
 
The Guy Code (adapted from the Urban Dictionary) 
 
The sacred moral code which every man must follow. Only men can read the code; women are not 
allowed to. Any man found breaking the Guy Code shall not be considered a man for the next 24 
hours. This means he will be excluded from all bars, sporting events and video-gaming sites. 
 
 
1. If you've known a guy for more than 24 hours, you cannot go out with his sister. Ever. If you did, 
you would have to marry her. 
 
2. When questioned by a friend's girlfriend, you needn’t and shouldn’t provide information as to his 
whereabouts. Under these circumstances, you might even deny his very existence. 
 
3. You may exaggerate any anecdote told to your friends by 50%. Beyond that, anyone within 
earshot is allowed to shout "Bullshit!" - except when you are trying to impress a girl. In this case, 
you can exaggerate by up to 400%. 
 
4. Under no circumstances are two men supposed to share an umbrella. 
 
5. Before dating a friend’s ex-girlfriend, you ought to ask his permission. 
 
6. Women who claim they "love to watch sports" must be treated as spies until they demonstrate a 
sufficiently profound knowledge of the game. 
 
7. You needn’t feel obliged to buy a birthday present for another man.  
 
8. If your girlfriend asks you to introduce one of your mates to her boring, whiny friend, you may 
agree but first you have got to warn your mate that he needs to take evasive action.  
 
9. Friends must not let their friends wear speedos. Ever. Case closed. 
 
10. At the gym, you should never address the following phrases to a man lifting weights:  

"Yeah, baby, push it!" 

"Come on, dude, give me one more. Harder!" 

"Nice shorts. Are you a Libra?" 

https://www.urbandictionary.com/define.php?term=Guy%20Code
https://www.urbandictionary.com/define.php?term=give%20me%20one


    
11. You may take the last beverage. You may take the last piece of pizza. But not both.  
 

12. Before you allow a friend to cheat on his girlfriend, you have to try to talk him out of it. 
 
13. It is the morning after you and a girl who was formerly "just a friend" went to bed together. 
Remember, the fact that you're feeling guilty, weird or uncomfortable needn’t prevent you from doing 
it again. Afterwards, you could have a discussion about what a big mistake it was. But not before. 
 
14. If there tend to be extra pieces left over after you have assembled a piece of Scandinavian 
flatpack furniture, you shouldn’t necessarily assume that you have made a mistake. In fact, you 
might reasonably claim that you were able to make the construction process more efficient. 
 
15. No man should be expected to watch a film about dancing, figure skating or rhythmic 
gymnastics. 
 
16. Men are only supposed to cry at the cinema when a heroic dog dies to save his master. 
 
 

 



 

The Girl Code (adapted from the Urban Dictionary) 
The sacred moral code which every young woman must follow. Breaking the code will result in 
immediate exile from Girldom. 
 
1. No girl may date her friend's ex-boyfriends, past crushes, guys who have humiliated and/or 
used her. In exceptional cases, you would still have to ask your friend’s permission unless, (a) 
your friend couldn't care less; or (b) the relationship happened before the age of puberty.  
 
2. You don’t have to have a particular reason for taking an instant dislike to another girl without 
ever having spoken to her.  
 
3. Sometimes a girl has got to lie in order to keep a secret told to her by her best friend.  
 
4. When complimented by a friend, you ought to find something to compliment her back on. This 
could either be done straight afterwards or later in the day.  
 
5. You should never leave your drink unattended at a party. 
 
6. A guy who claims to love chick flicks must be looked on with suspicion. Guys like this tend to be 
(a) only after your body; or (b) there’s something he's not telling you. Trust him at your peril.  
 
7. All single girls are allowed to hate Valentine’s Day and bitch about it to their single girlfriends. 
 
8. Girls should always notice and comment on changes of hair cut or colour, clothes or jewellery.  
 
9. If you find yourself suddenly single, you aren’t supposed to moan about it to someone who has 
been single for longer than you.  
 
10. You ought to at least try to prevent your friend from hooking up with a guy if you KNOW she 
will regret it in the morning - especially if your friend is under the influence of alcohol.  
 
