

7. ®PUHAHCOBLIN 0TYET (0IOJKeT):

«We need to set a realistic budget for the project before we start
the procurement process.» — BMecTo « We need to determine a
realistic budget...»

8. O6paTHas cBA3b NOJUNHEHHOMY (I[€JI POCTa):

«I want to set a development goal for you: lead the next
major project independently.» — BMecTo «I want to establish a
development goal...»

9. PazroBop ¢ nocTaBIUKOM (CTaHAPTHI):

«We need you to set up a quality assurance process that meets
our requirements.» — BMecTo «We need you to implement a
quality assurance process...»

10. IIncemo napTHepy (YCA0OBUSI COTPYAHINYECTBA):

«We're happy to set up a meeting to discuss the terms of our
partnership in detail.» — Bmecto «We're happy to arrange a
meeting...»

3ogioToe npaBuiao ajsi SET: Vcnons3yiite ero, korga Xo-
TUTE MOKa3aTh, YTO Bbl CO3JaeTe CTPYKTYPY, a HE MPOCTO pe-
arupyere Ha OOCTOATENIbCTBA. Sef — ITO TJIAroj apxUTEKTOpa, a
HE CTPOUTEJISI.



Kak 3To BbIIVISI/IUT B peajJlbHOM padoueM
pa3roBope (Me:KoTpacjaeBoil mpumep)

[IpencraBbre, UTO BBl OOCYKJA€TE 3AMYCK HOBOTO MIPOAYKTA C
KOMaHJI0M. Bam crappiil, «IIKOJIbHBIN» AaHIJIMACKUM 3BYyUYUT TaK:

«I will do the market research. We need to create a marketing
plan. I am responsible for the budget. We will have a meeting next
week.»

CkyuHo, mIocko, 6e3 craryca. Bol — npocto pyHKIus.

Ternepb TOT ke pa3roBop, HO C UCIOJIb30BAHUEM IJ1ar0JIOB-Xa-
MEJIEOHOB:

«I'll run the market research and drive the marketing strategy.
I have the budget, so I'll make sure we stay on track. Let’s hold a
meeting next week to set our priorities.»

B 01 Bepcum BBl 3ByunTe Kak auuaep. Bel He mpocTto nernae-
T€ — BBI YIIpaBJIsSIeTe, «JIPAlBUTE», IEPKUTE OTBETCTBEHHOCTbD,
yCTaHABJIMBAETe IMpaBwia. Bam craryc B m1a3ax KOMaH/Ibl MOJ-
HUMAETCs] MTHOBEHHO, XOTsI Bbl CKa3aJId POBHO TO k€ caMoe 10
CYyTH.

anamneﬂne JAJI YUTaTEeJaA

OTKporTE CBOM CIUCOK 33]a4 Ha CEroHs WIH MOCJIEIHEe
MIUCBMO, KOTOpOe Bbl Hamrca u. [locMoTpuTe, Kakue r1arojbl Bl
0OBIYHO HCTIONB3YeTe, OMUChIBas CBou jeicTBus. Ckopee Bcero,



Tam cIuUionHble do, make, have B caMbIX TIPUMUTUBHBIX 3HayUe-
HUSIX.

Teneps nepenuimuTe Kaxaylo 3aj1aqy, 3aMeHUB cllaOble TJ1a-
TOJIBl Ha XaMeJIeOHbI M3 CEMEPKHU.

Ecan BBl aitnmnnk: Bwmecro «I will prepare the
deployment» nanuiure «I'll set up the deployment pipeline».
Bwmecro «I will fix the bug» nanummute «I'll get to the bottom of
this issue and run the necessary tests».

Ecsm Bb1 punancuct: Bmecro «I will analyze the data» Ha-
nuiure «I'll run the numbers and drive the forecast process».
Bwmecro «I will manage the budget» nanummurte «I have the budget
under control».

Ecan BbI opuct: Bmecto «I will review the contract» nanu-
uwmre «I'll hold a review session with the team and set the revision
priorities». Bmecto «I will negotiate the terms» nanummte «l'll
drive the negotiation strategy and hold the line on key clauses».

Ecam Bbl MapkeToaor: Bvecrto «I will create a campaign»
Hanuute «I'll run a campaign and drive engagement through
multiple channels». Bmecto «I will manage the social media» Ha-
nuiute «I have the social media strategy and I'll make sure we
hit our targets».

Ecum BoI Joruct: Bmecto «I will coordinate the deliveries»
Hanuute «Ill run the delivery schedule and hold suppliers
accountable for timelines». Bmecto «I will solve the routing
problem» nanuiute «I'll get to the root of the routing issues and
set up a more efficient system».



