grammar bank

The present
Present simple (I wall
continuous (! am

The present simple is used for facts, habits, routines,
and schedules.

All our employees speak English. (foct)

| break for funch ot 12.30. {habit / routing)

Mr W's fight arrives ol 18,45, (schedule)
The present confinuous is used fo tolk about actions
hoppening of or around the time of speaking.
tempornary actions, and developing octions.

She’s visiting a cilent ot the moment. (fime of speaking}

I'm sl woeking on ey MBA. {orownd now)

We're using heodhunters bo recruif the new dirschar. (lermpanary

ocion)

Our products ore bacoming bater known woridwide.

(denvaloping oclion)

Present perfect (| have walked)
The present perect is used for past actions which
have some effect on or result in the present; for
example, to deseribe actions in unfinished fime
petiods, or actions that have very recenfly hoppened
{inciuding news),

W haven't heard amylhing about the confract,

(unfinishexd fime period = from start of waiting 1o now)

We've just relocoted fo Parls. Everything's very heclic

(very recenily hoppened)

Somanne’s broken info the CEO's office! (news)
The present perdect continuous (I hove been walking)
Is usad when we want fo emphasize the action rather

than its result, and 1o stess how long something has
foiken.

Fve been trovalling foe thirty-two hows.

American English uses perfact tenses less ofien than
British English. For example. the past simple is offen
used where Brifish English uses the present perfect.

| aivmady gove bock the loptop. (BrE: I've alreody given bagk the
loptop.)

and present
ing)

The past

Past simple (I walked)
The past simple is used for actions that happened In
finished fime pericds, post situations, and past habits
and routines.
I worked for 1oo hard during my twensles. (finished fime period
=y hwantias)
My fulher had three employees. | have 3,000, (past situafion)
Every few wesks she threatened o guil, 50 'm nof surprised.
{habit / rowtine)

Past continuous (I was walking)

The past confinueus is usad for actions in progness of
o fime in the past. It can give bockground information
when used with the past simple (which ghves the main
information).
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1 was fravelling b work at 7.30. (in progress)
She wos considering haking eady refirement when they fired her,
(bockground infommation])

Past perfect (I had walked)
The past smple is the most common tense used for
past actions. The past perect is used with the post
simple to show earller actions,
Several markets hod reporied problems with the product, so we
withidnew ol stock.
Often, especially in Amenican English, the past simple
Is used in both coses,
We stopped produciion as several maskels reporfed problems.

There is also a past perfect continuaus, ussd fo
emphasize the length of on action.
Sha looked fired of the meefing, a3 she hod been frovelling for
32 hours.

Used to and be / gef used fo
Usad fo can refer fo post habits. routines, and skates,
W do not use it when we ok about exactly when
something happened. or for how fong.

Bafore emil, we used 1o sand everything by post,

‘Whea did you use o work?
Ba used fo s different. We use it when someone is
tarmifiar with something. Gef used fo means become
Tarmiliar with'.

I'm used to working late, unfortunoiely,

I'm geting used fo working from home now - i was lonely

at first,

State and action verbs

Some verbs describe states - of . thinking,
belonging, feeling, tasting, etc. These state verbs ane
abways used in simple ienses,
My boss thinks he's abways right. | disagree. (woy of thinking)
Our offices have on onsite fifness centre. (possession)
Most of the faod in he canfeen lastes of cardboord! (sense)

Action verbs describe things haopening. and can
howve simphs of continuaus forms.

The staff laam's ploying footbafl tonight. They ploy evary
Wednesday evening.

Some siote verbs can also be used with octive
meanings. With these meanings, continuous tenses ane
possible.

| was Thinking of resigning anyway. (action: considering)

I'm having lunch with the: Palish rep tamorrow. (action: edting)
I'rn asfing thirty wines fonight for the company ball. (action:
irying ot a food / drink)



The future
Will future: (1 will wailk)
Willis used for genenal predictions abeut the future,
espacially for things we con be sue about.
Inferest rates will rise: later this year in arder ba cool inflafion,

Willis often used for offers, promises, ond mmedicte
decisions,
The maching's broken, so 1l go oulside for some coffes.
(immediate decision)
Your fin's concelled? ' give you o it if you ke, (offer)
Il spend less fime on the Inserned from now on. {promise)

Going fo future famgcun% walk) and
p@esmégrl';f conhnuc{.\us for the 0

Going fo, like will, s used for predictions obourlhe
future. Offen both forms ane possitle. But we use gaing
le especially when the prediction |s based on present
evidence,
Infesest rotes ore guing to fise loter this year, the bank's
uarery naport suggests.
Bath golng fo and the present confirsous are used
fo describe fulure arangermeants. Usually both fenses
are possitie, but we use going to especially when
the crrongement is a plan or an intention (nat fixed),
and the prasent confinuous when the arangement
is cefinite.
We're going o fake an fhree more people of associate leval, os
long a3 the finance committee opproves it.
We're taking on fhree more people of assoclata level The jobs
were odverlised in this moming's paper.

