Betty Botter bought some butter,
But, she said,

The butter's bitter;

1T 1 put it in my batter
1t will make my batter bitter.
But, a bit of better butter
Will make my batter better.

V2 So, she bought a bit of
butter

Better than her bitter butter,

And she put it In her batter

And the batter was not bitter.

==

So, "twas better Betty Botter
Bought a bit of better butter.

Webbing Into Literacy: OLaura B. Smolkin
Betty Botter Rhyme Card Ibs5z@virginia.edu



PRONUNCIATION PRACTICE

The BBC’s Online Pronunciation Workshop

Do you want to improve your English pronunciation? Well, the BBC’s Pronunciation Workshop
shows you how English is really spoken. It'll help you become a better listener and a more fluent
speaker.

The Sounds of English

Scroll down to the bottom of this page for The Sounds of English, our video guide to all the
consonant and vowel sounds in the English language.

Watch, listen and repeat. It's as simple as that.

https://www.bbc.co.uk/learningenglish/features/pronunciation



Vocabulary

First learn the words you will need in order to study how to
make the sounds in this section:

Your mouth

-,
5]
top lip nose —3
«— tongue mouth top teeth —>
bottom lip bottom teeth
Practise:
top lip
top teeth
1 Touch your | bottom lip with your finger.
bottom tecth
tongue
nosc
2 Open your lips. Close your lips.  Close your lips hard.



Vocabulary

First learn the words you will need in order to study how to

make the sounds in this section

Your mouth

Practise:

1 Touch your

2 Open your lips.

top lip
«— tongue
bottom lip

top lip

top teeth
bottom lip
bottom teeth
tongue

nose

nosc — 3

mouth top teeth —

bottom teeth

with your finger.

Close your lips. ~ Close your lips hard.




Inside your mouth

_side

EOllgllC tCCtIl

the sides of
your tonguc

Practise:
your top teeth

1 Touch | your bottom tecth with your tongue.
the roof of your mouth

2 Touch your side teeth with the sides of your tongue.

3 Touch the front of the roof  Touch the back of the roof

of your mouth with the of your mouth with the
front of your tonguec. back of your tongue.
% %\

Air

1 Hold a pieceof ~ When you blow Air is coming
paper in front of  out air the paper through your
your mouth. moves. mouth.

Ef ke &
) {



2 Close your mouth. Push air forward in your mouth.

P S
=

Voice
Put your hand When you sing The sound from
on the frontof  you can feel your your voice is
your neck. voice. You are coming through
using your voice. your mouth.
=
"~
N
7 —

.
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[a= | Push a lot of air out very quickly.
=, -
Do not touch the roof of your mouth with your tongue.



Practice1 Listen and repeat:

=]

sound1 sound?2

(no sound)
il hill '
Jrr
eel heel

and hand

old hold

ear hear

eye high

)




Test

Practice 2

(=]

Dialogue

=l

Intonation

=]

Tick the words you recognise in the sentences you hear:

1
2
3
4
5

6 a

a) eels; b) heels '
a) and; b) hand
a) eye; b) high
a) art;
)
) ai

b) heart

a) ow; b) how

; b) hair w8

Listen and repeat:

hit having horse

Hilda happened heard

Mrs Higgins hospital hope

hello horrible perhaps |
Helen how behind

husband house unhappy

A horrible accident

Helen:

Ellen:

Helen:

Ellen:

Helen:

Ellen:

Helen:

Ellen:

Helen:

Ellen:

Helen:

Ellen:

Hello, Ellen.

Hello, Helen. Have you heard? There’s been a horrible
accident.

Oh, dear! What's happened?

Hilda Higgins’ husband has had an accident on his horse.
How awful! Is he injured ?

Yes. An ambulance has taken him to hospital.

How did it happen?

He was hit by an express train. It was on the crossing just
behind his house.

How horrible!

He's having an important operation in hospital now.
Poor Hilda! She’s so unhappy.

Perhaps he'll be all right.

I hope so.

Listen and repeat:

Y 2
Oh dear! How horrible!