[louyBcTBYITE, KaK MEHSIETCS HE TOJILKO 3ByUYaHKe, HO U Balllie
cobcTBeHHOe omnyiieHne 3anaun. Korna Bel ropopute «Ill run
this», Bbl OepeTe Ha ce0s1 OOJIBIITYI0 OTBETCTBEHHOCTD, YeM KOr/ia
roBopure «I'll do this». A3bik popmupyer mbiuieHue. Eciu Bbl
Oy/ieTe WCIONb30BaTh CUJIbHBIE IJIArOJIbl, Bbl HAYHETE MBICIUTD
KaK CHJIBHBIN CIIEITAAIINCT.

YeJieH 2K AJIA TeX, KTO JOYHUTAJ 10 KOHIIA

Bosbmute modyto padouylo 3aj1auy, KOTOpasi ceiyac BUCUT Ha
Bac. OnuimTe ee MO-aHIIMHACKY TPeMsl pa3HbIMH CIIOCO0a-
MM, UCTIONb3YS TPY PA3HBIX XaMeJIeOHa U3 CEMEPKH.

Hanpumep, 3agaya: «1ogroroBUTh OTYET AJIsl KJIUEHTa».

Cnoco6 nepsbiii (uepe3 RUN): «I need to run the client
report process to ensure everything is accurate.» — Bbl 3ByYHTe
KaK KOOPIMHATOP, KOTOPBIH IEPKUT TO]I KOHTPOJIEM BCIO IIETI0Y-
KYy.

Cnoco6 Bropoii (uepe3 GET): «I'll get the report ready for
the client by Friday.» — Bbl 3By4nTe KaK UCTIOJIHUTEb, HO SHEP-
TUYHBINA U BOBJIEUEHHBIN, & HE MEXaHUYECKHUI.

Cnoco6 tperunii (uepe3 SET): «lIll set up a reporting
template that we can reuse for the client.» — BBl 3ByUUTE KaK
CHCTEMHBII YeJIOBEK, KOTOPBIN CO3[]aeT CTaHAAPTHI, a He TTPOCTO
BBITIOJTHSIET OTHOPA30BYIO 3a/1a9y.

Tenepb mpeacTaBbTe, UTO Bbl OMUCHIBAETE ITY K€ 3a/1a4y CBO-
€My PYKOBOAMTENIO, CBOEH KOMaH/e M KJIMeHTy. IIJIsT Kaxaoro



coOeceTHUKa Bbl BHIOEpETe pa3HBIi IJIAroj, MOTOMY 4TO Yy Kax-
JIOTO U3 HUX pa3HOe BOCIIPUSITHE Bac. PyKOBOIUTEIO BbI CKaXKe-
te «I have the report» — nokaxere OTBETCTBEHHOCTh. KomaH e
ckaxete «I Il run the report process» — NOKaKeTe KOOPIAUHAIHIO.
Knuenty ckaxere « We'll get you the report by Friday» — moka-
KEeTe BOBJICUEHHOCTb.

OpnHa 3ajava, TpM I71arojia, TpU pa3HbIX BIeyaTIeHUs O Bac.
Kakoe BrieuaTieHre Bbl XOTUTE POU3BOJUTD HA KAXKJOT0 U3 HUX
— peliaTh BaM.

OtabiHe do u make B X 6a30BOM 3HAYEHUU — 3TO HE BAIU
Ipy3bs. Baim apy3bst — Te, KTO ynpaBisieT, ApaiBUT, IEPKUT,
YCTaHABJIMBAET U 3aXBAThIBAET.

B cnenyromieii cratbe Mbl pa3doepeM TPeTHi ypOBEHb MacTep-
CTBa — KoJuIOKanuu. Hayunmcs He mpocTo BHIOWpaTh Ipa-
BUJIbHBIE TJIAroJibl, & COEIMHATh UX C CYIIECTBUTEJbHBIMU TaK,
KaK 3TO JIeJal0T HOCUTEIH, YTOObI 3By4aTh €CTECTBEHHO U aBTO-
putetHo. Ho cHauana — notrpeHupyurtech ¢ ceMepkoi. OHM TO-
IO CTOAT.



CTATDHA 2.2. KOJIJIOKAIINA
KAK HE N3OBPETATbDH
BEJIOCUIIEA. IIOYEMY
HOCHUTEJIU I'OBOPAT «MAKE
A DECISION», A HE «DO A
DECISION», 1 KAK 9TO 3HAHUE
9KOHOMMT BAM 50% BPEMEHN

Cuena u3 puiabma,
KOTOPbII Mbl BC€ BHIEJN

Bol nutiere BaxkHOE MUCHbMO KJIMEHTY. Bbl cTapaerech. Bbl BbI-
oupaerte cioBa. Bel Beigaete: « We did a decision about the budget.
We need to make a research before the meeting. We will do our
best to increase the quality.»

