
 

 

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 

 
  



 

First, watch this video-clip: 

‘Keen Eddie S1E8 - Sticky Fingers’  00’.00”- 04’.20” 

https://www.youtube.com/watch?v=x18VAhtJ_gY 

 

 

What crimes and which kinds of criminal did you see? 

https://www.youtube.com/watch?v=x18VAhtJ_gY


  Bank Thefts Soaring 
Attempts to steal people's bank cards and PIN codes while they are using cash machines have tripled over 

the past year, according to official figures released today. Financial Fraud Action UK says there were 7,500 

incidents in the first six months of this year, three times higher than in January-June 2013, and the numbers 

appear to be increasing every month. Police say the rise is partly because more secure chip-and-pin cards 

have reduced the opportunities for hi-tech fraud. In a practice that the police call ‘shoulder surfing’, thieves 

look over a person's shoulder while they tap in their number at cash machines and then distract them as 

the card comes out of the ATM, enabling the thief to snatch it. 

Eighty-year-old Jacqueline Fletcher told BBC News she was watched by two thieves while she withdrew 

cash from an Cashpoint outside her local supermarket. Later, one of the pair asked her for some small 

change and stole her bank card while pretending to help her with her purse. The perpetrators then used the 

card to place £400 in bets at Ladbrokes, spent £60 on phone cards and withdrew £240 in banknotes. 

The head of the Cheque & Plastic Crime Unit, Detective Chief Inspector Dave Carter, puts part of the 

blame on the introduction of more secure chip-and-pin cards and better designed cash machines. The 

innovations make it harder for criminal gangs to use sophisticated equipment to copy the details on cards. 

“This equipment is difficult to get hold of, it's obviously illegal to possess it. It tends to be quite hi-tech and 

therefore it's expensive,” he explained. “But tricking bank customers out of their cards depends on the tried-

and-tested techniques of petty crime. This is a return to a simple distraction tactic, which it's a lot cheaper." 

Jacqueline Fletcher's bank returned the cash the thieves had obtained from their ATM, but some banks 

refuse to pay refunds if people have been careless with their PIN codes. Police say the obvious way to 

frustrate thieves is to shield the PIN code pad while you are entering the number, with your spare hand. 

Card providers claim that significant numbers of customers still do not bother to take this precaution. 

Criminals can obtain your card number in other ways, too. Phishing, for example, by infecting your 
computer with a programme which will read its files and register when you type in a password. Your card’s 
PIN number and details may also be copied by a electronic device called a ‘skimmer’ which can be 
attached to cash machines. Details are then sold on hundreds of ‘carding’ websites, often based in Eastern 
Europe or China. Anyone can register for one of these sites - all you need is an email address - to get 
access to a global network of criminals selling details from victims over the world.  

We visited a number of sites selling British card details from banks including HSBC. One seller on a 
Russian website offered British credit cards, with full details of the person’s identity, for just £19 each. For 
£190, they also claimed to be able to offer access to a UK bank account with a credit limit of £8,000. 
Another seller on a separate Russian website boasted of having five staff working in the Republic of 
Ireland. Within one minute of us contacting him, he offered to sell the details on the magnetic strips of credit 
cards from any Irish bank. These details can be attached to blank plastic cards and used in shops in 
countries which don’t use chip and pin, such as the USA. 

Other criminals use the ‘deep internet’. This is an anonymous network which is even tougher for the police 
to trace and requires you to download special programs. Here, we found one website, selling bundles of 
Visa cards and MasterCards from Holland and Germany, complete with their security codes, with credit 
limits of £2,000 each, for £25 per card.  



Part 2. (10 marks: 1 point for each correct answer; 0 for each incorrect or non-answer). 
Read the article on the opposite page, taken from The Telegraph of September 25th 2014. Now give short 
answers (1-12 words only) to the following questions, according to the information in the text. 
 
 

1) How many bank card thefts  were reported in the first six months of last year ? ….…..………….. 

 

2) Why is the number of bank card thefts increasing ? ……..…………………………………………… 

…………………………………………………………………………………………………………………. 

 

3) What is the easiest and least expensive way for a criminal to gain access to your bank account? 

…………………………………………………………………….....……………………………………….... 