"3
How awful! How terrible!
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' ™

H/ ¥,
[o= ] Put your tongue between your teeth.
BTG .
Blow out air between your tongue and your top tee



Practice1 Listen and repeat:

[=]

sound 1

mousc

-f' 7 sum

sick

sink

-7 pass

sound 2

mouth

thumb

thick

think

path

Practice2 Listen and repeat:

E

sound1 sound?2

free  three @
=1 \__\ll ///
BOE-<
first  thirst o /l\

fin  thin

half  hearth




; e Test  Tick the words you recognise in the sentences o1 aaet
Practice 3  Listen and repeat: } . y

1 a)sink; b) think
E] sound1 sound2 E 2 a) mouse; b) mouth
a) tin; b) thin
) taught; b) thought
a) moss; b) moth
a)

tought; b) thought =g

J

a

@ un  thin

Practice4 Listen and repeat:
thank you Ethel Judith
E thought author worth
thousand nothing Mrs Smith
thirsty something Smiths’
| Thursday birthday Edith

tree  three thirty-three mathematician moths

M%

Dialogue GOSSipS

E Judith: Edith Smith is only thirry.
Ethel: Isshe? I thought she was thirty-three.
Judich: Edith’s birthday was last Thursday.
Ethel:  Was it? I thought it was last month.
Judith: The Smiths’ house is worth thirty thousand pounds.
Ethel:  Isit? I thought it was worth three thousand.
Judith: Mr Smith is the author of a book about moths.
Ethel: Ishe? I'thought he was a mathematician.
Judith: P'm so thirsty.
Ethel:  Are you? I thought you drank something at the Smiths’.
Judith: No. Edith gave me nothing to drink.
Ethel:  Shall Ibuy you a drink ?
Judith: Thank you.

tanks thanks

sheet  sheath

Stress Listen and repeat:
. =] Is she? I thought she was thirty-three.
== Wasit? [ thought it was last month.
| Isic? I thought it was worth three thousand.
Are you? I thought you drank something.




Numbers / Times / Prices / Dates / Fractions / Decimals

1) Write these numbers in words:
0 zero/nought / ‘oh’ 1o, 2 e, 3 4 i,

5 B i T o 8 9

2) Now practise saying these phone numbers with a partner:

0246 1723598 0733 84415 0348 692751 0041 8326 511997

0019 035 785624 0327 590608 051 9564788 0721 220 439 7685

3) Write these numbers in words:

0 o 10 e

L v snesssseenens L1 e

7S 12 e 20 e 24 ol
3 e (K TN 30 oo R
b oo L4 e 40 oo 97 e
TSRS 15 s R 74
TS 16 e S 35 e
[ 17 s (S 56
IS 18 e 80 v B9 e
D s 19 90 e 82
4) Now practise saying these times with a partner:

11.55 5.35 18.10 4.30 10.15 17.02 23.25 2.45
7.05 9.30 6.20 12.00 3.25 1.35 8.40 15.50
5) Write these numbers in figures:

Ahundred .........oovvei Athousand........ccoeveniniensiieinesce AMIlION ..o
ADIllION ..o Ten million ..o A hundred thousand ..........ccccoeverrncnens,
Tenthousand ..........cccvevevvenccnnenn, A hundred million ..........ccovvonvrininn ATHIION oo

6) Now practise saying the following with a partner:

a) Numbers:

13 30 14 40
33 54 89 11
501,203 697,405

b) Decimal Currencies:

£25 60p £31.75

c) Dates:

12 April 21 May

1961 1815 1492 1066
21/10/61 31/12/99

d) Fractions:
Yo Vs Ya )

e) Decimals:

58 41.532 8-907

15 50 16 60 17 70 18 80 19 90

66 73 511 999 856 101 3654 1509 95,767
71,212,605 31,269,745 547,296,813 367,194,528
$32 50c $19.95 €45 99c €175 £8bn  $17tr  €90m
February 2 March 1 4 July August 31 January 10 8 June
1564 1616 1776 1300 2000 2001 2015 1865 1943 1290
4/6/09 7/9/02 30/11/04 1411172 29/09/14
% Ya 8 10 %2 5% 6 ¥ 12%

