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How the course works

English for Everyone is designed for people who want to teach Choosing ajob
themselves the English language. The Business English edition
covers essential English phrases and constructions for a wide
range of common business scenarios.
Unlike other courses, English for Everyone
uses images and graphics in all its learning
and practice, to help you understand and
remember as easily as possible. The
practice book is packed with exercises
designed to reinforce the lessons you have
learned in the course book. Work through
the units in order, making full use of the
audio available on the website and app.

Choosing a job

Unit number The book is divided

into units. Each practice book unit tests Practice points Every unit
the language taught in the course book begins with a summary of
unit with the same number. the key practice points.

Discussing issues

Many common workplace problems arise from an ° New language Past continuous
ongoing situation in the past. You can use the past Aa Vocabulary Work idioms
continuous tense to discuss these problems. P New skill Describing workplace problems

MARK THE SENTENCES THAT ARE CORRECT

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST CONTINUOUS

Modules Each unit

is broken down into
modules, which should be
done in order. You can take
a break from learning after
completing any module.

100

ETHER JORDILKES OR DISUKES

COURSE BOOK

PRACTICE BOOK

LISTEN TO THE AUDIO AND ANSWER T

Alina and Howard are
talking about a difficult
morning at work

DESCRIBE THE PICTURES OUT LOUD, U
PANEL TO FILL IN THE GAPS



Vocabulary Throughout the book,
vocabulary pages test your memory
of key business English words and
phrases taught in the course book.

Vocabulary

JOBS WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES

HE QUESTIONS

SING THE WORDS IN THE

101

Visual practice Images act as visual
cues to help fix the most useful and
important English words and phrases
in your memory.

EMPLOYMENT WRITE THE
WORDS FROM THE PANEL UNDER
THE CORRECT DEFINITIONS

Audio support Most modules have
supporting audio recordings of native
English speakers to help you improve

your speaking and listening skills.

FREE AUDIO
website and app
www.dkefe.com



Practice modules

Each exercise is carefully graded to drill
and test the language taught in the
corresponding course book units.
Working through the exercises alongside
the course book will help you remember
what you have learned and become
more fluent. Every exercise is introduced
with a symbol to indicate which skill is
being practiced.

Module number Every module is identified
with a unique number, so you can easily
locate answers and related audio.

REWRITE THE STATEMENTS AS QUESTIONS

Space for writing You are
encouraged to write your
answers in the book for
future reference.

Listening exercise This symbol indicates
that you should listen to an audio track in

order to answer the questions in the exercise.

GRAMMAR

Apply new language rules
in different contexts.

READING

Examine target language
in real-life English contexts.

LISTENING

VOCABULARY
Cement your understanding
of key vocabulary.

SPEAKING
Compare your spoken English
to model audio recordings.

Test your understanding

of spoken English.

Sample answer The first
question of each exercise is

Exercise instruction Every
exercise is introduced with a
brief instruction, telling you
what you need to do.

Supporting graphics Visual
cues are given to help you
understand the exercises.

Supporting audio This symbol shows
that the answers to the exercise are
available as audio tracks. Listen to them
after completing the exercise.

Speaking exercise This symbol indicates
that you should say your answers out
loud, then compare them to model
recordings included in your audio files.

SAY THE QUESTIONS OUT
LOUD, FILLING IN THE GAPS
USING THE WORDS IN THE PANEL

answered for you, to help make
the task easy to understand.

LISTEN TO THE AUDIO AND MATCH THE PERSON IN EACH PICTURE

WITH THE CORRECT ADJECTIVE

10



Audio

English for Everyone features extensive
supporting audio materials. You are
encouraged to use them as much as you can,
to improve your understanding of spoken
English, and to make your own accent and
pronunciation more natural. Each file can be
played, paused, and repeated as often as you
like, until you are confident you understand
what has been said.

LISTENING EXERCISES
This symbol indicates that you should
listen to an audio track in order to
answer the questions in the exercise.

SUPPORTING AUDIO
This symbol indicates that extra audio
material is available for you to listen to
after completing the module.