Future continuous (I will be walking)
We use the fulure confinuous when we predict what
will be in progress in the future.
Il be giving presenations all moming,
We use the future continuous to talk about things
fhat cre o result of plans, routines, and amangemaents.
The prasent continuous and going fo are usually also
possible.
We'l be stoppéng for coffes at 11.30, and ofter that Tormas will
e giving 0 talk on brand recognition.

Future perfect (I will have walked)

The futune perfect is used fo show that an ootion wil
be complste before a specified futura time, or before
another future event.

W will have opened branches in Progue, Budapest, and Lisbon

by 2015,

I'm 5o late — the meeting will have finished by fhe fime | omive.
Thera is also o future parect confinuous. This is used to
focus on on action. rather than ifs result,

Petr will have besn warking here firfy years this July.

Conditionals

Mast condifionals contain a clouse beginning with if.
This clause usually comes first, but not always. We wse
conditianals fo talk about one thing causing another,
and for suggestions. advice, erlicism, offers, requests,
efc.

B the troin’s e apain, 1l scream. (couse and effect)

I'd take the job if | were you. (odvice)
We con use other phiases instead of if in conditionals,

See Unit 37 for exarmples. These clouses follow the
same palems os the folouses balow.
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The zero conditional is used when one thing always
follows anofher. Present tenses are used in both
clauses.

If yous're hote, @ looks unprofessional

Zero conditional (If they cancel a flight,
they lose thousands.) o

First conditional (If they cancel the flight,
Il call you.)
The first condifional is used for realistic possibilities. We
use a present tense (simple, continuous, or perfect) in
fhe i-clouse, and will in the main clause,
i the meefing goes well, we'll have o deal.
B he's lived here for ten years, hal know Ihe wiy bo the
conference centre,

Second conditional (If they cancelled the
fiight. I'd be furious.)
The second condifionol 5 used for wpothetical
possibilities; with unreal situations, or future stuations
that are less likely to happen thon i a fiest conditional.
We use o past fense in the if-clouse, and wourd {or
could / mighfy in the main clause.
1 our offices were oper-plan, we'd hove less privocy. (unreal
situation = they're not opar-plan)
I sancions were Imposed on thot morkel, we'd lose 10% of
worldwide sales, (uniikaly situation = sonotions probably won't
be imposad)

Third conditional F.‘! they hadn't cancelled
the flight, we would have been in Tokyo
twelve hours ago.)
The third condtional is used for post possibilities
that did not happen. We use the past parfact in the
if-chause, and wowd have in the main clouse.
They would hove been market leoders by now it they'd followed
iy odvice. (= buf tay didn'ty
It Fony hadn't been so ambifious, our family life would hove
een happier, (= but he wos)

Mixed conditional (if they hadn’t
cancelled the flight, we'd be in Tokyo
now:)

Ofher tanse combinations ane possible, for example 1o
failk about o past possibility with a present resulf,

If those files hadn't bean lost, we'd oll be of home by now.
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Passives

We use a tense of be + past porticiple fo fom fhe
passive.
She was fold about her promation yeslerday. (past simple be =
was, past pariciple = told)
Those made redundant will be given thres monfhs” salory,
{fubure b = will be, past participle = mads)
We use o passive to focus on an action or frose
affected by an action. ather than on thase daing the
action. Often we don't know who did the action, or
it's not imporkant, but we can use by if wa want fo say
who did the acfion
Leflers ane being sent to those offected. (= we don't know who's
sending the leHers)
The thief has been omested. (= not imporiant who amested him)
She was recruiled by my predacessor,
'We offen use o passive to describe a process, such as
the manulochse of o product.

