
CONDITIONAL SENTENCES: TYPES 1 & 2 
 
 
FORM: Type 1   
If + Present , Will / Shall + Infinitive without ‘to’ 
 
USE: Type 1 describes the real, probable or likely consequence of a 
present and/or future action. 
 
 
If you leave before ten o’clock, you will catch the eleven o’clock train. 
Se esci prima delle dieci,   prenderai il treno delle undici. 
 
If you don’t hurry,  you will miss it. 
Se non ti sbrighi,  lo perderai. 
 
The vase will break if you drop it. 
Il vaso si romperà se la lasci cadere. 
 
I will get some more milk if there isn’t enough. 
Prenderò dell’altro latte se non basta. 
 
 
Si usa il primo tipo quando ci si referisce a situazioni future che chi parla 
ritiene probabili. “If you leave before ten o’clock” significa che è abbastanza 
probabile che tu esca prima delle dieci.  
 
     
 
 
 
  



VIDEO COMPREHENSION  

 

 

Find the following documentary on YouTube:  

Next Generation Robots - Boston Dynamics, Asimo, Da Vinci, SoFi  

https://www.youtube.com/watch?v=8vIT2da6N_o  

 

 

Now find this trailer on YouTube:  

‘The Truth About Killer Robots’: this year's most terrifying documentary  

https://www.youtube.com/watch?v=jbFVEZ32tos  

 

 

Finally, watch this BBC news report 

‘Will robots take our jobs and if so which ones? BBC News’ 

https://www.youtube.com/watch?v=skG3okhx2TU 

and summarize the content. 

NB. The two economists referred to are David Autor and David Dorn 

 

    

  

https://www.youtube.com/watch?v=8vIT2da6N_o
https://www.youtube.com/watch?v=skG3okhx2TU


‘The Truth About Killer Robots’: this year's most terrifying documentary  

 

    
‘The Truth About Killer Robots’ seeks to show the inevitability of an automated future. 

When it comes to the dangers posed to us by automatons, film-maker Maxim Pozdorovkin wants us 
to start thinking beyond what Hollywood has warned us about. 

“This idea of a single, malevolent AI being that can harm us, the Terminator trope … I think it’s 
created a tremendous blind spot,” he said to the Guardian. “[It gets us] thinking about something 
that we’re heading towards in the future, something that will one day hurt us. If you look at the effects 
of automation broadly, globally, right now, it’s much more pervasive. De-skilling and the loss of 
human dignity associated with traditional labour will have a devastating effect much sooner than 
that long-distance threat of unchecked AI.” 

That isn’t to say that robots can’t also just reach out and crush us. In his new documentary, ‘The 
Truth About Killer Robots’, Pozdorovkin traces all manner of dangers – economic, psychological, 
moral and, yes, mortal – posed to our species by automation and robotics. At the center of his film 
lies the question: “When a robot kills a human, who takes the blame?” 

Pozdorovkin had long sought to make a film on automation but he had a difficult time figuring out a 
way to approach the subject, given its scope, as well as the many misconceptions surrounding it. It 
wasn’t until he heard about a case in Germany, where a manipulator arm killed a line worker at a 
Volkswagen plant, that he knew he had his way in. 

Using science-fiction author Isaac Asimov’s First Law of Robotics – “A robot may not injure a human 
being or, through inaction, allow a being to come to harm” – as a starting point, his documentary 
covers a number of deadly incidents involving automated machinery, including driverless car 
accidents that resulted in fatalities, as well as the first intentionally lethal use of a robot by American 
law enforcement. 

In describing how his film came to fruition, Pozdorovkin recalls, “I went [to Germany] to investigate, 
to talk to the workers. Most of them were forbidden to discuss the accident. But a lot of them talked 
about the perils of automation, the way that their work environment was made worse as a result of 
robots. I’m using the tropes of science fiction and true crime to make a film that investigates some 
of the philosophical and economic problems that automation brings with it.” 