 

4) How did the two criminals distract Jacqueline Fletcher ? ………………………………………………… 

……………………………………………….……………….…………………………………………………….. 

 

5) How much money did they steal from her ? ……………………………..…………………………….. 

 

6) How much money did her bank give her back ? ……………………………….………………..……. 

 

7) Are banks obliged to refund  the money that has been stolen from their customers in this way ?  

……..…………………………………………………………………………………………………………… 

 

8) What is phishing ? ……………………………………………..…………………………………………. 

 

9) What is skimming ? ………………….…………………………………………………………………… 

 

10) How much does it cost to buy a stolen Dutch credit card plus its CVV number on the Internet ? 

……………………………………………………..…………………………………………………………… 

 











THE PASSIVE 
 

The passive = The verb “to be” + The past participle 
 

   ACTIVE      PASSIVE 
 
SIMPLE   Parliament will pass a new law   
FUTURE  
 
SIMPLE  The police question suspects   
PRESENT 
 
PRESENT  Detectives are investigating the robbery 
CONTINUOUS 
 
SIMPLE PAST  Criminals kidnapped 250 people last year  
 
PAST   People traffickers were bringing a record number   
CONTINUOUS  of illegal immigrants to the UK when the British  

navy intervened    
 
PRESENT  The judge has sentenced the blackmailer to  
PERFECT  ten years in prison 
 
PAST PERFECT The police had charged Julian Assange with  

sexual assault in Sweden before his arrest  
in Britain  
   

 
 
USE:  We use the passive, 
 

i) When the object or the action is more important than the subject of the sentence. 
ii) To avoid using the subject or when the subject is not important or unknown. 
iii) When the subject is so obvious that it does not need to be stated. 
iv) To establish a more objective and scientific style. 

 
 
 
 
THE PASSIVE: Modal Verbs 
 
MODAL VERB + “BE” + PAST PARTICIPLE 
Can      used 
Could      be  told 
Must       released 
Had to      proved 
Will have to     postponed 
 

 

+  This prisoner must be released by Friday 
— The case against him couldn’t be proved 
? Can the trial be postponed? 

     





Now watch this videoclip: 

 

https://www.youtube.com/watch?v=eGNnpVKxV6s 



  

Gianni Versace ……………….. (born) in 1946 in Reggio Calabria. When he ……………….. (be) 

twenty-five, he ……………….. (decide) to go to Milan and become a fashion designer. His 

company, Gianni Versace SPA, ……………….. (found) in 1978 and at the age of thirty-six, he 

……………….. (award) a prize for being the best designer of women’s clothes. During the 1980’s, 

the Versace brand ………………..firmly……………….. (establish) as a symbol of Italian luxury and 

………………… (diversify) into accessories, cosmetics, jewellery and fragrances. In 1984, he 

……………….. (create) an unusual perfume for men which ………………..  (call) ‘Versace 

l’Homme’. Four years later, Spain’s first Versace shop ………………….. (open) in Madrid. 

Expansion continued steadily until, by now, Versace products ………………… (distribute) all over 

the world via an impressive international retail network, including 81 Versace boutiques which 

…..……………….. (locate) in the primary commercial avenues of major cities, such as Via 

Montenapoleone in Milan and Bond Street in London. In 1995, Gianni Versace ………………… 

(organize) a party with Elton John where he personally  ……………….. (sign) copies of his new 

book ‘Men without Ties’, which …………… then ……………. (sell) to the invited guests. All the 

money that ………………… (raise) by the party and the book  ……………….. (give) to AIDS 

charities. Sadly, Versace ………………….. (kill) in Miami on July 15th 1997. The FBI 

…………………….. (suspect) that the notorious serial killer, Andrew Cunanan, might 

………………….. (involve) in the Versace case. Nine days later, however, Cunanan 

………………………. (find) dead in Miami so the police still ………………………….. (not know) 

why Gianni Versace …………………  (murder). Meanwhile, Gianni Versace SPA  ………………….. 

(take over) by his brother, Santo, and his sister, Donatella, which means that, if the company’s 

success continues, the products he designed …………………………. (sell) long after his death. 