The parts are made in Ching and the machines are ossembled
o our plant in India, Then theyre shipped to distributors in
fiffean countries, 1o be sald alf round the world. (passhe varbs
= are made, ‘e essambled, e shipped, fo be sold)

Modal verbs

The modal vertss ane: can, could, may, might, will
wiauld, sholl, shoula, must, and ought fo, Need can
be o modal verb or an ordinary verb, We use modals
fe talk about ability (con). necessity (must, need),
obligation and advice (should, oughf 1), permissian
(con, may), deductions (must, con'l), pessibility (coud,
may, mighf), and hypothesis (would).
Their forms are always the some. There is no fo infinidive,
no Hng farm, and no third person -5 To make o modol
verb negative, add -1t or not. In questions, the mocdal
verb goes before the subject (without do).
| can't see you ., This videoconferancing machine might be
enkan. Erm, coukd you phone the suppoet staff?
A modal verb is followed by the infinitive without to
of an ordinary vert. The Infinifive may be perect,

confinuous, or passive. (The farms with the pedect
infinitive are sometimes called 'past modals' )

You must remember to apply the dlscount — it showid be
showing an the fill,
They should have wamed us that fhay might be beid up.

It is sometimes possible fo use a phase in ploce of a
madal verb: for exomple, be able fo for can / could
{to talk about ability / possibity). have fo for must, be
supposed fo for ought fo / should, be allowed ko for
eart / may (to talk about permission). This is especially
useful when we need o form that is impossible with a
modal verb.

To be able fo work effectively in fams is essential fo this rle.
Hawing fo fake ménutes of every meafing i such o chars,
(Hustn-dmbe—)
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Must and have fo

We use both must ond have fo 1o talk about
obligofion, We use must whan the obligation is the
speaker's. and have fo when it comes from outside
the speaker - although have fois offen used in bofh
SENEEs.

1 izt # have ko remember to phone: my wife from fhe

conferanca. (persanal abigation)

Ml conference delegaies hove to collect o welcoms pack. (rule)
In the negative, we use don't have fo when something
is unnecessary, and mustn? when something is
farbiclden ar wrong.

You mustn't print out imoges from bonned websites. (= s

banned)

‘fou don't hawe fo print aut the imoges - I bring paper copies.

(= if's unnecessory)

We can use must with a perfect infinitive for cerlginty
atout the past. In the negative and questions, we use
can, not must.

Distribution costs must have risen.

She con't have signed fhe invaics in the right place.

T tolk about an cbligation in the past, use hod fo
(nof must).
‘We hod to open all our coses af tha cusloms desk,

Can [ could and was [ were able fo
We con use be able fo in place of can o fok about
aability.
She's not able fo come o the mealing, but her assistant con
came instead,
In the post, we use could fo falk abaut genenal ability,
and was / were oble fo when we are falking about
ability on specific occasions,
We could wark fram home In my previous job, (peneml abifily =
nao specific time)
I'was able fo work from home on Friday, as | hod no meetings.
(o specific time = for o specific reason)

Need and need fo
Need can be used with the form of a modal verb (no
thiret parson -5, no infinithe, ate.) or an ordinary verb.
She naedn’t ask before borrowing the keys. (modal) or
She doesn’t need fo ask before bomowing the keys. {non-modal)
We use need as a modal vert fo falk about necessity
in specific. immediate situaticns. We can also use the
ordinary verb form in these situtations, We always use
{he ardinary verb need o talk chout general necassity.
You neadn't £ don't need to come o the strategy mesting
tomormow,
You don't nead 10 come I strafegy mesfings, but you can if yau
want fo, (Yeu-esdnt-eome—)



Articles, nouns, and quantifiers
The indefinite arficle (a / an)
Use a / an fo falk about something for the first time.

There's a new receplionist on duly. (= first mention of the new
recapionisf)
Thot's o nice tie. |5 it new? (= we hove never talked obout fhe
2 bedore)

Use a / anfo define something.

A memory stick is o storge device. (= definilion of o memary
slick)

Use a / an when ordering one of something.
1 o 0 whisky ond o glass of white wina, pleasa.

The definite article (the)
Use the when you talk about an object and you
expect the offher persan fo know exactly what / who
you are talking obout - for example, after menfioning
something for the first time, or when there is only one
of something.
The meefing yesterday wesn't vary productive. (= everyone
kriows which meeting)
There's a new raceptionist on duly. Sha's fhe third new
receptionist this month,
The CEO's P4 needs fhe possword for he account.
Mary nouns use the structure fhe___ of .