FREE AUDIO
website and app
www.dkefe.com

Answers

An answers section at the back of the book lists the
correct answers for every exercise. Turn to these
pages whenever you finish a module and compare
your answers with the samples provided, to see how
well you have understood each teaching point.

Answers Find the
answers to every
exercise printed at
the back of the book.

Exercise numbers
Match these numbers
to the unique identifier
at the top-left corner
of each exercise.

Audio This symbol
indicates that the
answers can also be
listened to.

11



Meeting new colleagues

You can use formal or informal English to introduce " New language Alphabet and spelling
yourself and greet colleagues or co-workers, depending ~ Aa Vocabulary Introductions and greetings
on the situation and the people you are meeting. P New skill Introducing yourself to co-workers
MARK THE SENTENCES REWRITE THE SENTENCES,
THAT ARE CORRECT PUTTING THE WORDS IN THE
CORRECT ORDER

12



LISTEN TO THE AUDIO AND MARK THE NAMES THAT ARE SPELLED OUT

SPELL THE NAMES OUT LOUD

13
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REWRITE THE SENTENCES, CORRECTING THE ERRORS

CROSS OUT THE INCORRECT
WORD IN EACH SENTENCE

LISTEN TO THE AUDIO, THEN
NUMBER THE SENTENCES IN THE
ORDER YOU HEAR THEM

Julia has recently
started a new
job. She meets

some of her new
co-workers at a
company party.



Everyday work activities

Use the present simple to talk about things that you " New language Present simple
do regularly, such as your daily tasks or everyday Aa Vocabulary Work activities
work routines. P New skill Talking about workplace routines
MATCH THE PICTURES TO THE REWRITE THE SENTENCES,
CORRECT SENTENCES CORRECTING THE ERRORS
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MARK THE SENTENCES
THAT ARE CORRECT

LISTEN TO THE AUDIO AND
ANSWER THE QUESTIONS

Sarah’s manager tells her what a
typical day in her new job is like.



CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

SAY THE SENTENCES OUT LOUD, FILLING IN THE GAPS USING THE
WORDS IN THE PANEL

17
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Vocabulary

COUNTRIES AND CONTINENTS WRITE THE WORDS FROM
THE PANEL UNDER THE CORRECT PICTURES



19



Business around the world

English uses “from” or nationality adjectives to talk about & New language Negative statements
where products or people come from. “From” can also Aa Vocabulary Countries and nationalities
refer to your company or department. P New skill Saying where things are from

FIND FIVE MORE COUNTRIES IN THE GRID THAT MATCH THE FLAGS

WRITE THE WORDS FROM THE PANEL IN THE CORRECT GROUPS

COUNTRIES NATIONALITIES

20



REWRITE EACH SENTENCE IN ITS OTHER FORM

MARK THE SENTENCES
THAT ARE CORRECT

CROSS OUT THE INCORRECT
WORD IN EACH SENTENCE

21
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REWRITE THE SENTENCES, CORRECTING THE ERRORS USING SHORT FORMS

SAY THE SENTENCES OUT LOUD, USING SHORT FORMS



LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Nadia, Tim, and
Carlos are attending
a conference.

READ THE ARTICLE AND
ANSWER THE QUESTIONS



Vocabulary

OFFICE EQUIPMENT WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES

24
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Asking questions at work

It is important to use the correct word order and " New language Forming questions
question words in English questions, depending Aa Vocabulary Office equipment
on whether the questions are open-ended. P New skill Asking colleagues questions

REWRITE THE QUESTIONS, PUTTING THE WORDS IN THE CORRECT ORDER

REWRITE THE STATEMENTS AS QUESTIONS

26



FILL IN THE GAPS USING LISTEN TO THE AUDIO AND
‘DO” OR "“DOES” ANSWER THE QUESTIONS

Rosa and Jordan are
getting ready for their
presentation tomorrow.