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


Complete the story of the Mona Lisa by putting the verbs into the correct form, active or passive 

 

Leonardo da Vinci’s Mona Lisa, which ……………….. (know) as La Gioconda, 

……………….. (be) the most famous painting in the world. Leonardo ……………….. (take) 

the painting with him when he ……………….. (invite) to France by Francis I in 1516. The 

king ……………….. (buy) it and during the French Revolution it ……………….. (place) in the 

Louvre. Napoleon ……………….. (hang) it in his bedroom for several years but it 

……………….. (returned) to the museum afterwards. 

Then, in 1911, the Mona Lisa, ……………….. (steal) from the Grand Salon Carré and 

the theft of this fabulous object ……………….. (cause) a media sensation. The police 

……………….. (be) as mystified as everyone else. It ……………….. (think) that modernist 

enemies of traditional art must ……………….. (involve) and so the avant-garde poet and 

playwright Guillaume Apollinaire ……………….. (arrest) in September and ……………….. 

(question) for a week before he ……………….. (release). Pablo Picasso ………………… 

(be) the next most prominent suspect but, with no evidence against him, the police 

……………….. (force) to let him go. 

Two years ………………… (pass) before the identity of the thief ……………….. 

(reveal): Vincenzo Perugia, an Italian criminal and an ex-employee of the Louvre. On the 

day of the robbery, he……………….. (disguise) himself as a workman and …………… (hide) 

in the Louvre until it closed for the night. Then, he ……………….. (remove) the Mona Lisa 

from its frame. When the gallery ……………….. (open) the next morning, he ……………….. 

(walk) out of the building with the painting under his shirt, and ……………….. (keep) it in his 

lodgings in Paris. 

In November 1913, Vincenzo Perugia ……………….. (write) to Alfredo Geri, an art 

dealer in Florence, and ……………….. (offer) to bring the painting to Italy for a reward of 

500,000 lire. He ………………… (travel) to Florence by train the following month, with the 

Mona Lisa in his luggage. He ……………….. (book) into a hotel and …………………… 

(show) the painting to Geri at his gallery. Geri ………………… (persuade) him to leave it 

with him for expert examination and the police ……………….. (arrest) Perugia later that day. 

In his defence, Perugia ……………….. (say) that he ……………….. (deserve) a 

reward for doing his patriotic duty by returning the Mona Lisa to its true home in Italy. Many 

Italians ……………….. (welcome) the masterpiece home and ………………….. (visit) the 

Uffizi Gallery to see it, some of them weeping with joy.  

Perugia ……………….. (serve) only a brief prison sentence and the great painting 

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

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

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

PAST PRESENT FUTURE 

Could Can Will be able to 

Had to Must Will have to 

Might May  

Should  Shall 

Would  Will 
 

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

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

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

a) It will rain this weekend. 
b) There is a monster in Loch Ness. 
c) About 1,000,000,000 people around the world can speak English. 
d) Prince William will be the next king of England. 
e) Most English people dream about the monarch at least once in their lives. 
f) Most Italian people dream about their Prime Minister at least once in their lives. 
 
None of the above can be proved 100% true or false. The speaker therefore has to estimate the probability of each 
statement. Now comment upon them using Must, Could, May, Might or Can’t, e.g. “It must be true”, “It can’t be true”, “It 
might be true”. 
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6) Predictions: will / won’t / shall / shan’t / should / shouldn’t 
i) We use Will / Won’t / Should and Shouldn’t to make predictions or logical deductions about the future based on what 
we know, not what we can see happening in the present , e.g. 
a) He left half an hour ago, so he’ll be home by now. 
b) It’s nearly Christmas, so the shops will be crowded. 
c) We shall be on holiday in New Zealand in August so I’m afraid I shan’t be able to come to your party. 
d) She is convinced that she won’t pass her driving test. 
e) San Marino won’t win the match against Brazil. 
f) He has studied hard, so he should pass the exam. 
g) She shouldn’t have any trouble at the job interview. 
 
ii) The use of Should / Shouldn’t indicates that we approve of the action, state or event, e.g. “In 2100, we should have a 
cure for AIDS and there shouldn’t be a housing problem” whereas Will/Won’t is neutral, e.g.  “In 2100, tigers will 
probably be extinct and there won’t be any rain forests left.” 
 
Now make some predictions of your own: 

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

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

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

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

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

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

“Would you like to dance ?” 

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

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

“He’d rather you left now.” 
 
 

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

 

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

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

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

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

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

in order to visit the USA by 2030. 

