    3.2. Instructions plus imperatives - Handout
U svakodnevnoj komunikaciji sa ljudima na poslu, od tebe će se zahtevati ili da daješ neke instrukcije/uputstva ili da ih slediš. U engleskom jeziku, za davanje instrukcija najčešće koristimo imperativ. U potvrdnom obliku, imperativ je zapravo glagol u infinitivu bez to, recimo: Come in! Sit down! Check the emails.
U odričnom obliku ispred glagola samo stavimo DON`T: Don`t be late! Don`t disturb! Don`t open the box yet!
Primećuješ da ne koristimo nikakvu zamenicu ili nečije ime, jer se direktno obraćamo, i samim tim se koristi isti oblik glagola i za jedninu i za množinu. Ukoliko želiš da izbegneš da zvučih kao neko ko daje naredbe, samo dodaj please i sve će delovati učtivije.
Davanje instrukcija je jako bitna veština takodje i zato treba voditi računa na koji način ih dajemo. Evo nekoliko korisnih saveta:
· Korisiti imperativ za davanje instrukcija i naređenja:
 Turn off the alarm / make sure to sign the logbook.
· Kaži ljudima tačno ono što želiš da urade i kada:
 You need to do everything above before 8.45 a.m.
· Kaži im gde se nešto nalazi ukoliko nisu sigurni da li znaju gde je to:
 It's near/behind/over/under the …
· Ukoliko je potrebno, ostavi broj za hitne slučajeve.
· Instrukcije treba da budu kratke, jednostavne i poređane logičnim redosledom. Zato ćeš i koristiti reči kao first, then, when …
Instrukcije imamo i u raznim uputstvima koja dobijamo uz uređaje i zato je bitno da ih lepo razumemo. Pogledaj sledeću vežbu - treba da se prijaviš za onlajn obuku, pa  razmisli kako bi popunio sledeće instrukcije koristeći glagole koji su ti ponuđeni. Koristi imperativ u potvrdnom i odričnom obliku, u zavisnosti od značenja instrukcije. 
Complete the instructions with the correct form of the verbs: download, check, click, phone, complete, forget, send.
· _____________ the registration form here.
· _____________ it with your first name, surname, date of birth and address.
· _____________ all the information is correct before you send us the form.
· _____________ your bank account details with the form; send them separately.
· _____________ to add your electronic signature.
· _____________ here to submit the form.
· _____________ or email us if you have any problems.
Rešenje:
· Download the registration form here.
· Complete it with your first name, surname, date of birth and address.
· Check all the information is correct before you send us the form.
· Don`t send your bank account details with the form; send them separately.
· Don`t forget to add your electronic signature.
· Click here to submit the form.
· Phone or email us if you have any problems.
A evo i jednog primera instrukcija koje je poslodavac ostavio upošljeniku koji otvara ujutru radnju. Može ti biti od koristi.
Checklist for opening the shop - Start at 8 a.m.
1. Firstly, when you enter the shop, remember to turn off the alarm.  
· Do this by holding your key card to the alarm panel. It's behind the door near the light switches.
2. Open all the blinds and turn on the lights.
3. Please don't forget to start the coffee machine so your colleagues have fresh coffee for when they arrive.
4. At 8.15 a.m., watch out for the fresh deliveries at the back door. They usually arrive at that time.
· Pay attention to the order list and what is actually delivered.
· Remember not to sign for anything that isn't in the delivery as there are often items missing.
5. Check the answer phone and shop email account for any new messages.
6. Leave the heating and the air conditioning alone. They are on an automatic timer. So please, don't go near the control panels.
Finally, you need to finish everything above before 8.45 a.m. and open the shop at 9 a.m. There is a red logbook under the counter. Make sure you sign it for each day when you have completed all points on this checklist. Make a note of any issues.
If you have any problems, call your supervisor or the 24-hour support line number below.
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