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How the course works
English for Everyone is designed for people who want to teach 
themselves the English language. The Business English edition 
covers essential English phrases and constructions for a wide 
range of common business scenarios. Unlike other courses, 
English for Everyone uses images and 
graphics in all its learning and practice,  
to help you understand and remember  
as easily as possible. The best way to learn  
is to work through the book in order, 
making full use of the audio available on 
the website and app. Turn to the practice 
book at the end of each unit to reinforce 
your learning with additional exercises.

Learning points Every unit 
begins with a summary of  

the key learning points.

Language learning 
Modules with colored 

backgrounds teach  
new language points. 
Study these carefully 
before moving on to  

the exercises. 

Unit number The book is divided 
into units. The unit number helps 

you keep track of your progress.

Modules Each unit is broken down 
into modules, which should be done 

in order. You can take a break from 
learning after completing any module. 

Audio support Most  
modules are supported  

by audio recordings to help  
you improve your speaking  

and listening skills.

Exercises Modules  
with white backgrounds 
contain exercises that help 
you practice your new 
skills to reinforce learning.

FREE AUDIO 
website and app
www.dkefe.com

PRACTICE BOOK

COURSE BOOK

70

The past simple is often used when talking with  
co-workers about events that started and finished  
at a specific time in the recent or distant past. 

Past events
 New language  The past simple

 Vocabulary  Activities outside work

 New skill  Talking about past events

KEY LANGUAGE REGULAR VERBS IN THE PAST SIMPLE

HOW TO FORM REGULAR VERBS IN THE PAST SIMPLE

FURTHER EXAMPLES REGULAR VERBS IN THE PAST SIMPLE

The past simple describes 
events that happened  
in the past. The past  
simple forms of regular  
verbs end in “-ed.” The 
negative uses “did not”  
plus the base form of  
the main verb. 

The past forms of most 
verbs do not change with 
the subject. PAST VERB REST OF SENTENCE

Use the base form  
of the main verb.

The past form of “do not”  
is “did not” or “didn’t.”

Use the same form 
for all subjects.

SUBJECT

NEGATIVE + VERB

070-073_289763_Past_events_unit18.indd   70 31/08/2016   12:18

71

MARK THE SENTENCES THAT ARE CORRECT

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST SIMPLE

KEY LANGUAGE SPELLING RULES FOR THE PAST SIMPLE
The past simple of all 
regular verbs ends in 
“-ed,” but for some 
verbs, there are some 
spelling changes, too.

Last letters are 
a consonant 

and a “y.”Last letter is “e.”

For many regular  
verbs, add “-ed.”

Remove the  
“y” and add 

“-ied” instead.

Just add a “-d.”

A single syllable word ending 
consonant-vowel-consonant.

Double the last 
consonant and  

add “-ed.”

070-073_289763_Past_events_unit18.indd   71 31/08/2016   12:18
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Verbs such as “like,” “enjoy,” and “hate” express feelings 
about things. They are often used to talk about what 
activities people would like to do in a job.

New language  “Like,” “enjoy,” and “hate” 

Vocabulary  Workplace activities

New skill  Finding the right job

Choosing a job

KEY LANGUAGE LIKES AND DISLIKES 

FURTHER EXAMPLES LIKES AND DISLIKES 

HOW TO FORM LIKES AND DISLIKES 

Use verbs such as “like,” “enjoy,” and “hate” to give your opinion 
on workplace activities. These can be followed by a noun, or by 
a gerund (“-ing” form of the verb) and a noun.

Use a verb followed by 
a noun to give your 
opinion on a thing.

Use a verb followed by 
a gerund and a noun 
to give your opinion 
on an activity.

Verb Noun

Verb Gerund Noun

Add “-ing” to the verb 
to form the gerund.

NOUN

NOUNVERBSUBJECT

GERUNDVERBSUBJECT

042-043_289763_Choosing_a_job_unit10.indd   42 02/09/2016   10:04

43

READ THE JOB ADVERTISEMENT AND 
ANSWER THE QUESTIONS

CHECKLIST

 “Like,” “enjoy,” and “hate”   Workplace activities   Finding the right job  

LISTEN TO THE AUDIO AND MARK WHETHER JORDI LIKES OR DISLIKES  
THE ACTIVITY IN EACH PICTURE

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

Likes

Dislikes  
Likes

Dislikes  

Likes

Dislikes  

Likes

Dislikes  
Likes

Dislikes  

042-043_289763_Choosing_a_job_unit10.indd   43 02/09/2016   11:36
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Verbs such as “like,” “enjoy,” and “hate” express feelings 
about things. They are often used to talk about what 
activities people would like to do in a job.

Choosing a job
 New language  “Like,” “enjoy,” and “hate”

 Vocabulary  Workplace activities

 New skill  Finding the right job

MATCH THE SENTENCES THAT GO TOGETHER

REWRITE THE SENTENCES, CORRECTING THE ERRORS

038-039_Unit_10_Choosing_job.indd   38 31/08/2016   09:51

39

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY  
THE SENTENCES OUT LOUD

LISTEN TO THE AUDIO, AND MARK WHETHER THE SPEAKER LIKES OR 
DISLIKES THE ACTIVITY IN EACH PICTURE

 Likes Dislikes  
 Likes Dislikes  

 Likes Dislikes  
 Likes Dislikes  

 Likes Dislikes  

 Likes Dislikes  

 Likes Dislikes  
 Likes Dislikes  

038-039_Unit_10_Choosing_job.indd   39 31/08/2016   09:51
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122

KEY LANGUAGE PAST CONTINUOUS AND PAST SIMPLE

FURTHER EXAMPLES PAST CONTINUOUS AND PAST SIMPLE

HOW TO FORM PAST CONTINUOUS AND PAST SIMPLE

Many workplace mistakes are caused by an unexpected 
event that interrupts something else. English uses the past 
continuous and past simple together to describe this.

The past continuous describes a longer background action, and 
the past simple describes an action or event that interrupts it.

Past simplePast continuous

PAST CONTINUOUS “WHEN”OBJECT PAST SIMPLE REST OF SENTENCE

Use “when” to link the past 
continuous and past simple.

120-123_289763_Business_Apologies_Unit32.indd   122 02/09/2016   15:08

Language modules
New language is shown in the context of common business scenarios. Each 
learning module introduces appropriate English for a particular situation,  
as well as general points of English language to improve your overall fluency.

Module heading The teaching 
topic appears here, along with  
a brief introduction.

Module number Every module  
is identified with a unique number,  
so you can track your progress and 
easily locate any related audio.

Vocabulary Throughout the book, 
vocabulary modules list the most 

common and useful English words 
and phrases for business, with visual 

cues to help you remember them.

Write-on lines You are 
encouraged to write your own 

translations of English words to 
create your own reference pages. 

Sample language New language points 
are introduced in common business 
contexts. Colored highlights make  
new constructions easy to spot, and 
annotations explain them.

Supporting audio This symbol 
indicates that the model sentences 
featured in the module are available 
as audio recordings.

Formation guide Visual guides 
break down English grammar into its 
simplest parts, showing you how to 
recreate even complex formations.

Graphic guide Clear, simple visuals help 
to explain the meaning of new language 
forms, and show you business situations 
in which you might expect to use them.

26

IN THE OFFICE

EQUIPMENT

Vocabulary

026-027_289763_EFE_Office_vocab_unit_5.indd   26 07/09/2016   09:54

27

STATIONERY

026-027_289763_EFE_Office_vocab_unit_5.indd   27 05/09/2016   17:22
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Practice modules
Each learning point is followed by 
carefully graded exercises that help to fix 
new language in your memory. Working 
through the exercises will help you 
remember what you have learned and 
become more fluent. Every exercise is 
introduced with a symbol to indicate 
which skill is being practiced.

GRAMMAR
Apply new language rules  
in different contexts.

VOCABULARY
Cement your understanding 
of key vocabulary.

READING
Examine target language  
in real-life English contexts.

LISTENING
Test your understanding  
of spoken English.

SPEAKING
Compare your spoken English  
to model audio recordings.

Space for writing 
You are encouraged 
to write your 
answers in the book 
for future reference.

Speaking exercise  
This symbol indicates that you should 

say your answers out loud, then 
compare them to model recordings 

included in your audio files.

Sample answer The first question of 
each exercise is answered for you, to 
help make the task easy to understand.

Supporting graphics 
Visual cues are given  
to help you understand 
the exercises.

Listening exercise This symbol 
indicates that you should listen to 
an audio track in order to answer 
the questions in the exercise.

Module number Every 
module is identified with a 

unique number, so you can 
easily locate answers and 

related audio. Exercise instruction Every exercise 
is introduced with a brief instruction, 
telling you what you need to do.

Supporting audio This symbol shows 
that the answers to the exercise are 

available as audio tracks. Listen to 
them after completing the exercise.

24

KEY LANGUAGE CONTRACTED NEGATIVES
Adding “not” makes a positive statement negative. 
“Not” is often used in its contracted form.

SAY THE SENTENCES OUT LOUD, USING SHORT FORMS

“I am” contracts to “I’m.” 
You can’t say “amn’t.”

“Do not” contracts to “don’t.”“Does not” contracts to “doesn’t.”

“He is” contracts to “he’s,” or 
“is not” contracts to “isn’t.”

“They are” contracts to “they’re,” or 
“are not” contracts to “aren’t.”

022-025_289763_EFE_Business_around_the_world_unit4.indd   24 05/09/2016   15:50

77

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST SIMPLE

MATCH THE QUESTIONS TO THE CORRECT ANSWERS

LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER 
THEY ARE DESCRIBED

076-079_289763_Business_Jons_in_the_past_unit20.indd   77 02/09/2016   15:08

154

MARK THE SENTENCES  
THAT ARE CORRECT

FILL IN THE GAPS USING  
THE WORDS IN THE PANEL

KEY LANGUAGE TALKING ABOUT QUANTITY
Use “much,” “many,” and “enough” to talk about amounts and quantities. 
These words can also show our feelings about the amounts and quantities. 
For example, “too much” is negative, but “enough” is positive.

Use “much” to ask questions about 
quantities of uncountable nouns. 

“Too much / many” is used to talk about 
quantities that are too large.

“Enough” and “not enough” are used to talk 
about countable and uncountable nouns.

Use “many” to ask questions about 
quantities of countable nouns.

152-155_289763_Dining_hospitality_unit41.indd   154 31/08/2016   12:19
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Audio

Track your progress

English for Everyone features extensive supporting audio materials. 
You are encouraged to use them as much as you can, to improve 
your understanding of spoken English, and to make your own 
accent and pronunciation more natural. Each file can be played, 
paused, and repeated as often as you like, until you are confident 
you understand what has been said.

The course is designed to make it easy to monitor your progress, 
with regular summary and review modules. Answers are provided 
for every exercise, so you can see how well you have understood 
each teaching point.

Review modules At the end of a 
group of units, you will find a more 
detailed review module, summarizing 
the language you have learned.

Checklists Every unit ends with a 
checklist, where you can check off  
the new skills you have learned.

LISTENING EXERCISES 
This symbol indicates that you should 
listen to an audio track in order to 
answer the questions in the exercise.

SUPPORTING AUDIO 
This symbol indicates that extra audio 
material is available for you to listen  
to after completing the module.

Audio This symbol 
indicates that the 
answers can also  
be listened to.

Check boxes Use these boxes 
to mark the skills you feel 
comfortable with. Go back and 
review anything you feel you 
need to practice further.

Exercise numbers 
Match these numbers 
to the unique identifier 
at the top-left corner 
of each exercise.

Answers Find the 
answers to every 
exercise printed at 
the back of the book.

