
                
 

In January 2022, Declan Haughney …………………. (go) to the post office in Carlow, Ireland, 

for his uncle, Peadar Doyle’s, pension. He ……………………………… (explain) that he 

……………………………………………… (live) with his uncle for some years and, that, unfortunately 

the old man ……..……………………………… (not feel) well that day so he 

……………………………… (ask) him …………………………………………….. (collect) the sum of 

246 euros on his behalf. 

The postmaster ……………………………………………… (say) that only the pensioner 

himself  ……………………………………. (can) collect the money so Declan Haughney 

…………………………. (leave) the post office and …………………………………… (return) some 

time later with his friend, Gareth Coakley, and his uncle, who ……………………………………… 

(appear) very grey with a hat on his head and a pullover covering his face, standing unsteadily 

between the two men. 

At this point, the postmaster ……………………………………. (want) to know if the pensioner 

……………………………………….. (be) unwell but the uncle ……………………………… (not reply). 

Declan Haughney then ……………………………………… (declare) that the old man 

………………………………………. (have) a heart attack and …………………………………. (drop) 

his body on the floor of the post office. By now, everyone ……………………………….. (realize) that 

the man ……………………………………………… (die), probably some time before, and the 

emergency services ……………………………………………. (call). 

While Peadar Doyle’s lifeless corpse ………………………………….. (receive) the last rites 

from the local priest, the police …………………………………………….. (arrest) Declan Haughney 

and Gareth Coakley and ……………………………………… (charge) them with fraud and deception. 



During the trial, Declan Haughney  ………………………………………… (suggest) that his 

uncle …………………………………………. (might die) during the five-minute walk from his house 

to the post office. At this point, he and his friend …………………………………. (link) arms with him 

and ……………………………….. (carry) him the rest of the way. He also ………………………….. 

(accuse) the police of being unduly suspicious simply because, by an unfortunate coincidence, he 

………………………….…………. (serve) two years in prison for stealing from his aunt. 

In July 2023, both defendants  …………………………………… (find) guilty and 

…………………………………… (serve) two-and-a-half years in jail. 

Since the trial, journalists ……………………………………….. (compare) the case to the 

Hollywood film, ‘Weekend at Bernie’s’, starring Andrew McCarthy and Jonathan Silverman, in which 

a pair of insurance salesmen …………………………………. (carry) around the body of their 

murdered boss and ………………………….. (pretend) he ………………………. (be) still alive. 

While they ………………………………….. (try) to cover up his death, they manage  

……………………….. (lose) and …………………………………………………… (recover) his corpse, 

which is clothed and wearing tinted glasses, several times.  

Neither of the fictional culprits …………………………………….. (end) up in prison, though. 

   

     
 



Declan Haughney and Gareth Coakley 

will go to jail for two-and-a-half years 

Declan Haughney had been living ← Declan Haughney went to the    ↗ 

with his uncle for years     post office to collect his pension 

         ↙ 

      ←His  uncle  wasn’t  feeling  well  that  day→ 

 

Peadar Doyle had died  ←  Declan Haughney dropped Peadar  

some time before     Doyle’s body on the floor 

 

      ←Peadar Doyle was receiving the last rites→ 

         ↙ 

     The police arrested Declan Haughney and Gareth Coakley 

             The press have compared the  

case to ‘Weekend at Bernie’s’ 

 

            ←While they are trying to cover up his death→ 

               ↙ 

They manage to lose and recover his corpse several times  

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

PAST               NOW     FUTURE 



Amanda Knox Documentary BBC 

https://www.youtube.com/watch?v=erla7Ley4Tw 

Watch the documentary and complete the summary below, putting the verbs into the correct form  

Meredith Kercher ………………………………………. (murder) in Perugia, Italy, on 1 

November 2007. At midday on 2 November, police …………………………. (discover) the body of 

the 21-year-old British student, who ……………………………….....………… (take) part in the 

Erasmus university exchange programme. In the flat that she ……………………………….. (share) 

with three other female students, Kercher’s body  …………………….………….. (lie) partially clothed 

under a duvet in her bedroom. The door ………………………………. (lock). Her throat 

…………………………….. (cut) and her body had 43 bruises, scratches and knife wounds, as well 

evidence of sexual assault. 

On 6 November 2007, the police ………………………………………….. (arrest) three 

suspects: Amanda Knox, an American exchange student; Raffaele Sollecito, an Italian student who 

……………………………………………….. (be) Knox's boyfriend for two weeks; and Patrick Diya 

Lumumba, Amanda Knox’s employer, the Congolese owner of a restaurant and bar. Later, however, 

Lumumba ……………………………………..……………. (release) and completely exonerated. 

DNA and fingerprint evidence from the victim's body …………………………………. (lead) to 

the arrest of a fourth suspect, Rudy Hermann Guédé, an Ivorian resident of Perugia, who 

…………………………………………….. (escape) to Germany immediately after the crime. 

