
THE IMPERATIVE 

 

FORM: 

 

+  Sit  down 

  Be  quiet 

Please wait here 

Please follow  me 

 

 

—  Don’t talk 

  Don’t  smoke 

Please don’t touch 

Please don’t go 

 

 

USE: 

We use the imperative 

(i) to give instructions, e.g. 

“Insert your card, enter your PIN number, collect your money” 

 

(ii) to give advice, e.g. 

“Don’t keep your PIN number with your card” 

 

(iii) to give warnings, e.g. 

“Be careful ! Look out!” 

 

(iv) to give orders, e.g. 

“Sit down, be quiet and don’t move” 
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MEMOS 

PRESENTATION 

A memo is an internal communication circulated within a business organization to inform the staff about policies and 
procedures. Typically, the writer, presents the reader with new information and/or persuades him/her to take action. The 
register is quite formal and impersonal. 
 
1a) In English, a typical memo template looks like this: 
 

 

MEMO 

To: 

From: 

Date: 

Subject: 
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1b) Study the conventional format of a memo. Your memos should look like this: 
 

 

MEMO 

 

To: All cleaning staff at the Royal Oxford Hotel 

From: The Manager, Peter White 

Date: 22 November 2025 

Subject: Safety Precautions 

 
 
From November 23-26, the Royal Oxford Hotel will be the venue for the Woodbine 

Tobacco Company’s annual Sales Conference. In view of the difficulties we experienced 

last year, I am writing to provide the following guidelines to all cleaning staff. For the 

duration of the conference: 

• Make sure you provide enough ash trays. 

• Check beds for cigarette burns. 

• Dispose of cigarette butts safely. 

• Do not leave electric blankets switched on when not in use. 

• Check equipment for frayed cords or other damage. 

• Do not forget to report any damage to electrical switches. 

• Take note of any electrical equipment other than that supplied by the hotel. 

• Keep linen closets and storage cabinets clean and tidy and locked when not in 

use. 

• Do not keep cloths and rags after prolonged use with cleaning fluids. 

• Do not dry any cloths that have already been used for cleaning in dryers. 

• If you discover any damage, report it to the Manager immediately. 

We appreciate your co-operation in this matter. 

 

PW 
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1c) This is how you should fill in the module and present your message. 
 

 

MEMO 

 

To:   NAME OR JOB TITLE OF THE RECIPIENT(S) 

From:   NAME AND/OR JOB TITLE OF THE SENDER 

Date:   DATE 

Subject:  THE SUBJECT OF THE MEMO 

THE MESSAGE 

  

From November 23-26, the Royal Oxford Hotel will be the venue for the Woodbine 

Tobacco Company’s annual Sales Conference. In view of the difficulties we 

experienced last year, I am writing to provide the following guidelines to all cleaning 

staff. For the duration of the conference: 

• Make sure you provide enough ash trays. 

• Check beds for cigarette burns. 

• Dispose of cigarette butts safely. 

• Do not leave electric blankets switched on when not in use. 

• Check equipment for frayed cords or other damage. 

• Do not forget to report any damage to electrical switches. 

• Take note of any electrical equipment other than that supplied by the hotel. 

• Keep linen closets and storage cabinets clean and tidy and locked when not in 

use. 

• Do not dry any cloths that have already been used for cleaning in dryers. 

• If you discover any damage, report it to the Manager immediately. 

We appreciate your co-operation in this matter. 

 

PW    INITIALS OR SIGNATURE OF THE SENDER 
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2) ORGANIZING THE TEXT: Five Steps From Purpose To Objective 
In business, every memo has a purpose, which is usually to present the reader with new information and persuade 
him/her to take action, and an objective, the action they are expected to take. We can divide the rhetorical structure of a 
memo into five basic Steps.       
  

 OBJECTIVE  

    
 PURPOSE 

 
 
You can use this sequence of Steps as a guide for writing your own memos. Now look at the steps and their 
explanations below. Steps 1, 2, 3 and 5 are always necessary. Step 4 is optional if, for example, your memo is simply 
providing the recipient with information. 
 

 

MEMOS: The Conventional Order of Steps 

Step 1: TITLE: The subject of the memo. 
 
Step 2: EXPOSITION: Explain the situation. State the main facts and all relevant information. 
 