 

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

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

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

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

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

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

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

a week before he was ………………………………..….……. to return home to Italy. 
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E-MAIL 

PRESENTATION 
In business, if you want your message to be taken seriously, you have to present it professionally. Format is important: 
an e-mail should look like an e-mail; a business letter must look like a business letter etc. 
 
1a) Study these two examples. 

TO: cardsafe @ EUROPOL.co.uk 

CC: 

SUBJECT: Missing debit card 

 
Dear Sir or Madam 
 

I am writing to let you know that I can’t find my Europol debit card anywhere. My name is John Smith and I have a 
current account, no. 046251723, at the Cambridge branch of Europol Bank. I may have lost the card or it might have 
been stolen but obviously I can’t risk somebody else having access to my account. Please could you tell me what I 
should do ?   
 

Regards 
 
John Smith 
11 Silver Street, Cambridge, CB2 5YJ. 
Tel.: (41) 1223 67895 
Fax.: (41) 1223 67896 
E-mail: smith-j @ epost.co.uk 
 

 

 

 

TO: smith-j @ epost.co.uk 

CC: 

SUBJECT: Re: Missing debit card 

 
Dear Mr Smith 
 

Thank you for letting Europol Bank know that your debit card is missing. I have contacted our 
head office and cancelled your card and PIN number so that they can’t be used by anyone else. 
Europol Bank will send you a new card and PIN number as soon as possible. In the meantime, 
if you find your old card again, please cut it in half and return it to your local branch. 
 

Regards 
 
Andrea Klein 
Europol Bank 
1 Bridge Street, Cambridge, CB2 1LR. 
Tel.: (41) 1223 56789 
Fax.: (41) 1223 56788 
E-mail: klein_a @ EUROPOL.co.uk 
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1b) Now look at the conventional format of an e-mail. When you fill in the module to send your message, your computer 
screen should look like this: 
 

TO:    E-MAIL ADDRESS OF THE RECIPIENT   

CC:    E-MAIL ADDRESS OF A SECOND RECPIENT (IF THERE IS ONE) 

SUBJECT:  THE SUBJECT OR TITLE OF  THE E-MAIL 

 
Dear Sir or Madam  SALUTATION 

                                                                                                     THE MESSAGE 

                                                                                                   

I am writing to let you know that I can’t find my Europol debit card anywhere. My name is John Smith and I have a 
current account, no. 046251723 at the Cambridge branch of Europol Bank. I may have lost the card or it might have 
been stolen but obviously I can’t risk somebody else having access to my account. Please could you tell me what I 
should do ?   
                                              
 
Regards  CONVENTIONAL ENDING 
 
John Smith      NAME, ADDRESS, PHONE, FAX, E-MAIL OF THE SENDER 

11 Silver Street, Cambridge, CB2 5YJ. 
Tel.: (41) 1223 67895 
Fax.: (41) 1223 67896 
E-mail: smith-j @ epost.co.uk 
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2) ORGANIZING THE TEXT: SIX STEPS FROM PURPOSE TO OBJECTIVE 
In theory, you can say anything you like in an e-mail but if you want your messages to be clear and simple, precise and 
concise, you can follow this plan. In business or banking, every e-mail has a purpose (e.g. to obtain information, to fix an 
appointment) and an objective or desired outcome (e.g. the information, an appointment). We can divide the progression 
from purpose to objective into six basic Steps, like the steps on a ladder or a staircase. 

 

 

 
    OBJECTIVE 
 

         

 STEP 6. 

        STEP 5. 

       STEP 4. 

 STEP 3. 

  STEP 2. 

 STEP 1. 

 
     PURPOSE 
 

 
You can use this sequence of Steps as a guide for writing the text of your own e-mails.  
Now look at the Steps and their explanations below. Steps 1, 2, 3, 5 & 6 are always necessary. Step 4 is optional if, for 
example, your e-mail is simply providing the recipient with information. 
 
 
E-MAIL: Conventional Order of Steps  
Step 1: TITLE: The subject of the e-mail. For example,    
 Request for…  Reply to e-mail / phone-call / fax / letter (date)…  
 Re: (This means ‘with reference to…’ / ‘this is about…’) 
 

Step 2: SALUTATION: 
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 
 

Step 3: EXPOSITION: Explain the situation. State the main facts and all relevant information.  
 