Following his extradition to Italy, the three suspects ……………………………..…………. (charge) 

with murder, sexual assault and …………………………………… (thief). The prosecution argued that 

Kercher ……………………………………………………. (kill) as a result of her refusal to participate 

in sexual activity with Knox, Guédé and Sollecito. 

Guédé …………………………… (admit) to being with Kercher when she ……………………… 

(die) but ………………………………….. (deny) murdering her, claiming that an intruder 

…………………………………………… (must do) it while he ………………………………………. (sit) 

in the bathroom, listening to his iPod. The Judge ……………………….………………. (not believe) 

him and ………………………… (sentence) him to 30 years’ imprisonment for sexual assault and 

murder. He ……………………………… (release) from prison in December 2020, however, and 

…………………………… (complete) his sentence by doing community service until March 2022. 

Meanwhile, the trial of Knox and Sollecito ……………………………………… (begin) on 16 

January 2009. On 4 December 2009, both …………………………………..………….. (declare) 

…………………… (guilt) of murder, sexual violence and other charges. Despite little or no physical 

evidence, Knox faced 26 years in prison while Sollecito received 25 years. 

http://en.wikipedia.org/wiki/Perugia
http://en.wikipedia.org/wiki/Italy
http://en.wikipedia.org/wiki/British_people
http://en.wikipedia.org/wiki/Murder_of_Meredith_Kercher#The_upstairs_flat
http://en.wikipedia.org/wiki/Duvet
http://en.wikipedia.org/wiki/Throat
http://en.wikipedia.org/wiki/Murder_of_Meredith_Kercher#Amanda_Knox
http://en.wikipedia.org/wiki/People_of_the_United_States
http://en.wikipedia.org/wiki/Murder_of_Meredith_Kercher#Raffaele_Sollecito
http://en.wikipedia.org/wiki/Italian_people
http://en.wikipedia.org/wiki/Congo
http://en.wikipedia.org/wiki/Exonerated
http://en.wikipedia.org/wiki/Murder_of_Meredith_Kercher#Rudy_Gu.C3.A9d.C3.A9
http://en.wikipedia.org/wiki/Cote_d%27Ivoire
http://en.wikipedia.org/wiki/Murder
http://en.wikipedia.org/wiki/Sexual_assault
http://en.wikipedia.org/wiki/Theft
http://en.wikipedia.org/wiki/Sexual_assault


On appeal, Knox and Sollecito ………………………………………………….. (find) 

…………………………………………….. (no guilt) and set free. Nevertheless, two further trials 

…………………………………….……….. (be) necessary to exonerate both defendants. 

 

 

 

 

 

WRITING: You represent the Law Department at the University of Macerata. Write a formal letter 

inviting an expert (anyone you like) to give a seminar about any subject you like at the university. 

You should (i) indicate the subject of the seminar; (ii) explain why it would be a suitable subject for 

students at the department; (iii) say when and where the seminar will take place.   



International Law: The Skripal Case 

         

Sergei Skripal is a former Russian military intelligence officer who acted as a double agent for the 
UK's intelligence services during the 1990’s and early 2000’s. 

Skripal was born in 1951 and graduated from the military engineering school in Kaliningrad in 1972 
as a sapper-paratrooper. He studied at the Moscow Military Engineering Academy and then served 
in the Soviet Airborne Troops, before transferring to Military Intelligence (GRU). In the early 1990s, 
he was posted as a GRU officer at the embassy in Malta. In 1994, he became a military attaché in 
Madrid, Spain. 

According to Russian prosecutors, he began working for the UK's Secret Intelligence Service (MI6) 
in 1995 and passed on state secrets, such as the identities of Russian intelligence agents. He 
subsequently worked in the Household Department of the Russian foreign ministry, while continuing 
to work for MI6. He was alleged to have exposed three hundred Russian spies.  

In December 2004, he was arrested by Russia's Federal Security Service (FSB) and later tried, 
convicted of high treason, and sentenced to thirteen years in prison. On 9 July 2010, Skripal, along 
with three other Russian spies, was freed as part of a spy swap for ten Russian agents in the ‘Illegals 
Program’ spy ring, one of which was Anna Chapman. 

Skripal moved to Salisbury, Wiltshire, where he bought a house in 2011. According to British security 
officials, Skripal continued to provide information to the UK and other Western intelligence agencies 
after 2010. Skripal's wife died in 2012 of disseminated endometrial cancer. His daughter returned to 
Moscow in 2014 and worked in sales. His son died, aged forty-three, in unknown circumstances, on 
a visit to Saint Petersburg in 2017. At about the same time, Sergei's older brother also died.  

On 4 March 2018, Skripal and his daughter Yulia, who was visiting from Moscow, were found 
unconscious on a public bench in Salisbury by a passing doctor and nurse. Paramedics took them 
to Salisbury District Hospital where medical staff determined that the pair had been poisoned with a 
nerve agent. Following the incident, health authorities checked members of the emergency services 
and the public for symptoms; three police officers were hospitalized – two had minor injuries, while 
one, Detective Sergeant Nick Bailey, who had been sent to Sergei Skripal's house, was in a serious 
condition. As of 15 March 2018, Skripal and his daughter remain critically ill.  