11. After breaking up with a guy, you are allowed to eat a whole box of chocolates and/or tub of 
ice cream.  

https://www.urbandictionary.com/define.php?term=Guy%20Code
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12. If you have a picture of your friend on Facebook or any other public medium that she dislikes, 
you will remove it immediately. No questions asked. 
 
13. No girl shall ever go to the ladies' room alone if another girl is able to go with her.  
 
14. Under no circumstances may two girls whisper to one another in the presence of other girls.  
 
15. You needn’t worry about lying if it is to protect and defend the reputation of a friend.  
 
17. If a friend runs off crying, you need to count to 10 before following her. Reacting immediately 
tends to confirm men’s suspicions that girls are melodramatic and you might turn a momentary 
crisis into a soap opera.  
 
18. You and/or your friends can sing into a hairbrush but only in the privacy of your own home. 
 
19. No woman shall wear coloured undergarments under any white article of clothing  
 
20. Girls don’t have to mean what they say when in conversation with the opposite sex. 
 
21. You mustn’t flirt with your friend’s dad, no matter how attractive you find him.  
 

 
  

https://www.urbandictionary.com/define.php?term=hairbrush


Girl Code Exercises complete the following sentences with a suitable modal verb. 

The Girl Code: the code of guidelines that all girls …………………………….. obey in order not to 
be excluded from the community. 
 
1) All girls …………………………………………. have a ‘Mr.Right Now’. This is the guy friend who 
is always ready and available to hang out with you. He ………………….. or ………………………… 

not like you as more than a friend but he is always ready to party till dawn and .…….……………… 

do things you wish you didn't remember in the morning. He's not ‘Mr. Right’ but he .……………… 

be good enough to be ‘Mr. Right Now’.  
 
2) Every girl ………………………………. wait at least a day and a half before texting a guy whose 
number she has retrieved.  
 
3) If you want to date a friend’s brother you  …………………………… get that friend’s permission.  
 
4) No girl ……………………………………….. wear the same outfit as a friend they will knowingly 
be at the same social occasion with.  
 
5) No girl ……………………………………………….. purchase a distinctive item of clothing which 

she is aware her friend owns without express permission from that friend.  
 
6) The penalty for exposing a secret to an unauthorized party ……………… be exile from Girldom.  
 
7) A girl who ……………………………………………. honestly claim that she was not aware that a 

piece of information was a secret at the time she exposed it ……………………………………..… 

not be subject to punishment.  
 
8) Inside jokes …………………………………………………………. not be explained to outsiders.  
 
9) If a friend spreads a horrible rumour about another friend and then apologizes, they …………… 

be given the cold shoulder for at least three days. 
 
10) In a fight between a friend and her boyfriend, you …………... always choose your friend’s side.  
 
11) You …………………………………….. never insult your friend but you …………………………… 

never let your friend leave the house looking hideous. If you think long and hard, you …...………… 
be able to find a diplomatic way to tell your friend how they look. 

e.g. 'Er, I think your black jeans ……………………. be nicer.’  

'You ………………………………….. wear so much eyeliner, you have great eyes.'  
 
12) When an evening is described as a ‘Girls’ Night Out’ that means it ……………………………… 
be for GIRLS ONLY. You …………………………………………………… not invite your boyfriend.  
 
13) A woman ………………………………… be completely self-absorbed and self-obsessed when 
it comes to (a) her wedding day; (b) her birthday; (c) childbirth; (d) breakups. 
 
14) You …………………….……. never ask your boyfriend what he is really thinking during a quiet, 
shared moment of intimacy. His answer …………………………………….. disappoint you.   

15) If your boyfriend doesn’t appear to be doing, saying or thinking anything, do not disturb him. 

He …………………………………………… be in Standby Mode. 
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APPENDIX 2: MODAL VERBS 
 
Introduction: Modal verbs can be divided into two basic groups: 
i) Central Modals: can, could, will, would, shall, should, may, might, must, ought to. 
ii) Semi-Auxiliaries: have to, have got to, tend to, need to, to be able to, be allowed to, to be supposed to. 
 