FREE AUDIO 
website and app
www.dkefe.com

35

REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 1–7

INTRODUCING YOURSELF
AND OTHER PEOPLE

PRESENT SIMPLE TO DESCRIBE 
ROUTINE WORK ACTIVITIES

COUNTRIES AND NATIONALITIES

NEGATIVE SENTENCES

ASKING QUESTIONS

EXCHANGING DETAILS,
SHORT ANSWERS

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

 Short answers   Contact information   Exchanging contact details  

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS

032-035_289763_Introductions_unit7.indd   35 01/09/2016   15:18
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REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 1–7

INTRODUCING YOURSELF
AND OTHER PEOPLE

PRESENT SIMPLE TO DESCRIBE 
ROUTINE WORK ACTIVITIES

COUNTRIES AND NATIONALITIES

NEGATIVE SENTENCES

ASKING QUESTIONS

EXCHANGING DETAILS,
SHORT ANSWERS

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

 Short answers   Contact information   Exchanging contact details  

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS
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You can use formal or informal English to introduce 
yourself and greet colleagues or co-workers, depending 
on the situation and the people you are meeting.

New language  Alphabet and spelling

Vocabulary  Introductions and greetings

New skill  Introducing yourself to co-workers

Meeting new colleagues

KEY LANGUAGE INTRODUCING YOURSELF
English uses a variety of polite phrases for 
introducing yourself and greeting your co-workers.

Using titles and 
last names is 
very formal.

“Hello” can be used in formal 
and informal situations.

This means “Great 
to meet you, too.”This is very formal.

“I’m” is implied 
before “pleased.”

This is a formal greeting. You can also say 
“Good afternoon” and “Good evening.”

You can also say 
“Good to meet you”  

or “Nice to meet you.”
This is a formal way 
to say your name.

This is an informal greeting.

This is an informal way 
to say your name.

You can also say “It’s 
nice to meet you.”

012-015_289763_Introducing_yourself_unit1.indd   12 02/09/2016   10:04



13

PRONUNCIATION THE ALPHABET
Listen to how the letters of the alphabet are  
pronounced in English when they are said individually.

LISTEN TO THE AUDIO AND MARK THE NAMES YOU HEAR

FILL IN THE GAPS USING  
THE WORDS IN THE PANEL

012-015_289763_Introducing_yourself_unit1.indd   13 02/09/2016   10:04
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KEY LANGUAGE INTRODUCING OTHER PEOPLE
You can also use polite formal and informal phrases 
to introduce your co-workers to each other.

REWRITE THE SENTENCES, CORRECTING THE ERRORS

This is a formal introduction. This is an informal 
introduction.

Use “this is” to introduce other 
people in less formal situations.

This is a formal introduction.

012-015_289763_Introducing_yourself_unit1.indd   14 02/09/2016   10:04
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CHECKLIST

 Alphabet and spelling   Introductions and greetings   Introducing yourself to co-workers  

LISTEN TO THE AUDIO AND 
ANSWER THE QUESTIONS

Jill has started a new job. She 
goes to a meeting with her new 
colleagues, Mr. Singh and Daniel.

SAY THE SENTENCES OUT 
LOUD, FILLING IN THE GAPS USING 
THE WORDS IN THE PANEL

012-015_289763_Introducing_yourself_unit1.indd   15 02/09/2016   10:04



16

Use the present simple to talk about things that you  
do regularly, such as your daily tasks or everyday  
work routines.

New language  Present simple

Vocabulary  Work activities

New skill  Talking about workplace routines

KEY LANGUAGE THE PRESENT SIMPLE

FURTHER EXAMPLES THE PRESENT SIMPLE

HOW TO FORM THE PRESENT SIMPLE

Everyday work activities

SUBJECT REST OF SENTENCEVERB

With regular verbs, use the base form of the verb to make the present simple with 
“I,” “you,” “we,” and “they.” With “he,” “she,” and “it,” add “s” to the base form.

Use the present simple 
to talk about things 
that happen regularly 
as part of a routine.

“Be” with “I” is “I am.” 
The short form is “I’m.” 

Present simple form of “be” 
with “he,” “she,” and “it.”

Present simple form of “be” 
with “we,” “you,” and “they.”

016-019_289763_Introductions_unit2.indd   16 02/09/2016   10:04



17

MATCH THE PICTURES  
TO THE CORRECT SENTENCES

FILL IN THE GAPS USING  
THE WORDS IN THE PANEL

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Zoe has started a new job in a café. 
Her manager tells her about her 
everyday tasks at work.

016-019_289763_Introductions_unit2.indd   17 02/09/2016   10:04
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COMMON MISTAKES THE PRESENT SIMPLE WITH “HE,” “SHE,” AND “IT”
It’s easy to forget to add 
“s” to the base form of the 
verb in the present simple 
with third-person singular 
pronouns, “he,” “she,” and “it.”

This is wrong.

Add an “s” to the base form of the verb.

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

USE THE CHART TO CREATE EIGHT CORRECT SENTENCES  
AND SAY THEM OUT LOUD

016-019_289763_Introductions_unit2.indd   18 02/09/2016   10:04
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CHECKLIST

 Present simple   Work activities  Talking about workplace routines  

READ THE ARTICLE AND ANSWER THE QUESTIONS

016-019_289763_Introductions_unit2.indd   19 02/09/2016   10:04
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Vocabulary
COUNTRIES

020-021_VOCAB_COUNTRIES_Unit3.indd   20 05/09/2016   17:22
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CONTINENTS 
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English uses “from” or nationality adjectives to talk about 
where products or people come from. “From” can also 
refer to your company or department.

New language  Negative statements

 Vocabulary  Countries and nationalities

New skill  Saying where things are from

Business around the world

VOCABULARY NATIONALITY ADJECTIVES
Nationality adjectives are based on country names. Most end  
in “-ese,” “-an,” “-ish,” “-ean,” or “-ian,” but some are irregular.

“-ESE”

“-ISH”

“-IAN”

“-AN”

“-EAN”

IRREGULAR

022-025_289763_EFE_Business_around_the_world_unit4.indd   22 05/09/2016   15:50
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CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

LISTEN TO THE AUDIO AND MATCH THE PRODUCTS TO THE  
PLACE NAMES

KEY LANGUAGE COUNTRIES  
AND NATIONALITIES
To talk about where products were made or what 
country people come from, use “from” with a country 
name, or a nationality adjective.

FURTHER EXAMPLES COUNTRIES 
AND NATIONALITIES

“FROM” + COUNTRY

NATIONALITY ADJECTIVE
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KEY LANGUAGE CONTRACTED NEGATIVES
Adding “not” makes a positive statement negative. 
“Not” is often used in its contracted form.

SAY THE SENTENCES OUT LOUD, USING SHORT FORMS

“I am” contracts to “I’m.” 
You can’t say “amn’t.”

“Do not” contracts to “don’t.”“Does not” contracts to “doesn’t.”

“He is” contracts to “he’s,” or 
“is not” contracts to “isn’t.”

“They are” contracts to “they’re,” or 
“are not” contracts to “aren’t.”
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CHECKLIST

 Negative statements   Countries and nationalities   Saying where things are from  

READ THE COMPANY PROFILE 
AND ANSWER THE QUESTIONS

“From” can also refer to a company or department.

KEY LANGUAGE SAYING WHERE YOU WORK

People often leave out “the” and 
“department” when they say what 
department they are from.
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IN THE OFFICE

EQUIPMENT

Vocabulary
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STATIONERY
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It is important to use the correct word order and question 
words in English questions, depending on whether the 
questions are open-ended.

New language  Forming questions

 Vocabulary  Office equipment

New skill  Asking colleagues questions

KEY LANGUAGE SIMPLE QUESTIONS WITH “TO BE” 

HOW TO FORM SIMPLE QUESTIONS WITH “TO BE”
In a statement, the subject comes 
before the verb. In a question,  
the subject and verb swap places. 

Asking questions at work

REWRITE THE QUESTIONS, PUTTING THE WORDS 
IN THE CORRECT ORDER

SubjectVerb
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KEY LANGUAGE SIMPLE QUESTIONS WITH “DO”

HOW TO FORM SIMPLE QUESTIONS WITH “DO”

To form questions in sentences without the verb 
“to be,” start the question with “do” or “does.”

LISTEN TO THE AUDIO AND 
NUMBER THE QUESTIONS IN THE 
ORDER YOU HEAR THEM

Karen has just started a new job 
and asks her colleague Kim some 
questions about the company.

Use the base form of the verb.“Does” is the third person form of “do.”

FILL IN THE GAPS USING  
“DO” OR “DOES”

“DO / DOES” VERBSUBJECT REST OF SENTENCE
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KEY LANGUAGE ASKING OPEN QUESTIONS 

FURTHER EXAMPLES OPEN QUESTIONS

Use question words such as “when,” “where,” “how,” or “why” 
to ask questions that can’t be answered with “yes” or “no.” 

CROSS OUT THE INCORRECT WORD IN EACH QUESTION

The auxilary “do / does”  
comes before the subject.

Invert the subject and the verb to 
form open questions with “to be.”

The main verb comes at the end 
in questions without “to be.”
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CHECKLIST

 Forming questions    Office equipment   Asking colleagues questions  

MATCH THE QUESTIONS TO THE CORRECT ANSWERS

MARK THE QUESTIONS  
THAT ARE CORRECT

SAY THE QUESTIONS OUT 
LOUD, FILLING IN THE GAPS 
USING THE WORDS IN THE PANEL
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When making new business contacts, there are  
several phrases you can use to ask for their  
details and offer yours in return.

New language  Short answers 

Vocabulary  Contact information

New skill  Exchanging contact details

Exchanging details

KEY LANGUAGE EXCHANGING CONTACT DETAILS

VOCABULARY BUSINESS CARDS

It is useful to know how to ask 
for contact information from  
a client or co-worker. Certain 
stock phrases can be adapted 
to many different situations.

In UK English,  
“Have you got…?”  
is also common.

“Give me a ring” 
is also common, 

particularly in 
UK English.
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CROSS OUT THE INCORRECT 
WORD IN EACH SENTENCE

LOOK AT THE BUSINESS CARDS AND ANSWER THE QUESTIONS

LISTEN TO THE AUDIO, THEN 
NUMBER THE EMAIL ADDRESSES  
IN THE ORDER YOU HEAR THEM

There are set conventions 
for how to pronounce email 
address symbols such as 
“@” and “.” in English.

PRONUNCIATION EMAIL ADDRESSES

This is pronounced as one word, but domains like .co.jp and 
.co.uk are pronounced with initials: “dot co dot yoo kay”

Six people are giving 
their contact details to 
someone they have met.
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MATCH THE QUESTIONS TO THE CORRECT SHORT ANSWERS

KEY LANGUAGE SHORT ANSWERS
You will often hear short answers such as 
“Yes, I am” in English-speaking workplaces. 
It is more polite to use a short answer than 
to just answer “Yes” or “No.”

TIP
You can use long 

answers in more formal 
conversations, or when  
you want to add more 

information in your 
response.

Answer uses “be” to 
match question.

Answer uses “do” to  
match question.
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REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 1–7

INTRODUCING YOURSELF
AND OTHER PEOPLE

PRESENT SIMPLE TO DESCRIBE 
ROUTINE WORK ACTIVITIES

COUNTRIES AND NATIONALITIES

NEGATIVE SENTENCES

ASKING QUESTIONS

EXCHANGING DETAILS,
SHORT ANSWERS

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

 Short answers   Contact information   Exchanging contact details  

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS
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English uses the verb “have” to talk about people’s skills, 
experience, and professional attributes. You might also 
hear “have got” in informal UK English.