On 12 March 2018, Prime Minister Theresa May identified the poison used in the attack as a 
Russian-developed nerve agent, Novichok, and demanded an explanation from the Russian 
government. Two days later, May said that Russia was responsible for the incident and announced 
the expulsion of twenty-three Russian diplomats in retaliation. Twenty-seven other governments 
followed suit and nearly one hundred and fifty Russians were expelled, including sixty from the USA.  
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https://en.wikipedia.org/wiki/Kaliningrad
https://en.wikipedia.org/wiki/Sapper
https://en.wikipedia.org/wiki/Paratrooper
https://ru.wikipedia.org/wiki/%D0%92%D0%BE%D0%B5%D0%BD%D0%BD%D1%8B%D0%B9_%D0%B8%D0%BD%D1%81%D1%82%D0%B8%D1%82%D1%83%D1%82_(%D0%B8%D0%BD%D0%B6%D0%B5%D0%BD%D0%B5%D1%80%D0%BD%D1%8B%D1%85_%D0%B2%D0%BE%D0%B9%D1%81%D0%BA)_%D0%9E%D0%B1%D1%89%D0%B5%D0%B2%D0%BE%D0%B9%D1%81%D0%BA%D0%BE%D0%B2%D0%BE%D0%B9_%D0%B0%D0%BA%D0%B0%D0%B4%D0%B5%D0%BC%D0%B8%D0%B8_%D0%92%D0%BE%D0%BE%D1%80%D1%83%D0%B6%D1%91%D0%BD%D0%BD%D1%8B%D1%85_%D0%A1%D0%B8%D0%BB_%D0%A0%D0%BE%D1%81%D1%81%D0%B8%D0%B9%D1%81%D0%BA%D0%BE%D0%B9_%D0%A4%D0%B5%D0%B4%D0%B5%D1%80%D0%B0%D1%86%D0%B8%D0%B8
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INTERNATIONAL LAW: THE SKRIPAL CASE 

 

1a) Watch theYouTube report: ‘Who poisoned sergei and yulia skripal ? BBC Newsnight’ 

https://www.youtube.com/watch?v=ABLMWrpIn8A 

Vocabulary: ‘Treason’, ‘the FSB’ (KGB), ‘the (criminal) underworld’, ‘McMafia’, ‘money laundering’.  

1b) According to the BBC, who is the most likely culprit ? 

 

2) Now look up the following names on the Internet and discover what happened to them: 

 

Alexander Litvinenko 

 

Georgi Markov  

 

Alexander Perepilichnyy 

 

Gareth Williams (GCHQ) 

 

Alex Chapman 

 

German Gorbuntsov  

 

Boris Berezovsky 

 

Nikolai Glushkov. 

YouTube ‘Murder inquiry over the death of Russian businessman in London - BBC News’ 

https://www.youtube.com/watch?v=90trrqzB5_8  

 

 

 

https://www.independent.co.uk/topic/alexander-litvinenko














Uber Loses Supreme Court Ruling Over Rights of Drivers 
Landmark UK decision strikes a blow against the broader gig economy 

Fri, Feb 19, 2021, 18:28 

 
  
Uber Technologies lost a UK supreme court ruling over the rights of its drivers, in a landmark 
decision that strikes a blow against the gig economy. 
 
The judges unanimously ruled that Uber drivers are “workers” entitled to rights like minimum wage, 

holiday pay and rest breaks. Uber shares dropped as much as 1.5 per cent in early trading in New 
York before paring losses. 
 
The ruling will have a significant impact on the UK’s burgeoning gig economy and comes amid a 

broader global fight over the rights of workers on apps. Many of the companies that rely on these 
kinds of workers have thrived during the global pandemic, deploying drivers to make deliveries to 
customers stuck at home while shops and restaurants were shut. 
 
It “will make it much harder for companies engaging people via digital platforms to assert that they 
are self-employed”, said Michael Powner, a lawyer at Charles Russell Speechlys in London. 
 
The Gig economy 

Uber’s fight over drivers’ employment rights extends across its global operations. In its home state 
of California, drivers are suing to invalidate a ballot measure approved last year that declared them 
independent contractors. Meanwhile, policy makers in the European Union are expected to publish 
recommendations for improving working conditions for gig-economy workers later this month. 
 
“The ruling strikes at the heart of Uber’s business model,” said Paul Jennings, a lawyer at Bates 
Wells, who represented the drivers. “As a business, it will need to reflect very carefully on the 

implications of the judgment.” 

https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_company=Uber
https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_person=Michael+Powner
https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_event=gig-economy
https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_person=Paul+Jennings


The ruling is the end of the road for Uber’s five-year fight over the status of its drivers and another 
setback in the UK, which is home to the ride sharing company’s largest European market. Last year, 

Uber had to fight to retain its license to operate in London after the transport regulator complained 
about safety concerns. 
    

Uber said that the ruling only applies to the handful of drivers that filed the initial case, but it will start 
a nationwide consultation, which will take a number of weeks. 
 
