
THE PASSIVE 
 

The passive = The verb “to be” + The past participle 
 

   ACTIVE      PASSIVE 
 
SIMPLE   The government will raise taxes   

FUTURE  

 

SIMPLE  Italy imports energy from France   

PRESENT 

 

PRESENT  The mechanic is repairing the car  

CONTINUOUS 

 

SIMPLE PAST  Lufthansa made 650 staff redundant  

 

PAST   TESLA was producing a record number   

CONTINUOUS  of electric cars in 2023    

 

PRESENT  Elon Musk has taken over Twitter 

PERFECT  and has renamed it ‘X’ 

 

PAST PERFECT Apple had sold 10 million iPhone 15’s within 

   three days of the product launch 

 

 
 
 
USE:  We use the passive, 

 

i) When the object or the action is more important than the subject of the sentence. 

ii) To avoid using the subject or when the subject is not important or unknown. 

iii) When the subject is so obvious that it does not need to be stated. 

iv) To establish a more objective and scientific style. 
 
 
 
 
 
THE PASSIVE: Modal Verbs 
 
MODAL VERB + “BE” + PAST PARTICIPLE 
Can      used 

Could      be  told 

Must       sold 

Had to      repaired 

Will have to     replaced 
 

 

+  This medicine must be used by 2025 

— The machines couldn’t be replaced 

? Can the computer be repaired? 
     





Now watch this videoclip: 

 

https://www.youtube.com/watch?v=eGNnpVKxV6s 



  

Gianni Versace ……………….. (born) in 1946 in Reggio Calabria. When he ……………….. (be) 

twenty-five, he ……………….. (decide) to go to Milan and become a fashion designer. His 

company, Gianni Versace SPA, ……………….. (found) in 1978 and at the age of thirty-six, he 

……………….. (award) a prize for being the best designer of women’s clothes. During the 1980’s, 

the Versace brand ………………..firmly……………….. (establish) as a symbol of Italian luxury and 

………………… (diversify) into accessories, cosmetics, jewellery and fragrances. In 1984, he 

……………….. (create) an unusual perfume for men which ………………..  (call) ‘Versace 

l’Homme’. Four years later, Spain’s first Versace shop ………………….. (open) in Madrid. 

Expansion continued steadily until, by now, Versace products ………………… (distribute) all over 

the world via an impressive international retail network, including 81 Versace boutiques which 

…..……………….. (locate) in the primary commercial avenues of major cities, such as Via 

Montenapoleone in Milan and Bond Street in London. In 1995, Gianni Versace ………………… 

(organize) a party with Elton John where he personally  ……………….. (sign) copies of his new 

book ‘Men without Ties’, which …………… then ……………. (sell) to the invited guests. All the 

money that ………………… (raise) by the party and the book  ……………….. (give) to AIDS 

charities. Sadly, Versace ………………….. (kill) in Miami on July 15th 1997. The FBI 

…………………….. (suspect) that the notorious serial killer, Andrew Cunanan, might 

………………….. (involve) in the Versace case. Nine days later, however, Cunanan 

………………………. (find) dead in Miami so the police still ………………………….. (not know) 

why Gianni Versace …………………  (murder). Meanwhile, Gianni Versace SPA  ………………….. 

(take over) by his brother, Santo, and his sister, Donatella, which means that, if the company’s 

success continues, the products he designed …………………………. (sell) long after his death. 





1) Complete the passage below by putting each verb into the correct tense, active or passive. 

 
 

Elon Musk ……………………………… (be) famous for being the head of TESLA motors which, for 

the last thirteen years, ……………………………………………. (manufacture) a variety of electric vehicles, 

such as the Tesla Roadster electric sports car, the four-door Model S sedan and the Model X. In addition, 

the company also …………………………………. (supply) electric powertrain systems which 

…………………………………. (use) by Daimler for the Mercedes A Class and to Toyota for the RAV4 EV.  