Step 4: REQUIREMENTS: Explain what you want the addressee to do. 
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 5: CONVENTIONAL ENDING: 
Regards / Best wishes / Sincerely (US) / Best (US) 
 

Step 6: IDENTIFICATION: Signature block consisting of name, address, telephone and/or fax numbers, e-mail address. 



 79 

2a) Which part of the text realises each Step ? Put the number of each Step in the correct box below. 
  

TO: 

CC: 

SUBJECT: Re: Missing debit card (1) 

 
Dear Mr Smith (2) 
 
(3) Thank you for letting Europol Bank know that your debit card is missing. I have contacted 
our head office and cancelled your card and PIN number so that they can’t be used by anyone 
else. Europol Bank will send you a new card and PIN number as soon as possible. In the 
meantime, if you find your old card again, please cut it in half and return it to your local branch 
(4). 
 
Regards (5) 
 
(6) Andrea Klein 
Europol Bank 
1 Bridge Street, Cambridge, CB2 1LR. 
Tel.: (41) 1223 56789 
Fax.: (41) 1223 56788 
E-mail: klein_a @ EUROPOL.co.uk 
 

 

 

 

CONVENTIONAL ENDING 
Number: …………………. 

EXPOSITION 
Number: …………………. 

IDENTIFICATION 
Number: …………………. 

REQUIREMENTS 
Number: …………………. 

SALUTATION 
Number: …………………. 

TITLE 
Number: …………………. 

 

 

2b) Now read the message again. What is the purpose of Andrea Klein’s e-mail ? 
(a) to give Mr Smith the information he asked for. 
(b) to give Mr Smith a new debit card. 
(c) to thank Mr Smith. 
(d) to obtain information. 
 
 
2c) Now think carefully. What was the purpose of Mr Smith’s original e-mail ? 
(a) to discuss his current account. 
(b) to ask for a new debit card. 
(c) to fix an appointment. 
(d) to report his debit card missing. 
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3) WRITING AN E-MAIL MESSAGE 
The purpose of the e-mail below is to invite Ms Jones to join the Europol Bank internet banking service. 
 

TO:   Jones_B @ britcoms.co.uk 

CC:    

SUBJECT: Re: Europol internet banking 

 
Dear Ms Jones 
 

Have you thought of registering for Europol Bank’s innovative internet banking service ? You 
can use this service to view your statements, pay bills or transfer money between Europol Bank 
accounts. This service can be accessed from 05.00-24.00, seven days a week at: 
www.EUROPOL.com. This website can also help you choose from the many other financial 
services available at Europol Bank. If you like the sound of this offer, please contact me by e-
mail at the address shown below. 
 

Regards 
 

Andrew Klein 
Europol Bank 
1 Bridge Street, Cambridge, CB2 1LR. 
Tel.: (41) 1223 56789 
Fax.: (41) 1223 56788 
E-mail: klein_a @ EUROPOL.co.uk 

     

4) WRITING ACTIVITY Now write a reply from Bridget Jones to Andrew Klein. Her purpose is to accept the offer, 
her objective is to be registered for Europol’s internet banking service. Don’t forget to ask for an access code and 
electronic signature.   
 

TO: 

CC:    

SUBJECT: 
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E-MAIL MESSAGES: MAKING ARRANGEMENTS  
 

6a) This week you have an appointment with your Bank Manager. Write him a short e-mail confirming the time and date 
of your meeting, and suggesting three things that you would like to discuss with him. 
 

TO:  

CC: 

SUBJECT:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6b) You are going to London on a business trip. John Bean, the Sales Manager at TPI Furniture Ltd.,  should meet you at 
Gatwick airport tonight. However, there has been an emergency at work and you have just discovered that you will now 
arrive at another airport, on a different day at a different time. Write an e-mail explaining the problem, telling him what the 
emergency was and suggesting a new place, date and time for him to meet you. 
 