Knuent untaer. Be€ npaBunbHo? la. Beé monsatao? a. Ho
4TO-TO He Tak. Uto-To pexer cayx. KiueHT He mMoxer oObsic-
HUTb, HO OH YyBCTBYET: Bbl HE HOCUTEb. BBl 3ByunTe Kak 4eso-
BEK, KOTOPbII MEPEBOAUT C PYCCKOTO.

[TpoGiema B TOM, YTO Bl H300pesH BeJocunes. B aHrmii-
CKOM $I3bIKE CJIOBA )KMUBYT HE NOOAUHOYKE. OHU KUBYT B YCTOU-



YMBBIX Mapax W TPOMKax. ITU Mapbl HA3bIBAIOTCS KOJJIOKAIM-
simu. Hocutenn He qymarior, Kakoe cioBO BbIOpath. OHH Ipo-
CTO 3HAIOT, 4TO decision BCeraa APYXKUT ¢ make, a research — c
conduct umm do.

OObIYHBIE KYPCHI CKAXKYT: «Yuume ycmoiiuusvie evipagice-
Hus». JJanyt crimcok w3 100 ¢pa3. Bei Beryunte. 3a0yaere. [To-
TOMY 4TO CIIMCOK — 3TO HE CHCTEMA.

CeronHst Mbl yuuMcsi SKOHOMUTDH 50% BpeMeHHU HA TOBO-
penun. Bam He Hy)kHO M300perars ¢pa3bl. Bam Hy:KHO 3HATH,
KaKue CJIOBa yKe IpyXkaT APYT ¢ ApyromM. Mbl pa3depeM He CIu-
COK, a JIOTHKY Koyiokauuu. [loimeM, noueMy make JpyxuT C
OJHMMH CJIOBaMH, a do — ¢ npyruMu. VI Hayummcs BUAETh 3TH
naphbl B JIIOOOW CUTYaITUH.

Y10 TaKkoe KOJI0OKAIUN
U 0YeMY OHH BaKHbI

Kosnokaiss — 3T0 ycTOMUYMBOE COYETaHUE CJIOB, KOTOPOE
HOCHUTEJIM WCIONB3YIOT aBTOMAaThuecKku. HapyiieHnue kooka-
LMY HE JeJIacT MPEAJIOKEHUE IPaMMATUIECKN HEPABUJIbHBIM.
OHo JienaeT ero HeecTeCTBEHHbIM.

CpaBHure:

— «Make a decision» — eCTECTBEHHO.

— «Do a decision» — rpaMmMaTU4ecKu MPaBUIbHO, HO HOCHU-
TeJIb HUKOT/IA TaK HE CKaXEeT. DTO KaK «OJETh MaJIbTO» Ha Pyc-
CKOM — BC€ MOUMYT, HO PEXKET CIIyX.



[Toyemy KoJIOKaIMM SKOHOMSIT BaM Bpemsi?

[loromy 4TO BBI MEpecTaeTe AyMaTh HaJ KaKIbIM CJIOBOM.
Bmecto Toro 4yto0bl KOHCTPYUpPOBaTh (Ppasy U3 OTAETBHBIX KUP-
nuankoB (I want to + verb + noun + preposition), Bbl 6eperte ro-
TOBBIH ONOK (make a decision). Bol roBopute ObicTpee. Bol nena-
eTe MEHbIIe OIMMOOK. BBl 3ByunTE €CTECTBEHHO.

Kostokanum ensitcsi Ha HECKOJIbKO TUIOB. Ml pa3zdepeM ca-
Mbl€ BaXKHbIE JJIs IEJIOBOIO KOHTEKCTA.

Tun nepsbiit. I'1aroJ + cymecTrBUTEJNbHOE
(camMbIil BasKHBIH J1JI1 OM3Heca)

DTO caMple 4YacThle KOJJIOKALMU B JIEJIOBOM AHIJIMMCKOM.
VimeHHO 371ech Yalie Bcero ommoaTcs PyCCKOsI3bIUHbIE, TOTO-
MY UTO B PYCCKOM SI3bIKE Ma/IeKU U MPEJIOry paboTaloT MHAYE.

I'pynna MAKE — co3anme
u TpaHccopmanusi

Make npyxurt co cioBaMH, KOTOpbIE O3HAYAIOT CO3JaHHe ye-
r0-TO HOBOTO WJIA IPUHSATHE PELLEHUS.