New language  “Have,” “have got,” articles 

Vocabulary  Jobs and skills

New skill  Writing a business profile

Skills and experience

KEY LANGUAGE “HAVE”
Use “have” with nouns to talk about 
people’s qualities or experience.

 FURTHER EXAMPLES “HAVE” AND “HAVE GOT”

This short form of  
“has got” is informal.

In negatives, “do not” or its short 
form “don’t” sits before “have.”

“Have got” is used in 
informal spoken UK English.

“Have” is an irregular verb. 
The third-person form is “has.”

With “he,” “she,” and “it,” use “has.”

SUBJECT “HAVE” / “HAS” REST OF SENTENCE

HOW TO FORM STATEMENTS USING “HAVE”
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CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

READ THE ONLINE PROFILE AND MARK THE STATEMENTS 
THAT ARE CORRECT
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Use “an” before a vowel sound.

Use “a” because you are mentioning 
the restaurant for the first time.

KEY LANGUAGE “A / AN / THE”
Use “a” or “an” to talk about jobs and workplaces if you are 
mentioning them for the first time. Use “the” to talk about 
something specific, or something you have mentioned before.

FURTHER EXAMPLES “A / AN / THE”

LISTEN TO THE AUDIO, THEN 
NUMBER THE PEOPLE IN THE 
ORDER THEY ARE DESCRIBED

Use “the” because you have already mentioned the restaurant.

FILL IN THE GAPS USING  
“A,” “AN,” OR “THE”
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READ THE COVER LETTER 
AND CROSS OUT THE  
INCORRECT WORDS

KEY LANGUAGE THE ZERO ARTICLE

CHECKLIST

 “Have,” “have got,” articles   Jobs and skills   Writing a business profile  

MARK THE SENTENCES  
THAT ARE CORRECT

When English leaves out “a,” 
“an,” or “the” before a noun, 
this is called the zero article. 
Use the zero article with 
plurals when you are talking 
about things in general.

Refers to interviews in general, 
not specific interviews.

Refers to people in general, not specific individuals.
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Vocabulary
JOBS

EMPLOYMENT
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Verbs such as “like,” “enjoy,” and “hate” express feelings 
about things. They are often used to talk about what 
activities people would like to do in a job.

New language  “Like,” “enjoy,” and “hate” 

Vocabulary  Workplace activities

New skill  Finding the right job

Choosing a job

KEY LANGUAGE LIKES AND DISLIKES 

FURTHER EXAMPLES LIKES AND DISLIKES 

HOW TO FORM LIKES AND DISLIKES 

Use verbs such as “like,” “enjoy,” and “hate” to give your opinion 
on workplace activities. These can be followed by a noun, or by 
a gerund (“-ing” form of the verb) and a noun.

Use a verb followed by 
a noun to give your 
opinion on a thing.

Use a verb followed by 
a gerund and a noun 
to give your opinion 
on an activity.

Verb Noun

Verb Gerund Noun

Add “-ing” to the verb 
to form the gerund.

NOUN

NOUNVERBSUBJECT

GERUNDVERBSUBJECT
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READ THE JOB ADVERTISEMENT AND 
ANSWER THE QUESTIONS

CHECKLIST

 “Like,” “enjoy,” and “hate”   Workplace activities   Finding the right job  

LISTEN TO THE AUDIO AND MARK WHETHER JORDI LIKES OR DISLIKES  
THE ACTIVITY IN EACH PICTURE

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

Likes

Dislikes  
Likes

Dislikes  

Likes

Dislikes  

Likes

Dislikes  
Likes

Dislikes  
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One way of telling people about your company is  
by using “there is” and “there are.” Use “Is there...?”  
or “Are there...?” to ask questions about a workplace.

New language  “There is” and “there are”

Vocabulary  Office equipment

New skill  Describing a workplace

Describing your workplace

KEY LANGUAGE “THERE IS” AND “THERE ARE”

FURTHER EXAMPLES “THERE IS” AND “THERE ARE”

Use “there is” to talk 
about one thing, and 
“there are” to talk about 
more than one thing.

Use “any” for plurals in questions.Start questions with “Is there” or “Are there.”

Use “any” for negative plurals.Use “not” or its short form in negatives.

“There is” can be shortened to “There’s.” “There are” cannot be shortened.
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CHECKLIST

 “There is” and “there are”   Office equipment   Describing a workplace  

USE THE CHART TO CREATE SIX CORRECT SENTENCES  
AND SAY THEM OUT LOUD

REWRITE THE SENTENCES, 
CORRECTING THE ERRORS

LISTEN TO THE AUDIO  
AND WRITE ANSWERS TO THE 
QUESTIONS IN FULL SENTENCES

Alvita is showing a new 
colleague, Jonathan, 
around the office.
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Vocabulary
MONEY
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PAY AND CONDITIONS

046-047_VOCAB_Money_Pay_Unit12.indd   47 05/09/2016   17:23



48

You will encounter people with different skills and 
personalities at work. It is useful to be able to describe your 
co-workers and discuss their strengths and weaknesses.

New language  Possessive adjectives 

Vocabulary  Personality traits

New skill  Describing your co-workers 

Personal qualities

KEY LANGUAGE ADJECTIVES

FURTHER EXAMPLES ADJECTIVES

Adjectives are usually 
placed before nouns or 
after some verbs such as 
“be,” “become,” “get,” 
“seem,” and “look.”

LISTEN TO THE AUDIO, THEN NUMBER THE PEOPLE IN THE ORDER THAT 
THEY ARE DESCRIBED

Adjective comes 
before the noun.

Adjective comes 
after the verb “be.”

Adjectives do not change 
form with feminine nouns.

Adjectives do not change 
form with plural nouns.

Use “very” or “really” before 
adjectives to add emphasis.

TIP
Adjectives that describe 

negative qualities,  
such as “lazy,” are usually 

avoided in business 
environments.
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New language  Possessive adjectives 

Vocabulary  Personality traits

New skill  Describing your co-workers 

READ THE ARTICLE AND WRITE THE HIGHLIGHTED ADJECTIVES 
UNDER THE CORRECT HEADING

REWRITE THE SENTENCES, CORRECTING THE ERRORS

TIP
Adjectives that describe 

negative qualities,  
such as “lazy,” are usually 

avoided in business 
environments.

POSITIVE

NEGATIVE

048-053_Personal_qualities_unit13.indd   49 05/09/2016   15:50



50

KEY LANGUAGE POSSESSIVE ADJECTIVES

FURTHER EXAMPLES POSSESSIVE ADJECTIVES

Possessive adjectives tell 
you who something 
belongs to. Use them to 
talk about colleagues, 
work, or competitors.

HOW TO FORM POSSESSIVE ADJECTIVES

 SUBJECT PRONOUN

POSSESSIVE ADJECTIVE

Subject pronoun.

Possessive adjective 
means the work 
belongs to Tamsin.

FILL IN THE GAPS BY TURNING THE SUBJECT PRONOUNS INTO  
POSSESSIVE ADJECTIVES
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Use possessive pronouns to refer 
back to your achievements or the 
things you own. If you use the 
possessive pronoun, don’t repeat 
the noun phrase in the question.

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

WRITE EACH SENTENCE IN ITS OTHER FORM

KEY LANGUAGE POSSESSIVE PRONOUNS “Mine” sounds more natural 
than “my design.”

HOW TO FORM POSSESSIVE PRONOUNS

POSSESSIVE ADJECTIVE

POSSESSIVE PRONOUN
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KEY LANGUAGE POSSESSIVE APOSTROPHE

Add an apostrophe and 
the letter “s” to the end of a 
singular noun to show that 
what comes after the noun 
belongs to it.

To show belonging with  
a plural noun, just add an 
apostrophe after the “s.”

Apostrophe with an “s” 
signifies ownership.

Add an apostrophe with 
no “s” to plural nouns.

REWRITE THE SENTENCES, CORRECTING THE ERRORS

COMMON MISTAKES POSSESSIVE APOSTROPHE
Never use an apostrophe 
and “s” after a plural noun 
in a statement which does 
not express possession.  

Don’t use an apostrophe because 
“late” doesn’t belong to “colleagues.”

“Colleagues” is a plural noun, but it 
does not refer to possession here.

[ Jeremy is the line manager of Pepe.]

[ Jeremy is the line manager of multiple people.]
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REWRITE THE HIGHLIGHTED PHRASES, CORRECTING THE ERRORS

CHECKLIST

 Possessive adjectives   Personality traits   Describing your co-workers  

USE THE CHART TO CREATE 14 CORRECT SENTENCES  
AND SAY THEM OUT LOUD

048-053_Personal_qualities_unit13.indd   53 05/09/2016   15:50



54

One way of telling someone about your job is to use 
adjectives to describe it. Adjectives can also help you  
to make comparisons with other roles you have had.

New language  Adjectives and comparatives 

Vocabulary  Money and pay

New skill  Describing your job to someone

Describing your job

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

KEY LANGUAGE ADJECTIVES WITH “-ING” AND “-ED”

FURTHER EXAMPLES ADJECTIVES WITH “-ING” AND “-ED”

Adjectives that end in “-ing” describe the effect something has. 
Adjectives ending in “-ed” describe how something is affected.

The man experiences tiredness.

The job causes tiredness.
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READ THE CLUES AND WRITE THE WORDS FROM THE PANEL IN THE 
CORRECT PLACES ON THE GRID

READ THE ARTICLE AND 
ANSWER THE QUESTIONS

ACROSS

DOWN
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KEY LANGUAGE COMPARATIVE ADJECTIVES

Add “-er” to make 
the comparative.

Use “than” after the 
comparative to compare 
one thing to another.

FILL IN THE GAPS WITH THE CORRECT COMPARATIVES

FURTHER EXAMPLES COMPARATIVE ADJECTIVES

Most adjectives have a comparative form that is used 
to describe the difference between two things.

If the adjective ends 
in “e,” just add “r.”

For adjectives ending in “y,”  
take off the “y” and add “ier.”

For single-syllable adjectives  
ending consonant-vowel-consonant, 

double the final letter and add “er.”

For adjectives with more than 
two syllables, use “more” to 

make the comparative.

Adjective 
does not 
change.
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KEY LANGUAGE IRREGULAR COMPARATIVE ADJECTIVES
Some common adjectives (usually short words) 
have comparatives that do not follow the rules.

COMPARATIVE

ADJECTIVE

LISTEN TO THE AUDIO AND 
MATCH THE IMAGES TO THE 
CORRECT PHRASES

“Well” as an adjective means healthy; “better” 
here means “healthier” or “no longer ill.”

MARK THE SENTENCES  
THAT ARE CORRECT
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MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

MATCH THE WORDS  
TO THEIR OPPOSITES

REWRITE THE HIGHLIGHTED 
PHRASES, CORRECTING ERRORS
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CHECKLIST

 Adjectives and comparatives   Money and pay   Describing your job to someone  

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

 Joe is talking about 
his new job and 
comparing it to the 
previous company 
where he worked.

TALKING ABOUT YOUR SKILLS AND 
EXPERIENCE

LIKES AND DISLIKES

DESCRIBING A WORKPLACE

DESCRIBING COLLEAGUES

DESCRIBING YOUR JOB

MAKING COMPARISONS

NEW LANGUAGE SAMPLE SENTENCE UNIT

REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 8–14
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Employees have schedules and workplaces also have their 
own routines and timetables. It is useful to be able to talk to 
colleagues about when things usually happen.

KEY LANGUAGE PREPOSITIONS OF TIME
Use prepositions to give more information about when something happens.