TO:  

CC: 

SUBJECT:  
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	nigel farage
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	Might indicates a 10% possibility in the present or the future  e.g. ‘If we’re lucky, it might be sunny all day.’
	APPENDIX 3: PREPOSITIONS
	1) PREPOSITIONS OF PLACE
	Look at the prepositions of place shown below. Then put a  ●  in the right position to illustrate each preposition.
	(the first one has been done for you).
	2) PREPOSITIONS OF MOVEMENT
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	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
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	FAXES
	1) PRESENTATION
	1b) Study the conventional format of a fax message. Your messages should look like this:
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	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
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	3) REQUESTS, POSSIBILITY & THE FUTURE
	Requests
	Possibility
	The Future
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	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
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	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, …”
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	Person Calling
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	Person Called      Person Calling
	4) SPEAKING ACTIVITY
	STUDENT A:
	Study your part in the telephone conversations on the next page. Tell Student B when you are ready.
	STUDENT B:
	Look at the page after that and follow the instructions. When you are ready, start with conversation 1.
	TELEPHONE CONVERSATIONS   Student  A
	TELEPHONE CONVERSATIONS   Student  B

	5d) The following reporting verbs are also useful. As you can see, they fall into particular patterns.
	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
	▼ ▼  ▼
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	APPENDIX 6: ARTICLES (cf. Greenbaum & Quirk 1998: 70-92)
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	NOTES: The Conventional Order of Steps
	In more formal notes (to your boss, for example, or your doctor) you usually put ‘Dear’, the recipient’s title (Mr, Mrs, Miss, Ms, Mx, Dr etc.) and their surname: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman) / Dear Dr Pym
	Step 2: EXPOSITION: Explain the situation. State the main facts and all relevant information.
	EMAIL
	1) PRESENTATION

	E-MAIL: The Conventional Order of Steps (Harper 2006)
	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
	If you do not know the name of the recipient: Dear Sir (for a man) / Dear Madam (for a woman)
	If you do not know the name or the sex of the recipient: Dear Sir or Madam
	If you are writing to the company as a whole: Dear Sirs
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	FAXES
	1) PRESENTATION
	1b) Study the conventional format of a fax message. Your messages should look like this:

	FAX
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	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
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	6) PRACTICE: Study the pictures, then fill in the gaps with   a,  an,  the,  some,  or  —   (zero article).
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	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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	Passive2013.pdf
	CONTINUOUS
	three months of the product launch
	CONTINUOUS
	three months of the product launch  three months of the product launch
	Had to      replaced

	Passive2013c.pdf
	CONTINUOUS
	three months of the product launch
	Had to      replaced

	PassiveLesson.pdf
	Passive2014.pdf
	CONTINUOUS
	three days of the product launch
	Had to      replaced


	EBlesson8.pdf
	CONTINUOUS
	three days of the product launch
	Had to      repaired
	Will have to     replaced
	Making Money: Notes and Coins
	Coins

	Zimbabwe December 2014: New Coins in Circulation
	/
	IrregularVerbs.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, …”
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	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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	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, …”
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	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).



	LGM01_B2_lesson3.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.
	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).


	CountriesNationalities.pdf
	Countries&Currencies.pdf
	COUNTRIES AND NATIONALITIES
	Add  -ish -ese or    -an  to the list on the right to form each nationality correctly.
	COUNTRY     NATIONALITY
	Britain / the UK     Brit…………….

	Vietnam      Vietnam………..
	SOME SIMPLE RULES:
	Notice that,
	1) when a nation consists of more than one state or country, like the USA (50 states),
	the UK (4 countries) or the Netherlands (7 states), we put ‘the’ before its official title.
	2) when the name of the country ends in –land, the nationality usually ends in –ish.
	3) when the name of the country ends –a, —o, —i   or –y, the nationality usually ends in –an.
	4) with Malta, Portugal, China, Japan, Burma and Vietnam, the nationality ends in –ese.
	2) IRREGULAR FORMS:
	NATIONALITIES CROSSWORD
	CURRENCIES
	TEST: COUNTRIES, NATIONALITIES AND CURRENCIES

	DOWN ↓
	1. Napoleon Bonaparte and Molière were ………………
	2. Bangkok is the …………………. capital.
	3. A person from Cyprus is called a ……………………
	4. You must come from Wales if you want to play for the
	…………. rugby team.
	5. The Uzi is an ……………….. machine-gun.
	b. The former Czechoslovakia is now divided into Slovakia
	and the ……………………… Republic.
	c. The national language of the Netherlands is …………….
	d. ………….. watches, banks and chocolate are famous all
	over the world.
	5. 
	     Krona

	BitcoinPDF.pdf
	Why Italy Should Leave the Euro or Change its Policy on EMU

	Advice4theEBexam2014.pdf
	THE EXAM: (30 questions, 75 minutes)

	Countries&Currencies2014.pdf
	COUNTRIES AND NATIONALITIES
	Add  -ish -ese or    -an  to the list on the right to form each nationality correctly.
	COUNTRY     NATIONALITY
	Britain / the UK     Brit…………….