MATCH THE SITUATIONS TO THE CORRECT QUESTIONS

27
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CROSS OUT THE INCORRECT WORD IN EACH QUESTION

MARK THE QUESTIONS SAY THE QUESTIONS OUT
THAT ARE CORRECT LOUD, FILLING IN THE GAPS
USING THE WORDS IN THE PANEL



Fxchanging details

When making new business contacts, there are " New language Short answers
several phrases you can use to ask for their Aa Vocabulary Contact information
details and offer yours in return. P New skill Exchanging contact details

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

LISTEN TO THE AUDIO, THEN NUMBER THE EMAIL ADDRESSES IN THE
ORDER YOU HEAR THEM

29
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CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

LOOK AT THE BUSINESS CARDS
AND ANSWER THE QUESTIONS



MATCH THE SENTENCES TO THE CORRECT SHORT ANSWERS

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS

31



Skills and experience

English uses the verb "have” to talk about people’s skills, " New language “Have! "have got,” articles
experience, and professional attributes. You might also Aa Vocabulary Jobs and skills
hear “haVe gOt" in informal UK Enghsh ﬁ. New skill \/\/riting a business proﬁ]e

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

32



READ THE ONLINE PROFILE AND ANSWER THE QUESTIONS

33
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MARK THE SENTENCES
THAT ARE CORRECT

FILL IN THE GAPS USING
IIA’II IIAN‘II OR IITH Ell



LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE
ORDER THEY ARE DESCRIBED

SAY THE SENTENCES OUT LOUD, CORRECTING THE ERRORS

35



36

Vocabulary

JOBS WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES



EMPLOYMENT WRITE THE
WORDS FROM THE PANEL UNDER
THE CORRECT DEFINITIONS

37



Choosing a job

Verbs such as “like,” “enjoy,” and “hate” express feelings 8" New language “Like," ‘enjoy,’ and "hate”
about things. They are often used to talk about what Aa Vocabulary Workplace activities
activities people would like to do in a job. P New skill Finding the right job

MATCH THE SENTENCES THAT GO TOGETHER

REWRITE THE SENTENCES, CORRECTING THE ERRORS

38



LISTEN TO THE AUDIO, AND MARK WHETHER THE SPEAKER LIKES OR
DISLIKES THE ACTIVITY IN EACH PICTURE

i . islikes
Dislikes Likes Dislikes Likes Dis

Likes Likes Dislikes

Likes Dislikes Dislikes

. ) ces
Likes Dislikes Likes Dislikes Like

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY
THE SENTENCES OUT LOUD

39



Describing your workplace

One way of telling people about your company is " New language ‘There is” and “there are”
by using “there is” and “there are.” Use “Is there...?” Aa Vocabulary Office equipment
or "Are there...?" to ask questions about a workplace. P New skill Describing a workplace
MARK THE SENTENCES MATCH THE PICTURES
THAT ARE CORRECT TO THE CORRECT SENTENCES

40



LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Debbie is telling
Boris about her first
day at her new job.

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY THE

SENTENCES OUT LOUD

M
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Vocabulary

MONEY WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES



PAY AND CONDITIONS WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT DEFINITIONS

43



Personal qualities

You will encounter people with different skills and 2" New language Possessive adjectives
personalities at work. It is useful to be able to describe your ~ Aa Vocabulary Personality traits
co-workers and discuss their strengths and weaknesses. P New skill Describing your co-workers

REWRITE THE SENTENCES, CORRECTING THE ERRORS

44



REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

LISTEN TO THE AUDIO AND MATCH THE PERSON IN EACH PICTURE
WITH THE CORRECT ADJECTIVE

45
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FILL IN THE GAPS BY TURNING THE SUBJECT PRONOUNS
INTO POSSESSIVE ADJECTIVES

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE



MARK THE SENTENCES THAT ARE CORRECT

USE THE CHART TO CREATE 14 CORRECT SENTENCES
AND SAY THEM OUT LOUD

47



Describing your job

One way of telling someone about your job is to use 8" New language Adjectives and comparatives
adjectives to describe it. Adjectives can also help you Aa Vocabulary Money and pay
to make comparisons with other roles you have had. P New skill Describing your job to someone

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

MATCH THE DEFINITIONS TO THE ADJECTIVES

48



FILL IN THE GAPS USING THE ADJECTIVES FROM THE PANEL AND THEIR
COMPARATIVE FORMS

49
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REWRITE THE SENTENCES USING THE COMPARATIVE FORM OF THE
ADJECTIVE IN BRACKETS



MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Anne and Patrick are talking about
the new office they've just moved to.