Step 3: INSTRUCTIONS: Give clear, simple instructions as to what should or should not be done. Use bullet points, if 
necessary, to break up the information and make it easier to read. 
 

Make sure... Do not forget to... Please ensure that... Please do not forget to... 

In future, would you all please...  All .. staff should .. if / when / before / after / as soon as / until... 

All those concerned should / ought to / must / must not / have to...  Always... If possible.... 

It is important / essential / vital that... Under no circumstances, should / must.... 

 

Step 4: REQUIREMENTS: Explain what you want the addressee to do next. 

Please contact …… at the following email address  Please let me have your comments… 

If you need any further information…    Please inform... 

Thank you for your co-operation in this matter    For further details, please contact... 

Your co-operation in this matter is essential and will be appreciated 

 

Step 5: IDENTIFICATION: Usually the sender’s initials, first name or a signature. 
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2b) Now look at the message below and indicate where Steps 1, 2, 3, 4 and 5 are in the text: 
 

 

MEMO 

To: All staff at Woodbine Tobacco Company 

From: The Managing Director, Ronald Rizla 

Date: 22 November 2025 

Subject: Fire Safety Plan 

 
Following the recent surprise inspection of the factory premises by local Health & 
Safety officers, I would just like to make sure that all staff are familiar with the 
company’s Fire Safety plan and emergency procedures. In case of fire, employees 
should: 

1. IMMEDIATELY SOUND THE FIRE ALARM by pressing the alarm switch in the 
corridor. 

2. DIAL 999 (ask for the Fire Service) 

• State your name 

• Give the address of the building involved and the nearest intersection 

• Give information about the fire, such as which floor it is on, how fast it is 
spreading, the location of disabled or trapped people. 

3. IF YOU CANNOT CONTROL THE FIRE  

• CLOSE THE DOOR of the room involved, then 

• LEAVE THE BUILDING using the nearest exit. 

• WALK... DO NOT RUN. Close all doors behind you and proceed along corridors 
and down stairways in a quiet and orderly manner. When leaving the building, 
move away from the doorway to allow others to exit the building.  

• DO NOT USE THE ELEVATOR, always use the stairs. 

• ASSIST THE DISABLED AND ELDERLY to an area of refuge or other safe 
place, if possible. 

 

4. DO NOT GO BACK INTO THE BUILDING FOR ANY REASON until you are 
advised to do so. 

5. MEET THE FIRE SERVICE AT THE BUILDING ENTRANCE to provide information 
and assist. 

For further details, please contact the Fire Officer, Nigel Pry. 

 

RR 
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3) WRITING 
You work in the EDP department of WMD Exports, which has just installed a brand new firewall. Now write a memo to 
the office staff explaining what you have done and what precautions they should take in order to protect the company’s 
computers from viruses and other forms of malware. 
 

 

MEMO 

To: 

From: 

Date: 

Subject: 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 

 



 

 