Central Modals behave as follows: 
+ I can / you can / he can / she can / it can… etc. 
— I can’t / you can’t / he can’t / she can’t / it can’t… etc. 
? Can I ? / Can you ? / Can he ? / Can she ? / Can it ? … etc. 
 
Semi-Auxiliaries, by contrast, usually act like this: 

+ I have to / You have to / He, she, it has to… etc. 
— I don’t have to / You don’t have to / He, she, it doesn’t have to...  etc. 
? Do I have to ? / Do you have to ? / Does he / she / it have to ? … etc. 
 
Or like this: 

+ I am allowed to / You are allowed to / He, she, it is allowed to… etc. 
— I am not allowed to / You are not allowed to / He, she, it is not allowed to… etc. 
? Am I allowed to ? / Are you allowed to ? / Is he, she, it allowed to ? etc.  
 
Modal verbs are always followed by the infinitive without ‘to’. 
Central modal verbs do not have infinitives, past forms, present or past participles or an –s ending in the third person 
singular. Semi-auxiliaries are sometimes used to supply their past or future forms, as here: 
 

PAST PRESENT FUTURE 

Could Can Will be able to 

Had to Must Will have to 

Might May  

Should  Shall 

Would  Will 
 

All modal verbs have at least two meanings. These can be grouped into categories such as Ability, Permission, 
Obligation, Possibility, Probability etc. 
 
1) Ability: can, could, be able to. 
i) We use Can, Could and Be Able To to talk about the ability to do something, e.g. 
“Now I can play the piano. I couldn’t when I was nine years old.” 
“When I was nine years old, I couldn’t drive. Now I can.” 
“When I leave university, I will be able to…” 
 
ii) We also use Can and Could with verbs of perception, e.g. “I can hear someone coming”, “I can’t see a thing”, “They 
could smell gas”, “She couldn’t  taste any sugar.” 
 
iii) The difference between ‘I could’ and ‘I was able to’ is that ‘I could’ indicates that you had the ability to do something, 
e.g. ‘I knew that, if necessary, I could swim to safety from the sinking ship’, although you did not necessarily do it in 
reality. ‘I was able to’, by contrast, indicates that you succeeded in doing so, e.g. ‘I was able to swim to safety.’ 
 
Now talk about your present, past and future abilities using modal verbs. 
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2) Permission: can, may, be allowed to 
i) Can, May and Be Allowed To are used to talk about permission, e.g. “You aren’t allowed to smoke in here”, “We were 
allowed to take photographs”, “The prisoner will be allowed to see his lawyer for about half an hour”. 
 
ii) Can and May are used for asking for and receiving permission: e.g. “Can I come in ?”, “May I sit down ?” 
Can is more direct, May is more formal, e.g. “May I use your phone ?”, “Can I borrow your pen ?”, “Yes, you may.”, “No, 
you can’t.” 
 
Now complete this sentence using modal verbs: When I go to my grandparents’ house, I can / can’t / am (not) allowed 
to…”  
 
3) Obligation: must, should, ought to, needn’t, have to, be supposed to 
Must    — it is necessary that you do something. 
Mustn’t    — it is necessary that you do not do something. 
Have to / Have got to  — it is necessary that you do something. 
Don’t have to / Haven’t got to — it is not necessary but you can if you want to. 
Needn’t    — it is not necessary but you can if you want to. 
Should    — it is the correct thing to do. 
Ought to   — it is the correct thing to do. 
To be supposed to  — it is the expected thing. 
 
Permission and Obligation: what can / can’t / must / mustn’t / needn’t you do at the following ages ? 

6 14 16 18 68 
 
4) Possibility: can, could, may, might 
Can indicates a 100% possibility in the present or the future  e.g. ‘Yes, I can do that for you immediately.’ 
Could indicates a 50% possibility in the present or the future  e.g. ‘She could go to Oxford or Cambridge.’ 
May indicates a 30% possibility in the present or the future  e.g. ‘The weather is very cold. It may snow.’ 
Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’ 
 
5) Probability: must, could, may, might, can’t 

It must be true 90% probability  e.g. The Eiffel Tower must be the most famous landmark in Europe. 
It could be true  50% probability  e.g. Van Gogh could be the most popular artist in the world. 
It may be true 30% probability  e.g. There may be a general election next year. 
It might be true 10% probability  e.g. NASA might send a man to Mars in 2035. 
It can’t be true 1% probability  e.g. No, Elvis, Michael Jackson and Amy Winehouse can’t still be alive. 
 