The film distinguishes itself from other science documentaries thanks to its holistic approach: rather 
than speaking exclusively to the people behind the technology – CEOs, programmers, engineers – 
Pozdorovkin also interviewed members of the global labour pool – truck drivers, factory workers, 
gas station attendants, SWAT team snipers – those whose lives and livelihoods have seen the most 
immediate effects of automation. 

https://www.theguardian.com/film/2018/nov/26/the-truth-about-killer-robots-the-years-most-terrifying-documentary#img-1
https://www.theguardian.com/film/2018/nov/26/the-truth-about-killer-robots-the-years-most-terrifying-documentary#img-1
https://www.theguardian.com/notesandqueries/query/0,5753,-21259,00.html
https://www.theguardian.com/technology/2018/mar/19/uber-self-driving-car-kills-woman-arizona-tempe
https://www.theguardian.com/technology/2018/mar/19/uber-self-driving-car-kills-woman-arizona-tempe
https://www.theguardian.com/technology/2016/jul/08/police-bomb-robot-explosive-killed-suspect-dallas
https://www.theguardian.com/film/2018/nov/26/the-truth-about-killer-robots-the-years-most-terrifying-documentary#img-1


Given the disruptive nature of those effects, such as the hollowing-out of entire labour sectors and 
the rise of global inequality, you would think automation would be public enemy number one among 
the middle and lower classes. Yet, as a political issue, it remains on the margins. Pozdorovkin 
believes it’s because we’re still feeling it in qualitative ways.  

“A lot of things that you see, like the rise in suicides amongst older white men in America, have to 
do with the way labour has been stripped of its dignity and existential value. Meanwhile, anti-
immigrant and anti-globalization rhetoric covers up a lot of the structural damage done by 
automation. It goes back to the qualitative/quantitative distinction. The economy is elastic, so long 
before massive job losses, the labour that’s involved will be systematically de-skilled.” 

Moreover, fears about killer robots are exacerbated by cases where Asimov’s First Law is blatantly 
violated, such as when the Dallas police strapped C4 explosive onto a robot (a bomb-detecting 
robot, ironically), sent it into the corner of a library where they had a mass shooter cornered, and 
triggered it in order to kill him. In the aftermath, many observers wondered if we’d entered a new 
stage of weaponized robotics for domestic use. 

That sense of discomfort is not limited to lethal examples. One of the most memorable segments in 
his documentary centers on Zheng Jiajia, a Chinese engineer who married a silicone sex robot that 
he had designed himself. The rise in robotic pleasure dolls was something that Pozdorovkin knew 
he had to cover but he wanted to avoid a sensationalized approach:  
 
“The most interesting questions are ‘what are the social factors that will bring this into the 
mainstream?’ The obvious answer is demographics. It’s just a fact that certain people will not have 
mates. This is exacerbated in China because of the one child policy but the problem will proliferate 
around the world as inequality rises.” 

Furthermore, Pozdorovkin worries about the effect it will have on our individual and collective 
empathetic abilities. That, more than anything, may be what’s truly at stake. 

“Picture yourself driving on the highway. You decide to switch lanes, and in your sideview mirror you 
see a car going really fast. You don’t veer over and cut that person off, because you project fallibility 
onto them. They could be distracted, they might have a death in the family, they could just be 
reckless. You’re just going to let them pass. But when you see that there’s a robot next to you, you 
can drive like an idiot, because the machine is programmed not to bump into you. And once there’s 
enough of these entities which we treat without any ethical regard, without having to project fallibility 
onto them, the way we interact with them will spill over and we will be ruder, more aggressive, more 
inconsiderate to other humans.” 

Have we already passed the point of no return? Is the current political climate throughout the West 
the result of this degradation of empathy, stemming perhaps from the way we communicate with 
each other online? Maybe the anger, aggression and rudeness that we see all over the Internet is 
ultimately part of a shielding mechanism exacerbated by the anonymity of social media. 