68-4% 95-672 pc 17.308 pc 99-999%



100,000 ..o e
1,000,000 ..o
10,000,000 ...oneee e
100,000,000 ...eneiiii e
1,000,000,000 ...eooiiii e
1,000,000,000,000 ....nmiiiiee e

123

987

465,123
546,987
879,465,123
312,546,987



DECIMAL CURRENCIES

€1 = one euro one euro = one hundred cents
€10 =ten euros 25¢ = twenty five-cents

€10.25 = ten euros twenty-five

$1 = one dollar one dollar = one hundred cents
$12 = twelve dollars  50c = fifty cents
$12.50 = twelve dollars fifty

£1 = one pound one pound = one hundred pence
£46 = forty-six pounds 99p = ninety-nine pence

£46.99 = forty-six pounds ninety-nine
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EMAIL SYMBOLS

@

A—A

A A



APPENDIX 5: WORD ORDER, ADVERBS & ADVERBIALS

1) CLAUSE STRUCTURE: a clause may be one of seven types.

SUBJECT VERB | resign !

SUBECT VERB OBJECT Tesla makes electric vehicles.

SUBJECT VERB COMPLEMENT Your application has been successful.
SUBJECT VERB ADVERBIAL The canteen is at the end of the corridor.
SUBECT VERB OBJECT OBJECT | sent the Manager a letter of complaint.
SUBECT VERB OBJECT COMPLEMENT Ms Smith found the interview difficult.

SUBECT VERB OBJECT ADVERBIAL You can park your car in the company car park.
2) ADVERBS / ADVERBIALS:

Within a clause, adverbs and adverbials specify the Time / Manner / Place of the action/event/state described by the
verb. E.g. ‘Last night’, ‘yesterday’, ‘now’, ‘then’; ‘quickly’, ‘slowly’, ‘badly’, ‘well’; ‘upstairs’, ‘downstairs’, ‘here’, ‘there’, or
intensify or qualify other adverbs, adjectives or prepositions: For example, ‘too quickly’, ‘more famous’ ‘right in".

ADVERBS are single words. ADVERBIALS are phrases which perform the same function as an adverb.

3) FORMATION OF ADVERBS:
ADVERB = ADJECTIVE +LY  Bad + ly = badly Recent + ly = recently  Beautiful + ly = beautifully
Special Cases: i) Easy — easily Happy — happily Pretty — prettily

ii) Legible — legibly Notable — notably Remarkable — remarkably
Exceptions: i) True — truly Whole — wholly Due — duly

i) Good — well Fast — fast Hard — hard
4) POSITION OF ADVERBS:

English is basically an SVO language. Adverbs/adverbials can occupy Position |, Position Il or Position [l but should not
be put between the Main Verb and the Object/Complement. Certain adverbs/adverbials occupy particular positions.

SUBJECT AUXILIARY VERB MAIN OBJECT /@
‘TOBE’ / @ VERB COMPLEMENT
v v v
Position | Position Il Position lll

Position lll may be occupied by Adverbs of Degree / Extent:

[ admire her  enormously. It did not worry me much.
very much. in the least.
alot. at all.

Multiple adverbs/adverbials in Position Ill should follow the conventional order Manner, Place, Time.
E.g.  She sat quietly in her chair. They met by chance one afternoon.
I must go to the doctor’s this evening. He waited outside for half an hour.
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EXERCISES

1. Form sentences by putting these phrases in the correct order.
a) the presentation / everyone / very MUCh / €NJOYEA .........cocuiueriieririiiieieececece e st

b) handled / the CEO / very well / the question-and-anSWEr SESSION ...

)

)
c) boring PowerPoint presentations / sit through / | / have to / @Very WEeK ... e,
d) at the end / will be / there / five minutes / for questions / of the presentation ...,
)

e) of her presentation / firmly / she / the management’s position / at the beginning / outlined ............cccoovvvviviricccrcrcicnnee,

2. Adverbs and Adverbials in Position 3. Form sentences by putting these phrases in the correct order.
a) patiently / listened to / they / the Chairman’s speech / for OVEr an NOUF .........cccooeiiiceieeesss e,

b) his name / wrote / in capital letters / he / at the top of the application form ..........cccceviiiiiccccee e,

)