Crimes and Criminals 
CRIME CRIMINAL VERB 

Abduction 
sequestro 

Abductor 
sequestratore 

To abduct 
sequestrare 

Arson 
incendio doloso 

Arsonist 
incendario 

To commit arson / set fire to sth. 
appiccare un incendio 

Assault 
aggressione 

Assailant 
aggressore 

To assault s.o. 
aggredire q.uno 

Blackmail 
ricatto 

Blackmailer 
ricattatore 

To blackmail 
ricattare 

Burglary 
furto con scasso 

Burglar 
scassinatore 

To burgle 
scassinare / svaligiare 

Embezzelment 
peculato / appropriazione indebita 

Embezzler  
malversatore 

To embezzle 
appropriarsi indebitamente 

Espionage 
spionaggio 

Spy 
spia 

To spy 
spiare 

Evasion (of service of sentence) 
latitanza  

Fugitive from justice 
latitante 

To flee from custody / evade justice  
latitare / essere latitante  

Extortion 
estorsione 

Extortioner 
estorsore 

To extort 
estorcere 

Forgery 
falsificazione 
 

Forger 
Counterfeiter 
falsario 

To forge 
To counterfeit 
falsificare 

Fraud 
frode / truffa 
 

Fraudster 
Swindler 
truffatore / imbroglione 

To defraud 
To swindle 
frodare / truffare 

Hijacking 
dirottamento 

Hijacker 
dirottatore  

To hijack 
dirottare 

Kidnapping  
sequestro 

Kidnapper 
sequestratore 

To kidnap 
sequestrare 

Money laundering 
riciclaggio di denaro sporco 

Money launderer 
riciclatore di denaro 

To launder money 
riciclare denaro 

Murder / homicide = omicidio / assassinio 
Manslaughter = omicidio colposo 

Murderer 
omicida / assassino 

To murder 
uccidere / assassinare 

Pickpocketing 
borseggio 

Pickpocket 
borsaiolo/a 

To pick people’s pockets 
borseggiare 

Robbery 
rapina 

Robber 
rapinatore 

To rob 
rapinare 

Shoplifting 
taccheggio 

Shoplifter 
taccheggiatore 

To shoplift  
taccheggiare / rubare 

Smuggling 
contrabbando 

Smuggler 
contrabbandiere 

To smuggle 
contrabbandare 

Stalking 
stalking 

Stalker 
stalker 

To stalk s.o. 
fare stalking a q.uno 

Tax evasion 
evasione delle tasse 

Tax evader 
evasore 

To evade taxes 
evadere le tasse / frodare il fisco 

Theft 
furto 

Thief 
ladro 

To steal 
rubare 

Trafficking / drug trafficking / people 
trafficking / organ trafficking                                      
traffico / di droga / di persone / di organi  

Trafficker 
trafficante 

To traffick 
trafficare 

Treason / High Treason / Treachery 
alto tradimento 

Traitor 
traditore 

To betray 
tradire 

Vandalism / criminal damage 
vandalismo / atti vandalici 

Vandal 
vandalo 

To vandalize sth. 
commettere atti vandalici 

 
  



THE SIMPLE PAST: to describe finished actions, states or events in the past  

 

FORM 

There are regular verbs, irregular verbs and special cases 

 

i) REGULAR VERBS 

 

INFINITIVE: to work 

 

+ I worked     We worked 

 You worked    You worked 

 He worked     They worked 

 

- I didn’t work    We didn’t work 

  You didn’t work    You didn’t work 

 She didn’t work    They didn’t work 

 

? Did I work ?    Did we work ? 

Did you work ?     Did you work ? 

Did it work ?    Did they work ? 

 

 

SPELLING 

INFINITIVE PAST    INFINITIVE PAST 

Play   Played    Stop   Stopped 
Enjoy   Enjoyed    Plan   Planned 
 
Like   Liked     Prefer  Preferred 
Die   Died     Occur  Occurred 
 
Study  Studied    Enter   Entered 
Try   Tried     Limit   Limited 
 
Travel  Travelled    Bow   Bowed 
Patrol  Patrolled    Fax   Faxed 



ii) IRREGULAR VERBS 

 

INFINITIVE: to have 

 

+ I had     We had 

 You had    You had 

 He had    They had 

 

- I didn’t have   We didn’t have 

  You didn’t have   You didn’t have 

 She didn’t have   They didn’t have 

 

? Did I have ?   Did we have ? 

Did you have ?    Did you have ? 

Did it have ?   Did they have ? 

  



iii) SPECIAL CASES 

 

HAVE GOT  CAN    TO BE 

 

+ I had got   I could   I was   We were 

 You had got  You could   You were  You were 

 He had got   He could   He was  They were 

 

- I hadn’t got   I couldn’t    I was not  We weren’t 

  You hadn’t got  You couldn’t  You weren’t You weren’t 

 She hadn’t got  She couldn’t   She wasn’t  They weren’t 

 

? Had I got ?   Could I ?   Was I ?  Were we ? 

Had you got ?   Could you ?  Were you ? Were you ? 

Had he got ?  Could she ?  Was it ?  Were they ? 

 



1) Watch the following video. 

 

‘Unit 2 Hustle’ 

https://www.youtube.com/watch?v=GJOe7mBLPao 

 

 

2) THE PRONUNCIATION OF PAST TENSE FORMS: 

-st, -t, -d + ed = / Id / 

-s, -sh, -ch, -x, -f, -gh, -p, -k + ed = / t / 

-b, -v, -l, -m, -n, -ay, -ee, -i, -y, -r, -g, -ge + ed = / d / 

Study the pronunciation rules shown above, then read the passage below aloud. 