Elon Musk ……………….. (bear) in South Africa in 1971 the son of Maye, a Canadian model and 

Errol Musk, a South African-born electromechanical engineer. At the age of 10, he ……………….. (teach) 

himself computer programming and, at 12, …………………………... (sell) the code for a video game to ‘PC 

and Office Technology’ magazine for US$500. His schooldays ……………….. (be) unhappy because Musk 

…………………………………… (bully) throughout his childhood and hospitalized for weeks when a gang of 

boys ……………….. (throw) him down a flight of stairs. In June 1989, he ……………….. (go) to Queen's 

University in Ontario and then the University of Pennsylvania where, at the age of 24, he received a degree 

in Physics and another degree in Economics. While at the University of Pennsylvania, Musk ………………… 

(take) over a 10-bedroom house and ……………….. (pay) the rent by turning it into a nightclub, charging 

fellow students to get in. By 1995, Musk and his brother, Kimbal, ………….……….. (start) Zip2, a web 

software company, with US$28,000 of their father's money. Five years later, Compaq ……………….. (buy) 

Zip2 for US$307 million in cash and Musk ………………… (make) US$22 million from the sale. In March 

1999, Musk ……………….. (create) X.com, an online financial services and e-mail payment company, with 

US$10 million from the sale of Zip2. After X.com ………………… (merge) with Confinity in 2000, he 

………………… (develop) the PayPal service into a global online phenomenon. Musk ………………… 

(become) the company's largest shareholder and so, when PayPal …………………………………………. 

(take) over by eBay in 2002, Musk received US$165 million. 
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At the same time, Musk ……………………………… (plan) "Mars Oasis", a project to grow food crops 

on Mars in an experimental greenhouse. In 2002, he ….………………. (found) SpaceX with the long-term 

goal of creating a "true spacefaring civilization". He decided that SpaceX ………………….. (can) build 

affordable rockets by applying vertical integration and the modular approach from software engineering. In 

this way, SpaceX ……………………………... (cut) the launch price by a factor of ten and still 

……………………………………………….. (enjoy) a 70-percent gross profit margin.  

In a 2011 interview, he ………………………. (say) that he hopes to send humans to Mars within 10–

20 years and establish a colony there by 2040, with a population of 80,000. In 2018, Space X …………………. 

(launch) a Dragon spacecraft to land on Mars, the first of a series of regular cargo missions, building up to 

manned flights in 2024. Elon Musk ………………………………….. (take) part in the mission himself and 

sincerely hopes that he ……………………………………. (die) on Mars, hopefully as a very old man.  

  
 

2) Now check out this website: https://www.spacex.com/human-spaceflight/mars/ 

https://en.wikipedia.org/wiki/Vertical_integration
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APPENDIX 5: PHRASAL VERBS & PREPOSITIONAL VERBS (Gardner, D. & Davies, M. 2007) 
 

1a) DEFINITION: a Phrasal Verb or Prepositional Verb consists of a lexical verb followed by an adverbial particle 
which may or may not be contiguous with the main verb. Prepositional Verbs are lexical verbs which are given a 
direction by the adverbial particle (e.g. ‘look up’, ‘look into’, ‘look down on’) whereas Phrasal Verbs have an idiomatic 
meaning that is not immediately obvious (e.g. ‘look up’ i.e. find information in a book or a list of some kind; ‘look into’ i.e. 
investigate; ‘look down on’ i.e. despise). This means that the same verb (e.g. ‘carry out’) may be both a Prepositional 
Verb (i.e. take sth. outside) and a Phrasal Verb (i.e. ‘implement’), each with a separate meaning. 
 
 

1b) These are the 20 most frequent lexical verbs together with the 16 most common adverbial particles. 
 

 OUT UP ON BACK DOWN IN OFF OVER 
1.GO         
2.COME         
3.TAKE         
4.GET         
5.SET         
6.CARRY         
7.TURN         
8.BRING         
9.LOOK         
10.PUT         
11.PICK         
12.MAKE         
13.POINT         
14.SIT         
15.FIND         
16.GIVE         
17.WORK         
18.BREAK         
19.HOLD         
20.MOVE         
 ROUND ABOUT THROUGH AROUND ALONG UNDER BY ACROSS 

 
 
1c) Since Phrasal Verbs are idiomatic, it is difficult to guess what they mean from the lexical verb alone. 
The adverbial particles, however, often indicate the following general meanings: 
 

DOWN: ‘failing’ (e.g. break down / let s.o. down) or ‘reducing’ (e.g. cut down / turn down) 

OFF: ‘departing’ (e.g. set off / take off); ‘ending’ (e.g. turn off); ‘stopping’ (break off / cut off) 

OUT: ‘finishing / ending’ (e.g. run out); ‘leaving’ (e.g. set out / get out); ‘solving’ (e.g. sort out / work out) 

UP: ‘increasing / improving’ (e.g. go up / turn up) or ‘completing / finishing’ (e.g. hang up / break up / split up) 

ON: ‘continuing’ (e.g. carry on / go on / keep on) or ‘starting’ (e.g. log on / turn on) 