)

c) before she left / she / her visitor's badge / returned / to the reception desk .........cccovvvvriieccccneeinse e

d) rose / gas prices / in many countries / dramatically / in 2022 ..........c.cccoevereiiiiiieecceeee e e
)

e) the next Annual General Meeting / take place /in April /in Milan / Will ..o,

Position Il may be occupied by:
i) Adverbs of Frequency (never, hardly ever, rarely, seldom, occasionally, sometimes, often, usually, always).
i) Other adverbs/adverbials, including still, already, just, not yet, both, all, also, only, almost, nearly, mainly.

iii) Commenting adverbs:

| just  want to clarify one key point. The project almost  collapsed due to lack of funds.
simply nearly
only practically
We  certainly need to conduct more market research.
definitely
probably

Adverbs/adverbials precede lexical verbs but follow ‘to be’ and auxiliary verbs (‘to do’, ‘to have’ + modals).

lam also interested in the Chinese market. | could simply cancel the meeting.
mainly
only | don't always answer my phone.

| have already prepared a report.

NB. Although the adverbs probably and still occur in Position Il in affirmative sentences, e.g. ‘| can probably help you’ /
‘There is still time’, they precede all verbs in negative sentences, e.g. ‘We still don’t know’ / “You probably won't agree.’

143



EXERCISES

1. Adverbs and Adverbials in Position 2. Form sentences by putting these phrases in the correct order.

a) my boss / very clearly / explains / @lWays / thiNGS ........ccceiiiiiiieiiicciceee e e
b) us / the EDP department / install our new hardware / usually / help / dOeSn’t ..........coeveniniiiieceeee e
C) all / we / were / VEry NEIVOUS ........ccccevrvveieeecrcrciesieeseeeseenne the interview / but / we / passed / all ..........cccccoovvvvnrnee.
d) probably / they / serve /6@ and COMIEE ... bbb
e) probably / they / provide / DISCUILS / ON't ..........coiueieicee e bbb
f) be able to / probably / won't / come / | / 10 the CONFEIENCE ... e

) probably / very intereSting / Will /it /D€ ......o.eeieeeeeeeee ettt s
h) already / been /have / | /10 New YOrk / tWice thiS YEar .........cccviiiiieirrer e e

i) still / found / what / havent / 1/ M I00KING TOF ..........cocuiiieieeee e bbb

)
j) only / costs / €100 / Brussels to London on the EUFOSEAr ...........cccceiiiiciciciccssee e

Position | may be occupied by:
i) Sentence Adverbs, which should be followed by a comma.

Frankly / To be honest, he didn’t believe what the Management Consultant was telling him.
Luckily,

Fortunately / Unfortunately,

Obviously,

Basically,

In fact,

Between you and me,  I'm glad it's over. Hopefully, / With luck, 1 will pass the job interview.
Personally,

i) Negative or Restrictive Adverbials. Negative or restrictive adverbials may be put in Position | for emphasis. In this
case, the subject and the verb must be inverted, i.e. the question form should be used.
No sooner had we left the office than his mobile phone rang.

Hardly / scarcely had the burglars left when the police arrived.

Under no circumstances must the fire doors be locked.

Never / seldom have | seen such a disorganised warehouse.

Not only was the door unlocked but the windows were left open too.

On no account must the press get to hear about this.

Nowhere in the world will you find such traffic congestion as in Mexico City.

Only in this way will the security situation improve.

So noisy was the factory that we had to talk outside.

Neither do | / Neither was he / Neither have we / Neither can they.
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iii) Adverbial Expressions of Place Introduced by a Preposition. An adverbial expression of place introduced by a
preposition may be put in Position | for emphasis and/or dramatic effect. This adverbial should be followed by the verb
and then the subject.

On the second floor is the R&D department. Next to Mr Smith sat Miss Jones.

In the filing cabinet were all our CV's. At the end of the corridor was the photocopier.

