
                                                                                                              
Numbers / Times / Prices / Dates / Fractions / Decimals 

1) Write these numbers in words: 
   

0  zero / nought / ‘oh’ 1  ………………  2  ………………  3  ………………  4  ………………  
 

5  …………..........…… 6  ………………  7  ………………  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: 
 
10  .............................................     
11 .............................................     
12  ............................................. 20  ............................................. 24 ………...................……  
13 ............................................. 30 ............................................. 43  ………...................…… 
14  ............................................ 40  ............................................. 97  ………...................…… 
15  ............................................. 50 ............................................. 71  ………...................…… 
16 ............................................. 60 ............................................. 35  ………...................…… 
17  ............................................. 70  ............................................. 56 ………...................…… 
18 ............................................. 80  ............................................. 69  ………...................…… 
19  ............................................  90  ............................................. 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: 
 

A hundred ……………......................…… A thousand……..................……....……… A million ……...................………………..... 
A billion ………….......................………… Ten million ……………................…......… A hundred thousand ……........................... 
Ten thousand …………....................…… A hundred million ………......................… A trillion ...................................................... 
 
 
6) Now practise saying the following with a partner: 
 
a) Numbers: 
13 30 14 40 15 50 16 60 17 70 18 80 19  90  
33 54 89 11 66 73 511 999 856 101 3,654 1,509 95,767 
501,203  697,405  71,212,605  31,269,745  547,296,813 367,194,528  
 
b) Decimal Currencies: 
£25 60p    £31.75  $32 50c     $19.95  €45 99c €1.75 £8bn $17tr €90m 
 
c) Dates: 
12 April   21 May  February 2 March 1  4 July      August 31 January 10 8 June  
1961 1815 1492 1066 1564 1616 1776 1300 2000 2001 2015 1865 1943 1290  
21/10/61  31/12/99  4/6/09        7/9/02  30/11/04  14/1/72  29/09/14 
 
d) Fractions: 
½ ⅓ ¼ ⅛ ⅔ ¾ ⅞ 10 ½  5 ¾     6 ⅝  12 ⅔    
 
e) Decimals: 
5·8 41·532  8·907  68·4%  95·672 pc 17.308 pc  99·999%  



 

100 ……………………………………………………………... 

1,000 …………………………………………………………… 

10,000 ………………………………………………………….. 

100,000 ………………………………………………………… 

1,000,000 ….…………………………………………………… 

10,000,000 ..……………………………………………………. 

100,000,000 ….………………………………………………... 

1,000,000,000 ….……………………………………………… 

1,000,000,000,000 ……………………………………………. 

 

 

 

 

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   25c = 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 

 



Sunday 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday  

 

 

January 

February 

March 

April 

May 

June 

July  

August 

September 

October 

November 

December 



ORDINAL 

NUMBERS 

 

1st 

2nd 

3rd third 

4th fourth 

5th 

6th 

7th 

8th 

9th ninth 

10th 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11th 

12th  twelfth 

13th  thirteenth 

14th 

15th 

16th 

17th 

18th 

19th 

20th  twentieth 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

21st  twenty-first 

22nd 

23rd 

24th 

25th 

26th 

27th 

28th 

29th 

30th  thirtieth 

31st  thirty-first 

 

 

 

 

 

 

 

 



NELSON MANDELA  

 

‘Speakout Elementary Unit 6’ : https://www.youtube.com/watch?v=aePWContZ7E 
 

1) In which year was Nelson Mandela born ?  

 

2) How old was he when his father died ?  

 

3) When did he go to university ?  

 

4) When did he join the African National Congress (ANC) ?  

 

5) When did he become a lawyer ?  

 

6) When did he go to prison ?  

 

7) For how many years did he stay in prison ?  

 

8) When did he leave prison ?  

 

9) When did free and fair elections finally take place in South Africa ?  

 

10) When did Nelson Mandela become South Africa’s President ?   

 

11) For how many years was Nelson Mandela South Africa’s President ?  

 

12) When did he retire ?  

 

13) When did he die ?  

 

14) How old was he when he died ?  

 

15) Where did he ask to be buried ?  

  



1) Watch the video-clip below:  

‘The Wizard of Lies’ 

https://www.youtube.com/watch?v=05HK-z6HoHM 

 

 

2) Now watch the video-clip below:  

‘How Bernie Madoff Modernized the Ponzi Scheme’ 

https://www.facebook.com/watch/?v=10155450559228933 

 

VOCABULARY: 

Funds      ‘Pie in the sky promises’ ‘On the brink of…’    Returns  ‘Taking a cut’     ‘A scam’ 

 

QUESTIONS 

i) When did Charles Ponzi operate his ‘Ponzi scheme’? 

ii) What sort of returns did he promise his clients? 

iii) When did Bernie Madoff’s ‘Ponzi scheme’ come to an end? 

iv) What sort of returns did he promise his clients? 

v) Who turned Bernie Madoff in to the police? 

vi) How was Bernie Madoff punished for his crimes? 