OVER: ‘changing’ (e.g. turn over / make over) 

AWAY: ‘removing’ (e.g. throw sth. away / give sth. away); ‘leaving’ (e.g. to go away / to fly away) 

BACK: ‘returning’ (e.g. come back / turn back / give back / put back / bring back) 

















FUTURE FORMS 

1) The Present Continuous with a future meaning  
+  I am flying to New York on Friday 
—    She isn’t coming with us to the cinema tonight 
? Are you taking the Eurostar to Rome tomorrow ?    
USE: We use the present continuous with a future meaning,  
i) To talk about arrangements in the future (but you must say WHEN). 
ii) In phrases such as, ‘I am looking forward to…’, ‘I am thinking of…’, ‘I am planning to…’   
 
2) The Simple Present with a future meaning  
+  Our train leaves at 7.02 tomorrow morning. 
—    The President doesn’t arrive in Milan until Thursday. 
? Is there a performance on Sunday evening as well ?    
USE: We use the simple present with a future meaning, 
i) To talk about timetables and events scheduled for the future. 
ii) In phrases such as, ‘I hope to…’, ‘I expect to…’, I plan to…’, ‘I am about to…’ 
iii) In first conditional sentences, e.g. ‘If it rains tomorrow, I won’t go to Rome’. 
iv) With certain time phrases, such as: 
 
I will telephone you  when I get home.  I won’t tell her  until she is ready. 

before       she is sitting comfortably. 
after       she has eaten lunch. 
as soon as 

 
3) ‘To Be’ + ‘Going To’ + Infinitive without ‘to’  
+  Look ! it’s going to rain ! 
—    I’m not going to tell you. 
? Are they going to get married ?    
USE: We use ‘to be’ + ‘going to’ + infinitive without ‘to’, 
i) For plans and intentions for the future. 
ii) When we can see the future in the present. 
 
4) Will / Won’t  
+  I will send you the contract next week. 
—    She won’t pass the exam. 
? Will Brazil win the World Cup, do you think ?    
USE: Will / Won’t  are used for, 
i) Predictions based on what we know, not what we can see. ii) Instant decisions.  
iii) Promises.   iv) Offers / refusals.  v) Commands. 
vi) In first conditional sentences, e.g. ‘If it snows tomorrow, I’ll go skiing’. 
 
5) Shall / Shan’t  
+  I shall pick you up at 20.30 tonight. 
—    We shan’t be able to visit you on Sunday after all. 
? Shall we go to Venice for Christmas ? 
USE: Shall / Shan’t  are used for, 
i) Suggestions.  ii) Invitations. iii) Promises. iv) The formal future (e.g. in formal letters)  
(but only with ‘I’ or ‘We’ and only in British or Australian English. ‘Shall’ has legal connotations in the USA). 



















UNIT 8: ORGANIZING A WWF CHARITY EVENT 
https://www.youtube.com/watch?v=6cDY2j0JhCk 
 

Characters:  Liam (Irish)  

Natalia (Spanish)  

Carol (Blonde)  

David (the Boss) 

 

1) What kind of animal will the event raise money for? 

 

2) Who will organize the tickets? 

 

3) How many tickets will there be? 

 

4) How much will the tickets cost? 

 

5) Who will make the posters? 

 

6) Who will provide the tables and chairs? 

 

7) How much will they cost? 

 

8) What kind of music will they have at the event? 

 

9) Who will write the questions for the quiz? 

 

10) Who will be the quiz master? 

  



How to describe yourself 
in an application letter 
and/or a job interview: 

 Accomplished 
 Accountable 
 Adaptable 
 Adept [at 

something] 
 Ambitious 
 Analytical 
 Articulate 
 Assertive 
 Attentive 
 Authentic 
 Balanced 
 Bilingual 
 Brave 
 Calm 
 Candid 
 Capable 
 Careful 
 Cheerful 
 Collaborative 
 Committed 
 Communicative 
 Community-

minded 
 Compassionate 
 Confident 
 Conscientious 
 Consistent 
 Constructive 
 Cooperative 
 Courageous 
 Creative 
 Cultured 
 Curious 
 Customer-focused 
 Daring 
 Decisive 
 Dedicated 
 Dependable 
 Detail-oriented 
 Determined 
 Diligent 
 Diplomatic 
 Direct 
 Discerning 
 Driven 
 Dynamic 