Ultimately, it’s just one of the ways in which the war of the machines is well under way. Those in 
charge of, or with access to, the technology – the corporate owners, the military, the police – will not 
hesitate to use it. Nor will they concern themselves with the philosophical consequences and 
complications of breaking Asimov’s Law. 

 ‘The Truth About Killer Robots’ premieres in the US on HBO on 26 November and in the UK 
on Sky Atlantic on 2 December 

  

https://www.theguardian.com/film/2018/nov/26/the-truth-about-killer-robots-the-years-most-terrifying-documentary#img-2
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FORM: Type 2  
If + Simple Past , Would + Infinitive without ‘to’ 
 
USE: Type 2 describes the hypothetical consequences of a present and/or 
future action which is either unreal or contrary to the known facts. 
 
If we saved £5000, we would have enough money for a holiday. 
Se risparmiassimo £5000, sarebbero sufficiente per una vacanza. 
 
Si usa il secondo tipo quando si riferisce a situazioni che chi parla ritiene 
possibile ma non probabile. “If we saved £5000” significa che è possibile 
che noi risparmiamo questa somma, ma non è molto probabile. 
 
If I were rich, I would travel around the world. 
Se fossi ricco, farei il giro del mondo. 
 
Si usa il secondo tipo quando ci si riferisce a situazioni irreali nel presente. 
“If I were rich” significa che non sono ricco. 















JOB INTERVIEWS 

 

DISCUSSION: 

 

1) How should you prepare for a job interview? 

 

2) What sort of questions do they ask candidates at a job interview? 

 

3) How should you behave at a job interview? 

 

 

Man at Work 

‘John Peter Sloan - Speak Now! For Work 2/20’  3’.48”-10’.50” only 
https://www.youtube.com/watch?v=EvsYd9zydEg 

 

1) What sort of job is Andrea Lanza applying for?  

 

2) What experience does he have?  

 

3) Why did he leave his last job ?  

 

4) How did Andrea find out about the job vacancy?  

 

5) What questions does Andrea have?  

 

6) What is the salary that Andrea asks for?  













COMPANY PROFILES 

What is a Company Profile? 

Your company profile is a professional introduction. It aims to inform people (primarily 
prospective buyers and stakeholders) about your products, services, and current 
status. 

What should be included in a Company Profile Presentation? 
 
Your company's profile is like a résumé, outlining its greatest achievements, goals, 
and potential. It should include all the data prospective clients and customers need to 
know. 
 
https://www.impactbnd.com/blog/examples-of-company-profile-pages 

See how real companies devise effective websites by clicking on the various links 

(Zappos, Google, Starbucks etc.).  

 
 
How to Write a Company Profile 
 

 

1. The Title Slide 

The first slide of your company profile presentation should contain all the basic 
company information. To determine what these elements are, just ask yourself what 
you would want to know about a potential client. Things like: Company name, 
Address, Phone Number, Website, Email etc. 

 

2.The Overview 

The next slide should outline the company’s goals and objectives. First, describe the 
big picture. Then describe the actionable steps in front of you. What are the things 
you’ve decided to achieve in the coming year?  

Be Chronological. Tell a story. An effective company profile presentation is usually 

sequential. When people look at your company overview, they expect the information 

to be set out in chronological order. 

 

 

3. Products and Services 

Next, you should introduce your Products and/or Services. Describe a few problems 
that the audience can relate to. Make sure you introduce every single feature of your 
product and/or service from the perspective of the consumer. First, talk about a 

https://offers.impactbnd.com/free-company-profile-template
https://www.impactbnd.com/blog/examples-of-company-profile-pages


problem, then introduce the feature of your products and services that solves that 
problem.  

Be interactive. Your vision and mission are important but the best way to make them 
come true is to give your audience a voice and listen to what they have to say.  