“At” is used to say what  
time something happens.

When you use “on” with a day of the week, add “–s”  
to the day to show that the thing happens regularly.

Workplace routines
 New language  Prepositions of time

 Vocabulary  Commuting and transportation

 New skill  Describing routines

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

“On” is often used before days and 
dates to say when something happens.

Use “by” to say when something will 
be completed. It means “before.”

NOW 3PM

KEY LANGUAGE MORE PREPOSITIONS OF TIME

BREAK

“Before” describes something that 
happens prior to something else.

“After” refers to an event that 
follows something else.
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CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY THE 
SENTENCES OUT LOUD

"Since" is used to say when an 
ongoing situation started.

"Until" is used to say when an 
ongoing situation finishes.

9 AM 9 AM5PM NOW

When used with “and,” “between” is 
used to say when something starts.

“From” is used to say the 
time something starts.

9 AM 9 AM5PM 5PM

“To” is used to say the 
time something finishes.

“And” is used to say the  
time something finishes.

"During" describes when 
something was happening.

“For" describes how long 
something has been happening.

6 HOURS AGO NOW BREAK NOW

KEY LANGUAGE PREPOSITIONS SHOWING DURATION
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KEY LANGUAGE GETTING TO WORK
There are a number of ways to 
describe how you get to work.

MATCH THE PAIRS OF PHRASES 
THAT MEAN THE SAME THING

CROSS OUT INCORRECT 
WORD IN EACH SENTENCE

Use “take” and “catch” with 
forms of transportation that 
you do not drive or control.
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LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER  
THEY ARE DESCRIBED

Use “go by” + the means 
of transportation. The 
exception is “go on foot.”

CHECKLIST

 Prepositions of time   Commuting and transportation   Describing routines   

You can’t “take” or “catch”  
a car or a bike as these are 
things you control yourself.
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Vocabulary
DAYS OF THE WEEK

FREQUENCY PHRASES
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FREE TIME
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Hobbies and habits
When talking with colleagues about your hobbies and 
habits, you may want to use adverbs of frequency to 
say how often you do the activities.

 New language  Adverbs of frequency               

 Vocabulary  Hobbies and habits                          

 New skill  Talking about free time

Some adverbs tell you how frequently something happens.  
“Always” and “never” are definite. Others, like “sometimes,” are less specific. 
Their position in a sentence depends on the main verbs and auxiliaries.

VOCABULARY ADVERBS OF FREQUENCY

Adverbs go after 
the verb “be.”

Adverbs go between an 
auxiliary and the main verb.

Adverbs go before 
other main verbs.

“Sometimes” and “often” can also go at the 
beginning or end of the sentence. 
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LISTEN TO THE AUDIO AND MATCH THE IMAGES TO THE CORRECT 
ADVERBS OF FREQUENCY

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER
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KEY LANGUAGE SUPERLATIVE ADJECTIVES

HOW TO FORM  SUPERLATIVE ADJECTIVES

FURTHER EXAMPLES SUPERLATIVE ADJECTIVES

Superlative adjectives are used to compare two or more objects,  
people, or places. The superlative describes the most extreme.

For most short 
adjectives, “-est” is 
added to make the 
superlative. There are 
different spelling rules 
depending on the 
ending of the simple 
form of the adjective.

“The” is used before a superlative.

Long adjectives take “the most” or “the least” 
before the adjective to form the superlative.

If the adjective 
ends in “-e,” 

“-st” is added.

For some adjectives 
ending in “-y,” the 

“-y”  is removed and 
“-iest” added.

For adjectives ending 
consonant-vowel-consonant, 
the last letter is doubled and 

“-est” is added.

“The least” has the opposite 
meaning from “the most.”
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CHECKLIST

 Adverbs of frequency    Hobbies and habits     Talking about free time  

MARK THE SENTENCES  
THAT ARE CORRECT

KEY LANGUAGE IRREGULAR SUPERLATIVE ADJECTIVES
Some common adjectives (usually short words) have superlatives that do not follow the rules.

SUPERLATIVE

ADJECTIVE

CROSS OUT THE INCORRECT 
WORDS IN EACH SENTENCE, THEN 
SAY THE SENTENCES OUT LOUD
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The past simple is often used when talking with  
co-workers about events that started and finished  
at a specific time in the recent or distant past. 

Past events
 New language  The past simple

 Vocabulary  Activities outside work

 New skill  Talking about past events

KEY LANGUAGE REGULAR VERBS IN THE PAST SIMPLE

HOW TO FORM REGULAR VERBS IN THE PAST SIMPLE

FURTHER EXAMPLES REGULAR VERBS IN THE PAST SIMPLE

The past simple describes 
events that happened  
in the past. The past  
simple forms of regular  
verbs end in “-ed.” The 
negative uses “did not”  
plus the base form of  
the main verb. 

The past forms of most 
verbs do not change with 
the subject. PAST VERB REST OF SENTENCE

Use the base form  
of the main verb.

The past form of “do not”  
is “did not” or “didn’t.”

Use the same form 
for all subjects.

SUBJECT

NEGATIVE + VERB
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MARK THE SENTENCES THAT ARE CORRECT

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST SIMPLE

KEY LANGUAGE SPELLING RULES FOR THE PAST SIMPLE
The past simple of all 
regular verbs ends in 
“-ed,” but for some 
verbs, there are some 
spelling changes, too.

Last letters are 
a consonant 

and a “y.”Last letter is “e.”

For many regular  
verbs, add “-ed.”

Remove the  
“y” and add 

“-ied” instead.

Just add a “-d.”

A single syllable word ending 
consonant-vowel-consonant.

Double the last 
consonant and  

add “-ed.”
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REWRITE THE SENTENCES AS QUESTIONS IN THE PAST SIMPLE

Use “did” plus the base form of the verb 
to ask a question in the past simple.

HOW TO FORM QUESTIONS IN THE PAST SIMPLE

“Did” goes before 
the subject.

The main verb  
is in its base form.

“DID” BASE FORM OF VERBSUBJECT REST OF SENTENCE

HOW TO FORM QUESTIONS IN THE PAST SIMPLE
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LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Two colleagues, Jasmine and 
Marilyn, are talking about 
events from the week before.

CHECKLIST

  The past simple    Activities outside work    Talking about past events  

DESCRIBE WHAT EACH PERSON DID, SPEAKING OUT LOUD AND USING 
THE PAST SIMPLE FORM OF THE VERBS IN THE PANEL

070-073_289763_Past_events_unit18.indd   73 31/08/2016   15:45



74

When making arrangements or talking about past or 
future events, it is important to talk about the time 
correctly. There are a number of ways to do this in English.

KEY LANGUAGE TELLING THE TIME
In spoken English, there are a few different key phrases that can be used to say what the time is.

Dates and times
 New language  When things happen

 Vocabulary  Telling the time

 New skill  Making appointments

You can leave 
out the “a” before 
“quarter.”

In ordinary speech, the 
12-hour clock is used.

“am” and “pm” 
are pronounced 

as individual 
letters.

SAY THE TIMES OUT LOUD

Only use “o’clock” 
with a full hour.
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Most years are spoken as pairs of numbers, 
such as “nineteen” and “seventy-five.”

CHECKLIST

 When things happen   Telling the time   Making appointments  

In the US, people often describe dates by 
writing cardinal numbers and saying 
ordinal numbers. In the UK, people use 
ordinal numbers to write and say dates.

VOCABULARY MONTHS 
OF THE YEAR

KEY LANGUAGE DATES 
AND YEARS

In US English, the number 
is written after the month.

You can also say, “two 
thousand and…” for years 
between 2000 and 2019.

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS
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KEY LANGUAGE PAST SIMPLE IRREGULAR VERBS

FURTHER EXAMPLES PAST SIMPLE IRREGULAR VERBS

KEY LANGUAGE PAST SIMPLE IRREGULAR VERBS

Many common English verbs 
have irregular forms in the past 
simple. The verb “be” changes 
form in the past depending on 
the subject.

When you meet new co-workers or attend an interview, 
people may ask about your previous jobs. It is important 
to use correct verb forms when talking about the past.

Career history
 New language  Past simple irregular verbs

 Vocabulary  Jobs and workplaces

 New skill  Talking about previous jobs

BASE FORM

PAST SIMPLE

Past simple verbs do not change 
form in the third person.

Past simple form of the verb “be” 
with “I,” “he,” “she,” and “it.”

Past simple form of the 
verb “be” with “you,” 
“we,” and “they.”

Other past simple irregular verbs do not 
change form with the subject.
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FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST SIMPLE

MATCH THE QUESTIONS TO THE CORRECT ANSWERS

LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER 
THEY ARE DESCRIBED
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READ THE ARTICLE AND WRITE ANSWERS TO THE QUESTIONS  
AS FULL SENTENCES
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CHECKLIST

 Past simple irregular verbs   Jobs and workplaces   Talking about previous jobs  

REWRITE THE SENTENCES, CORRECTING THE ERRORS

RESPOND TO THE AUDIO, SPEAKING OUT LOUD
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The past simple can be used to describe repeated or 
single actions in a company’s history. These actions 
can last for a short or long time.  

Company history
 New language  Past simple with time markers

 Vocabulary  Describing trends

 New skill  Describing a company’s history

FILL IN THE GAPS USING THE WORDS IN THE PANEL

KEY LANGUAGE THE PAST SIMPLE WITH TIME MARKERS

FURTHER EXAMPLES THE PAST SIMPLE WITH TIME MARKERS

To talk about specific 
events in the past,  
such as landmarks in  
a company’s history,  
use the past simple  
with a time marker.

Time markers specify when 
an event happened.

Past simple of the verb 
“to found,” which means 

“to set up a company.”

Time markers can go at the start of a sentence.

“Ago” means “before now.”
Time markers that are adverbs go 
immediately before the verb.
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LISTEN TO THE AUDIO, THEN NUMBER THE SENTENCES  
IN THE ORDER YOU HEAR THEM

A CEO is giving a 
presentation on the 
company history.

READ THE ARTICLE AND  
ANSWER THE QUESTIONS
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KEY LANGUAGE DESCRIBING TRENDS
English also uses the past simple with time markers to describe business trends. 
Note that some verbs for describing trends have irregular past simple forms.

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST SIMPLE

“Rise” has an irregular 
past simple form.

“Fall” is also an 
irregular verb.
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CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE, THEN SAY THE 
SENTENCES OUT LOUD

REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 15–21

PREPOSITIONS OF TIME AND 
DURATION

ADVERBS OF FREQUENCY

SUPERLATIVE ADJECTIVES

PAST SIMPLE

PAST SIMPLE IRREGULAR VERBS

PAST SIMPLE WITH TIME MARKERS

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

 Past simple with time markers   Describing trends   Describing a company’s history  
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Vocabulary
MAKING ARRANGEMENTS
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ACCEPTING AND DECLINING
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One way of making plans with a co-worker or client is by 
using the present continuous to talk about what you are 
doing at the moment, or plans in the future.

KEY LANGUAGE THE PRESENT CONTINUOUS

FURTHER EXAMPLES THE PRESENT CONTINUOUS

HOW TO FORM THE PRESENT CONTINUOUS

The present continuous is mostly used to describe 
ongoing events that are happening right now.

Talking about your plans
 New language  The present continuous

 Vocabulary  Making arrangements

 New skill  Talking about your plans

This is the present participle. It is the  
same as the gerund (“-ing”) form.

SUBJECT + “BE” VERB + “-ING” REST OF SENTENCE

Add “not” after “be”  
to make the negative. 