 Easygoing 
 Efficient 
 Encouraging 
 Energetic 
 Enterprising 
 Entrepreneurial 
 Ethical 
 Experienced 
 Extroverted 
 Fair 
 Fast 
 Fearless 
 Flexible 
 Friendly 
 Genuine 
 Goal-oriented 
 Hardworking 
 High-achieving 
 Honest 
 Imaginative 
 Impartial 
 Independent 
 Innovative 
 Integrity 
 International 
 Introverted 
 Inventive 
 Judicious 
 Knowledgeable 
 Leader 
 Level-headed 
 Loyal 
 Mature 
 Mediator 
 Methodical 
 Meticulous 
 Mindful 
 Motivated 
 Multilingual 
 Objective 
 Observant 
 Open-minded 
 Optimistic 
 Organized 
 Outgoing 
 Particular 
 Passionate 
 Patient 
 Perceptive 
 Perfectionist 
 Persevering 

 Persistent 
 Personable 
 Persuasive 
 Positive 
 Practical 
 Pragmatic 
 Precise 
 Proactive 
 Problem solver 
 Productive 
 Professional 
 Punctual 
 Quick 
 Rational 
 Receptive [to 

criticism] 
 Reflective 
 Reliable 
 Resolute 
 Resourceful 
 Respectful 
 Responsible 
 Results-driven 
 Revenue-focused 
 Self-disciplined 
 Self-reliant 
 Self-starter 
 Sensible 
 Serious 
 Skilled 
 Strategic 
 Successful 
 Tactful 
 Team player 
 Tech-savvy 
 Tenacious 
 Thorough 
 Tidy 
 Tolerant 
 Trustworthy 
 Understanding 
 Unique 
 Upbeat 
 Versatile 
 Visionary 
 Worldly 

  

 



The Big Five Factors Governing Your Personality 
Five factors which describe how you interact with the world, who you are and how you live. 

 

 

Openness to experience: (inventive/curious vs. consistent/cautious). Appreciation for art, emotion, 
adventure, unusual ideas, curiosity, and variety of experience. Openness reflects the degree of intellectual 
curiosity, creativity and a preference for novelty and variety a person has. It is also described as the extent 
to which a person is imaginative or independent, and depicts a personal preference for a variety of activities 
over a strict routine. High openness can be perceived as unpredictability or lack of focus. Moreover, 
individuals with high openness are said to pursue self-actualization specifically by seeking out intense, 
euphoric experiences, such as skydiving, living abroad, gambling, etc. Conversely, those with low openness 
seek to gain fulfillment through perseverance, and are characterized as pragmatic and data-driven—
sometimes even perceived to be dogmatic and closed-minded. 

 

      0             1             2             3             4             5             6             7             8             9             10 

dogmatic consistent  cautious curious inventive unpredictable  unfocused 

 

        

Conscientiousness: (efficient/organized vs. easy-going/careless). A tendency to be organized and 
dependable, show self-discipline, act dutifully, aim for achievement, and prefer planned rather than 
spontaneous behavior. High conscientiousness is often perceived as stubbornness and obsession. Low 
conscientiousness is associated with flexibility and spontaneity, but can also appear as carelessness and 
lack of reliability.  

        

      0             1             2             3             4             5             6             7             8             9             10 

careless       spontaneous       easy-going        flexible organized  efficient      stubborn      obsessive 
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Extraversion: (outgoing/energetic vs. solitary/reserved). Energy, positive emotions, assertiveness, 
sociability and the tendency to seek stimulation in the company of others, and talkativeness. High 
extraversion is often perceived as attention-seeking, and domineering. Low extraversion causes a reserved, 
reflective personality, which can be perceived as aloof or self-absorbed. 

 

      0             1             2             3             4             5             6             7             8             9             10 

self-absorbed       solitary reserved outgoing energetic attention-seeking  domineering 

 

 

        

Agreeableness: (friendly/compassionate vs. challenging/detached). A tendency to be compassionate and 
cooperative rather than suspicious and antagonistic towards others. It is also a measure of one's trusting and 
helpful nature, and whether a person is generally good-tempered or irascible. High agreeableness is often 
seen as naivety or submissiveness. Low agreeableness personalities are often competitive or challenging 
people, which can be seen as argumentative or untrustworthy. 