This is the story of a British criminal who travelled to Brazil and burgled a house in Rio De 

Janeiro. He waited until it was dark, then he climbed over the wall, walked through the 

garden and entered the house. He located a valuable painting hanging on the wall, he 

removed it from its frame with a knife and inserted the canvas into a cardboard tube. Then 

a pet monkey started screeching and alerted the security staff. The burglar crossed the 

garden again and escaped over the wall. He wasted no time and travelled to the airport as 

soon as he could, checked in his luggage, smuggled the painting onto the plane and relaxed 

in First Class. When the flight landed at Heathrow Airport, the Customs staff identified him 

and stopped him. He accompanied them to the Customs area where they searched him, his 

luggage and his clothes. They discovered nothing incriminating, so he asked them if he 

could leave. The Customs Officer agreed to let him go but ordered his men to follow him to 

see where he intended to go and what happened next.           

https://www.youtube.com/watch?v=GJOe7mBLPao
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Un esempio di memorizzazione “a recitazione”: i verbi irregolari 
I fonemi passano dalla memoria a breve termine all’archivio fonologico di lunga durata del cervello tramite un 
processo che potremmo chiamare “a recitazione” (dall’inglese “rehearsal” (Williams & Burden 1997: 16). 
Cerca di memorizzare questi gruppi di verbi irregolari ripetendoli ad alta voce a gruppi di tre o quattro, sfruttando 
la similitudine tra i suoni e il loro ritmo per fissarli nella tua memoria. A questo punto, copri la seconda e/o terza 
colonna e metti alla prova la tua conoscenza controllando se, leggendo la forma all’infinito, sei in grado di 
ricordare le forme corrispondenti per le altre due colonne. 

 
INFINITIVE PAST PAST PARTICIPLE INFINITIVE PAST PAST PARTICIPLE 
Cut Cut Cut Ring Rang Rung 
Shut Shut Shut Sing Sang Sung 
Put Put Put Swim Swam  Swum  
    
Let Let Let  Sink Sank Sunk  
Set Set Set Shrink Shrank Shrunk 
Spread Spread Spread Drink Drank Drunk 
 
Hit Hit Hit  Run Ran Run 
Quit Quit Quit Come Came Come 
   Become Became Become 
Cost Cost Cost Begin Began Begun 
 
INFINITIVE PAST PAST PARTICIPLE INFINITIVE PAST PAST PARTICIPLE 
Know Knew Known Buy Bought Bought 
Grow Grew Grown Fight Fought Fought 
Blow Blew Blown Bring Brought Brought 
Throw Threw Thrown Think Thought Thought 
Fly Flew Flown Seek Sought Sought 
Draw Drew Drawn Teach Taught Taught 
Withdraw Withdrew Withdrawn Catch Caught Caught 
    
 
INFINITIVE PAST PAST PARTICIPLE INFINITIVE PAST PAST PARTICIPLE 
Make Made Made Break Broke Broken 
Lay Laid Laid Wake Woke Woken 
Pay Paid Paid Speak Spoke Spoken 
   Freeze Froze Frozen 
Say Said Said  
Read Read Read Take Took Taken 
Lead Led Led Shake Shook Shaken 
Meet Met Met Fall Fell Fallen 
 
Sell Sold Sold Give Gave Given 
Tell Told Told Forgive Forgave Forgiven 
Hold Held Held Forget Forgot Forgotten 
 
Have Had Had Write Wrote Written 
Hear Heard Heard Ride Rode Ridden 
   Rise Rose Risen 
Find Found Found Drive Drove Driven 
Bind Bound Bound 
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INFINITIVE PAST PAST PARTICIPLE INFINITIVE PAST PAST PARTICIPLE 
Stand Stood Stood Choose Chose Chosen 
Understand Understood Understood Steal Stole Stolen 
    Eat Ate Eaten 
 
   Bite Bit Bitten 
   Hide Hid Hidden 
   Forbid Forbade Forbidden 
 
INFINITIVE PAST PAST PARTICIPLE INFINITIVE PAST PAST PARTICIPLE 
Keep Kept Kept Wear Wore Worn 
Creep Crept Crept Tear Tore Torn 
Sleep Slept Slept Swear Swore Sworn 
Sweep Swept Swept Show Showed Shown 
 