	Vietnam      Vietnam………..
	SOME SIMPLE RULES:
	Notice that,
	1) when a nation consists of more than one state or country, like the USA (50 states),
	the UK (4 countries) or the Netherlands (7 states), we put ‘the’ before its official title.
	2) when the name of the country ends in –land, the nationality usually ends in –ish.
	3) when the name of the country ends –a, —o, —i   or –y, the nationality usually ends in –an.
	4) with Malta, Portugal, China, Japan, Burma and Vietnam, the nationality ends in –ese.
	2) IRREGULAR FORMS:
	NATIONALITIES CROSSWORD
	CURRENCIES
	TEST: COUNTRIES, NATIONALITIES AND CURRENCIES

	DOWN ↓
	1. Napoleon Bonaparte and Molière were ………………
	2. Bangkok is the …………………. capital.
	3. A person from Cyprus is called a ……………………
	4. You must come from Wales if you want to play for the
	…………. rugby team.
	5. The Uzi is an ……………….. machine-gun.
	b. The former Czechoslovakia is now divided into Slovakia
	and the ……………………… Republic.
	c. The national language of the Netherlands is …………….
	d. ………….. watches, banks and chocolate are famous all
	over the world.
	5. 
	     Krona
	F
	C
	H

	H
	E
	S
	I
	2) IRREGULAR FORMS:
	NATIONALITIES CROSSWORD
	DOWN ↓
	1. Napoleon Bonaparte and Molière were ………………
	2. Bangkok is the …………………. capital.
	3. A person from Cyprus is called a ……………………
	4. You must come from Wales if you want to play for the
	…………. rugby team.
	5. The Uzi is an ……………….. machine-gun.
	b. The former Czechoslovakia is now divided into Slovakia
	and the ……………………… Republic.
	c. The national language of the Netherlands is …………….
	d. ………….. watches, banks and chocolate are famous all
	over the world.
	CURRENCIES
	COUNTRIES, NATIONALITIES AND CURRENCIES

	5. 
	     Krona
	F
	C
	H

	H
	E
	S
	I
	2) IRREGULAR FORMS:
	NATIONALITIES CROSSWORD
	CURRENCIES
	TEST: COUNTRIES, NATIONALITIES AND CURRENCIES

	DOWN ↓
	1. Napoleon Bonaparte and Molière were ………………
	2. Bangkok is the …………………. capital.
	3. A person from Cyprus is called a ……………………
	4. You must come from Wales if you want to play for the
	…………. rugby team.
	5. The Uzi is an ……………….. machine-gun.
	b. The former Czechoslovakia is now divided into Slovakia
	and the ……………………… Republic.
	c. The national language of the Netherlands is …………….
	d. ………….. watches, banks and chocolate are famous all
	over the world.
	5. 
	     Krona
	F
	C
	H

	H
	E
	S
	I

	Countries&Currencies2014.pdf
	COUNTRIES AND NATIONALITIES
	Add  -ish -ese or    -an  to the list on the right to form each nationality correctly.
	COUNTRY     NATIONALITY
	Britain / the UK     Brit…………….

	Vietnam      Vietnam………..
	SOME SIMPLE RULES:
	Notice that,
	1) when a nation consists of more than one state or country, like the USA (50 states),
	the UK (4 countries) or the Netherlands (7 states), we put ‘the’ before its official title.
	2) when the name of the country ends in –land, the nationality usually ends in –ish.
	3) when the name of the country ends –a, —o, —i   or –y, the nationality usually ends in –an.
	4) with Malta, Portugal, China, Japan, Burma and Vietnam, the nationality ends in –ese.
	2) IRREGULAR FORMS:
	NATIONALITIES CROSSWORD
	CURRENCIES
	TEST: COUNTRIES, NATIONALITIES AND CURRENCIES