 

      0             1             2             3             4             5             6             7             8             9             10 

challenging  suspicious     detached cooperative    friendly compassionate submissive 

 

 

         

Neuroticism: (sensitive/nervous vs. secure/confident). The tendency to experience unpleasant emotions 
easily, such as anger, anxiety, depression, and vulnerability. Neuroticism also refers to the degree of 
emotional stability and impulse control and is sometimes referred to by its low pole, "emotional stability". A 
high need for stability manifests itself as a stable and calm personality, but can be seen as uninspiring and 
unconcerned. A low need for stability results in a reactive and excitable personality, often very dynamic 
individuals, but they can be perceived as unstable or insecure.  

 

      0             1             2             3             4             5             6             7             8             9             10 

confident secure      calm      stable      sensitive nervous      insecure     excitable    unstable 

 

 

        

 

Now, try this Big Five personality test: https://www.outofservice.com/bigfive/ 
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	The Future
	NOTES: The Conventional Order of Steps
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	EMAIL
	1) PRESENTATION

	E-MAIL: The Conventional Order of Steps (Harper 2006)
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient: Dear Sir or Madam
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	FAXES
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	1b) Study the conventional format of a fax message. Your messages should look like this:

	FAX
	FAX
	FAX
	SHINY SHOES LTD
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	1) PRESENTATION
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
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	Look at the prepositions of movement shown below. Then put a  →  going in the right direction to illustrate each preposition (the first five have been done for you).
	3) IN, AT, ON & BY
	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
	ON  Monday / Tuesday / Wednesday


	‘TO BE’  /  Ø  VERB COMPLEMENT
	▼ ▼  ▼
	Position I Position II  Position III
	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
	1) FORM: the zero article, the definite article ‘the’, the indefinite articles ‘a’ and ‘an’. ‘Some’ is a quantifier.
	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	In more formal notes (to your boss, for example, or your doctor) you usually put ‘Dear’, the recipient’s title (Mr, Mrs, Miss, Ms, Mx, Dr etc.) and their surname: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman) / Dear Dr Pym
	Step 2: EXPOSITION: Explain the situation. State the main facts and all relevant information.
	EMAIL
	1) PRESENTATION

	E-MAIL: The Conventional Order of Steps (Harper 2006)
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient: Dear Sir or Madam
	If you are writing to the company as a whole: Dear Sirs


	3) USEFUL WORDS, PHRASES & EXPRESSIONS
	11) USEFUL WORDS, PHRASES & EXPRESSIONS
	FAXES
	1) PRESENTATION
	1b) Study the conventional format of a fax message. Your messages should look like this:

	FAX
	FAX
	FAX
	SHINY SHOES LTD


	SOME COMMON ABBREVIATIONS USED IN BUSINESS
	If you know the name: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
	If you are addressing the company as a whole: Dear Sirs
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	3) REQUESTS, POSSIBILITY & THE FUTURE
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	Possibility
	The Future
	7) CAPITAL LETTERS
	8) CAPITALIZATION AND PUNCTUATION EXERCISE
	1) PRESENTATION
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
	For a company: Dear Sirs


	FAX
	BUSINESS LETTERS
	PRESENTATION
	Request for a direct debit arrangement with Coniston Water PLC (2)
	Re: Your complaint (1)...................……….. 31 September (2).................................. the Fantozzi Cloud 9 Ephone
	MEMO
	MEMO
	MEMO
	MEMO
	MEMO


	JOB APPLICATIONS
	1a) A BAD EXAMPLE OF A LETTER OF APPLICATION
	yours sincerely
	nigel farage
	2) LETTERS OF APPLICATION: The Conventional Order of Steps (Harper 2006)
	“We apologize for the  error in…”    “I am sorry to hear that…”
	“I have spoken to…    and according to him/her…” “It seems that…”  “Apparently, …”



	ADVERTISEMENTS
	1) REGISTER & GENRE ANALYSIS
	2) READING ACTIVITY
	FUN ! FUN ! FUN !
	WHERE TO GO
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	TRIPS
	CRASHING OUT
	HOW MUCH ?
	WHAT ELSE ?

	PACKAGE TOURS
	Day 1 : Siem Reap - Arrival

	6) PRACTICE ACTIVITY
	PRESENTATION
	PRESENTATION

	And  Or   But  Because As a result  In conclusion
	Also     whereas   consequently
	TELEPHONE CALLS

	Person Called
	Person Calling

	Person Called
	Person Calling
	Person Calling / Person Called

	Person Called / Person Calling
	Person Called      Person Calling
	4) SPEAKING ACTIVITY
	STUDENT A:
	Study your part in the telephone conversations on the next page. Tell Student B when you are ready.
	STUDENT B:
	Look at the page after that and follow the instructions. When you are ready, start with conversation 1.
	TELEPHONE CONVERSATIONS   Student  A
	TELEPHONE CONVERSATIONS   Student  B