“This process will seek the views of all active drivers to help us shape the future of flexible work,” 

the San Francisco-based company said in a statement. 
 
Uber and the wider industry will particularly be looking at the supreme court’s question mark over 

its business model, the firm told Bloomberg. It will update the market on its next steps once they’ve 

read the ruling in detail and have completed the consultation. 
 
London is one of Uber’s largest and most lucrative markets, with 45,000 drivers and 3.5 million 

people who use the app once every 90 days. 
 
Compensation 

Tens of thousands of Uber drivers can now claim the right to be classified as workers, said Nigel 
Mackay, a lawyer at Leigh Day, who also represented the drivers. The firm will now seek 
compensation for thousands of drivers who he says are entitled to an average of £12,000 each. 
 
The dispute will now return to a specialty tribunal, which will decide how much to award the 25 
drivers who brought the case in 2016. About 1,000 similar claims against the company, which had 
been stayed until after the ruling, may also proceed. 
 
In addition, the ruling may lead to a big tax bill for Uber, according to Aitor Ortiz, a litigation analyst 
for Bloomberg Intelligence. 
 
“Uber risks paying about $1.3 billion in unpaid taxes after the UK supreme court determined that its 

drivers are workers,” Mr Ortiz wrote in a note. “Additionally, Uber’s loss means the company may 

face higher labour costs in the UK and probably in Europe where regulators are preparing new laws 
to protect gig workers.” 
 
The supreme court also ruled that drivers are working anytime they’re “logged into the app and 
ready and willing to accept trips”. Uber had argued at a July hearing that this may result in drivers 

earning a minimum wage from multiple ride-sharing and delivery services, including its rivals. 
 
“This ends the argument in the UK courts – Uber 0 Drivers 4,” said Martin Chitty, partner at Gowling 
WLG.  

https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_person=Nigel+Mackay
https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_person=Nigel+Mackay
https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_person=Aitor+Ortiz
https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_person=Mr+Ortiz
https://www.irishtimes.com/topics/topics-7.1213540?article=true&tag_person=Martin+Chitty


2) PHONE CALLS: The Conventional Order Of Steps (Harper 2006) 

Step 1: SALUTATION / IDENTIFICATION: 

Person Called 
“Hello. Universal Exports. Can I help you ?” 
“Hello. James Robinson speaking. Can I help you ?” 
 
Step 2: INTRODUCTION; ASKING FOR / CONFIRMING IDENTIFICATION: 

Person Calling 
“Hello. This is Mike Savage. Could I speak to the manager, please ?” 
“Hello. This is Mike Savage. Who is speaking, please ?” 
“Hello. Is that the Personnel department ?” 
“Oh, I’m sorry. I’ve got the wrong number.” 
 
Step 3: GETTING THROUGH TO THE RIGHT PERSON: 

 Person Called 
“If you hold on, I’ll put you through to Mr X.” 
“If you bear with me, I’ll just put you through to Mr X.” 
“I’m afraid the line’s engaged. Could you hold on, please.” 
“I’m afraid Mr X is away / isn’t in. Can I take message ?” 
“I’m afraid Mr X is busy. Shall I get him to call you back ?” 
“I’m afraid Mr X is busy. Could you call back later, please ?” 
“I’m afraid you’ve got the wrong number.” 
 
Step 4: EXPOSITION: (Explain the situation. State the main facts and all relevant information) 

 Person Calling 
“Hello ? It’s about your order. I’m afraid it’s been delayed.”  “It’s about…” 
“I’m calling about…” “I’m calling to ask you…” “I’m calling to let you know that…” 
“I’m afraid there’s been a mix up / a slip up / a mistake / an error / a misunderstanding.” 
“I’m afraid there’s a problem with…” 
 
Step 5: REQUIREMENTS: (Explain what you want the other person to do) 

Person Calling / Person Called 
“I was wondering if you could tell me…” “Would it be possible to…?” “Could you possibly…?” 
“If possible, I’d like…”     “I would like …”  “Would you…”  “Could I/you/it…”  “Can I/you/it…” 
 
Step 6: CONFIRMATION: (Summarize what has been agreed) 

Person Called / Person Calling  
“So, our Export Manager will send you a quotation later this week.” 
“OK, then. I will contact our Production department and try to bring forward the delivery.” 
“Right, I will call you back as soon as I have spoken to….” 
 