Time your speech so that there’s room for questions afterwards but ask the most 
important questions yourself during the presentation to see if someone in the 

audience can answer them.  

So, before you offer the solution to a problem, ask your audience to tell you how they 
would solve it. You can even introduce key features as questions. This gives your 
audience a chance to think of possible solutions before you give them yours. 

 

4. Introduce the Team 

If you want your company to seem trustworthy, it must be unified. So, talk about your 
team members and how they’re a part of your vision. Mention how they fit into the 
bigger picture, and how they helped you to see it in the first place. 

You can either dedicate a whole slide to listing your team members or briefly show 
your team in a group picture on a slide while you talk about it. This fosters a sense of 
collaboration. 

 

5. The Ending Slide 

The last slide of your company profile presentation should always be a Call to Action 

(CTA).  

Be specific. Tell the audience everything you need from them. For example, the type 
of investment you need and the return they can expect.  

A Call to Action is now standard practice for the ending of business presentations. Be 
honest about what you want the audience to do. Persuade them to take those actions 
by daring them to do so. Promise them they will see the results for themselves. 

 

  



PRESENTATION 
 

Find the Right Templates 

When it comes to choosing the right company overview templates, you can’t go wrong 
with a standard format. Since your presentation is going to be chronological, every 
template is going to have the same elements in the same order. 

Picking the right template for your Company Profile Presentation entails capturing the 
branding. Do not use too many colours. If you want to be unique, your brand should 
stand out. So, pick a few shades that people start associating with your brand. 

Use the psychology of colour to determine the best shades for your brand, and pay 
attention to what the others are doing. 

 

Now You’re Ready to Present Your Company 

As you can see, Company Profile Presentations are not difficult. Make sure you know 
what you’re selling, and be honest about it. Talk about all the problems that exist 
before you start mentioning the features you’re solving them with. Stick to those 
problems long enough in order for them to start resonating with the audience. Then, 
introduce your solutions, step-by-step, with questions and stories. Use the power of 
colour psychology to choose the right look for your company overview template and 
branding. Don’t forget to include the rest of your team. And don’t forget to be specific 
and honest in your call to action. Tell the audience what you really need – they’ll 
appreciate the honesty. After that, kindly invite or dare them to take the action, and 
become part of your company’s journey. 

https://en.wikipedia.org/wiki/Color_psychology
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6) DIRECT QUESTIONS & INDIRECT QUESTIONS 
 

6a) Direct questions require the interrogative form of the verb. 
When does the train leave ? 
Where is the stapler ? 
Why is the delivery late ? 
Is the office open on Saturdays ? 
Has the flight been cancelled ? 
How much is the ticket ?  
 
6b) In indirect questions, however, the main clause is in the affirmative form. They sound more polite, especially in 
business communication, and follow the phrases or prefixes shown below. 
Could you tell me when the train leaves ? 
Have you any idea where the stapler is ? 
I was wondering if you could tell me why the delivery is late. 
Do you know if the office is open on Saturdays ? 
Do you think the flight has been cancelled ? 
I’d like to know how much the product costs. 
Is it OK if I call you back in ten minutes ? 
 
6c) How to construct indirect questions. 
 
PREFIX    QUESTION WORD,  MAIN CLAUSE IN THE 
    ‘IF’ OR ‘WHETHER’  AFFIRMATIVE  FORM 
 
Could you tell me  whether    he’ll be back soon ? 
Do you know   if    she got my message ? 
Have you any idea  where    she’s gone ? 
Can you tell me   what    his number is ? 
Is it OK     if    I use your phone ? 
I’d like to know    when    the meeting will take place. 
I was wondering   whether    I could pay by credit card.   
     