1he head of Shell

the fop of the stairs

fhe Confedaration of British industry
When you mean "all of a kind', use effher the + singular
noun or use @ plural noun with no aricle.To falk about
classes of people, you con use sither the + adjective
or adjective + plural nown,

Tha compuber hos revaluticnized business. ar

Computers have revalufionized businass.

The young o 5o badly qualified. or

Yoling peaple are so bodly qualified,

No article
Geneml descripfions af uncountables nouns do not
use an arficle.

Life Is hard.

Genenl descriptions of countable nouns do nof use
an article, The countabie noun becomes plural.

Applicants should submil a CV and covering leffer.
(Fe-apphearis-an-applicans)

Compound nouns

Compound nouns are made up of Two or more Nouns.

We only add -& o the final noun.
Dur phone bills are taa high, the secounts manager tokd us.

We con also moke compound nouns from ofher pors
of gpeech.
away oy heads up  gel togafner

Group nouns
Some sngular nouns refer o several pecple (o
things), e.g. faam, commitiee. Whean we are thinking of
these collective rouns as one unit, we use a singular
werb. When we are thinking of them as a collection of
individuals, we con use elther a singular or plural verk
(in Armerican English, always singulon,

The government ks going o put up Income fax, The public ane

likaly 1o have diflerent views on this.
When we think of a plumal quantity or omount as a
singie unit, a singular verb is used,

An MEA and fheee degrees is impressive.

Five courses is foo much of kmchiime,

Plural-only and singular nouns

Pluralanly nouns are nouns not used in the singular,
such as ciofhes, oufskins, fons, Singular
nouns end in -5 but are used only in the singular, such
0% News, economics, athisfics.

Quantifiers
Suantifiers tell us the number or amount of something,
The most commen are; (@) few, many, each, avery,
much, () lithe, some, any, mast, severl, no, They
wsually precede a noun, but thay can sometimes
replace Nouns (as pronouns).

Have you besn on mony courses? ~ Yes, several.
A few and many ane used only with plunal countable
nouns. Eoch and every o used only with singulos
countoble nouns. Much and (a) litke ore used only
with ureountalle nouns.

A few customers buy every product we moke, with |ifle
discemment.

Adverbs

Acarts fell us when, where, of how an aclion
happens. They can usually go at the beginning of
o clauss, of the end, or before the main verb, The
posifion depends on the type of adverk and its role
in fhe sentence.

Shupidly, | forgat fo save the document,
| stupidly fiorgot o sove the document.
| foaet 1o sove the document, stupidly.

Acverins of degree usually go before adjectives or
ather adverbs, and madiy thelr meaning.

' veey busy of the morment.
She losas concentrafion foa easily.

But they can also preceds and modify a verb.
| really Fhink we should extend the deodline.

We use the odverbs only, even, just. and of least o
fecus on one part of a clause,

Even o monkey could do fhe maths on this project]
Just three paopla receivad higher bonuses fhon me.

Adverbs such os when, once, and affer can fell us the
order in which things hoppened (sequence).

Il go home offer I've replied to this email,

‘When our product is launched, we can all relme.

busiress one : one
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We use the adverbs when, whils, and as for things that
happened at the same fime,

While we wate at tha confarence, our offices were closed.
They bowed when | expacied o shake hands,

Verbs

Gerund or infinitive?
Some verbs are followed by on -ing form. Cthers have
an infinitive.

My job imvolves ravelling a fot, (invahves-o-bavel)
She seams o be away fam her dask. (searnds-being)

A few verbs can ba followad by alther an -ng foim or
an infinitive, with liffle difference in meaning.

In good weather, | prefer to cycle / cyeling b work.
With ofher werbs, the meaning changes,
| remember meeling you al the Copenhagen conference.
(remermiber +-ing form = post refenence)
| hope they remember fo meat me af the alrpad. {remember +
infinitive = fufure raferance)
With oahvise, cliow. permif, and forbid, we use an
infinifive if there is an object, or an -ng form if there is
no object,

She odvised ma to take early refirement.
I'd odvise inking early retirement if you can afford it

Phrasal verbs
A phvasal verb is o verb followed by o short odverb

("particle’). Some phiasal verbs do not have an object,

and others da.