51



Workplace routines

Employees have schedules, and workplaces also have their " New language Prepositions of time
own routines and timetables. It is useful to be able to talk to Aa Vocabulary Commuting and transportation
colleagues about when things usually happen. P New skill Describing routines

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE
CORRECT ORDER

52



CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY
THE SENTENCES OUT LOUD

READ THE EMAIL AND ANSWER THE QUESTIONS

53
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CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

MARK THE SENTENCES THAT ARE CORRECT



LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE
ORDER THEY ARE DESCRIBED

MATCH THE BEGINNINGS OF THE SENTENCES TO THE
CORRECT ENDINGS

55
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Vocabulary

DAYS OF THE WEEK WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES

FREQUENCY PHRASES WRITE THE PHRASES FROM THE PANEL
UNDER THE CORRECT PICTURES



FREE TIME WRITE THE PHRASES FROM THE PANEL
UNDER THE CORRECT PICTURES

57



Hobbies and habits

When talking with colleagues about your hobbies and 8" New language Adverbs of frequency
habits, you may want to use adverbs of frequency to say Aa Vocabulary Hobbies and habits
how often you do the activities. P New skill Talking about free time

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

58



LISTEN TO THE AUDIO AND MATCH THE IMAGES TO THE CORRECT
ADVERBS OF FREQUENCY

MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

59
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MARK THE SENTENCES THAT ARE CORRECT

SAY THE SENTENCES OUT LOUD, PUTTING THE ADJECTIVES INTO THEIR
SUPERLATIVE FORMS



READ THE ARTICLE AND ANSWER THE QUESTIONS

61



Past events

The past simple is often used when talking with 8" New language The past simple
co-workers about events that started and finished Aa Vocabulary Activities outside work
at a specific time in the recent or distant past. P New skill Talking about past events

MARK THE SENTENCES THAT ARE CORRECT

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST SIMPLE

62



REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

63
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REWRITE THE SENTENCES AS QUESTIONS IN THE PAST SIMPLE



LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Two co-workers are catching
up after the weekend.

DESCRIBE WHAT EACH PERSON DID, SPEAKING OUT LOUD AND USING
THE PAST SIMPLE FORM OF THE PHRASES IN THE PANEL

65



Dates and times

When making arrangements or talking about past or future 8" New language When things happen
events, it is important to talk about the time correctly. Aa Vocabulary Telling the time
There are a number of ways to do this in English. P New skill Making appointments

LISTEN TO THE AUDIO AND MARK THE CORRECT TIMES

SAY THE TIMES OUT LOUD

66



REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Rachel is talking about her life
and the main events in it.

67



Career history

When you meet new co-workers or attend an interview, £ New language Past simple irregular verbs
people may ask about your previous jobs. It is important ~ Aa Vocabulary Jobs and workplaces

to use correct verb forms when talking about the past. P New skill Talking about previous jobs
MATCH THE VERBS TO THEIR REWRITE THE SENTENCES,
PAST SIMPLE FORMS CORRECTING THE ERRORS

68



FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST SIMPLE

MATCH THE QUESTIONS TO THE CORRECT ANSWERS

69



70

LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER
THEY ARE DESCRIBED

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY THE
SENTENCES OUT LOUD



Company history

The past simple can be used to describe repeated or " New language Past simple with time markers
single actions in a company’s history. These actions Aa Vocabulary Describing trends
can last for a short or long time. Pee New skill Describing a company’ history

FILL IN THE GAPS USING THE WORDS IN THE PANEL

REWRITE THE SENTENCES, CORRECTING THE ERRORS

71



72

READ THE WEB PAGE AND ANSWER THE QUESTIONS



LISTEN TO THE AUDIO AND MATCH THE IMAGES TO THE
CORRECT TIME MARKERS

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE, THEN
SAY THE SENTENCES OUT LOUD