	5d) The following reporting verbs are also useful. As you can see, they fall into particular patterns.
	Statistica. 2015.  Number of monthly active Facebook users worldwide as of 2nd quarter 2015 (in millions). http: // www . statista.com/statistics/ 264810/number-of-monthly-active-facebook-users-worldwide/ html > verificato il 30 agosto 2015.
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	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’
	APPENDIX 3: PREPOSITIONS
	1) PREPOSITIONS OF PLACE
	Look at the prepositions of place shown below. Then put a  ●  in the right position to illustrate each preposition.
	(the first one has been done for you).
	2) PREPOSITIONS OF MOVEMENT
	Look at the prepositions of movement shown below. Then put a  →  going in the right direction to illustrate each preposition (the first five have been done for you).
	3) IN, AT, ON & BY
	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
	ON  Monday / Tuesday / Wednesday


	‘TO BE’  /  Ø  VERB COMPLEMENT
	▼ ▼  ▼
	Position I Position II  Position III
	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
	1) FORM: the zero article, the definite article ‘the’, the indefinite articles ‘a’ and ‘an’. ‘Some’ is a quantifier.
	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	2.  ‘Which’ is used (i) After prepositions;
	(ii) To refer to the entire preceding clause;
	(iii) In defining and non-defining relative clauses.
	9) The Komodo dragon, .........………...... lives only in Indonesia, is extremely dangerous to man.
	Relative Pronouns
	1) Fill in each gap with relative pronouns: that, which, where, when, who, whom, whose or —
	Furio Goes to College

	The university at ………………… I decided to study was the University of Macerata in the Marche region of Italy, ........................ Matteo Ricci was born. From 2012 until 2015, …………… I graduated, my life was extremely happy, ……………… is why I would reco...
	9) The Komodo dragon, .........………...... lives only in Indonesia, is extremely dangerous to man.
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	(iii) In defining and non-defining relative clauses.
	9) The Komodo dragon, .........………...... lives only in Indonesia, is extremely dangerous to man.
	Relative Pronouns
	1) Fill in each gap with relative pronouns: that, which, where, when, who, whom, whose or —
	Furio’s University Challenge

	The university at ………………… I decided to study was the University of Macerata in the Marche region of Italy, ........................ Matteo Ricci was born. From 2012 until 2015, …………… I graduated, my life was extremely happy, ……………… is why I would reco...
	9) The Komodo dragon, .........………...... lives only in Indonesia, is extremely dangerous to man.
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	NOTES: The Conventional Order of Steps
	In more formal notes (to your boss, for example, or your doctor) you usually put ‘Dear’, the recipient’s title (Mr, Mrs, Miss, Ms, Mx, Dr etc.) and their surname: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman) / Dear Dr Pym
	Step 2: EXPOSITION: Explain the situation. State the main facts and all relevant information.
	EMAIL
	1) PRESENTATION

	E-MAIL: The Conventional Order of Steps (Harper 2006)
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient: Dear Sir or Madam
	If you are writing to the company as a whole: Dear Sirs


	3) USEFUL WORDS, PHRASES & EXPRESSIONS
	11) USEFUL WORDS, PHRASES & EXPRESSIONS
	FAXES
	1) PRESENTATION
	1b) Study the conventional format of a fax message. Your messages should look like this:

	FAX
	FAX
	FAX
	SHINY SHOES LTD


	SOME COMMON ABBREVIATIONS USED IN BUSINESS
	If you know the name: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
	If you are addressing the company as a whole: Dear Sirs
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	3) REQUESTS, POSSIBILITY & THE FUTURE
	Requests
	Possibility
	The Future
	7) CAPITAL LETTERS
	8) CAPITALIZATION AND PUNCTUATION EXERCISE
	1) PRESENTATION
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
	For a company: Dear Sirs


	FAX
	BUSINESS LETTERS
	PRESENTATION
	Request for a direct debit arrangement with Coniston Water PLC (2)
	Re: Your complaint (1)...................……….. 31 September (2).................................. the Fantozzi Cloud 9 Ephone
	MEMO
	MEMO
	MEMO
	MEMO
	MEMO


	JOB APPLICATIONS
	1a) A BAD EXAMPLE OF A LETTER OF APPLICATION
	yours sincerely
	nigel farage
	2) LETTERS OF APPLICATION: The Conventional Order of Steps (Harper 2006)
	“We apologize for the  error in…”    “I am sorry to hear that…”
	“I have spoken to…    and according to him/her…” “It seems that…”  “Apparently, …”



	ADVERTISEMENTS
	1) REGISTER & GENRE ANALYSIS
	2) READING ACTIVITY
	FUN ! FUN ! FUN !
	WHERE TO GO
	THE BEACH
	BARS AND CLUBS
	TRIPS
	CRASHING OUT
	HOW MUCH ?
	WHAT ELSE ?