Spend Spent Spent See Saw Seen 
Send Sent Sent  Lie Lay Lain 
Bend Bent Bent 
Lend Lent Lent  INFINITIVE PAST PAST PARTICIPLE 
Mean Meant Meant Shine Shone Shone 
   Win Won Won 
Feel Felt Felt Hang Hung Hung 
Deal Dealt Dealt 
Build Built Built  INFINITIVE PAST PAST PARTICIPLE 
   Be Was/Were Been 
Get Got Got Go Went Gone/Been 
Shoot Shot Shot Do Did Done 
 
Lose Lost Lost 
Leave Left Left  
Light Lit Lit  
 
Sit Sat Sat 
Stick Stuck Stuck 
Strike Struck Struck 





Watch the Sherlock Holmes story, and answer the following questions 

 

‘Art imitates life: Sherlock & The Mona Lisa - Three Pipe Problem’ 

http://www.3pp.website/2011/03/art-imitates-life-sherlock-mona-lisa.html 

 

1) Where did the French government take Sherlock Holmes ? 

 

2) Why did they need him ? 

 

 

 

3) Who is Signor Mendoza and what did he do ? 

 

 

4) How did Sherlock Holmes identify him ? 

 

5) What did Professor Moriarty plan to do with the paintings ? 

 

 

 

6) What crime did Signor Mendoza commit ? 

 

7) What crime did the artist commit ? 

 

8) What crime did Professor Moriarty commit ?  

  

http://www.3pp.website/2011/03/art-imitates-life-sherlock-mona-lisa.html
http://www.3pp.website/2011/03/art-imitates-life-sherlock-mona-lisa.html










A SCANDAL IN BOHEMIA 

‘Jeremy Brett as Sherlock Holmes - A Scandal in Bohemia [HD]’ 00’.00”-22’.00” 

https://www.youtube.com/watch?v=pZYsVU2yt4A 

 

1) What are the two men looking for ? 

2) Who are they and who sent them ? 

3) How long did Dr Watson wait for his cab in the rain ? 

4) What had Sherlock Holmes been doing while Watson was away ? 

5) What does Sherlock Holmes need to keep him happy ? 

6) Sherlock Holmes is the only unofficial  __________   _________  in the world. 

7) Who is Sherlock Holmes' latest client ? 

8) What is his nationality ? 

9) How many men has he killed ? 

10) Who is Irene Adler ? 

11) What is her job ? 

12) Why does she want revenge ? 

13) How many days does Sherlock Holmes have in which to solve the case ? 

14) Where does Wilhelm have to go at the weekend ? 

15) What crimes have been committed in the story so far ?  
 

Key Vocabulary 
 
NOUNS: 
A burglar    un ladro, scassinatore 
A cab    una carrozza da nolo, tassì 
A duellist   un duellante 
An opponent   un avversario 
An adventuress  avventuriera, cortigiana 
A gentleman   un gentiluomo 
A lady    gentildonna, signora 
A betrothal   una cerimonia di fidanzamento    
A fiancé   un fidanzato 
A fiancée   una fidanzata 
A mistress   un’amante, concubina, mantenuta    
 
Morphine   morfina 
Cocaine   cocaina   
Revenge   la vendetta 
Scientific deduction  la deduzione scientifica 
 
Drugs    la droga 
 
ADJECTIVES: 
Engaged   fidanzato, fidanzata 
 
PLACES: Bohemia / Warsaw / Scandinavia / The Langham Hotel 



 

 

i) https://www.youtube.com/watch?v=7eYRoci77gw 

a) In 2023, how many shoplifting incidents were attended to by police immediately ? 

b) In 2016, how many shoplifting incidents were attended to by police immediately ? 

c) In 2013, how many shoplifting incidents were attended to by police immediately ? 

d)  Is the police response to reports of shoplifting getting better or worse? 

e) Why ?  

f) How is Norfolk Constabulary addressing the problem of shoplifting ? 

 

ii) https://www.youtube.com/watch?v=Ni0g-_2-4Ic 

a) How many episodes of shoplifting take place per hour in the UK ?  

b) How many retail workers were threatened or attacked per day in 2022 ?  

c) How many retail workers were threatened or attacked per day in 2023 ?  

d) How many retail workers were injured ?  

e) How many incidents of shoplifting took place in 2022 ?  

f) How many incidents of shoplifting took place in 2023 ?  

g) How much does shoplifting cost British retailers per year ?  

h) How much did the CO-OP lose to shoplifters last year ?  

i) How much did the CO-OP spend on deterring shoplifters in the same period ?  

j) What would shopkeepers and retailers like the State to do ?  