73
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Vocabulary

MAKING ARRANGEMENTS WRITE THE PHRASES FROM THE PANEL
UNDER THE CORRECT PICTURES

ACCEPTING AND DECLINING WRITE THE PHRASES FROM THE PANEL
UNDER THE CORRECT DEFINITIONS



75



Talking about your plans

One way of making plans with a co-worker or clientis by  £* New language The present continuous
using the present continuous to talk about what you are  Aa Vocabulary Making arrangements
doing at the moment, or plans in the future. P8 New skill Talking about your plans

FILL IN THE GAPS BY PUTTING THE VERBS IN THE
PRESENT CONTINUOUS

76



REWRITE THE SENTENCES, PUTTING THE WORDS IN THE
CORRECT ORDER

REWRITE THE STATEMENTS AS QUESTIONS IN THE
PRESENT CONTINUQOUS

77
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MARK THE SENTENCES
THAT ARE CORRECT

LISTEN TO THE AUDIO AND
ANSWER THE QUESTIONS

Clare is calling her colleague,
Frank, to arrange a meeting
with him.



READ THE SCHEDULE, THEN RESPOND TO THE AUDIO,
SPEAKING OUT LOUD

79



Giving opinions

English speakers often use set phrases to signal that 8" New language Interruptions and opinions
they want to interrupt without being rude. There are a Aa Vocabulary Environmental issues
number of ways to communicate your opinion politely. P New skill Giving opinions politely

MARK WHETHER EACH INTERRUPTION IS POLITE OR IMPOLITE

Polite Impolite Polite Impolite
Polite Impolite Polite Impolite
Polite Impolite Polite Impolite
Polite Impolite Polite Impolite

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Dan and Susan are
talking at a meeting.

80



RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS USING THE
WORDS IN THE PANEL

81
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CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

MATCH THE DEFINITIONS TO THE WORDS



Agreeing and disagreeing

When you react to someone’s opinion, it is important " New language Reacting to opinions
to be polite and respectful. This is especially important Aa Vocabulary Agreeing and disagreeing
when you disagree with someone. P New skill Discussing opinions

MARK THE BEST REPLY TO EACH STATEMENT

83
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MATCH THE STATEMENTS TO THE RESPONSES

FILL IN THE GAPS USING THE WORDS IN THE PANEL



LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Two colleagues, Jenny and Greg,
are discussing applicants for a job.

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY THE
SENTENCES OUT LOUD

85



Health and safety

Many workplaces issue guidelines for how to avoid 8" New language Reflexive pronouns
accidents and stay safe. In English, this topic often Aa Vocabulary Health and safety at work
uses specialist vocabulary and reflexive pronouns. P New skill Talking about safety at work

MARK THE SENTENCES THAT ARE CORRECT

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN
SAY THE SENTENCES OUT LOUD

86



READ THE ARTICLE AND ANSWER THE QUESTIONS

FILL IN THE GAPS USING THE WORDS IN THE PANEL

87



Suggestions and advice

When there are everyday problems in the workplace, " New language Prefixes and suffixes
it is useful to know how to make suggestions and offer Aa Vocabulary Everyday workplace problems
advice. There are several ways to do this in English. P New skill Making suggestions

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE
CORRECT ORDER
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MATCH THE WORKPLACE PROBLEMS TO THE SUGGESTIONS
AND ADVICE

FILL IN THE GAPS USING THE WORDS IN THE PANEL
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CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN
SAY THE SENTENCES OUT LOUD



Giving a presentation

When you are preparing a presentation, make sure it is " New language Signposting language
clear and easy to follow. There are certain phrases you Aa Vocabulary Presentation equipment
can use to help guide the audience through the talk. P New skill Structuring a talk

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

The CEO of a clothing company
is talking to her employees.