	PACKAGE TOURS
	Day 1 : Siem Reap - Arrival

	6) PRACTICE ACTIVITY
	PRESENTATION
	PRESENTATION

	And  Or   But  Because As a result  In conclusion
	Also     whereas   consequently
	TELEPHONE CALLS

	Person Called
	Person Calling

	Person Called
	Person Calling
	Person Calling / Person Called

	Person Called / Person Calling
	Person Called      Person Calling
	4) SPEAKING ACTIVITY
	STUDENT A:
	Study your part in the telephone conversations on the next page. Tell Student B when you are ready.
	STUDENT B:
	Look at the page after that and follow the instructions. When you are ready, start with conversation 1.
	TELEPHONE CONVERSATIONS   Student  A
	TELEPHONE CONVERSATIONS   Student  B

	5d) The following reporting verbs are also useful. As you can see, they fall into particular patterns.
	Statistica. 2015.  Number of monthly active Facebook users worldwide as of 2nd quarter 2015 (in millions). http: // www . statista.com/statistics/ 264810/number-of-monthly-active-facebook-users-worldwide/ html > verificato il 30 agosto 2015.
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	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’
	APPENDIX 3: PREPOSITIONS
	1) PREPOSITIONS OF PLACE
	Look at the prepositions of place shown below. Then put a  ●  in the right position to illustrate each preposition.
	(the first one has been done for you).
	2) PREPOSITIONS OF MOVEMENT
	Look at the prepositions of movement shown below. Then put a  →  going in the right direction to illustrate each preposition (the first five have been done for you).
	3) IN, AT, ON & BY
	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
	ON  Monday / Tuesday / Wednesday


	‘TO BE’  /  Ø  VERB COMPLEMENT
	▼ ▼  ▼
	Position I Position II  Position III
	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
	1) FORM: the zero article, the definite article ‘the’, the indefinite articles ‘a’ and ‘an’. ‘Some’ is a quantifier.
	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	In more formal notes (to your boss, for example, or your doctor) you usually put ‘Dear’, the recipient’s title (Mr, Mrs, Miss, Ms, Mx, Dr etc.) and their surname: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman) / Dear Dr Pym
	Step 2: EXPOSITION: Explain the situation. State the main facts and all relevant information.
	EMAIL
	1) PRESENTATION

	E-MAIL: The Conventional Order of Steps (Harper 2006)
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient: Dear Sir or Madam
	If you are writing to the company as a whole: Dear Sirs
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	11) USEFUL WORDS, PHRASES & EXPRESSIONS
	FAXES
	1) PRESENTATION
	1b) Study the conventional format of a fax message. Your messages should look like this:

	FAX
	FAX
	FAX
	SHINY SHOES LTD


	SOME COMMON ABBREVIATIONS USED IN BUSINESS
	If you know the name: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
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	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
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	For a company: Dear Sirs
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	MEMO
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	JOB APPLICATIONS
	1a) A BAD EXAMPLE OF A LETTER OF APPLICATION
	yours sincerely
	nigel farage
	2) LETTERS OF APPLICATION: The Conventional Order of Steps (Harper 2006)
	“We apologize for the  error in…”    “I am sorry to hear that…”
	“I have spoken to…    and according to him/her…” “It seems that…”  “Apparently, …”
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	And  Or   But  Because As a result  In conclusion
	Also     whereas   consequently
	TELEPHONE CALLS

	Person Called
	Person Calling

	Person Called
	Person Calling
	Person Calling / Person Called

	Person Called / Person Calling
	Person Called      Person Calling
	4) SPEAKING ACTIVITY
	STUDENT A:
	Study your part in the telephone conversations on the next page. Tell Student B when you are ready.
	STUDENT B:
	Look at the page after that and follow the instructions. When you are ready, start with conversation 1.
	TELEPHONE CONVERSATIONS   Student  A
	TELEPHONE CONVERSATIONS   Student  B