NB. We use ‘if’ or ‘whether’ in indirect questions when there isn’t a question word. 
In indirect questions, ‘if’ and ‘whether’ are interchangeable. 
We don’t use ‘if’ or ‘whether’ after ‘Do you think…?’ 
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6d) Now change these direct questions into indirect questions. 
 
i) Can you call me a taxi ? 
…………………………………………………………………………………………………………………………………………… 
ii) Do you accept payment in cash ? 
…………………………………………………………………………………………………………………………………………… 
iii) What time does your showroom close ? 
……………………………………………………………………………………………………………………………………………. 
iv) Why is the train late ? 
……………………………………………………………………………………………………………………………………………. 
v) Will Ms Smith be in the office today ? 
……………………………………………………………………………………………………………………………………………. 
 vi) What sort of discount can you offer us ? 
…………………………………………………………………………………………………………………………………………….  
vii) Where is Mr Jones ? 
……………………………………………………………………………………………………………………………………………. 
viii) Can I call you tomorrow evening ? 
…………………………………………………………………………………………………………………………………………..... 
ix) Is this photocopier available in black ? 
………………………………………………………………………………………………………………………………………….…  
x) When is the next trade fair ? 
……………………………………………………………………………………………………………………………………………. 
 
 
7) WRITING ACTIVITY 
7a) You are Bianca Scarpetta. You work for the footwear company Scarpe Diem and you want to export your shoes, 
boots, sandals and trainers from your factory in the Marche to the USA. You are trying to organize a meeting with Sue 
Horn at her office in New York sometime next week. Write her an email confirming the date of your visit to New York and 
telling her when you will arrive at the airport. Then ask her when and where the meeting will take place and which 
products she is particularly interested in. Finally, invite her to have dinner with you that evening at a restaurant you know 
in Little Italy (you should specify which one and explain why it is such a good place to eat). 

 
7b) You are Sue Horn. Write Bianca Scarpetta an email (i) thanking her for her message, (ii) explaining when and where 
the meeting will take place and (iii) specifying which products you are particularly interested in. Finally, accept her 
invitation to have dinner together and suggest something you could do together afterwards. 











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). 
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	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, …”
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	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
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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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	PRESENTATION
	Requests
	The Future
	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
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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, …”
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	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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	PRESENTATION
	Requests
	The Future
	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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	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
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	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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	WHERE TO GO
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	6) PRACTICE ACTIVITY
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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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	Telephoning In English: Unit 1.
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	TelephoningInEnglishUnit1.pdf
	Telephoning In English: Unit 1.
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	PRESENTATION
	Requests
	The Future
	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

	SOME MORE COMMON ABBREVIATIONS USED IN BUSINESS
	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, …”  “In fact, …”



	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).


	PhoneCalls2015.pdf
	PRESENTATION
	Requests
	The Future
	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

	SOME MORE COMMON ABBREVIATIONS USED IN BUSINESS
	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
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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, …”



	ADVERTISEMENTS
	1) REGISTER & GENRE ANALYSIS
	2) READING ACTIVITY
	FUN ! FUN ! FUN !
	WHERE TO GO
	THE BEACH
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	CRASHING OUT
	HOW MUCH ?
	WHAT ELSE ?
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	Day 1 : Siem Reap - Arrival

	6) PRACTICE ACTIVITY
	PRESENTATION
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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).



	L36lessons16&17.pdf
	Passive2013.pdf
	CONTINUOUS
	three months of the product launch
	CONTINUOUS
	three months of the product launch  three months of the product launch
	Had to      replaced

	Passive2013c.pdf
	CONTINUOUS
	three months of the product launch
	Had to      replaced

	PassiveLesson.pdf
	Passive2014.pdf
	CONTINUOUS
	three days of the product launch
	Had to      replaced
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	CONTINUOUS
	three days of the product launch
	Had to      repaired
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	Making Money: Notes and Coins
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	IrregularVerbs.pdf
	PRESENTATION
	Requests
	The Future
	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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	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

	SOME MORE COMMON ABBREVIATIONS USED IN BUSINESS
	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
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	Re: Your complaint (1)...................……….. 31 September (2).................................. the Fantozzi Cloud 9 Ephone
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