Now read the sentences below: 

a) It will rain this weekend. 
b) There is a monster in Loch Ness. 
c) About 1,000,000,000 people around the world can speak English. 
d) Prince William will be the next king of England. 
e) Most English people dream about the monarch at least once in their lives. 
f) Most Italian people dream about their Prime Minister at least once in their lives. 
 
None of the above can be proved 100% true or false. The speaker therefore has to estimate the probability of each 
statement. Now comment upon them using Must, Could, May, Might or Can’t, e.g. “It must be true”, “It can’t be true”, “It 
might be true”. 
 



 

3 

6) Predictions: will / won’t / shall / shan’t / should / shouldn’t 
i) We use Will / Won’t / Should and Shouldn’t to make predictions or logical deductions about the future based on what 
we know, not what we can see happening in the present , e.g. 
a) He left half an hour ago, so he’ll be home by now. 
b) It’s nearly Christmas, so the shops will be crowded. 
c) We shall be on holiday in New Zealand in August so I’m afraid I shan’t be able to come to your party. 
d) She is convinced that she won’t pass her driving test. 
e) San Marino won’t win the match against Brazil. 
f) He has studied hard, so he should pass the exam. 
g) She shouldn’t have any trouble at the job interview. 
 
ii) The use of Should / Shouldn’t indicates that we approve of the action, state or event, e.g. “In 2100, we should have a 
cure for AIDS and there shouldn’t be a housing problem” whereas Will/Won’t is neutral, e.g.  “In 2100, tigers will 
probably be extinct and there won’t be any rain forests left.” 
 
Now make some predictions of your own: 

“By the year 2030, I  will / should ……”   / “By the year 2050, Italy will / should ……” 

 
7) Other Uses of Will/Won’t & Shall/Shan’t: 
We can also use Will / Won’t for, 
 
i) Instant decisions, e.g. “I’ll have white wine”, “I’ll have chicken”, “I’ll have fish”, “OK, I’ll see what I can do.” 
ii) Promises, e.g. “I’ll buy you a bicycle”, “I’ll let you know immediately”, “I won’t forget to write to you.” 
iii) Refusals, e.g. “I won’t come to work tomorrow”, “He won’t do his homework”, “They won’t listen to me.” 
iv) Orders, e.g. “You will come to work tomorrow or you’ll be fired !”, “You will do exactly as I tell you !” 
v) Requests, e.g. “Will you please be quiet !”, “Will you please sit down”, “Will you please close the door ?” 
vi) Invitations, e.g. “Will you come to my party ?”, “Will you have a drink with us later on ?” 
vii) In Conditional Sentences, e.g. “I shall let you know if the meeting finishes early”, “If it rains tomorrow, I won’t go to 
Rome”, 
 
NB. Shall/Shan’t can only be used with ‘I’ and ‘We’ when making predictions. Other uses include, 
 
i) Promises, e.g. “I shall buy you a bicycle”, “I shall let you know immediately”, “We shan’t forget to write”. 
ii) Suggestions/Proposals, e.g. “Shall we go out tonight ?”, “Shall I pick you up later on ?”, “Shall we dance ?” 
iii) The formal future, especially with regard to legal or contractual obligations, e.g. All invoices shall be paid within 90 
days, Helmets shall be worn at all times, The client shall meet all reasonable travel expenses, i.e. it is mandatory. 
 
8) Speculation About Hypothetical Situations: would  
We use Would/Wouldn’t to speculate about hypothetical situations in the present and/or the future, e.g.  
 
a) “What would you do if you lost your job ?” - “I think I would leave Italy, I certainly wouldn’t stay where I am.” 
b) “Would you prefer to live in New York or Los Angeles ?” – “Actually, I think Miami would be the best place.” 
c) “I would love to own a sports car but I wouldn’t be able to afford to run it.” 
d) “What would you say if I asked you to marry me ?” 
 