Step 7: CONVENTIONAL ENDING: 

Person Called      Person Calling 
“Thank you for calling.”      “Not at all. Goodbye.” 
“Thank you very much. Goodbye.    “Goodbye.” 
“Goodbye, then.”      “Goodbye.” 
“Bye, Sue.”      “Bye.” 
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TELEPHONE CONVERSATIONS   Student  A 

Conversation 1. 
You are the caller, Mr / Ms Robinson. 
Call the Cambridge Hotel to make a reservation for tomorrow night for you, your wife/husband  
and Mr Green for three nights. 
Mr Green wants the room for an extra night. 
You will arrive at 23.00. 
Ask if you will be able to get a meal at the hotel when you arrive. 
Your American Express card no. is  777 4580 2132 9 
Your e-mail address is:  robinson ~ inbox @ jumpy . it 
 

 
 

Conversation 2. 
You are the manager of the Provence Restaurant (the best in town). 
The menu includes fresh fish and vegetarian dishes. 
Private room available Monday to Wednesday, 20.00-23.30. 
Written confirmation of any booking is required by e-mail at:  provence _ restaurant @ webnet . co . uk 
The exact number of places must be confirmed at least ten hours in advance. 
Your early morning phone number is 0156 9243978. 
 

 
 

Conversation 3. 
You are the receptionist at the Bristol Hotel. 
Ten double rooms & one single room are available from 15 June —  30 June. 
All rooms are quiet and comfortable. Single rooms = 3m x 4m. Double rooms = 5m x 6m. 
 
Prices: 
Single Room: £65 per night (including breakfast). 
Double Room: £100 per night (including breakfast) or £120 per night (with balcony, sea view and breakfast). 
Rooms include bath and shower, colour TV, telephone, mini-bar, Wi-Fi Internet access and air-conditioning. 
 
To make a booking, you will need to know the caller’s name, e-mail address and telephone number. 
Ask for confirmation by e-mail at:  bristol — hotel / bookings @ enetwork . com 
  

 
 

Conversation 4. 
You are the caller, Mr / Ms Evelyn Maddox. You live in Pesaro, you want to fly to England. 
You want to take a full-immersion English course in Cambridge this summer. 
Cambridge is north-east of London, you want to be there by Sunday, 3 August. 
Duration of course: four weeks from Monday, 4 August. 
Now phone EuroJet Airlines and book a return ticket to England. 
Your Visa credit card number is:  0 12 3465987 
Your e-mail address is:  maddox \ e @ webnet . co . uk 
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TELEPHONE CONVERSATIONS   Student  B 

Conversation 1. 
You are the receptionist at the Cambridge Hotel. 
You are very busy because there is a trade fair in Cambridge this week. 
Rooms available: Single rooms, 0.  Double rooms, 2. 
Reserved rooms are held until 21.00 unless the guest pays in advance by Mastercard, Diner’s Club or 
American Express. 
Write down the name of the caller and his/her e-mail address. 
Hotel restaurant open 19.00-22.30.  Hotel coffee shop open 17.00-2.00 a.m. 
For further information, guests can visit the hotel website at: www cambridge — hotel . co . uk 
 

 
Conversation 2. 
You are Mr / Ms Biggs of Biggs and Kray Ltd. 
Call the Provence Restaurant (the best in town) to book a private room for a visiting group of clients next 
Tuesday evening, ideally from 19.30-21.30. 
There will be ten to fourteen people in your party. You won’t know exactly how many until Tuesday morning. 
Three of your guests are vegetarians. 
Give your name, phone number and e-mail address:  biggs \ ceo @ xyznet . com 
 

 
Conversation 3. 
You are Mr / Ms Richardson of Packard Enterprises. 
Call the Bristol Hotel and find out if there are any rooms available from 16 June – 25 June. 
You require rooms for yourself, Ms Castle, and Mr and Mrs Hogan. 
Find out the cost of single and double rooms per night, and ask whether breakfast is included. 
Ask about the differences between the cheaper rooms and the more expensive rooms. 
You want quiet rooms with a view of the sea, if possible. 
Book one double room at the lower price and two at the higher price. 
Give the receptionist your name and e-mail address:  richardson / packard _ ent @ xyznet . com 
plus your telephone number. 
 

 
 Conversation 4. 
You work for EuroJet Airlines. EuroJet Airlines has tickets available for: 
 
Rimini – London (Gatwick), departing every day at 14.00, arriving in London at 16.00. 
Ancona (Falconara) – London (Stansted), departing Monday and Saturday at 8.00, arriving at 11.00. 
Check-in time: one hour before take-off. 
  
Gatwick is south of London. Trains for London (Victoria station) depart every twenty minutes. 
Stansted is east of London. Trains for Cambridge depart every thirty minutes. 
 
Prices:  Rimini – London (Gatwick): £90 return (economy class); £120 (business class). 

Ancona (Falconara) – London (Stansted): £60 return (economy class); £90 (business class). 
 