Koanokauuu ¢ MAKE, koTopble Hy:KHO 3HATh:

— make a decision — npuHATH pemieHue (He do a decision)

— make a choice — cpuenatb BHIOOD

— make a plan — cocTaBUTb IJIaH

— make a proposal — BHECTU TIPE/IJIOKEHNE



— make a recommendation — 1aTh PEKOMEHJIAIUIO

— make a suggestion — TPEJIOKUTb UACIO

— make a change — BHeCTU U3MEHEHUE

— make an improvement — yAy4IIIATh YTO-TO

— make an effort — NPWIOKUTH YCUIINE

— make a mistake — coBepmmTh OMMOKY (He do a mistake)

— make a profit — NONy4UTb TPUOBLIH

— make a loss — TIOHECTH YOBITOK

— make progress — NOOWTBCS TIporpecca

— make a call — npuHATH peleHue / TO3BOHUTH (B 3aBUCH-
MOCTH OT KOHTEKCTa)

— make an appointment — Ha3HAYUTh BCTPEUy

— make arrangements — OpPraHA30BaTh, TOTOBOPUTHCS

— make a contribution — BHECTH BKJIA]]

— make a difference — V3MeHUTb CUTYAUIO, TTOBJIUSATh

— make sure — yoenauthcs (He do sure)

— make sense — UMETh CMBICIT

I'pynnia DO — nelicTBusA H npoIecchl

Do apyXuT cO ClI0BaMH, KOTOPble O3HAYAIOT JefiCTBHE WU
pa6oTy. DTO I71aro Jiis MPOLECCOB, a He ISt CO3/IaHMS.

Koanokanuu ¢ DO, koTopble HY>KHO 3HATH:

— do business — Bectn OusHec (He make business)

— do work — BBIIONHATH padoTy

— do a task — BBINIOJHUATSG 3a7a4y



— do a job — BHINIOTHUTH PadoOTy

— do research — TpPOBOIUTH UCCIEAOBAHUE (HO MOXHO U
conduct research)

— do an analysis — TIPOBECTU aHATIU3 (HO MOXKHO U conduct
an analysis)

— do a test — NPOBECTHU TECT

— do an experiment — TIPOBECTH SKCIIEPUMEHT

— do a project — BBINIOJHATL TPOEKT (HO run a project —
YIPABJIATH IPOEKTOM)

— do the paperwork — 3anumarbcst Oymaramu

— do the shopping — nenatb NOKyK# (OBITOBOE)

— do someone a favor — okazaTb yCIyry

— do your best — cnenarb Bc€ Bo3MOXHOe (He make your
best)

I'pynna TAKE — noJsyuenue
1 MCIOJb30BAHUE

Take npyXutr co ClIOBaMH, KOTOpPbIE O3HAYAIOT MOJIyYeHHe
KOHTPOJIs1, UCMIOIb30BAHUE BO3MOKHOCTH WM MPUHSITUE HA Ce-
0Os1.

Koasokanuu ¢ TAKE, koTopble Hy:KHO 3HATh:

— take a decision — Toxe BO3MOXHO (B OpUTaHCKOM aHTJINI-
CKOM), HO make a decision — yHUBEpCaJIbHO

— take action — NPEeaNPUHSATDH ACVCTBUE

— take steps — TIpeIIPUHATD LIArU



— take measures — TIPUHSITb MEPBbI

— take control — B35Tb KOHTPOJIb

— take responsibility — B35iITb OTBETCTBEHHOCTb
— take charge — B35Th Ha ce0s1 PyKOBOJICTBO

— take a look — B3TAHYTD

— take a break — cnenatb nepepsIB

— take time — 3aHATH BpeMs / IOTPATUTh BpEMs
— take advantage — BOCIIOIb30BATHCS TPEUMYILIECTBOM
— take part — NpUHUMATh y4acTue

— take place — POUCXOIUTH, UMETh MECTO

— take into account — NPUHATH BO BHUMaHUE
— take a risk — pUCKHYTh

— take an approach — vcnonab30BaTh MOAXO]

I'pynna GIVE — npenocraBiaenue
U KOMMYHUKAIMSI

Give IpyXUT CO CJIOBaMU, KOTOPbIe O3HAYAIOT Mepeaady WH-
popmariuu, mpaB Wi pecypcos.

Koanokamuu ¢ GIVE, koTopble Hy:KHO 3HATh:

— give a presentation — CJEJIaTh IPE3ECHTALIAIO

— give a report — TIPENICTaBUTh OTYET

— give a speech — NIPOU3HECTHU pPeUb

— give an update — cOOOIMTH OOHOBJIEHHYIO MH(POPMAIIHIO

— give feedback — natb 0OpaTHYIO CBSI3b

— give advice — 1aTh COBET



— give permission — JaTh Pa3pelieHue

— give access — NPeJOCTaBUTh IOCTYIl

— give priority — OTIaTb IIPUOPUTET

— give an example — NIpUBECTU NTPUMEP
— give a reason — OOBSICHUTb IPUINHY
— give an explanation — 1ath 0ObsCHCHHE
— give a guarantee — J1aTh TAPAHTUIO

Tun BTopoi. IlpunararejbHoe
+ CylmecTBHUTEJbHOE

ITU KOJUIOKAIIUY TIOMOTA0OT BaM 3By4aTh TOYHO, a He 0000-
1ieHHO. Bmecto «big problem» Bbl TOBOpUTE «major issue». Bme-
cTO «good plan» — «sound strategy».