	DOWN ↓
	1. Napoleon Bonaparte and Molière were ………………
	2. Bangkok is the …………………. capital.
	3. A person from Cyprus is called a ……………………
	4. You must come from Wales if you want to play for the
	…………. rugby team.
	5. The Uzi is an ……………….. machine-gun.
	b. The former Czechoslovakia is now divided into Slovakia
	and the ……………………… Republic.
	c. The national language of the Netherlands is …………….
	d. ………….. watches, banks and chocolate are famous all
	over the world.
	5. 
	     Krona
	F
	C
	H

	H
	E
	S
	I
	2) IRREGULAR FORMS:
	NATIONALITIES CROSSWORD
	DOWN ↓
	1. Napoleon Bonaparte and Molière were ………………
	2. Bangkok is the …………………. capital.
	3. A person from Cyprus is called a ……………………
	4. You must come from Wales if you want to play for the
	…………. rugby team.
	5. The Uzi is an ……………….. machine-gun.
	b. The former Czechoslovakia is now divided into Slovakia
	and the ……………………… Republic.
	c. The national language of the Netherlands is …………….
	d. ………….. watches, banks and chocolate are famous all
	over the world.
	CURRENCIES
	COUNTRIES, NATIONALITIES AND CURRENCIES

	5. 
	     Krona
	F
	C
	H

	H
	E
	S
	I
	2) IRREGULAR FORMS:
	NATIONALITIES CROSSWORD
	CURRENCIES
	TEST: COUNTRIES, NATIONALITIES AND CURRENCIES

	DOWN ↓
	1. Napoleon Bonaparte and Molière were ………………
	2. Bangkok is the …………………. capital.
	3. A person from Cyprus is called a ……………………
	4. You must come from Wales if you want to play for the
	…………. rugby team.
	5. The Uzi is an ……………….. machine-gun.
	b. The former Czechoslovakia is now divided into Slovakia
	and the ……………………… Republic.
	c. The national language of the Netherlands is …………….
	d. ………….. watches, banks and chocolate are famous all
	over the world.
	5. 
	     Krona
	F
	C
	H

	H
	E
	S
	I

	Countries&CurrenciesPDF.pdf
	COUNTRIES AND NATIONALITIES
	Add  -ish -ese or    -an  to the list on the right to form each nationality correctly.
	COUNTRY     NATIONALITY
	Britain / the UK     Brit…………….

	Vietnam      Vietnam………..
	SOME SIMPLE RULES:
	Notice that,
	1) when a nation consists of more than one state or country, like the USA (50 states),
	the UK (4 countries) or the Netherlands (7 states), we put ‘the’ before its official title.
	2) when the name of the country ends in –land, the nationality usually ends in –ish.
	3) when the name of the country ends –a, —o, —i   or –y, the nationality usually ends in –an.
	4) with Malta, Portugal, China, Japan, Burma and Vietnam, the nationality ends in –ese.
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	Could
	Might indicates a 10% possibility in the present or the future  e.g. ‘If they’re very lucky, England might win the World Cup.’
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	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, …”
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	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).
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	4. You must come from Wales if you want to play for the
	…………. rugby team.
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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, …”
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	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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	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)
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	In more formal notes (to your boss, for example, or your doctor) you usually put ‘Dear’, the recipient’s title (Mr, Mrs, Miss, Ms, Mx, Dr etc.) and their surname: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman) / Dear Dr Pym
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	1) PREPOSITIONS OF PLACE
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	SOME SIMPLE RULES:
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	the UK (4 countries) or the Netherlands (7 states), we put ‘the’ before its official title.
	2) when the name of the country ends in –land, the nationality usually ends in –ish.
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	DOWN ↓
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	2. Bangkok is the …………………. capital.
	3. A person from Cyprus is called a ……………………
	4. You must come from Wales if you want to play for the
	…………. rugby team.
	5. The Uzi is an ……………….. machine-gun.
	b. The former Czechoslovakia is now divided into Slovakia
	and the ……………………… Republic.
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	over the world.
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	2) when the name of the country ends in –land, the nationality usually ends in –ish.
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	If you know the name of the recipient: Dear Mr Smith (for a man) / Dear Ms Jones (for a woman)
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