EuroJet takes telephone bookings and accepts payment by Visa and Mastercard (ask for the number). 
Write down the name, e-mail address and telephone number of the caller. 
For a complete list of terms and conditions, your website is at:  www . EuroJet~airlines . co . uk 
 


	ExamPractice.pdf
	PracticeTest1a.pdf
	EXAM PRACTICE
	1) Listening Comprehension


	Billionaires.pdf
	Lingua Inglese per Economia Bancaria 2014
	The Next Billionaires
	The Federal Reserve Will Reduce its $85bn a Month in Bond Purchases by $10bn
	SIX WAYS TO GET THE MOST OUT OF YOUR LLOYDS TSB CASHPOINT CARD
	Lingua Inglese per Economia Bancaria 2014
	Lingua Inglese per Economia Bancaria 2014

	Graduate Recruitment at
	Lingua Inglese per Economia Bancaria 2014



	Gold Funds Hit 2008 Level Ahead of US Fed Action
	Stock markets soar, endowment returns tumble
	In recent years shares, bonds and property have all gone up. But with-profits policies, which invest in these things, have gone down. Why?
	What should I do with my with-profits policy?
	Lingua Inglese per Economia Bancaria 2014


	The Lloyds TSB Mobile Banking Service

	IMF Declares China at Risk as Credit Rises to 200pc of GDP
	The IMF's Article IV report on China states that excess credit has resulted in a growing risk of an "adverse feedback loop" in which the financial system and the economy pull each other down in a mutually reinforcing spiral. Xia Bin from China's Devel...
	Lingua Inglese per Economia Bancaria 2014
	Lingua Inglese per Economia Bancaria 2013-2014
	Lingua Inglese per Economia Bancaria 2013


	Services & Benefits
	Buying Frenzy Makes Royal Mail Sell-Off the Most Successful Ever
	The Royal Mail privatization has become the most successful in history after shares rose by nearly 40 per cent in the first day of trading on the London Stock Exchange

	18) London’s financial district …………………………………………………………………………….…
	19) One tenth ...…………………….…………………………………………………………………………
	Why Italy Should Leave the Euro or Change its Policy on EMU
	Lingua Inglese per Economia Bancaria 2013

	Nokia Shares Fall After Sales Drop in Second Quarter
	Lingua Inglese per Economia Bancaria 2013
	The Lloyds TSB Mobile Banking Service

	QE Fears Bring FTSE 100’s Year-Long Bull Run to an End
	The FTSE 100’s spectacular run of monthly gains was brought to a halt in June 2013, in its first such fall in more than a year, while gold has also suffered.

	16) A crisis situation in which banks find it difficult or impossible to lend money to their customers and/or to other banks
	……………………………………………………………………………………………………………….…
	17) A peak ………………………….…………………………………………………………………………
	18) A fixed interest security ……………………………….………………………………………………...
	19) 25% ………………………………………………………………………………………………………..
	20) The willingness and ability to purchase goods and/or services …………………………….…….  Ferrari and Maserati Sales Decline in Italy
	Lingua Inglese per Economia Bancaria 2013

	EU raid on savings to fund bail-out for Cyprus 'threatens recovery'
	The decision to raid people’s savings to fund a bail-out for Cyprus sets a “worrying precedent” that could jeopardize the European economic recovery, financial experts have warned.
	SIX WAYS TO GET THE MOST OUT OF YOUR LLOYDS TSB CASHPOINT CARD


	Mark Carney is Appointed Governor of the Bank of England
	Lingua Inglese per Economia Bancaria 2013
	Lingua Inglese per Economia Bancaria 2012-2013


	Billionaires.pdf
	Lingua Inglese per Economia Bancaria 2014
	The Next Billionaires
	The Federal Reserve Will Reduce its $85bn a Month in Bond Purchases by $10bn
	SIX WAYS TO GET THE MOST OUT OF YOUR LLOYDS TSB CASHPOINT CARD
	Lingua Inglese per Economia Bancaria 2014
	Lingua Inglese per Economia Bancaria 2014

	Graduate Recruitment at
	Lingua Inglese per Economia Bancaria 2014



	Gold Funds Hit 2008 Level Ahead of US Fed Action
	Stock markets soar, endowment returns tumble
	In recent years shares, bonds and property have all gone up. But with-profits policies, which invest in these things, have gone down. Why?
	What should I do with my with-profits policy?
	Lingua Inglese per Economia Bancaria 2014


	The Lloyds TSB Mobile Banking Service

	IMF Declares China at Risk as Credit Rises to 200pc of GDP
	The IMF's Article IV report on China states that excess credit has resulted in a growing risk of an "adverse feedback loop" in which the financial system and the economy pull each other down in a mutually reinforcing spiral. Xia Bin from China's Devel...
	Lingua Inglese per Economia Bancaria 2014
	Lingua Inglese per Economia Bancaria 2013-2014
	Lingua Inglese per Economia Bancaria 2013


	Services & Benefits
	Buying Frenzy Makes Royal Mail Sell-Off the Most Successful Ever
	The Royal Mail privatization has become the most successful in history after shares rose by nearly 40 per cent in the first day of trading on the London Stock Exchange

	18) London’s financial district …………………………………………………………………………….…
	19) One tenth ...…………………….…………………………………………………………………………
	Why Italy Should Leave the Euro or Change its Policy on EMU
	Lingua Inglese per Economia Bancaria 2013

	Nokia Shares Fall After Sales Drop in Second Quarter
	Lingua Inglese per Economia Bancaria 2013
	The Lloyds TSB Mobile Banking Service

	QE Fears Bring FTSE 100’s Year-Long Bull Run to an End
	The FTSE 100’s spectacular run of monthly gains was brought to a halt in June 2013, in its first such fall in more than a year, while gold has also suffered.