 

3) Now watch the video-clip below: 

‘Bernie Madoff: His Life And Crimes (CNBC Documentaries - Part 2) | CNBC Prime’ 

https://www.youtube.com/watch?v=QuKvACLqu6k  

 

NB. The SEC = The Securities and Exchange Commission  

(the body which enforces US federal securities laws)   

  

https://www.youtube.com/watch?v=05HK-z6HoHM


  

 

 



Bernie Madoff was an American stock broker, investment adviser, non-executive chairman of the 

NASDAQ stock market, and the operator of what has been described as the largest Ponzi scheme 

in history. Madoff was born in New York City on ........... April ............ He founded the Wall Street 

firm Bernard L. Madoff Investment Securities LLC in .........., and was its chairman until his arrest on 

...... December ........ The firm was one of the top market maker businesses on Wall Street. Several 

family members worked for Madoff. His younger brother, Peter, was Senior Managing Director and 

Chief Compliance Officer, and Peter's daughter, Shana was the Compliance Attorney. Madoff’s 

sons, Mark and Andrew, worked in the trading section, along with Charles Weiner, Madoff’s nephew.  

By  .........., Madoff and his wife were worth up to $............., plus an estimated $........... for the value 

of his business interest in Bernard L. Madoff Investment Securities LLC. Other major assets included 

securities ($............), cash ($............), a half-interest in BLM Air Charter ($............), a ............ 

Leopard yacht ($.........), jewellery ($............), a Manhattan apartment ($...........), a Montauk home 

($...............), a Palm Beach home ($............), a Cap d' Antibes property in France ($...........), plus 

furniture, household goods and art ($...............). 

Concerns about Madoff's business surfaced as early as ..............., when financial analyst Harry 

Markopolos informed the U.S. Securities and Exchange Commission (SEC) that he believed it was 

legally and mathematically impossible to achieve the gains Madoff claimed to deliver. Others also 

contended it was inconceivable that the growing volume of Madoff accounts could be competently 

and legitimately serviced by a ............-person firm with only ........... active accountant. The Federal 

Bureau of Investigation claims that during the first week of December ..........., Madoff confided to 

one of his sons that he was struggling to meet $.................... in redemptions but was planning to 

pay out $................. in bonuses two months early. The son asked how he could pay bonuses if he 

was having trouble paying clients. Madoff eventually admitted that he was “finished” that he had 

“absolutely nothing” left, that his investment fund was “just one big lie” and “a giant Ponzi scheme.” 

Madoff's sons then reported their father to the federal authorities. On ........... December, he was 

arrested and charged with securities fraud. 

In March .................., Madoff pleaded guilty to .................. federal crimes and admitted turning his 

wealth management business into a massive Ponzi scheme that defrauded ................. of investors 

of ................ of dollars. Madoff said he began the Ponzi scheme in the early ............ although federal 

investigators believe the fraud began as early as the ............. and that the investment operation may 

never have been legitimate. Actual losses to investors may total $................... while the amount 

missing from clients’ accounts, including fabricated gains, was almost $.................. On ........... June 

............., he was sentenced to ................ years in prison, the maximum allowed. On ………… April 

……….., he died there. 

http://en.wikipedia.org/wiki/United_States
http://en.wikipedia.org/wiki/Stock_broker
http://en.wikipedia.org/wiki/Investment_adviser
http://en.wikipedia.org/wiki/NASDAQ
http://en.wikipedia.org/wiki/Ponzi_scheme
http://en.wikipedia.org/wiki/Wall_Street
http://en.wikipedia.org/wiki/Market_maker
http://en.wikipedia.org/wiki/Harry_Markopolos
http://en.wikipedia.org/wiki/Harry_Markopolos
http://en.wikipedia.org/wiki/U.S._Securities_and_Exchange_Commission
http://en.wikipedia.org/wiki/Federal_Bureau_of_Investigation
http://en.wikipedia.org/wiki/Federal_Bureau_of_Investigation
http://en.wikipedia.org/wiki/Securities_fraud
http://en.wikipedia.org/wiki/Federal_crime
http://en.wikipedia.org/wiki/Wealth_management


Bernie Madoff admitted that his investment fund was “a giant Ponzi scheme”. Using the Internet, 

find out (a) who Carlo Ponzi was and (b) what a Ponzi scheme is. Then write a summary of Carlo 

Ponzi’s life in English in the space below. 