Short form of “I am.”
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LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER  
THEY ARE DESCRIBED

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PRESENT CONTINUOUS
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KEY LANGUAGE QUESTIONS IN THE PRESENT CONTINUOUS

HOW TO FORM QUESTIONS IN THE PRESENT CONTINUOUS

VERB + “-ING” REST OF SENTENCE

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE  
CORRECT ORDER

Using a question word like “where,” “what,” 
or “who” makes the question more open.

To turn a statement into a 
question, swap the subject 
and “be.”

QUESTION WORD SUBJECTFORM OF “BE”

Questions in the present continuous can be formed by inverting 
the subject and “be,” adding a question word for open questions.

Question words can be 
used before the verb to 

form open questions.

Subject and “be” are inverted.
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MATCH THE QUESTIONS TO THE CORRECT ANSWERS

REWRITE THE STATEMENTS AS QUESTIONS IN THE  
PRESENT CONTINUOUS WITHOUT USING QUESTION WORDS
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KEY LANGUAGE THE PRESENT CONTINUOUS FOR FUTURE ARRANGEMENTS
You can also  
use the present 
continuous to talk 
about fixed future 
plans. A clear date, 
day, or time is 
normally given.

MARK THE SENTENCES  
THAT ARE CORRECT

LISTEN TO THE AUDIO AND 
ANSWER THE QUESTIONS

Julia is calling a 
client, Jerome, to 
arrange a meeting. 

This refers to fixed plans that 
have already been made.

Specific time 
reference is given.
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CHECKLIST

 The present continuous   Making arrangements   Talking about your plans  

READ THE SCHEDULE, THEN RESPOND TO THE AUDIO,  
SPEAKING OUT LOUD
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English speakers often use set phrases to signal that  
they want to interrupt without being rude. There are a 
number of ways to communicate your opinion politely.

KEY LANGUAGE INTERRUPTING POLITELY
First, try to catch the speaker’s eye or raise your hand. If you still 
do not get the chance to speak, starting your sentence with one  
of these phrases will help your interruption be polite.

Giving opinions
 New language  Interruptions and opinions

 Vocabulary  Environmental issues

 New skill  Giving opinions politely

MARK WHETHER EACH INTERRUPTION IS POLITE OR IMPOLITE

  Polite Impolite

  Polite Impolite

  Polite Impolite

  Polite Impolite

  Polite Impolite   Polite Impolite

  Polite Impolite   Polite Impolite
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This structure can 
be followed by a 
noun or a gerund.

You can soften your interruption by 
introducing your point politely.

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS USING THE 
WORDS IN THE PANEL

KEY LANGUAGE EXCHANGING OPINIONS

FURTHER EXAMPLES EXCHANGING OPINIONS

It is also important to introduce your 
opinion respectfully, and it is polite  
to ask others for their thoughts.

Follow up your comments by 
asking others for their opinions.
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READ THE ARTICLE, THEN 
COMPLETE THE COLLOCATIONS

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

The head of green policy at RonMax  
is holding a meeting to discuss the 
company’s environmental strategy.
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CHECKLIST

 Interruptions and opinions   Environmental issues   Giving opinions politely  

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

READ THE CLUES AND WRITE THE ANSWERS IN THE CORRECT  
PLACES ON THE GRID

ACROSS

DOWN
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When you react to someone’s opinion, it is important  
to be polite and respectful. This is especially important 
when you disagree with someone.

Agreeing and disagreeing
 New language Reacting to opinions

 Vocabulary Agreeing and disagreeing

 New skill  Discussing opinions

KEY LANGUAGE AGREEING WITH AN OPINION
There are many ways to say that you agree with 
someone. You do not need to say very much 
and, sometimes, people just nod.

The language of agreement changes 
according to whether you are agreeing 
with a positive or a negative statement.

STRONG AGREEMENT WEAK AGREEMENT

AGREEING WITH A 
POSITIVE STATEMENT

AGREEING WITH A 
NEGATIVE STATEMENT
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MARK THE BEST REPLY TO EACH STATEMENT

MATCH THE STATEMENTS TO THE RESPONSES
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KEY LANGUAGE DISAGREEING WITH AN OPINION
English speakers often use a variety of polite 
phrases to express degrees of disagreement.

This does not mean you are afraid or sorry, 
but makes the disagreement more polite.

STRONG DISAGREEMENT

WEAK DISAGREEMENT

Add “I’m sorry” or “I’m 
afraid” at the beginning 
to sound more polite.

DISAGREEMENT

FILL IN THE GAPS USING THE WORDS IN THE PANEL
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CHECKLIST

 Reacting to opinions   Agreeing and disagreeing    Discussing opinions  

LISTEN TO THE AUDIO AND 
ANSWER THE QUESTIONS

Jeremy and Sian are 
discussing recent proposals 
for change in their workplace.

CROSS OUT THE INCORRECT 
WORD IN EACH SENTENCE, THEN 
SAY THE SENTENCES OUT LOUD
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Many workplaces issue guidelines for how to avoid  
accidents and stay safe. In English, this topic often  
uses specialist vocabulary and reflexive pronouns.

Health and safety
 New language  Reflexive pronouns

 Vocabulary  Health and safety at work

 New skill  Talking about safety at work

KEY LANGUAGE REFLEXIVE PRONOUNS

HOW TO FORM REFLEXIVE PRONOUNS

Reflexive pronouns 
show that the subject 
of a verb is the same 
as its object. 

SUBJECT PRONOUNS

REFLEXIVE PRONOUNS

The subject pronoun refers to 
the person doing the action.

Use a reflexive pronoun when 
the subject and object of a 

sentence are the same.

MARK WHICH SENTENCES ARE CORRECT
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READ THE ARTICLE AND 
ANSWER THE QUESTIONS

CHECKLIST

 Reflexive pronouns   Health and safety at work   Talking about safety at work  

MATCH THE PICTURES  
TO THE CORRECT PHRASES

CROSS OUT THE INCORRECT WORDS 
IN EACH SENTENCE, THEN SAY THE 
SENTENCES OUT LOUD
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When there are everyday problems in the workplace,  
it is useful to know how to make suggestions and offer 
advice. There are several ways to do this in English.

KEY LANGUAGE MAKING SUGGESTIONS
You can use a number of phrases to offer advice or make suggestions. 
Some of these take the base form of the verb, and others need the “-ing” form.

Suggestions and advice
 New language  Prefixes and suffixes

 Vocabulary  Everyday workplace problems

 New skill  Making suggestions

This structure is 
useful for more 

informal suggestions.

“How about” and “what 
about” take the “-ing” 
form of the verb. 

Use “we” and “us” to make a 
suggestion for collaborative action.

Informal suggestions take the “-ing” 
form of the verb. 

Use the base form when suggesting 
a group action with “we” or “us.”

HOW TO FORM SUGGESTIONS

REST OF SENTENCEVERBSUGGESTION

When making a 
suggestion, the 
form of the verb 
depends on who 
you are addressing.
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MATCH THE WORKPLACE PROBLEMS TO THE SUGGESTIONS AND ADVICE

KEY LANGUAGE OFFERING ADVICE WITH “SHOULD” + BASE FORM
One way to offer stronger advice 
is using  “should” or “shouldn’t,” 
which suggests negative 
consequences if ignored. Base form of main verb

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER
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KEY LANGUAGE CHANGING MEANING WITH PREFIXES AND SUFFIXES
Prefixes and suffixes change the meaning of words that they are added to. 
Sometimes this also changes the word’s form (such as from a noun to an adjective).

Adding “-less” to a noun forms an 
adjective meaning “not having” 
or “not affected by” that noun.

Adding “-ful” to a noun forms 
an adjective with a sense of 

“full of” that noun.

FILL IN THE GAPS USING THE WORDS IN THE PANEL

There are several 
prefixes that can  
be used to form  
a new word with the  
opposite meaning.
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CHECKLIST

 Prefixes and suffixes   Everyday workplace problems   Making suggestions  

LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER  
THEY ARE DESCRIBED

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY THE 
SENTENCES OUT LOUD
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When you are preparing a presentation, make sure it is 
clear and easy to follow. There are certain phrases you 
can use to help guide the audience through the talk.

KEY LANGUAGE BEGINNING A PRESENTATION
If you outline the structure of your presentation 
at the start, it makes it easier for the audience to 
follow what you are saying. Signposting language 
can help you to do this effectively. Before you begin, briefly 

outline your presentation.

Giving a presentation
 New language  Signposting language

 Vocabulary  Presentation equipment

 New skill  Structuring a talk

FILL IN THE GAPS USING THE PHRASES IN THE PANEL

These words tell the 
listener the order of 

the presentation.
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LISTEN TO THE 
AUDIO AND ANSWER 
THE QUESTIONS

The head of a sales team 
is giving a talk about the 
performance.

KEY LANGUAGE CHANGING TOPICS
You can also use signposting language to move 
between topics during your presentation.

INTRODUCING 
A TOPIC

ENDING 
A TOPIC

MOVING ON TO 
ANOTHER TOPIC

MATCH THE DEFINITIONS TO  
THE PRESENTATION EQUIPMENT
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KEY LANGUAGE ENDING A PRESENTATION
At the end of your presentation, you can give a brief summary of 
your points and, if you want, allow the audience to ask questions.

SUMMARIZING DEALING WITH QUESTIONS

REWRITE THE SENTENCES, 
PUTTING THE WORDS IN THE 
CORRECT ORDER

LISTEN TO THE AUDIO, 
THEN NUMBER THE SENTENCES 
IN THE ORDER YOU HEAR THEM

A company’s head of marketing 
is talking about their new range.
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CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY THE 
SENTENCES OUT LOUD

REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 22–28

THE PRESENT CONTINUOUS FOR 
ONGOING EVENTS AND FUTURE PLANS

INTERRUPTING POLITELY AND  
EXCHANGING OPINIONS

AGREEING AND DISAGREEING

REFLEXIVE PRONOUNS

MAKING SUGGESTIONS AND  
GIVING ADVICE

SIGNPOSTING LANGUAGE FOR 
PRESENTATIONS

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

 Signposting language   Presentations and talks   Structuring a talk  
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Use “can” and “have to” to talk about rules in the 
workplace, and verbs such as “could” to politely  
ask colleagues to help you solve problems.

Rules and requests
 New language  Modal verbs

 Vocabulary  Polite requests

 New skill  Talking about rules and regulations

KEY LANGUAGE MODAL VERBS FOR PERMISSION

Use “can” to give a 
colleague permission 
to do something.

Use “can’t” to say  
that a colleague is  
not allowed to  
do something.

“Have to” expresses a 
strong obligation to 
do something.

“Don’t have to”  
means that something 
is not necessary.

MATCH THE PAIRS OF SENTENCES THAT GO TOGETHER

110-113_289763_Workplace_rules_unit29.indd   110 02/09/2016   10:04



FILL IN THE GAPS USING THE WORDS IN THE PANEL

READ THE NOTICE AND  
ANSWER THE QUESTIONS
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FURTHER EXAMPLES POLITE REQUESTS WITH MODAL VERBS

Use “Could you” with a base  
verb, or “Would you mind”  
with a gerund, to politely ask  
for help with problems at work.

You can add “please” to 
make requests more polite.

KEY LANGUAGE POLITE REQUESTS WITH MODAL VERBS

HOW TO FORM POLITE REQUESTS WITH MODAL VERBS

BASE VERB REST OF SENTENCE

GERUND

“COULD YOU”

“WOULD YOU MIND”

This form is particularly polite.