  

https://www.youtube.com/watch?v=7eYRoci77gw
https://www.youtube.com/watch?v=Ni0g-_2-4Ic


2) READING 

Britain’s Shoplifting Crisis is Spiralling Out of Control 

Official figures published this week show shoplifting up again, by 13% in the 12 months to June of 

this year. The number of police-recorded shoplifting crimes now exceeds 500,000 for the first time. 

But, of course, even that shocking number doesn’t reflect the full scale of the problem. Reacting to 

the news, the British Independent Retailers Association points out that the “vast majority of crimes 

now go unreported due to lack of police response”. And even when shoplifting crimes are reported 

and the police engage, more than three-quarters of cases are dropped without a suspect being 

identified and well under 10% of cases result in a charge. 

The problem is especially acute in London, where last year the rise in reported incidents was 54%. 

The perception of growing lawlessness in the capital is, in this respect, well-founded. 

So, what is the Government doing about it? Expect the Home Secretary to point to the Crime and 

Policing Bill, which will make assaulting a retail worker a specific criminal offence. It will also repeal 

section 22A of the Magistrates Courts Act 1980 which sets a £200 threshold for the value of the 

stolen goods, below which the offence can be dealt with at a lower level of the court system. 

But what does this really amount to? Assaulting shop workers is already illegal, and creating a 

specific offence is irrelevant if most offenders aren’t identified, apprehended and charged. Removing 

the £200 threshold is also largely cosmetic, since ministers acknowledge that the issue it caused 

was purely a matter of “perception” — it did not, in any way, limit the police’s scope for action. On 

that subject, it’s worth noting that the Police Chiefs’ Retail Crime Action Plan is already two years 

old and yet retail crime continues to explode. 

 

READERS’ COMMENTS 

i) Can any UK reader remember the last time they saw uniformed police officers patrolling the streets 

of their town city? I used to work in a major tourist destination city in the North West of England and 

live in a smaller market town about 17 miles distant. 

I cannot recall seeing any police officers on the beat in either centre since about 35-40 years ago !  

The only police I’ve ever seen since then occasionally flash by in their chequered-pattern cars, 

sporting rainbow motifs. Period. No wonder street crime has soared in the intervening decades !  

 

ii) I agree there is what seems to be a collective choice to be powerless. I live in London and I see 

shoplifting almost every time I go in (or even past) a shop. Every day I see flagrant drug 

dealing/taking on the streets and people not paying for public transport. I’ve also seen some bag 

snatching and one armed robbery. The anti-social behaviour, here, is rampant. 

Every shoplifter I have seen looks VERY much like either a drug addict, a teenager or an illegal 

immigrant. They don’t care about laws, rules or speeches in Westminster. They will stop if they’re 

frequently confronted and actively chased down. They need to be punished swiftly and detained 

without drugs. Currently they only see weakness and easy pickings. 

 

3) DISCUSSION 

Which crimes disturb the public most in your country ? 

What can be done to prevent them ? 

https://www.dailymail.co.uk/news/article-15219405/Wild-West-Britain-crisis-deepens-Shoplifting-soars-530-000-incidents-Labours-year-power.html
https://bira.co.uk/news/independent-retailers-report-worsening-retail-crime-crisis-as-confidence-in-police-response-collapses/
https://www.bbc.co.uk/news/articles/cgm8enwywr1o
https://www.gov.uk/government/publications/crime-and-policing-bill-2025-factsheets/crime-and-policing-bill-retail-crime-factsheet
https://www.gov.uk/government/publications/crime-and-policing-bill-2025-factsheets/crime-and-policing-bill-retail-crime-factsheet
https://www.gov.uk/government/publications/crime-and-policing-bill-2025-factsheets/crime-and-policing-bill-retail-crime-factsheet
https://nbcc.police.uk/business-support/retail-crime-action-plan
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	Look at the prepositions of place shown below. Then put a  ●  in the right position to illustrate each preposition.
	(the first one has been done for you).
	2) PREPOSITIONS OF MOVEMENT
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	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).