 



THE TINDER SWINDLER 

 

1) Watch the trailer for the Netflix documentary ‘The Tinder Swindler’. 

https://www.youtube.com/watch?v=Hb7AZcC88lg 

2) Now read about the case here: 

An Israeli man, born Shimon Hayut, travelled around Europe, presenting himself as the son of 

Russian-Israeli diamond mogul Lev Leviev. He used the dating app Tinder to contact women as 

Simon Leviev, and tricked them into lending him money that he never repaid. He would charm 

women with lavish gifts and take them to dinners on private jets using money he borrowed from 

other women he had previously conned. He would later pretend he was being targeted by his 

"enemies", often sending the same messages and images to each woman, indicating that he had 

just been attacked with a knife, but that his bodyguard had saved him and was hurt. He then asked 

his victims to help him financially due to the breach of 'security', allegedly hindering his use of his 

credit cards and bank accounts; the women would often take out bank loans for thousands of dollars 

and new credit cards in order to help. He would then use the money gained through the deception 

to lure new victims, while essentially operating a Ponzi scheme. Later, he would pretend to repay 

his victims by sending forged documents showing fake bank transfers and then break off contact 

with the victims. It's estimated that he swindled $10 million from people across the globe.  

 

 

3) Now watch the news report about Simon Leviev:  

https://www.youtube.com/watch?v=l6RGJSh1nV0  

 

What happened to him in Israel?  

 

Where is he now? 

 

What do you think should happen to men like this?  

 

4) Now watch the Netflix trailer for the series ‘Inventing Anna’. 

https://www.youtube.com/watch?v=65xa8TG2G8o 

 

5) WEBQUEST: Now look up Anna Delvey / Anna Sorokin on the Internet.  

Who was she? 

What was her crime? 

What happened to her in the end? 

Where is she now?  

https://www.youtube.com/watch?v=Hb7AZcC88lg
https://en.wikipedia.org/wiki/Lev_Avnerovich_Leviev
https://en.wikipedia.org/wiki/Tinder_(app)
https://en.wikipedia.org/wiki/Simon_Leviev
https://en.wikipedia.org/wiki/Ponzi_scheme
https://www.youtube.com/watch?v=65xa8TG2G8o
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	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
	For a company: Dear Sirs


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


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



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

	PACKAGE TOURS
	Day 1 : Siem Reap - Arrival

	6) PRACTICE ACTIVITY
	PRESENTATION
	PRESENTATION

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

	Person Called
	Person Calling

	Person Called
	Person Calling
	Person Calling / Person Called

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

	5d) The following reporting verbs are also useful. As you can see, they fall into particular patterns.
	Statistica. 2015.  Number of monthly active Facebook users worldwide as of 2nd quarter 2015 (in millions). http: // www . statista.com/statistics/ 264810/number-of-monthly-active-facebook-users-worldwide/ html > verificato il 30 agosto 2015.
	Sensore Memoria di breve durata Memoria a lungo termine


	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’
	APPENDIX 3: PREPOSITIONS
	1) PREPOSITIONS OF PLACE
	Look at the prepositions of place shown below. Then put a  ●  in the right position to illustrate each preposition.
	(the first one has been done for you).
	2) PREPOSITIONS OF MOVEMENT
	Look at the prepositions of movement shown below. Then put a  →  going in the right direction to illustrate each preposition (the first five have been done for you).
	3) IN, AT, ON & BY
	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
	ON  Monday / Tuesday / Wednesday


	‘TO BE’  /  Ø  VERB COMPLEMENT
	▼ ▼  ▼
	Position I Position II  Position III
	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
	1) FORM: the zero article, the definite article ‘the’, the indefinite articles ‘a’ and ‘an’. ‘Some’ is a quantifier.
	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	CAPITAL LETTERS
	For 20-Somethings, Saving Money Is a Waste of Effort
	Possessives.pdf
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	CAPITAL LETTERS
	For 20-Somethings, Saving Money Is a Waste of Effort

	RelativeClauses2015a.pdf
	Relative Pronouns        Teacher’s Sheet
	Mafalda’s Schooldays
	1. See:  Thomson & Martinet, Units 72-85    +    Greenbaum & Quirk, 17.8—17.12
	2.  ‘Which’ is used (i) After prepositions;
	(ii) To refer to the entire preceding clause;
	(iii) In defining and non-defining relative clauses.
	9) The Komodo dragon, .........………...... lives only in Indonesia, is extremely dangerous to man.
	Relative Pronouns
	1) Fill in each gap with relative pronouns: that, which, where, when, who, whom, whose or —
	Furio Goes to College