Kouanokanuu, KoTopble HY’KHO 3HATD:

— major issue — KpynHas ipoonemMa (He big issue — TOXe
BO3MOXHO, HO major 3By4UT MpodhecCUoHaIbHEe)

— key factor — ko4eBoil (hakTop

— critical point — KpUTUYECKUA MOMEHT

— strategic decision — CTpaTerM4ecKoe pelieHue

— competitive advantage — KOHKYPEHTHOE ITPEUMYILECTBO

— financial stability — ¢pyuHaHCOBast CTAOMIBHOCTD

— operational efficiency — onepaunoHHasi 3(ppeKTUBHOCTD

— market share — nons1 ppiHKa (He market part)

— customer satisfaction — yJOBIE€TBOPEHHOCTb KJIMEHTOB

— brand awareness — y3HaBaeMOCTh OpeH/Ia



— business environment — eJioBasi cpenia

— economic growth — 5KOHOMUYECKUNA POCT

— sustainable development — ycTonuMBO€E pa3BUTHE
— mutual benefit — B3auMHasi BbITOJa

— long-term relationship — nOATOCPOYHbIE OTHOIIEHUS
— short-term goal — KpaTKOCpO4YHas LENb

— clear objective — 4JeTKasl 11€J1b

— strong position — CAJIbHASA MO3ULINA

— weak point — cnaboe MecTo

— potential risk — NOTEHIIMAIBHBIA PUCK

Tun Tpetnii. CymecTBuTeabHOE
+ cymecTBUTEJbHOE
(aTpuOyTHUBHbIE KOHCTPYKIUN)

B 11€710BOM aHITIMMCKOM 4acTO KUCHOJb3YIOT OHO CYIIECTBU-
TEJIbHOE KakK oNpefesieHUe K APyroMmy. IT0 SKOHOMUT MPEJIOTH
Y JIeJlaeT pedb JAaKOHUYHOM.

IIpumepsnr:

— decision-making process — TpoLiecC IIPUHATUSA PEILICHUN

— cost-cutting measures — Mepbl TIO COKPAIIEHUIO PacXOI0B

— risk management strategy — CTpaTerusi yrpaBJeHUs] puc-
KamMu

— performance review meeting — COBEIJaHKE TIO OLIEHKE (-
(pexTuBHOCTH

— market research data — NaHHble MAPKETUHIOBBIX UCCJIe-



JIOBAHUH

— sales forecast report — OTYET IO MPOTHO3Y MPOJAX

— client relationship management — ynpaBJieHl€ OTHOILIEHU-
MU C KJIMEHTAMU

— supply chain logistics — NOTrUCTUKA NETIOYKU MTOCTaBOK

— project implementation timeline — CpOKW BHEAPEHUS MPO-
eKTa

— quality assurance standards — cTaHgapTHl OOECTIeUYeHUS
KayecTBa

Tun yerBepThIi. I1aroa +
npeaJor (ppazoBbie rJaIaroJbl
! NpPeJIOroBble KOHCTPYKIUN)

31ech BaXKHO HE MyTaTh IMPeJIord, MOTOMY UTO B PYCCKOM
SI3bIKE OHM YacTO pabOTAIOT MHAYE.

KoJuuiokanum, KoTopble Hy?KHO 3HATh:

— deal with a problem — umeTsb neno ¢ ipodiemoi (ue deal
about)

— discuss a topic — obcyxaath TeMy (6e3 mpemora! He
discuss about)

— explain a situation — oOBICHATH cUTYyaIMIO (0e3 mpeiora!
He explain about)

— ask for help — npocuTh O TOMOITA

— apply for a position — nonaTh 3asBKY Ha JOKHOCTb

— apply to a company — 1iofiaTh 3a5BKY B KOMITAHHIO



— apply a rule — nipuMeHUTH MpaBUIIo (O3 Mpejiyiora)

— focus on a task — cocpeI0OTOUNTHLCA Ha 3a/1a4e

— insist on something — HacTauBaTh HA YEM-TO

— depend on something — 3aBUCETb OT YETr0-TO

— rely on someone — 1ofaratbCsi Ha KOro-To

— comply with regulations — cobmonaTh mpaBuia

— conform to standards — cOOTBETCTBOBATh CTAHJAPTAM

— consist of parts — COCTOSITb U3 YacTeu (He consist from)

— succeed in a task — nipeycrieTb B 3a/1a4e

— succeed to a position — yHacneJ0BaTh/3aHATh TOJKHOCTb
(coBceMm Jipyroe 3HaYEeHUE)