TIP
Business English rarely 
uses negative forms of 
these requests because  
they are less polite than 

the positive forms.
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CHECKLIST

 Modal verbs   Polite requests   Talking about rules and regulations  

CROSS OUT THE INCORRECT 
WORD IN EACH SENTENCE

LISTEN TO THE AUDIO AND 
ANSWER THE QUESTIONS

Robin is asking a co-worker, 
Bruno, to help him prepare 
for a difficult meeting with 
their suppliers.

USE THE CHART TO CREATE SIX CORRECT SENTENCES  
AND SAY THEM OUT LOUD
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Vocabulary
WORK IDIOMS 
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Many common workplace problems arise from an 
ongoing situation in the past. You can use the past 
continuous tense to discuss these problems.

Discussing issues
 New language  Past continuous

 Vocabulary  Work idioms

 New skill  Describing workplace problems

KEY LANGUAGE THE PAST CONTINUOUS

FURTHER EXAMPLES THE PAST CONTINUOUS

HOW TO FORM THE PAST CONTINUOUS

Use the past continuous to describe problems or situations 
that were ongoing in the past, but are now finished.

SUBJECT VERB + “-ING”“WAS / WERE” REST OF SENTENCE

PAST

PASTPAST

NOW

NOWNOW

Use “was” or “were” 
depending on the subject.

Add “-ing” to the main verb.

The action started in the past 
and continued for some time.
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FILL IN THE GAPS BY PUTTING THE VERBS  
IN THE PAST CONTINUOUS

READ THE ARTICLE AND WRITE ANSWERS TO THE QUESTIONS  
AS FULL SENTENCES
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LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER  
THEY ARE DESCRIBED

REWRITE THE SENTENCES, 
CORRECTING THE ERRORS

MATCH THE PICTURES  
TO THE CORRECT SENTENCES
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CHECKLIST

 Past continuous   Work idioms   Describing workplace problems  

READ THE EMAIL THEN ANSWER THE QUESTIONS, SPEAKING  
OUT LOUD
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English uses a variety of polite phrases to apologize for 
mistakes. Use the past continuous with the past simple 
to offer an explanation for a mistake.

Apologies and explanations
 New language  Past continuous and past simple

 Vocabulary  Workplace mistakes

 New skill  Apologizing and giving explanations

KEY LANGUAGE APOLOGIES AND RESPONSES
There are many formal and informal phrases that you can use to make and 
respond to apologies. Responses can either accept the apology to end the 
conversation, or reject it to ask for further action.

This makes the  
apology stronger. 

This is a more 
formal apology.

This also makes the 
apology stronger.

This is an emphatic 
formal apology.

ACCEPTING APOLOGIES REJECTING APOLOGIES

TIP
“No problem” is  

another useful phrase  
for accepting apologies,  

but this is  
very informal.
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MATCH THE APOLOGIES WITH THE CORRECT RESPONSES

LISTEN TO THE AUDIO AND 
MARK WHETHER KARL ACCEPTS  
THE APOLOGIES

 Yes No  
 Yes No  

 Yes No  
 Yes No  

 Yes No  

SAY THE SENTENCES OUT 
LOUD, FILLING IN THE GAPS

 Yes No  
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KEY LANGUAGE PAST CONTINUOUS AND PAST SIMPLE

FURTHER EXAMPLES PAST CONTINUOUS AND PAST SIMPLE

HOW TO FORM PAST CONTINUOUS AND PAST SIMPLE

Many workplace mistakes are caused by an unexpected 
event that interrupts something else. English uses the past 
continuous and past simple together to describe this.

The past continuous describes a longer background action, and 
the past simple describes an action or event that interrupts it.

Past simplePast continuous

PAST CONTINUOUS “WHEN”OBJECT PAST SIMPLE REST OF SENTENCE

Use “when” to link the past 
continuous and past simple.
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CHECKLIST

 Past continuous and past simple   Workplace mistakes   Apologizing and giving explanations  

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

READ THE EMAIL AND ANSWER 
THE QUESTIONS
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When you are dealing with deadlines and pressure  
at work, you can use the present perfect to let your 
co-workers know how your work is progressing.

Tasks and targets
 New language  Present perfect and past simple

 Vocabulary  Workplace tasks

 New skill  Discussing achievements at work

KEY LANGUAGE THE PRESENT PERFECT

HOW TO FORM THE PRESENT PERFECT

Use the present perfect to talk about whether or not tasks are 
completed or goals have been met. Use “yet” for things that you 
expect to happen, and “just” for recent events.

SUBJECT PAST PARTICIPLE“HAVE / HAS” REST OF SENTENCE

Add “just” after 
“has” or “have.”

Use “have” or “has” 
depending on the subject.

Most past participles are formed  
by adding “ed” to the main verb.

Add “not” or its short form 
after “have” to form negatives.

In questions, the subject sits between 
“have” and the past participle.

Use “yet” in negative 
sentences or questions.
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FILL IN THE GAPS BY PUTTING THE VERBS IN THE PRESENT PERFECT

READ JUAN’S TO DO LIST AND ANSWER THE QUESTIONS

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE
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KEY LANGUAGE PRESENT PERFECT AND PAST SIMPLE
Use the present perfect to talk about  
tasks you completed recently that still 
have an impact in the present.

REWRITE THE SENTENCES, CORRECTING THE ERRORS

You can use the past simple to specify 
when something in the past happened.

We do not know when  
the car was fixed.

We do know when 
the car was fixed.

PAST

2:30

NOW

NOW
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CHECKLIST

 Present perfect and past simple   Workplace tasks   Discussing achievements at work  

LISTEN TO THE AUDIO AND 
ANSWER THE QUESTIONS

Tanya and Imran are  
talking about their  
busy week at work.

RESPOND OUT LOUD TO  
THE AUDIO, FILLING IN THE GAPS 
USING THE WORDS IN THE PANEL
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If a customer complains about a problem, one way to 
offer a solution, and to make predictions or promises,  
is to use the future with “will.”

Dealing with complaints
 New language  The future with “will”

 Vocabulary  Complaints and apologies

 New skill  Dealing with complaints

KEY LANGUAGE THE FUTURE WITH “WILL”

HOW TO FORM THE FUTURE WITH “WILL”

FURTHER EXAMPLES THE FUTURE WITH “WILL”

Use the future with “will” to make a promise  
to resolve a customer’s problem.

“Will” is a modal 
verb, so its form 
doesn’t change 
with the subject. 

SUBJECT BASE FORM OF VERB“WILL” REST OF SENTENCE

Use “will” to make a promise 
and offer a solution.

Use the future with “will” to make an offer.Short form of “we will.”

Use the future with “will” to describe a 
decision at the time of speaking.

128-131_289763_making_complaints_unit34.indd   128 05/09/2016   15:50



129

MATCH THE COMPLAINTS TO THE CORRECT RESPONSES

READ THE LETTER AND WRITE ANSWERS TO THE QUESTIONS  
AS FULL SENTENCES
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KEY LANGUAGE MAKING PREDICTIONS
You can also use “will” to make 
predictions about the future.

LISTEN TO THE AUDIO AND 
MARK WHETHER EACH SCENARIO 
WILL OR WON’T HAPPEN TODAY

 Will Won’t  
 Will Won’t  

 Will Won’t  

 Will Won’t  

 Will Won’t  

Use “I’m afraid” 
to apologize. Short form of “will not.”

 Will Won’t  

FILL IN THE GAPS USING  
THE WORDS IN THE PANEL

130
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REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 29–34

TALKING ABOUT RULES
POLITE REQUESTS

DESCRIBING WORKPLACE PROBLEMS

APOLOGIZING AND GIVING 
EXPLANATIONS

DISCUSSING DEADLINES

DEALING WITH COMPLAINTS

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

 The future with “will”   Complaints and apologies   Dealing with complaints  

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS USING THE 
WORDS IN THE PANEL
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Vocabulary
TRANSPORTATION TRAVEL
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TRAVEL
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When you have travel plans or want to discuss the 
arrangements for a trip, it is useful to be able to talk 
about the possible results of actions and choices.

KEY LANGUAGE THE FIRST CONDITIONAL

HOW TO FORM THE FIRST CONDITIONAL

You can use the first 
conditional when you 
want to describe a 
realistic action and a 
future result that it 
might lead to.

The first conditional is usually introduced by “if ” followed by 
the present simple. The future with “will” expresses the result.

Making travel arrangements
 New language  Zero and first conditional

 Vocabulary  Travel

 New skill  Talking about actions and results

Future with “will” 
describes the result.

Comma separates 
action from result.

Present simple tense 
describes suggested action.

“If ” shows that the 
sentence is conditional.

FUTURE WITH “WILL”

FURTHER EXAMPLES THE FIRST CONDITIONAL

You can put the “if ” clause at the end of 
the sentence if you remove the comma.

COMMAPRESENT SIMPLE“IF”
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MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Dan is calling his 
colleague, Simon,  
to arrange flights  
for a conference. 
They are discussing 
travel options.
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KEY LANGUAGE THE ZERO CONDITIONAL

HOW TO FORM THE ZERO CONDITIONAL

You can use the zero conditional 
to talk about things that are 
generally true, or to describe the 
direct result of an action.

The zero conditional uses “if ” or “when” with the present 
simple, followed by the present simple in the main clause.

Result is described 
using present simple.

Comma separates 
action from result.

Present simple 
describes the action.

“When” can also 
be used in some 
sentences.

COMMA PRESENT SIMPLE

“When” can sometimes be 
used instead of  “if.”

“IF / WHEN” PRESENT SIMPLE

FURTHER EXAMPLES THE ZERO CONDITIONAL
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CHECKLIST

 Zero and first conditional   Travel   Talking about actions and results  

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY  
THE SENTENCES OUT LOUD
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When traveling to conferences and meetings, you  
may need to ask for directions. Knowing how to  
be polite but clear is essential.

KEY LANGUAGE ASKING FOR AND GIVING DIRECTIONS

FURTHER EXAMPLES GIVING DIRECTIONS WITH IMPERATIVES

When you ask for directions, be polite and listen carefully to 
the response. Imperatives are often used to give directions.

To form imperatives, use the base 
form of the verb (without “to”).

Asking for directions
 New language  Imperatives, prepositions of place

 Vocabulary  Directions

 New skill  Asking for and giving directions

You can approach someone with “excuse me” 
or “sorry” to ask politely for directions.

This is a polite way to make sure that 
you have heard directions correctly.

Add “don’t” to make an 
imperative negative.
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VOCABULARY PREPOSITIONS OF PLACE AND OTHER DIRECTIONS

CROSS OUT THE INCORRECT 
WORD IN EACH SENTENCE

MARK THE SENTENCES  
THAT ARE CORRECT
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REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

LISTEN TO THE AUDIO AND MARK THE DIRECTIONS YOU HEAR
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CHECKLIST

 Imperatives, prepositions of place   Directions   Asking for and giving directions  

LOOK AT THE MAP, THEN RESPOND TO THE AUDIO OUT LOUD, FILLING  
IN THE GAPS
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You can describe events using either active or passive 
sentences. The focus in a passive sentence is on the 
action itself rather than the thing that caused it.

KEY LANGUAGE THE PASSIVE VOICE

HOW TO FORM THE PASSIVE VOICE

FURTHER EXAMPLES THE PASSIVE VOICE

In passive sentences, the person or thing doing the  
action is unknown, unimportant, or obvious.

All passives use a form of “be” with a past participle. “By” can 
be used to introduce the person or thing doing the action.

In this active sentence, the focus is 
on the people serving breakfast.

Here the focus is on breakfast, rather 
than the people who served it.

Describing your stay
 New language  The passive voice

 Vocabulary  Hotels and accommodation

 New skill  Using the passive voice

FORM OF “BE”SUBJECT PAST PARTICIPLE

The main verb is expressed as a past participle.