Now, in pairs or groups, try to imagine: (i) The holiday of my dreams; (ii) The holiday of my nightmares. 
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9) Other Uses of Would: 
We also use Would/Wouldn’t, 

i) In Conditional Sentences, e.g. “I wouldn’t buy a Smartwatch if I were you”, 

“If I could speak French, I would work in Paris.” 

ii)  To make requests, e.g. “I would like a ticket”, “Would you fill in this form”, “Would you sign here, please.” 

iii)  To make invitations, e.g. “Would you care to join us ?”, “Would you like to come to the cinema ?”, 

“Would you like to dance ?” 

iv)  To express wishes, e.g. “No, I wouldn’t like to dance”, “Frankly, I would like to resign”, “I wish it would snow.” 

v)  To express a preference, e.g.  “I’d rather stay at home”, “We’d rather you didn’t contact us again”,  

“He’d rather you left now.” 
 
 

10) Practice Test: Now fill in each of the gaps below using the appropriate form of a modal verb. 

 

1) You ……………………………….…….. be mad if you think I’m going to lend you any more money. 

2) I want to go out tonight. ……………………………………………………..….. we go to the cinema ? 

3)  ………………………………………...…………. I ask you a personal question ? Are you married ?  

4) This company needs a secretary who …………..…………….. speak English, French and German. 

5) It isn’t obligatory to have a biometric passport now but you  .............................................. have one 

in order to visit the USA by 2030. 

 

6) If you want to go abroad,  I ................ bother buying traveller’s cheques, if I were you, just use 

your debit card when you get there. If your card is stolen, however,  you ……………. tell your bank 

as soon as possible so that they ………... cancel the old one and issue you with a new one. 

Remember that the local branch …………… not be open on Saturdays so, before you go, you 

……………. telephone them to check whether anyone ................. be there. You ……………  

inform the police but I think it ............ be a good idea to do so. I remember when an Italian friend of 

mine had his wallet, tickets and passport stolen in London. He ……………...…….. to wait for nearly 

a week before he was ………………………………..….……. to return home to Italy. 

 

 



Find this website: 
 
https://www.tesla.com/cybertruck 
 
What can the Tesla cyber-truck do? 
  
 
  

https://www.tesla.com/cybertruck






BLIND DATE 

Face2Face Pre-Intermediate: Unit 3 

 

Jackie is going on a blind date. Watch what happens.  

 

1) Jackie & Damon 

https://www.youtube.com/watch?v=3DrxMHAj_Wc 

 

2) Jackie & Kevin 

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

 

Make notes about Damon and Kevin. Who do you think Jackie should meet again? 

https://www.youtube.com/watch?v=3DrxMHAj_Wc
https://www.youtube.com/watch?v=_Di_kdXJfUk
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	5. The Uzi is an ……………….. machine-gun.
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	ModalVerbs2013.pdf
	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If they’re very lucky, England might win the World Cup.’
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	Might indicates a 10% possibility in the present or the future  e.g. ‘If they’re very lucky, England might win the World Cup.’
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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, …”



	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.
	Sensore Memoria di breve durata Memoria a lungo termine


	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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	EMAIL
	1) PRESENTATION
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	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
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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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	PRESENTATION
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	And  Or   But  Because As a result  In conclusion
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	TELEPHONE CALLS

	Person Called
	Person Calling

	Person Called
	Person Calling
	Person Calling / Person Called
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	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.
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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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	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If they’re very lucky, England might win the World Cup.’
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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
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	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)
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	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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	For a company: Dear Sirs
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	1a) A BAD EXAMPLE OF A LETTER OF APPLICATION
	yours sincerely
	nigel farage
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	“We apologize for the  error in…”    “I am sorry to hear that…”
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	STUDENT A:
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	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.
	Sensore Memoria di breve durata Memoria a lungo termine


	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
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