Kak KoJL10Kaiuu 3KOHOMSIT
BaM 50% BpemeHHn

[IpencraBbre, 4TO Bbl XOTUTE CKa3aTh MO-aHITMICKU: «Mbl
JOJDKHBI TIPUHSATH pellieHre O OkeTe W MPeaNpUHSITh Iaru
JUISl YJTy4IIeHUs Halled NO3ULIMUA Ha PhIHKE».

be3 3nanmsa kojsokamuii (Bbl m3o0peraetre BeJOCH-
nem):

Bol nymaere: «[IpuHsATH peiieHre» — Kak ckaszath? Take?
Make? Do? Bbl BctiomuHaete. [Totom «mpeJnpuHsITh aru» —
make steps? Do steps? Bbl comHeBaeTech. [1oToM «yTydImmTh mo-
3ULIMIO» — improve position? Strengthen position? Bbl TpaTute
30 cexyHn Ha ogHy (ppasy.

C xostokanusivu (Bbl 0epeTe roToBble 0JIOKH):



Bul Oeperte:

— make a decision — TOTOBBII OJIOK

— take steps — TOTOBBIA OJIOK

— improve our position — MOXHO, HO JIydllie strengthen our
market position — rOTOBBIN OJIOK

Uror: « We need to make a decision on the budget and take steps
to strengthen our market position.»

Bbl ckazanu 310 3a 5 cekyHa. Bul He aymanu HaJ KakabM
cioBoM. Bel coOpanm ¢pa3y U3 roTOBbIX KUPITUUUKOB.

Kak yuuts KoJLI0KaIuu,
a He OTJeJbHbIE CJIOBA

BobIIMHCTBO JIIO[IEN yuaT cjioBa OTAEbHO: decision, budget,
steps, market, position. [TIoTOM OHU NIBITAIOTCS] COEIMHUTD UX, KaK
a3y, ITo MeJJIEHHO U YaCTO OIIMOOYHO.

[TpaBuIbHBIN CMIOCO0: YYUTE CJIOBA B KOMIIAHHUSAX.

Bwmecto decision yuute make a decision.

Bwmecro steps yuure take steps.

Bwmecro market yaure market position.

Bwmecro position yante strengthen your position.

Korja Bbl BcTpeuaeTe HOBOE CJIOBO B TEKCTE, HE 3alMChIBail-
Te ero ojHo. 3amuchiBaiTe ero ¢ coceasamu. Crpocure ceds: «C
KaKUMHU [JIarojiaMu 3TO cJIOBO Apy:KUT? C KaKUMU Mpriiararesib-
HBIMH 7»

IIpumep:



Bel BcTpetunu cioBo budget.

— C kakumu miaronamu? set a budget, approve a budget, cut
a budget, exceed a budget, meet a budget.

— C kakumu nipuiiaratesibibiMu? annual budget, tight budget,
flexible budget, fixed budget.

— B kakux koHcTpyKuusAx ? within budget, over budget, under
budget.

Temneps y Bac He OJHO CIIOBO, a liesasi ceTh. Bbl MoxkeTe uc-
TMOJIb30BATh €r0 B JIIOOOM KOHTEKCTE.

Pa36op peaabHoro nucbma. Kosutokamum
Kak Mapkep npodeccuoHaIn3ma

ILioxoe mucbmo (6€3 KOJLUIOKAIMii, ¢ MPSIMbIM IE€peBO-
JIOM € PYCCKOTrO0):

«We did a decision about the budget. We need to make a
research before we start. We will do a plan for the next quarter. We
hope to get a good result. We want to make our position stronger
in the market.»

Yro 31€Ch HE Tak:

— did a decision — noyxHO ObITE made a decision

— make a research — NOJXKHO OBITH do research v conduct
research

— do a plan — nomxHo ObITh make a plan

— get a good result — ny4iue achieve a good result vnm deliver
results



— make our position stronger — jy4lue strengthen our position

Xopoinee nuUCbMO (€ KOJUIOKAMSIMHE):

«We made a decision on the budget. We need to conduct
research before we start. We will make a plan for the next
quarter. We hope to achieve good results and strengthen our
market position.»

Pasnuiia He B 3HaueHuH. Pa3Huiia B ToM, Kak BbI 3ByunTe. B
NIEPBOM CJTy4ae — YeJIOBEK, KOTOPbII YU aHIJIMICKUH IO CJIO-
Bapio. Bo BTopom — nipoheccronalt, KOTOPBIN BIAJEET SI3bIKOM.

anamnenne AJIAA YUTaTeJasa

BosbmuTe 10001 /1€I0BOY TEKCT HAa PYCCKOM — Ballle MUCh-
MO, OT4YeT, pe3eHTanuo. Boimuimre 10 KII0YeBbIX CYIIECTBU-
TEJIbHBIX, KOTOPBIE Bbl MCMOJIb3YETE Yallle BCEro.