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE
CORRECT ORDER
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MATCH THE BEGINNINGS OF THE SENTENCES TO THE
CORRECT ENDINGS

FILL IN THE GAPS USING THE WORDS IN THE PANEL



CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN SAY
THE SENTENCES OUT LOUD
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Rules and requests

Use “can” and “have to” to talk about rules in the " New language Modal verbs
workplace, and verbs such as “could” to politely ask Aa Vocabulary Polite requests
colleagues to help you solve problems. P New skill Talking about rules and regulations

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

MATCH THE BEGINNINGS OF THE STATEMENTS TO THE
CORRECT ENDINGS
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LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Peter is having a difficult
conversation with his manager.

REWRITE THE SENTENCES, CORRECTING THE ERRORS
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MATCH THE PICTURES MARK THE REQUESTS
TO THE CORRECT SENTENCES THAT ARE CORRECT

WRITE EACH SENTENCE IN ITS OTHER FORM



REWRITE THE REQUESTS, PUTTING THE WORDS IN THE CORRECT ORDER

SAY THE REQUESTS OUT LOUD, FILLING IN THE GAPS USING
THE WORDS IN THE PANEL
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Vocabulary

WORK IDIOMS WRITE THE PHRASES FROM THE PANEL
UNDER THE CORRECT DEFINITIONS
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Discussing issues

Many common workplace problems arise from an " New language Past continuous
ongoing situation in the past. You can use the past Aa Vocabulary Work idioms
continuous tense to discuss these problems. P New skill Describing workplace problems

MARK THE SENTENCES THAT ARE CORRECT

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST CONTINUOUS
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LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Alina and Howard are
talking about a difficult
morning at work.

DESCRIBE THE PICTURES OUT LOUD, USING THE WORDS IN THE
PANEL TO FILL IN THE GAPS
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READ THE BLOG AND ANSWER THE QUESTIONS
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Apologies and explanations

English uses a variety of polite phrases to apologize for 8" New language Past continuous and past simple
mistakes. Use the past continuous with the past simple Aa Vocabulary Workplace mistakes
to offer an explanation for a mistake. P New skill Apologizing and giving explanations

MARK THE SENTENCES THAT ARE CORRECT

MATCH THE APOLOGIES WITH THE CORRECT RESPONSES
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LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER
THEY ARE DESCRIBED

SAY THE SENTENCES OUT LOUD, FILLING IN THE GAPS USING THE
WORDS IN THE PANEL
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CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PAST CONTINUQUS
OR PAST SIMPLE
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Tasks and targets

When you are dealing with deadlines and pressure 8" New language Present perfect and past simple
at work, you can use the present perfect to let your Aa Vocabulary Workplace tasks
co-workers know how your work is progressing. P New skill Discussing achievements at work

FILL IN THE GAPS BY PUTTING THE VERBS IN THE PRESENT PERFECT

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE
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REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

READ LAILA'S TO DO LIST AND ANSWER THE QUESTIONS
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REWRITE THE SENTENCES, CORRECTING THE ERRORS

LISTEN TO THE AUDIO AND MARK WHICH THINGS ACTUALLY HAPPENED
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MARK THE SENTENCES THAT ARE CORRECT

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS
USING THE WORDS IN THE PANEL
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Dealing with complaints

If a customer complains about a problem, one way to " New language The future with "will’
offer a solution, and to make predictions or promises, Aa Vocabulary Complaints and apologies
is to use the future with “will.” P New skill Dealing with complaints

MARK THE SENTENCES THAT ARE CORRECT

MATCH THE COMPLAINTS TO THE CORRECT RESPONSES
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READ THE LETTER AND ANSWER THE QUESTIONS

Ll



REWRITE THE SENTENCES, PUTTING THE WORDS IN THE
CORRECT ORDER

LISTEN TO THE AUDIO AND MARK WHETHER EACH SCENARIO
WILL OR WON'T HAPPEN TODAY

: Wil will
Will ill wil ’
Won't Won't will Won't

Won't
Won't
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RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS
USING THE PHRASES IN THE PANEL
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Vocabulary

TRANSPORTATION WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES
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TRAVEL WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES
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Making travel arrangements

When you have travel plans or want to discuss the " New language Zero and first conditional
arrangements for a trip, it is useful to be able to talk Aa Vocabulary Travel
about the possible results of actions and choices. P New skill Talking about actions and results

FILL IN THE GAPS BY PUTTING THE VERBS IN THE CORRECT TENSES
TO MAKE SENTENCES IN THE FIRST CONDITIONAL
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MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

MARK THE SENTENCES THAT ARE CORRECT

17



LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Clara is speaking
to Jane on the
phone in order
to sort out the
details of an
upcoming trip.