	5d) The following reporting verbs are also useful. As you can see, they fall into particular patterns.
	Statistica. 2015.  Number of monthly active Facebook users worldwide as of 2nd quarter 2015 (in millions). http: // www . statista.com/statistics/ 264810/number-of-monthly-active-facebook-users-worldwide/ html > verificato il 30 agosto 2015.
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	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’
	APPENDIX 3: PREPOSITIONS
	1) PREPOSITIONS OF PLACE
	Look at the prepositions of place shown below. Then put a  ●  in the right position to illustrate each preposition.
	(the first one has been done for you).
	2) PREPOSITIONS OF MOVEMENT
	Look at the prepositions of movement shown below. Then put a  →  going in the right direction to illustrate each preposition (the first five have been done for you).
	3) IN, AT, ON & BY
	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
	ON  Monday / Tuesday / Wednesday


	‘TO BE’  /  Ø  VERB COMPLEMENT
	▼ ▼  ▼
	Position I Position II  Position III
	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
	1) FORM: the zero article, the definite article ‘the’, the indefinite articles ‘a’ and ‘an’. ‘Some’ is a quantifier.
	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	NOTES: The Conventional Order of Steps
	In more formal notes (to your boss, for example, or your doctor) you usually put ‘Dear’, the recipient’s title (Mr, Mrs, Miss, Ms, Mx, Dr etc.) and their surname: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman) / Dear Dr Pym
	Step 2: EXPOSITION: Explain the situation. State the main facts and all relevant information.
	EMAIL
	1) PRESENTATION

	E-MAIL: The Conventional Order of Steps (Harper 2006)
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient: Dear Sir or Madam
	If you are writing to the company as a whole: Dear Sirs


	3) USEFUL WORDS, PHRASES & EXPRESSIONS
	11) USEFUL WORDS, PHRASES & EXPRESSIONS
	FAXES
	1) PRESENTATION
	1b) Study the conventional format of a fax message. Your messages should look like this:
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	FAX
	SHINY SHOES LTD


	SOME COMMON ABBREVIATIONS USED IN BUSINESS
	If you know the name: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
	If you are addressing the company as a whole: Dear Sirs
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	8) CAPITALIZATION AND PUNCTUATION EXERCISE
	1) PRESENTATION
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
	For a company: Dear Sirs
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	Request for a direct debit arrangement with Coniston Water PLC (2)
	Re: Your complaint (1)...................……….. 31 September (2).................................. the Fantozzi Cloud 9 Ephone
	MEMO
	MEMO
	MEMO
	MEMO
	MEMO


	JOB APPLICATIONS
	1a) A BAD EXAMPLE OF A LETTER OF APPLICATION
	yours sincerely
	nigel farage
	2) LETTERS OF APPLICATION: The Conventional Order of Steps (Harper 2006)
	“We apologize for the  error in…”    “I am sorry to hear that…”
	“I have spoken to…    and according to him/her…” “It seems that…”  “Apparently, …”
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	Person Called
	Person Calling

	Person Called
	Person Calling
	Person Calling / Person Called

	Person Called / Person Calling
	Person Called      Person Calling
	4) SPEAKING ACTIVITY
	STUDENT A:
	Study your part in the telephone conversations on the next page. Tell Student B when you are ready.
	STUDENT B:
	Look at the page after that and follow the instructions. When you are ready, start with conversation 1.
	TELEPHONE CONVERSATIONS   Student  A
	TELEPHONE CONVERSATIONS   Student  B

	5d) The following reporting verbs are also useful. As you can see, they fall into particular patterns.
	Statistica. 2015.  Number of monthly active Facebook users worldwide as of 2nd quarter 2015 (in millions). http: // www . statista.com/statistics/ 264810/number-of-monthly-active-facebook-users-worldwide/ html > verificato il 30 agosto 2015.
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	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’
	APPENDIX 3: PREPOSITIONS
	1) PREPOSITIONS OF PLACE
	Look at the prepositions of place shown below. Then put a  ●  in the right position to illustrate each preposition.
	(the first one has been done for you).
	2) PREPOSITIONS OF MOVEMENT
	Look at the prepositions of movement shown below. Then put a  →  going in the right direction to illustrate each preposition (the first five have been done for you).
	3) IN, AT, ON & BY
	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
	ON  Monday / Tuesday / Wednesday


	‘TO BE’  /  Ø  VERB COMPLEMENT
	▼ ▼  ▼
	Position I Position II  Position III
	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
	1) FORM: the zero article, the definite article ‘the’, the indefinite articles ‘a’ and ‘an’. ‘Some’ is a quantifier.
	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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