	16) A crisis situation in which banks find it difficult or impossible to lend money to their customers and/or to other banks
	……………………………………………………………………………………………………………….…
	17) A peak ………………………….…………………………………………………………………………
	18) A fixed interest security ……………………………….………………………………………………...
	19) 25% ………………………………………………………………………………………………………..
	20) The willingness and ability to purchase goods and/or services …………………………….…….  Ferrari and Maserati Sales Decline in Italy
	Lingua Inglese per Economia Bancaria 2013

	EU raid on savings to fund bail-out for Cyprus 'threatens recovery'
	The decision to raid people’s savings to fund a bail-out for Cyprus sets a “worrying precedent” that could jeopardize the European economic recovery, financial experts have warned.
	SIX WAYS TO GET THE MOST OUT OF YOUR LLOYDS TSB CASHPOINT CARD


	Mark Carney is Appointed Governor of the Bank of England
	Lingua Inglese per Economia Bancaria 2013
	Lingua Inglese per Economia Bancaria 2012-2013


	CreditCardOrder.pdf
	Listening Comprehension:  Taking a Credit Card Order
	Title of Book Ordered:   “………………………….. and ……………………. Creepy Crawlies”

	Getting the Correct Message.pdf
	Listening Comprehension:  Getting the Correct Message
	Listening Comprehension:  Getting the Correct Message (‘The Working Week’ (T) 1.) ANSWERS

	MissMiller.pdf
	Discussing an Itinerary
	1) Listening Comprehension
	15) What time is the sales meeting in London ?
	Listening Comprehension:  Discussing an Itinerary
	2) Taking Messages

	MissMiller.pdf
	Discussing an Itinerary
	1) Listening Comprehension
	15) What time is the sales meeting in London ?
	Listening Comprehension:  Discussing an Itinerary
	2) Taking Messages

	TakingMessages.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


	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).


	TakingMessages.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


	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).


	AdvLesson1.pdf
	TelephoningInEnglishUnit1.pdf
	Telephoning In English: Unit 1.

	TelephoneVocab.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


	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.
	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).


	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


	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).


	AdvLesson2.pdf
	ExamPractice.pdf
	PracticeTest1a.pdf
	EXAM PRACTICE
	1) Listening Comprehension


	Billionaires.pdf
	Lingua Inglese per Economia Bancaria 2014
	The Next Billionaires
	The Federal Reserve Will Reduce its $85bn a Month in Bond Purchases by $10bn
	SIX WAYS TO GET THE MOST OUT OF YOUR LLOYDS TSB CASHPOINT CARD
	Lingua Inglese per Economia Bancaria 2014
	Lingua Inglese per Economia Bancaria 2014

	Graduate Recruitment at
	Lingua Inglese per Economia Bancaria 2014



	Gold Funds Hit 2008 Level Ahead of US Fed Action
	Stock markets soar, endowment returns tumble
	In recent years shares, bonds and property have all gone up. But with-profits policies, which invest in these things, have gone down. Why?
	What should I do with my with-profits policy?
	Lingua Inglese per Economia Bancaria 2014


	The Lloyds TSB Mobile Banking Service

	IMF Declares China at Risk as Credit Rises to 200pc of GDP
	The IMF's Article IV report on China states that excess credit has resulted in a growing risk of an "adverse feedback loop" in which the financial system and the economy pull each other down in a mutually reinforcing spiral. Xia Bin from China's Devel...
	Lingua Inglese per Economia Bancaria 2014
	Lingua Inglese per Economia Bancaria 2013-2014
	Lingua Inglese per Economia Bancaria 2013


	Services & Benefits
	Buying Frenzy Makes Royal Mail Sell-Off the Most Successful Ever
	The Royal Mail privatization has become the most successful in history after shares rose by nearly 40 per cent in the first day of trading on the London Stock Exchange

	18) London’s financial district …………………………………………………………………………….…
	19) One tenth ...…………………….…………………………………………………………………………
	Why Italy Should Leave the Euro or Change its Policy on EMU
	Lingua Inglese per Economia Bancaria 2013

	Nokia Shares Fall After Sales Drop in Second Quarter
	Lingua Inglese per Economia Bancaria 2013
	The Lloyds TSB Mobile Banking Service

	QE Fears Bring FTSE 100’s Year-Long Bull Run to an End
	The FTSE 100’s spectacular run of monthly gains was brought to a halt in June 2013, in its first such fall in more than a year, while gold has also suffered.