EXERCISES

1. Adverbs and Adverbials in Position 1. Form sentences by putting these phrases in the correct order.

a) in time / arrived / | / for the start / fortunately / of the MEEING ........ccoieiiiii s
D) is true /in fact / the OPPOSIEE ......v.ieieieiececctctc bbb st s et b ettt ene s

c) the Soviet Union / is / basically / what we used to call / the CIS ..o

d) prefer / to be honest / | / Windows 10 t0 WINAOWS 11 ......vovivimiiiieeeeeeeetcs et

e) her qualifications and experience / notwithstanding / she / the job / didn't get ... e

2. Negative or Restrictive Adverbials in Position 1. Now complete these sentences in a logical way.
@) UNAEr NO CIFCUMSTANCES ......ovviviiiicceetc ettt bbbt sttt be 1 e se bbb e b s e s e s s st et et et et e se e s nane

D) NOLONIY 1. DUL e also.

) S0 it 1AL e et aes

)
)

C) NO SOONET ...t TNAN <. e
)

€) ONIY TN ENIS WAY ...ttt ettt s bbb s et e s e et s s b et et e e e nrn e

5) DISCUSSION
Think about

(i) Christmas

(i) New Year's Eve

(iii) The summer holidays
Explain, (a) what you usually do
(
(
(

)
b) what you did last year
c) what you will probably do this year
)

d) what you probably won't do this year
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6) PRACTICE ACTIVITY

Now put the words and phrases in brackets in the correct place in each sentence.

1) HE SPEAKS e (fluently / Russian).
2)HE CAN e (German / also / speak / very well).
BHE dOESN'T s (have the chance / often / abroad / to go).
ATWOTKEA e (for many years / in Berlin / as a bi-lingual secretary).
S)Mrdones parked oo (carelessly / outside the warehouse / the lorry).
6) The meeting began ..o, (in the boardroom / punctually / at 10 a.m.).
7) Passengers should be ...................... (twenty minutes before departure / at the boarding gate / ready and waiting).
B) TREIrAIN s (usually / to London / late / was).
9)ThaVE e (about the cancellation / informed / already / the hotel).
10) IShall (my first day / forget / at work / never).
1) Qe s (remembers / always / the customers’ names).
12) YOU OUGNE s (told / never / to have / him / about the vacancy).
13) The hotel staff Were oo (very efficient / all / and polite).
14) My COllEAQUES oo (to prepare the report / all / lent a hand).
D) I e (hate / really / working / on Saturdays / overtime).
16) NOtONly s (the train delayed / was / also / it started raining / but).
17) “I don't like Mondays” ettt ettt a ettt t e e et a bbbttt b et b bbb san s " (I/ do / neither).
18) NO SOONEI e (I'entered my office / than / had / the phone rang).
1) YOU WIll e (miss / probably / the plane).
20) YOU ot (get to the airport / won't / in time / probably).
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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).

	2semLM38_lessons3&4.pdf
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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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	Requests
	Possibility
	The Future
	7) CAPITAL LETTERS
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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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	BUSINESS LETTERS
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	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
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	Person Calling
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	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
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	▼ ▼  ▼
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	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...
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	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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	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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	SOME COMMON ABBREVIATIONS USED IN BUSINESS
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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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	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.
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	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
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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
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	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	Could
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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.
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	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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	1b) Study the conventional format of a fax message. Your messages should look like this:
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	SHINY SHOES LTD
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	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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	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
	MEMO
	MEMO
	MEMO
	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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	TELEPHONE CALLS
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	Person Calling
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	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
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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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	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
	Step 2: EXPOSITION: Explain the situation. State the main facts and all relevant information.
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	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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	If you know the name: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
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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
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	Re: Your complaint (1)...................……….. 31 September (2).................................. the Fantozzi Cloud 9 Ephone
	MEMO
	MEMO
	MEMO
	MEMO
	MEMO
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	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…”
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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
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	▼ ▼  ▼
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	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
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	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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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…”
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	Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’
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	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).
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	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
	ON  Monday / Tuesday / Wednesday
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	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…”
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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).
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	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
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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…”
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	4) SPEAKING ACTIVITY
	STUDENT A:
	Study your part in the telephone conversations on the next page. Tell Student B when you are ready.
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	Look at the page after that and follow the instructions. When you are ready, start with conversation 1.
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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
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	▼ ▼  ▼
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	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	E-MAIL: The Conventional Order of Steps (Harper 2006)
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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
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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…”
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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
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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.
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