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER
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CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE, THEN
SAY THE SENTENCES OUT LOUD
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Asking for directions

When traveling to conferences and meetings, you " New language Imperatives, prepositions of place
may need to ask for directions. Knowing how to Aa Vocabulary Directions
be polite but clear is essential. P New skill Asking for and giving directions

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE

MARK THE SENTENCES THAT ARE CORRECT
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REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

LISTEN TO THE AUDIO AND MARK THE DIRECTIONS GIVEN
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LOOK AT THE MAP THEN ANSWER THE QUESTIONS,
SPEAKING OUT LOUD
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Describing your stay

You can describe events using either active or passive " New language The passive voice
sentences. The focus in a passive sentence is on the Aa Vocabulary Hotels and accommodation
action itself rather than the thing that caused it. P New skill Using the passive voice

REWRITE THE PASSIVE SENTENCES, PUTTING THE WORDS
IN THE CORRECT ORDER
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REWRITE THE ACTIVE SENTENCES AS PASSIVE SENTENCES

LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER
THEY ARE DESCRIBED
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READ THE REVIEWS AND
ANSWER THE QUESTIONS

RESPOND OUT LOUD TO THE AUDIO, FILLING IN THE GAPS
USING THE PHRASES IN THE PANEL
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Vocabulary

EATING OUT WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES
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FOOD AND DRINK WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES
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Conferences and visitors

Whether you are welcoming visitors, or visiting
somewhere on business yourself, it is important
to know how to interact politely in English.

MARK THE SENTENCES
THAT ARE CORRECT
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Q° New language A" “some,” “any”
Aa Vocabulary Hospitality
P New skill Welcoming visitors

REWRITE THE SENTENCES,
CORRECTING THE ERRORS



MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE, THEN
SAY THE SENTENCES OUT LOUD
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READ THE LEAFLET AND ANSWER THE QUESTIONS

130



Dining and hospitality

It is important to learn local customs for dining and " New language “Much / many,” “too / enough”
entertaining. At business lunches and conferences, Aa Vocabulary Restaurants
follow these customs and use polite language. P New skill Offering and accepting hospitality

MARK THE BEST REPLY TO EACH QUESTION
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REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER
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MARK THE SENTENCES SAY THE SENTENCES OUT
THAT ARE CORRECT LOUD, FILLING IN THE GAPS
USING THE WORDS IN THE PANEL

133



Informal phone calls

In most workplaces, you can use polite but informal " New language Telephone language
language to call your co-workers. English often uses Aa Vocabulary Phone numbers and etiquette
two- or three-part verbs in informal telephone language. P New skill Calling your co-workers

FILL IN THE GAPS USING LISTEN TO THE AUDIO, THEN
THE WORDS IN THE PANEL NUMBER THE SENTENCES IN THE
ORDER YOU HEAR THEM

The office
photocopier is
broken. Justine
calls Aziz to ask
for help.

MATCH THE SENTENCES WITH THE CORRECT RESPONSES
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LISTEN TO THE AUDIO AND WRITE DOWN THE TELEPHONE
NUMBERS THAT YOU HEAR

LOOK AT THE BUSINESS CARDS, THEN RESPOND TO THE AUDIO,
SPEAKING OUT LOUD
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FILL IN THE GAPS USING THE PHRASES IN THE PANEL

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE
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REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER
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Formal phone calls

When you talk to clients or receptionists, you may " New language Adjective order
need to use formal language on the phone. You Aa Vocabulary Formal telephone language
may also need to take or leave a phone message. P New skill Leaving phone messages
MARK THE BEST REPLY CROSS OUT THE INCORRECT
TO EACH STATEMENT WORD IN EACH SENTENCE, THEN