	The university at ………………… I decided to study was the University of Macerata in the Marche region of Italy, ........................ Matteo Ricci was born. From 2012 until 2015, …………… I graduated, my life was extremely happy, ……………… is why I would reco...
	9) The Komodo dragon, .........………...... lives only in Indonesia, is extremely dangerous to man.
	Lingua Inglese
	Relative Clauses and Relative Pronouns

	Lingua Inglese
	Lingua Inglese Relative Clauses and Relative Pronouns
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	Relative Pronouns        Teacher’s Sheet
	Mafalda’s Schooldays
	1. See:  Thomson & Martinet, Units 72-85    +    Greenbaum & Quirk, 17.8—17.12
	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’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.
	Lingua Inglese
	Relative Clauses and Relative Pronouns

	Lingua Inglese
	Lingua Inglese Relative Clauses and Relative Pronouns

	RelativePronouns2016.pdf
	Relative Pronouns
	1) Fill in each gap with relative pronouns: that, which, where, when, who, whom, whose or —
	9) The Komodo dragon, .........………...... lives only in Indonesia, is extremely dangerous to man.
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	PRESENTATION
	Requests
	The Future
	NOTES: The Conventional Order of Steps
	In more formal notes (to your boss, for example, or your doctor) you usually put ‘Dear’, the recipient’s title (Mr, Mrs, Miss, Ms, Mx, Dr etc.) and their surname: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman) / Dear Dr Pym
	Step 2: EXPOSITION: Explain the situation. State the main facts and all relevant information.
	EMAIL
	1) PRESENTATION

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


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

	FAX
	FAX
	FAX
	SHINY SHOES LTD


	SOME COMMON ABBREVIATIONS USED IN BUSINESS
	If you know the name: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient:  Dear Sir or Madam
	If you are addressing the company as a whole: Dear Sirs

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


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


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



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

	PACKAGE TOURS
	Day 1 : Siem Reap - Arrival

	6) PRACTICE ACTIVITY
	PRESENTATION
	PRESENTATION

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

	Person Called
	Person Calling

	Person Called
	Person Calling
	Person Calling / Person Called

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

	5d) The following reporting verbs are also useful. As you can see, they fall into particular patterns.
	Statistica. 2015.  Number of monthly active Facebook users worldwide as of 2nd quarter 2015 (in millions). http: // www . statista.com/statistics/ 264810/number-of-monthly-active-facebook-users-worldwide/ html > verificato il 30 agosto 2015.
	Sensore Memoria di breve durata Memoria a lungo termine


	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’
	APPENDIX 3: PREPOSITIONS
	1) PREPOSITIONS OF PLACE
	Look at the prepositions of place shown below. Then put a  ●  in the right position to illustrate each preposition.
	(the first one has been done for you).
	2) PREPOSITIONS OF MOVEMENT
	Look at the prepositions of movement shown below. Then put a  →  going in the right direction to illustrate each preposition (the first five have been done for you).
	3) IN, AT, ON & BY
	a bicycle / a motorbike / a horse / a camel / an elephant / foot
	4) PREPOSITIONS OF TIME
	ON  Monday / Tuesday / Wednesday


	‘TO BE’  /  Ø  VERB COMPLEMENT
	▼ ▼  ▼
	Position I Position II  Position III
	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
	1) FORM: the zero article, the definite article ‘the’, the indefinite articles ‘a’ and ‘an’. ‘Some’ is a quantifier.
	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	And  Or   But  Because As a result  In conclusion
	Also     whereas   consequently
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	FutureFormsLesson.pdf
	Future Forms I.pdf
	FUTURE FORMS
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	CrystalBall.pdf
	ModalVerbs2013.pdf
	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If they’re very lucky, England might win the World Cup.’

	ModalVerbs2014.pdf
	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If they’re very lucky, England might win the World Cup.’

	ModalVerbs2015.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).


	Alice.pdf
	ModalVerbs.pdf
	ModalVerbs2013.pdf
	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If they’re very lucky, England might win the World Cup.’


	ModalVerbs2014.pdf
	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If they’re very lucky, England might win the World Cup.’

	ModalVerbs2015.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.
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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).




	PronLesson2.pdf
	2semLM38_lessons7&8.pdf
	2semLM38_lessons1&2.pdf
	ConditionalSentences.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
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