	16) A crisis situation in which banks find it difficult or impossible to lend money to their customers and/or to other banks
	……………………………………………………………………………………………………………….…
	17) A peak ………………………….…………………………………………………………………………
	18) A fixed interest security ……………………………….………………………………………………...
	19) 25% ………………………………………………………………………………………………………..
	20) The willingness and ability to purchase goods and/or services …………………………….…….  Ferrari and Maserati Sales Decline in Italy
	Lingua Inglese per Economia Bancaria 2013

	EU raid on savings to fund bail-out for Cyprus 'threatens recovery'
	The decision to raid people’s savings to fund a bail-out for Cyprus sets a “worrying precedent” that could jeopardize the European economic recovery, financial experts have warned.
	SIX WAYS TO GET THE MOST OUT OF YOUR LLOYDS TSB CASHPOINT CARD


	Mark Carney is Appointed Governor of the Bank of England
	Lingua Inglese per Economia Bancaria 2013
	Lingua Inglese per Economia Bancaria 2012-2013


	Billionaires.pdf
	Lingua Inglese per Economia Bancaria 2014
	The Next Billionaires
	The Federal Reserve Will Reduce its $85bn a Month in Bond Purchases by $10bn
	SIX WAYS TO GET THE MOST OUT OF YOUR LLOYDS TSB CASHPOINT CARD
	Lingua Inglese per Economia Bancaria 2014
	Lingua Inglese per Economia Bancaria 2014

	Graduate Recruitment at
	Lingua Inglese per Economia Bancaria 2014



	Gold Funds Hit 2008 Level Ahead of US Fed Action
	Stock markets soar, endowment returns tumble
	In recent years shares, bonds and property have all gone up. But with-profits policies, which invest in these things, have gone down. Why?
	What should I do with my with-profits policy?
	Lingua Inglese per Economia Bancaria 2014


	The Lloyds TSB Mobile Banking Service

	IMF Declares China at Risk as Credit Rises to 200pc of GDP
	The IMF's Article IV report on China states that excess credit has resulted in a growing risk of an "adverse feedback loop" in which the financial system and the economy pull each other down in a mutually reinforcing spiral. Xia Bin from China's Devel...
	Lingua Inglese per Economia Bancaria 2014
	Lingua Inglese per Economia Bancaria 2013-2014
	Lingua Inglese per Economia Bancaria 2013


	Services & Benefits
	Buying Frenzy Makes Royal Mail Sell-Off the Most Successful Ever
	The Royal Mail privatization has become the most successful in history after shares rose by nearly 40 per cent in the first day of trading on the London Stock Exchange

	18) London’s financial district …………………………………………………………………………….…
	19) One tenth ...…………………….…………………………………………………………………………
	Why Italy Should Leave the Euro or Change its Policy on EMU
	Lingua Inglese per Economia Bancaria 2013

	Nokia Shares Fall After Sales Drop in Second Quarter
	Lingua Inglese per Economia Bancaria 2013
	The Lloyds TSB Mobile Banking Service

	QE Fears Bring FTSE 100’s Year-Long Bull Run to an End
	The FTSE 100’s spectacular run of monthly gains was brought to a halt in June 2013, in its first such fall in more than a year, while gold has also suffered.

	16) A crisis situation in which banks find it difficult or impossible to lend money to their customers and/or to other banks
	……………………………………………………………………………………………………………….…
	17) A peak ………………………….…………………………………………………………………………
	18) A fixed interest security ……………………………….………………………………………………...
	19) 25% ………………………………………………………………………………………………………..
	20) The willingness and ability to purchase goods and/or services …………………………….…….  Ferrari and Maserati Sales Decline in Italy
	Lingua Inglese per Economia Bancaria 2013

	EU raid on savings to fund bail-out for Cyprus 'threatens recovery'
	The decision to raid people’s savings to fund a bail-out for Cyprus sets a “worrying precedent” that could jeopardize the European economic recovery, financial experts have warned.
	SIX WAYS TO GET THE MOST OUT OF YOUR LLOYDS TSB CASHPOINT CARD


	Mark Carney is Appointed Governor of the Bank of England
	Lingua Inglese per Economia Bancaria 2013
	Lingua Inglese per Economia Bancaria 2012-2013


	CreditCardOrder.pdf
	Listening Comprehension:  Taking a Credit Card Order
	Title of Book Ordered:   “………………………….. and ……………………. Creepy Crawlies”

	Getting the Correct Message.pdf
	Listening Comprehension:  Getting the Correct Message
	Listening Comprehension:  Getting the Correct Message (‘The Working Week’ (T) 1.) ANSWERS

	MissMiller.pdf
	Discussing an Itinerary
	1) Listening Comprehension
	15) What time is the sales meeting in London ?
	Listening Comprehension:  Discussing an Itinerary
	2) Taking Messages

	MissMiller.pdf
	Discussing an Itinerary
	1) Listening Comprehension
	15) What time is the sales meeting in London ?
	Listening Comprehension:  Discussing an Itinerary
	2) Taking Messages

	TakingMessages.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


	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).


	TakingMessages.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


	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).




	LMG01_B2_lesson15&16.pdf
	TelephoningInEnglishUnit1.pdf
	Telephoning In English: Unit 1.

	TelephoneVocab.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


	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.
	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).


	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


	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).



	LMG01_B2_lesson16.pdf
	TelephoningInEnglishUnit1.pdf
	Telephoning In English: Unit 1.

	TelephoneVocab.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


	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.
	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).


	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


	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).