SAY THE SENTENCES OUT LOUD
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MARK THE SENTENCES THAT ARE CORRECT

FILL IN THE GAPS USING THE PHRASES IN THE PANEL

139



WRITE THE WORDS FROM THE PANEL IN THE CORRECT GROUPS

OPINION SIZE AGE COLOR MATERIAL

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER
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MATCH THE PICTURES TO
THE CORRECT SENTENCES

LISTEN TO THE AUDIO
AND ANSWER THE QUESTIONS

Shaun calls a hotel to
make arrangements
for a conference.
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Writing a résume

A résumé (or CV in UK English) is a clear summary of " New language Action verbs for achievements
your skills and career history. Past simple action verbs are  Aa Vocabulary Résumé vocabulary
particularly useful for describing past achievements. Pee New skill Writing a résumé

MATCH THE DEFINITIONS TO THE CORRECT RESUME HEADINGS

REWRITE THE SENTENCES, CORRECTING THE ERRORS
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REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

CROSS OUT THE INCORRECT WORD IN EACH SENTENCE
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READ THE RESUME AND WRITE ANSWERS TO THE QUESTIONS
AS FULL SENTENCES
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Making plans

English uses the future with “going to” to talk about plans & New language The future with ‘going to”
and decisions that have already been made. It is useful Aa Vocabulary Polite requests
for informing co-workers about your plans. P New skill Making arrangements and plans

FILL IN THE GAPS USING THE FUTURE WITH “GOING TO"
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MARK THE MOST POLITE SENTENCE OF EACH PAIR

USE THE CHART TO CREATE 18 CORRECT SENTENCES
AND SAY THEM OUT LOUD
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LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Diego and Janet are
organizing a conference.

READ THE EMAIL AND WRITE ANSWERS TO THE QUESTIONS AS
FULL SENTENCES



Vocabulary

FORMS OF COMMUNICATION WRITE THE WORDS FROM
THE PANEL UNDER THE CORRECT PICTURES
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SENDING EMAILS WRITE THE WORDS FROM THE PANEL
UNDER THE CORRECT PICTURES

ABBREVIATIONS WRITE THE ABBREVIATIONS FROM THE PANEL
UNDER THE CORRECT DEFINITIONS
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Ermailing a client

Emails to clients should be polite and clearly state your " New language Future tenses for plans
future plans and intentions. Use the present continuous Aa Vocabulary Polite email language
or “going to” to discuss plans and arrangements. P New skill Emailing a client

REWRITE THE SENTENCES, CORRECTING THE ERRORS
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REWRITE THE SENTENCES, PUTTING THE WORDS IN
THE CORRECT ORDER

MATCH THE BEGINNINGS OF THE SENTENCES TO THE
CORRECT ENDINGS
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FILL IN THE GAPS USING THE PHRASES IN THE PANEL
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MARK THE SENTENCES THAT ARE CORRECT

READ THE EMAIL AND MARK THE CORRECT SUMMARY



ANswers
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COUNTRIES:

South Africa, France, Italy, Vietnam,
Switzerland, China

NATIONALITIES:

Brazilian, British, Greek, Canadian,
Japanese, Spanish
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@ Dislikes
© Likes

© Likes
@ Dislikes

© Likes
© Dislikes

@ Likes
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Note: “did not” can also be written in
contracted form.
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@ Polite
@ Impolite
© Polite
O Polite
© Polite
@ Impolite
@ Polite
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Note: Negative answers can also use
long forms.
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Note: All answers can also be written
in contracted form.
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@ Won't
@ wiill
© will
@ Won't

Note: All answers can be written in
contracted form.
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Model Answers
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Model Answers

171



Model Answers
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OPINION:

nice, awful, stylish

SIZE:

tiny, large, huge

AGE:

ancient, modern, antique
COLOR:

blue, purple, pink
MATERIAL:

leather, metal, plastic
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Model Answers

Model Answers

Note: All answers except @, ©,
and (D can also be written in
contracted form.
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