Hanpumep: pewenue, 6100icem, npoekm, polHOK, KAueHm, Ko-
Mauoa, pezyavmam, cmpamezusi, nNPooNemMd, 803MONCHOCHIb.

Tenepp AJi1s1 KaKA0r0 CYHIECTBUTEIBHOIO HAUaUTE 3—35 KOJI-
JIOKAIIMK HA aHTJIMUCKOM.

IIpumep:

— decision — make a decision, take a decision (BrE), a key
decision, a strategic decision, reach a decision

— budget — set a budget, approve a budget, cut a budget,
exceed a budget, within budget

— project — run a project, manage a project, launch a project,
complete a project, a major project



— market — enter a market, dominate a market, analyze a
market, market share, market position

— client — deal with a client, serve a client, satisfy a client, a
potential client, a loyal client

— team — lead a team, manage a team, build a team, a strong
team, a cross-functional team

— result — achieve results, deliver results, produce results, a
positive result, a negative result

— strategy — develop a strategy, implement a strategy, change
a strategy, a long-term strategy, a winning strategy

— problem — solve a problem, address a problem, identify a
problem, a major problem, a recurring problem

— opportunity — identify an opportunity, seize an opportunity,
miss an opportunity, a unique opportunity, a business opportunity

Ternepb HanNMIIMTE TPU MPEAJIOKEHUs] HA AHTJIMHACKOM, HC-
noJib3ysl 3TM KoJutokarmu. He msoOperaiite. Bepute rotoBbie
OJIOKH.

YeaeH K OJ5 TeX, KTO JOYNTAJ J0 KOHIA

Bosbmute ofHy pabodyio Temy, KOTOPYIO Bbl OOCYXAaeTe Ha
aToM Henene. Hanpumep, 3amyCKk HOBOTO MPOAYKTA, IEPECMOTP
Ol0[KeTa, peopraHu3alysi KOMaH/ Ibl.

Hanuinure naTe npeaioxkeHui Ha 3ty teMy. Ho ¢ ogHum
YCJIOBUEM: KaKA0€ MPEAJIOKEHUE JOIKHO COAEPKATh MUHUMYM
IBe KoJutokarmu. He oTienbHbIE C10Ba — rOTOBBIE OJIOKH.



IIpumep (Tema: 3amycK HOBOTO MPOYKTA):
«We have made a decision to launch the new product in Q3. We

need to conduct market research before we finalize the strategy.
Our team will take responsibility for the implementation. We hope
fo achieve strong results and strengthen our market position. We
will take into account all the feedback from our key clients.»

Tenepb nocuuTaiiTe, CKOJIBKO KOJUTOKAIMI Bbl UCMIOBb30BAJIH:
— made a decision

— launch a product

— conduct research

— finalize a strategy

— take responsibility

— achieve results

— strengthen position

— take into account

— key clients

JleBATh KOJUTOKAIUI B MSITU MpeJIoKeHusx. Bel He mymanu

HaJT KaXIbIM CJIOBOM. Bbl Opasu rotoBble Oyioku. Bara peus cra-
J1a ObICTpee, ecTecTBeHHee 1 MpodhecCUOHANbHEe.

Cynep-4deeH K

[epeBenute 31O Ke MpeIOKEHNE HA PYCCKUI U MOTOM 00-

paTHO Ha AHIVIMMCKUIN, HO HAMEPEeHHO KCIOJb3Ysl HENTPABUIIb-
HbI€ KOJUIOKAIINU:

«We did a decision to launch the new product in Q3. We need



to do a research before we finish the strategy. Our team will give
responsibility for the implementation. We hope to get strong results
and make our market position stronger. We will consider all the
feedback from our important clients.»

[ounraiite Bcayx. [louyBcTByiiTE, Kak 3TO pexker ciyx. Te-
IIepb CPABHUTE C MPABUJIBHOU Bepcuen. PazHunia — He B rpam-
Matuke. Pa3HnIia — B KOJUJTOKAIMAX.

Nrorosas miapraJjika

KoJuiokanum — 3T0 roroBble KHPNNYMKHU Baileil pe-
yn. OHu 3k0HOMAT BaM 50% BpeMeHH, IOTOMY 4YTO Bbl HEe
u3o0peTaeTe BeJOCHIE/.

I'1aBHbIe rJ1aroJibHble KOJJIOKAIUH B /1€JI0BOM aHIJINII-
CKOM:

— Make — c pelieHusIMH, IUIAaHAMH, [PeJIOKEHUSIMH,
OIIMOKaMH, TPOrPeccoM, U3MEHEHHUSIMU.

— Do — ¢ paboToit, 3aJa4amMu, UCCIAeIOBAHUSIME, ON3HECOM.

— Take — c nencTBASIMU, IIAraMU, MEpaMH, KOHTPOJIEM, OT-
BETCTBEHHOCTbIO, BPEMEHEM.