REST OF SENTENCE
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MATCH THE ACTIVE SENTENCES TO THE CORRECT PASSIVE VERSIONS

REWRITE THE PASSIVE SENTENCES, PUTTING THE WORDS IN THE  
CORRECT ORDER

LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER  
THEY ARE DESCRIBED
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READ THE REVIEWS AND 
ANSWER THE QUESTIONS

MATCH THE DEFINITIONS TO THE CORRECT PHRASAL VERBS
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CHECKLIST

 The passive voice   Hotels and accommodation   Using the passive voice  

LISTEN TO THE AUDIO, THEN NUMBER THE SENTENCES IN THE ORDER  
YOU HEAR THEM

An assistant is 
calling a hotel to 
reserve a room 
for her boss.

RESPOND OUT LOUD TO THE AUDIO, PUTTING THE VERBS  
IN THE PASSIVE VOICE
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Vocabulary
EATING OUT
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FOOD AND DRINK
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Whether you are welcoming visitors, or visiting 
somewhere on business yourself, it is important  
to know how to interact politely in English.

Conferences and visitors
 New language  “A,” “some,” “any”

 Vocabulary  Hospitality

 New skill  Welcoming visitors

KEY LANGUAGE  
WELCOMING VISITORS
There are a number of phrases you can 
use when welcoming visitors who have 
come to see you on business.

MARK THE SENTENCES THAT 
ARE CORRECT
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KEY LANGUAGE “A,” “SOME,” “ANY”
In English, nouns can either be countable, meaning they can be easily counted, or uncountable, meaning 
they aren’t usually counted individually. Use “a” or “an” with single countable nouns. Use “some” with 
plural countable nouns and uncountable nouns. Use “any” in questions and negative statements.

REWRITE SENTENCES, 
CORRECTING THE ERRORS

MATCH THE BEGINNINGS OF THE 
SENTENCES TO THE CORRECT ENDINGS

Use “any” in questions  
and negative statements.

Always use “some”  
with uncountable nouns,  

not “a,” “an,” or a number. 

Uncountable nouns can be made 
countable if they are placed in containers.
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LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Two attendees are 
discussing products  
at a marketing 
conference in Hanoi.

FILL IN THE GAPS USING  
THE WORDS IN THE PANEL

CROSS OUT THE INCORRECT 
WORDS IN EACH SENTENCE
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CHECKLIST

 “A,” “some,” “any”   Hospitality   Welcoming visitors  

READ THE ARTICLE AND MARK 
THE CORRECT SUMMARY

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS USING THE 
WORDS IN THE PANEL
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KEY LANGUAGE DINING IN RESTAURANTS
When dining or sharing hospitality with clients, it is 
important as a host or guest to be friendly and polite.

It is important to learn local customs for dining and 
entertaining. At business lunches and conferences,  
follow these customs and use polite language.  

Dining and hospitality
 New language  “Much / many,” “too / enough”

 Vocabulary  Restaurants

 New skill  Offering and accepting hospitality

This is usually 
referred to as the 

“bill” in UK English.

“Could” is more 
polite than “can.”

Add “please” to make 
requests more polite.
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REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS USING THE 
WORDS IN THE PANEL
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MARK THE SENTENCES  
THAT ARE CORRECT

FILL IN THE GAPS USING  
THE WORDS IN THE PANEL

KEY LANGUAGE TALKING ABOUT QUANTITY
Use “much,” “many,” and “enough” to talk about amounts and quantities. 
These words can also show our feelings about the amounts and quantities. 
For example, “too much” is negative, but “enough” is positive.

Use “much” to ask questions about 
quantities of uncountable nouns. 

“Too much / many” is used to talk about 
quantities that are too large.

“Enough” and “not enough” are used to talk 
about countable and uncountable nouns.

Use “many” to ask questions about 
quantities of countable nouns.
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READ THE ARTICLE AND  
ANSWER THE QUESTIONS

REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 35–41

THE FIRST CONDITIONAL

THE ZERO CONDITIONAL

GIVING DIRECTIONS WITH 
IMPERATIVES

THE PASSIVE VOICE

“A,” “SOME,” “ANY”

“MUCH / MANY,” “TOO / ENOUGH”

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

  “Much / many,” “too / enough”   Restaurants    Offering and accepting hospitality  
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In most workplaces, you can use polite but informal 
language to call your co-workers. English often uses 
two- or three-part verbs in informal telephone language.

Informal phone calls
 New language  Telephone language

 Vocabulary  Phone numbers and etiquette

 New skill  Calling your co-workers

KEY LANGUAGE MAKING INFORMAL PHONE CALLS
Informal phone calls between co-workers often use various polite 
phrases for starting and ending a call and exchanging information.

This is an informal way 
to politely end a call.

You can also 
say, “Speak to 

you soon.”

Use this to politely 
turn down further 
help and end a call.

You can say your name followed by 
“speaking” when you answer the phone.

You can also identify yourself by saying 
the name of your department.

Use this to offer 
further help or advice.

Polite alternative 
to “yes.”

This is polite, but 
still fairly informal.

Use “Could” instead of 
“Can” to make a request 
even more polite. This means 

“I’m Jan.”
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FILL IN THE GAPS USING  
THE WORDS IN THE PANEL

LISTEN TO THE AUDIO, 
THEN NUMBER THE SENTENCES  
IN THE ORDER YOU HEAR THEM

Danny calls the IT department to 
discuss a problem with his computer.

SAY THE SENTENCES OUT 
LOUD, CORRECTING THE ERRORS
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KEY LANGUAGE SAYING YOUR PHONE NUMBER

There are many useful phrases for telling people your phone number.

LISTEN TO THE AUDIO AND WRITE DOWN THE TELEPHONE NUMBERS 
THAT YOU HEAR

PRONUNCIATION NUMBERS
In US English, the number 0 is pronounced “zero,” and repeated numbers are said individually. 
In UK English, many different pronunciations are possible for 0 and rows of repeated numbers.

Informal English usually shortens 
“phone number” to “number.”

An extension is the last 
few digits of an employee’s 
office phone number.

You can also say 
“You can call me.”
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CROSS OUT THE INCORRECT 
WORD IN EACH SENTENCE, THEN 
SAY THE SENTENCES OUT LOUD

LISTEN TO THE AUDIO AND 
ANSWER THE QUESTIONS

Tara calls her co-worker,  
Sven, to ask for help with 
some workplace problems.
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KEY LANGUAGE VERBS FOR PHONE CALLS

FURTHER EXAMPLES VERBS FOR PHONE CALLS

Informal spoken English, 
particularly in telephone 
language, often uses 
two- or three-part verbs.

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE
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REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

CHECKLIST

 Telephone language   Phone numbers and etiquette   Calling your co-workers  

READ THE ARTICLE AND WRITE 
THE HIGHLIGHTED PHRASES NEXT 
TO THEIR DEFINITIONS
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When you talk to clients or receptionists, you may  
need to use formal language on the phone. You  
may also need to take or leave a phone message.

Formal phone calls
 New language  Adjective order

 Vocabulary  Formal telephone language

 New skill  Leaving phone messages

KEY LANGUAGE FORMAL PHONE CONVERSATIONS

You can use formal language to introduce yourself, 
greet the speaker, and take or leave a message.

You can answer a call by 
thanking the caller.

You can answer a 
call with the name 
of your department.

 A more polite 
alternative to “can.”

“May” is very 
polite and formal.

Use this to say you 
will transfer a call.

Use “I’m afraid” or “I’m sorry, 
but” before negative news. Use this to ask someone 

to pass on a request.
You can also say “Can 
I take a message?”

Use “could you” 
to make a request 

more polite. 
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MARK THE BEST REPLY  
TO EACH STATEMENT

CROSS OUT THE INCORRECT 
WORD IN EACH SENTENCE, THEN 
SAY THE SENTENCES OUT LOUD

LISTEN TO THE AUDIO AND 
MARK THE CORRECT SUMMARY

Tom calls his client, 
Mr. Ryder, to arrange 
a meeting.
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KEY LANGUAGE ADJECTIVE ORDER

KEY LANGUAGE ADJECTIVE ORDER IN DETAIL

Adjectives add detail to descriptions and messages. When English uses more 
than one adjective before a noun, the adjectives must go in a particular order.

NOUNMATERIALCOLORAGESIZEOPINION

WRITE THE WORDS FROM THE PANEL IN THE CORRECT GROUPS

SIZE AGE COLOR MATERIALOPINION

Adjectives describing opinions come 
before adjectives describing facts.

Fact adjectives also have their own order, depending on the type of fact.

English very rarely uses more than three adjectives before a noun.
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CHECKLIST

 Adjective order   Formal telephone language   Leaving phone messages  

REWRITE THE SENTENCES, CORRECTING THE ERRORS

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Julio takes a phone call from Mrs. 
Garcia, who wants to complain about 
an order that she has placed.
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A résumé (or CV in UK English) is a clear summary of 
your skills and career history. Past simple action verbs  
are particularly useful for describing past achievements.

Writing a résumé
 New language  Action verbs for achievements

 Vocabulary  Résumé vocabulary

 New skill  Writing a résumé

KEY LANGUAGE RÉSUMÉ HEADINGS

Shown below are the most 
common English résumé 
headings, and useful 
phrases for describing  
your achievements. 

An introductory statement 
describing a person’s skills, 
qualities, and career goals.

Describes the most significant 
things achieved throughout 

someone’s career.

A list of current and previous 
jobs, responsibilities, and skills.

A list of qualifications, 
and the institutions 

where they were gained.

Other important skills, such as 
language skills or IT skills.

Things that someone enjoys 
doing in his or her spare time.

A reference is a 
recommendation from a 

current or previous employer.

TIP
English résumés often  

leave the subject and the  
verb “be” out of sentences.  

For example, “Fluent in  
English, Spanish, and  
Italian” omits “I am.”
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MATCH THE PHRASES TO THE CORRECT RÉSUMÉ HEADINGS

FILL IN THE GAPS USING THE WORDS IN THE PANEL

TIP
English résumés often  

leave the subject and the  
verb “be” out of sentences.  

For example, “Fluent in  
English, Spanish, and  
Italian” omits “I am.”
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KEY LANGUAGE PAST SIMPLE ACTION VERBS

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

Use past simple action verbs on your résumé to talk about the 
responsibilities you have had and your past achievements. 
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CHECKLIST

 Action verbs for achievements   Résumé vocabulary   Writing a résumé  

READ THE RÉSUMÉ AND ANSWER THE QUESTIONS
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English uses the future with “going to” to talk about plans 
and decisions that have already been made. It is useful 
for informing co-workers about your plans.

Making plans
 New language  The future with “going to”

 Vocabulary  Polite requests

 New skill  Making arrangements and plans

KEY LANGUAGE THE FUTURE WITH “GOING TO”

FURTHER EXAMPLES THE FUTURE WITH “GOING TO”

HOW TO FORM THE FUTURE WITH “GOING TO”

Use “going to” to tell 
co-workers what you 
have decided to do  
in the future.

To form the future with “going to” use the verb “to 
be” with “going to” followed by the base verb.

“Going to” doesn’t change with the subject.

BASE FORM OF VERB REST OF SENTENCESUBJECT “TO BE” “GOING TO”

Add “not” after “to be” to make the negative. Switch the subject and “to be” in questions.
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FILL IN THE GAPS USING THE FUTURE WITH “GOING TO”

MATCH THE PAIRS OF SENTENCES

LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER  
THEY ARE DESCRIBED
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KEY LANGUAGE POLITE ALTERNATIVES TO COMMANDS
Remember that it is polite to phrase requests 
as questions rather than commands.