— Give — C TIpe3eHTaIusIMI, OTYETAMH, OOPATHOM CBSI3HIO,
COBETaMH, pa3peleHUSMHU.

I'naBHbIe npaBmia:

— He nepeBoauTe ¢ pycckoro ciioBo B ciioBo. Cripocute ceost:
«C KakMMH CJI0BaMU 3TO CYLLECTBUTENIBHOE APYKUT 7>

— VYuure cioBa He OTIENBHO, a B KOJUIOKAIUAX.



— Ecnu comneBaetech, mpoBepbTe B CIOBape KOJUIOKAIUNA
(MX MHOTO B UIHTEpHETE).

— OO6parnaiiTe BHUMaHUE HA KOJUIOKAIMH, KOTIa YuTaeTe Je-
JIOBbIE TEKCThl HAa QaHIJIMICKOM. BhInuchiBaiiTe ux.

B cnenyromeii cratbe Mbl pa3depeM CMepPTh NpUJIarareJib-
HbIX. HayunMcs 3aMeHsATh «very good» v «very bad» Ha TOuHbIe
JIeJIOBbIE TIpUJIaraTesibHble, KOTOphle co3/1aloT 00beM U Bec. [lo-
TOMY 4TO B OM3HEce 0000ITeHUsT — ITO Bpar yOeauTeIbHOCTH.

Ho cHavasia — norpenupyuTech ¢ koyuiokanusmMu. Hanumm-
Te OJHO MIKChMO, UCTIONB3Ys TOTOBBIE OJI0KU. M mocMoTpuTe, Kak
WU3MEHUTCS] BOCTIPHSITHE.



CTATbHA 2.3. CMEPTbH
MPUJIATATEJIbHBIX
IMMOYEMY «VERY GOOD»

1 «VERY BAD» — BAIIIA
BPATH, 1 KAK 3AMEHUTD
X HA TOUYHBIE JIEJIOBBIE
MMPUJIATATEJILHBIE, KOTOPHIE
CO3JIAIOT OBBEM U BEC

Cuena u3 puabma,
KOTOPBI Mbl BCe BH/IeJH

Bbl nuiniere oT3b1B 0 paboTe MoquMHEeHHOTO: «Anna did a very
good job on the project. Her presentation was very good. The client
was very happy. The results were very good.»

Bbl unTaere 310 U yyBCTBYeTe: YTO-TO HE TaK. CIUIIIKOM MHO-
ro «very good». Ciiuikom miocko. CIMIIKOM. . . HUKakK. Bl xBa-
JIMTE, HO MOXBaJia He 3ByuuT. OHA TOHET B 00OOIIEHHUSIX.

Tenepb mnpencraBbTe, YTO BbI nuiuere: «Anna delivered an
outstanding performance on the project. Her presentation was
compelling and well-structured. The client was impressed with her



approach. The results exceeded our expectations.»

Yro n3mMeHw0ch? Bbl He cKa3aiu «04eHb XOPOIIO» HU pasy.
Ho moxBana crana Becomee. O6beMHee. YoeauTeabHee.

OOBbIUHBIE KYPCHI CKaXYT: « Yuume cunoHumwl Kk good: great,
excellent, wonderful, fantastic». 1o 6e3none3Ho. Bel mpocTo 3a-
MEHUTE OTHO 0000IIeHre Ha Jpyroe. Bl Bce paBHO He CKaxkeTe
HUYEro KOHKPETHOTO.

CeroiHst Mbl yuuMcsl yOMBaTh npujararejbHble-apas3u-
ThI. MBI pazbepem, iouemy «very good» M «very bad» — 310 He
HEUTpaJIbHBIE CJIOBA, & Bparu Ballero aBropurera. M 3ameHum
UX Ha TOUHbIE JEJI0BbIe NIpUJIaraTeibHble, KOTOpble CO3AAI0T BEC,
00BEM M IOBEpHE.

ITouemy «very good» u «very
bad» youBaroT Baiy peub

IIpununna nepsasi. OHN HUYEro He 3HAYAT.



Konen 03HaKOMUTEJLHOI'O
¢dparmenra.

Tekct npegocraBieH OO0 «Jlurpec».

[IpounTaiiTe STy KHUTY LIEJIMKOM, KYIIUB TOJIHYIO JIETATbHYIO
Bepcuio Ha Jlurpec.

Be3ormacHo oriaTuTh KHATY MOKHO OaHKOBCKOH KapToit Visa,
MasterCard, Maestro, co cuyera MOOMJIBHOTO TesiehOHa, C TiIa-
Te)KHOro TepMmuHaia, B cajoHe MTC wmm Cesa3HoOHM, uepe3
PayPal, WebMoney, Aunexc./lensru, QIWI Komenek, 60Hyc-
HBIMU KapTaMu WK APYTUM YI0OHBIM Bam crioco6om.
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