Use “we” instead of “you” to make 
the request particularly polite.

MARK THE REQUESTS  
THAT ARE POLITE

“Can” is more direct than 
“could,” but it is still polite.

REWRITE THE SENTENCES, 
CORRECTING THE ERRORS

Add “please” to make a 
request more polite.

[You have to serve the refreshments.]

[Move the time of the meeting.]
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CHECKLIST

 The future with “going to”   Polite requests   Making arrangements and plans  

READ THE EMAIL THEN 
ANSWER THE QUESTIONS,  
SPEAKING OUT LOUD
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Vocabulary
FORMS OF COMMUNICATION 
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SENDING EMAILS 

ABBREVIATIONS 
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Emails to clients should be polite and clearly state your 
future plans and intentions. Use the present continuous 
or “going to” to discuss plans and arrangements.

Emailing a client
 New language  Future tenses for plans

 Vocabulary  Polite email language

 New skill  Emailing a client

KEY LANGUAGE EMAILS TO CLIENTS

KEY LANGUAGE GREETINGS AND SIGN-OFFS

This is a formal greeting.

Formal alternative to 
“I am writing about.”

Use “in” to talk about 
your department,  
and “at” to talk about 
your company.

An abbreviation for 
“as soon as possible.” 

You can also say  
“Please see... attached.”

This is a very polite way 
of making a request.

A polite way of 
encouraging a 
quick response.

This is a formal sign-off. 

GREETINGS SIGN-OFFS

This is very 
informal.

Informal 
sign-off.

Very formal sign-off.

You can also say “Best 
wishes” or “Kind regards.”

Using last names 
is very formal.
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REWRITE THE SENTENCES, CORRECTING THE ERRORS

READ THE EMAIL AND ANSWER 
THE QUESTIONS
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KEY LANGUAGE TALKING ABOUT FUTURE ARRANGEMENTS
To tell clients about future  
plans, you can use the present 
continuous, particularly if you 
have specified when something  
will happen.

CROSS OUT THE INCORRECT WORDS IN 
EACH SENTENCE

FILL IN THE GAPS USING THE PHRASES IN THE PANEL

“Going to” can be used with  
a time marker, but it is often 
used instead of the present 
continuous to talk about 
plans for an unspecified time 
in the future.

We know when this  
will happen.

Present continuous.

Future with “going to.”

We don’t know when this will happen.
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REWRITE THE HIGHLIGHTED 
PHRASES, CORRECTING THE ERRORS

REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 42–47

INFORMAL PHONE CALLS

FORMAL PHONE CALLS

ADJECTIVE ORDER

WRITING YOUR RÉSUMÉ

FUTURE WITH “GOING TO”

EMAILS TO CLIENTS

TALKING ABOUT FUTURE PLANS

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

 Future tenses for plans   Polite email language   Emailing a client  
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Answers
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1 Dislikes   2 Likes   3 Likes   4 Likes

Model Answers

POSITIVE: motivated, ambitious, helpful, 
bright, intelligent
NEGATIVE: impatient, lazy, impolite, 
nervous, boring
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Model Answers

Model Answers

Model Answers
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Model Answers

1 Impolite   2 Polite   3 Polite    
4 Impolite   5 Impolite   6 Polite    
7 Impolite
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                   Note: Negative sentences can 
also use the long form “was not.”

Model Answers

Model Answers
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1 Yes   2 Yes   3 Yes   4 Yes   5 No

1 Will   2 Won’t   3 Won’t  
4 Will   5 Will

Model Answers
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OPINION: useful, awful
SIZE: large, tiny
AGE: antique, new
COLOR: blue, green
MATERIAL: wooden, glass

Note: Answers to 1, 2, and 4 can also be 
written in contracted form.
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Model Answers
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C
“call”  7, 42
“can” and “can’t”  29, 45
careers see jobs
changes of meaning  27
clients, dealing with  41, 43, 47
colleagues  1, 6, 13, 42
communication devices  7, 42, 43, 47
commuting  15, 35
companies, talking about  4, 21, 47
comparative adjectives  17, 14
complaints  34
conditions, working  12
conferences  40, 41
contact information  7
contractions  4
contracts  12
conversations see spoken English
“could”  29, 42, 43, 45
countable nouns  40
countries (vocabulary)  3, 4
co-workers see colleagues
CV  8, 44

D
days and dates (vocabulary)  16, 19
declining and accepting  22
“decrease” and “increase”  21
departments, talking about  4, 42, 43, 47
“did” and “did not”  18
dining  39, 41
directions  37
disagreement  25
“dislike”  10
“do” and “does”  6
duration, of time  15

E
“-ean” word endings  4
“easy” and “easiest”  17
eating out  39, 41
“-ed” word endings  14, 18
emails  7, 47
employment see jobs
“enough”  41
environmental issues  24
equipment, in the workplace  5, 28
“-er” word endings  14
“-ese” word endings  4
“-est” word endings  17
exchanging contacts  7

Subjects are indexed by unit number. 
Entries in bold indicate the unit with the 
most information.

A
“a,” article  8, 40
“absolutely”  25
accepting and declining  22, 32
accommodation  38
achievements  33, 44
action verbs  44
active voice  38
adjectives  4, 13, 14

order of  43
superlative  17
with prefixes and suffixes  27

adverbs, of frequency  16, 17
advice  27
“afraid”  6, 25, 32
“after”  15
agreement  25
alphabet, pronunciation of  1
“always”  17
“an,” article  8
“-an” word endings  4
answers, short  7
“any”  11, 40
apologies  32, 34
apostrophes, possessive  13
appointments  19
“are there” questions  11
arrangements see plans
articles  8, 40
“ASAP”  47
“at”  7, 15
avoiding repetition  13

B
base form (verb)  2, 18, 27
“be”  2, 20, 23

omission of, in résumés  44
with simple questions  6

“best”  17
“between”  15, 37
business cards  7

exchanging opinions  24
“excuse me”  24
experience  8
explanations  3

F
fact adjectives  43
“fall” and “fell”  21
first conditional  36
first names  1, 47
food (vocabulary)  39
formal English  1, 7

apologies  32
in phone calls  43

free time  16, 17
frequency adverbs  16, 17
“from”  4, 15
future tense  23

with “going to”  45, 47
with “will”  34, 36
see also plans

G
gerunds  10, 29
“go”  15, 20, 37
goals  33
“going to,” future with  45, 47
greetings  47

H
habits  17
“hang up”  42
“have,” “has,” and “had”  8, 20, 29, 33
“he” and “his”  13
health and safety  26
“her” and “hers”  13
“herself ” and “himself ”  26
“hi”  1, 47
“higher”  14
hobbies  16, 17
hospitality  40, 41
hotels  38
“how”  6

I
“I”  13
“I am” and “I’m”  23
“-ian” word endings  4

Index
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idioms  30, 31
“if ”  36
imperatives  37
“increase” and “decrease”  21
informal English  1, 7, 8

apologies  32
phone calls  42

“-ing” word endings  14, 23, 27, 31
interruptions  24
introductions  1, 28
inversion, of subjects and verbs  6, 23
irregular adjectives  4, 14, 17
irregular verbs  20
“-ish” word endings  4
“is there” questions  11
“it” and “its”  13
“itself ”  26

J
jobs  8, 9, 10, 14

career history  20
interviews for  20
résumé  8, 44

“just”  33
last names  1, 47

L
“least”  17
“left” (directions)  37
“let’s”  27
“longer”  14

M
“many”  41
“may”  43
“meet” and “met”  20, 47
mistakes, in the workplace  32

see also problems, in the workplace
modal verbs  29, 34
money  12, 14
months (vocabulary)  19
“more”  14
“most”  17
“much”  41
“my” and “mine”  13
“myself ”  26

N
names, personal  1, 47
nationalities (vocabulary)  3, 4
negatives  4, 18, 33

adjectives  13
agreement and disagreement  25
for polite requests  29
imperatives  37
“too” with quantities  41

“never”  17
“no”  7
“not”  4, 45
nouns  10, 13, 27, 40
numbers, spoken  19

O
office equipment  11
“on”  15
open questions  6
opinions  10, 24, 25, 43
“our” and “ours”  13
“ourselves”  26

P
passive voice  38
past continuous  31, 32
past simple  18, 32, 33

action verbs  44
irregular verbs in  20
with time markers  21

past tense  18, 20, 21
past times  18
pay  12, 14
permission  29
personal qualities  13
phone calls  42, 43, 47
place, prepositions of  37
plans  22, 41, 45, 47

appointments  19
describing  23
travel  36

“please”  29
plurals  8, 13, 40

with “are”  11
with “were”  20

polite English  40, 47
agreement and disagreement  25
asking questions  29, 37
commands and requests  29, 45
giving opinions  24

possessive adjectives  13

possessive apostrophe  13
possessive pronouns  13
predictions  34
prefixes  27
prepositions  15, 37
presentations  28
present continuous  23
present perfect  33
present simple  2, 36
previous jobs  20
problems, in the workplace  27, 31, 32
profiles, job  8
promises  34
pronouns  13, 26
pronunciations  1, 42
“put” and “putting”  27

Q
quantities  41
questions  6, 11, 18

commands as polite English  45
about quantities  40, 41
asking for directions  37
within presentations  28
in present tense  23, 33

R
reflexive pronouns  26
“regards”  47
rejecting apologies  32
repetition, avoiding  13
requests  29
reservations  19, 41
responsibilities  44
restaurants  39, 41
résumé  8, 44
“right” (directions)  37
“rise” and “rose”  21
routines  2, 15
rules, in the workplace  29

S
“-s” word endings  2, 13
safety, health and  26
salary  12, 14
saying English see spoken English
“she”  13
“should” and “should not”  27
signposting language  28
“since”  15
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singular nouns  11, 13, 20, 40
see also countable nouns

skills  8, 13, 44
solutions, to complaints  34
“some”  40
“sometimes”  17
“sorry”  24, 25, 32
spelling rules  17, 18
spoken English  1, 4, 7

phone calls  42
telling the time  19

stationery (vocabulary)  5
“stop”  37
strengths  8, 13, 44
strong agreement and disagreement  25
subject and verb order  6
subject pronouns  26
suffixes  27
suggestions  27
summing up, in presentations  28
superlative adjectives  17

T
talks, giving  28
targets  33
tasks  33
telephone calls  42, 43, 47
“than”  14

“thank you”  43
“the,” article  8
“themselves”  26
“then”  28
“there is” and “there are”  11
“they,” “their,” and “theirs”  13
time markers  15, 21, 33

for future plans  23
in emails  47

times (vocabulary)  19
titles, personal  1, 47
“too”  41
topics, changing  28
transportation  15, 35
travel  35, 36, 41 

see also commuting
trends, describing  21

UV
uncountable nouns  40
verbs  10, 20, 42

action verbs  44
base forms 2, 18, 27
word order of  6, 13, 17
see also “-ing” word endings

visitors, welcoming  40

W
“was” and “were”  20, 31, 38
“we”  13, 27
weak agreement and disagreement  25
weaknesses  13
welcoming visitors  40

see also introductions
“when”  6, 32, 36
“where”  6
“why”  6
“will,” future with  34, 36
word endings  4, 14, 17, 18

see also “-ing” word endings; “-s” word 
endings

word order  6, 17, 43
in questions  45
inversion  6, 23

written English  8, 44, 47

YZ
years (vocabulary)  19
“yes”  7
“yet”  33
“you,” “your,” and “yours”  13
“yourself ” and “yourselves”  26
zero article  8
zero conditional  36
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