I get up of 6,45 every doy. (no object)

They've put up prices. (object = prives)
It the olject Is a noun, it can go beloe or offer the
partice. If the object s a pronoun, it must g balore
(not after) the particle.

They'i put the launch off untll Apri. or

They've put off the laurch unfil Apeil.

They've put it off unfil April. (Fey've put-of-mstApvik)
A prepositional verb is a verb followed by o preposifion
+ object. The cblect eannot go in between the verb
and preposition,

Don't fhink about the future — it comes scon enough, (Beet-

Hhirk-Fhe-fihire-about—)
Three-part verbs hove verb + adverb + prepaosition, The
cbject goes after the preposition.

I'm looking forward 1o the weskend,

Sentences and clauses

Compound dand complex sentences

Sentences mode up of more than ane clause may
be of two fypes. In compound sentences, the clauses
‘are joined with and, but, or or (these are co-ondinafing
conjunciions). The information in each clauss s
‘egually impartant,

ou talk about strategy and I give the anmuol results.
business one : one

A complex sentence has a moin clause and one or
more subordingte clouses. The subordinate clouse is
preceded by a word such as because, bafors, that,
which, in order that, since, when, or who.

Sine the woler cooler's broken, drinks in the restourant will be
free hoday.

Relative clauses

Felotive clauses give more information about a noun
phrose in the preceding clause. They begin with o
relortive pronoun: wiho, wham, which, or that, Note that
whom s used only in formal English, and is quite e,
Defining relative causes give information without
which the santence would not be complete. Thay most
often begin with the relotive pronoun thof.

She's the condidate that we'll appaint.,

We con use the relafive pronouns who, whom, and
which, in place of that, or we con miss it out.
She’s the condidate who / whom we'l appolnt.
She's the condidote we'll apgaint.
Non-defining relofive clauses give informiafion that is
not essential fo our understonding. They must begin
who, whom, or which (nat that and not without any
pronoun}, We usually seporate them with comms,
The: candidate we saw second, whom we appointed, wos fhe
mast impressiva.
Reduced relofive clouses do not have a relotve:
pronoun, and they use o pariciple In place of a full
varty phrase.
The: best candidote will be the cae combining enthusiesm and
aupariance. {= the one that / who combines)
Interviewses dressed in carloon bes make o bod first
Imprassion. (= who ove dressad)
A present parficiple reploces an active verb: o past
parficiple reploces o passhae verb,

Cleft sentences
We can begin o sentence with it or what fo emphosize
one part of the senfence,
11 was in My thot sales grew most, (= soles grew most in Haly)
Wheat boosted scles growth mast wos the weak dollar, (= the
weak dofiar boosted sales growth moss)
The emphaosis in the first (if) senfence Is on the words
after it In the second (what) senfence, the emphasis
is on the phrase at the end. Cleft sentences are also
used for o better flow from one senfence to ancther,

Result clauses
We con join clauses and senfences with soto say that
one thing results from (Is o consegquence ofy another.
Consequently, therefore, and as @ resulf are olso used
The falks broke down, so the union went on sirike,
These were bad flonds. Consaquently, oll troins wane deloyed.
5o (...} that is ofen used in patiemns with adjactives,
adverbs, or quantifiers. Informally, fhat is sometimes
omitied,
The iolks were 50 unproductive that the unlon wenl on shike.
(adjective = unproductive)



The talks ended sa bitterly fhat the union wen on sirike. (pdverb

= hiflerly)

They hed o mony demands that o sirike was insvitable,

(quantifier = many)
Sorand so that ane used 1o talk about the
consequences of an action, We use so ... for
uninfended consequences (things that weren't
planned) and so that for infended (planned)
CONSBOUENCES,

Sue’s resigned, so well need o adverise her job.

Sue’s resigned so that she can spend mare fime on her novel,

Reported speech

speech means using our own words o
report somecne alse’s meaning.
We use a reporting verb such as say. ask, suggest. or

agres, followed by fhat or a guesfion word (who, what,

etc.). Infomnally, thaf, what, etc. is omifted.
She soid (that) she had retired the previcus: year. (whot she soid
= | retired last year)
We usually go bock a tense (present simple = past
simple, present perfect = past pedect, past simple <
past perect).
| refired |ast yoor. = She soid (fhof) she hod refired the previous:
Yedr.
Madal verbs also change: can = could, will 3 would,
micy = might, shall = would (for pradictions) / should
(for suggestions / offers),
What zan: you being to the mie? < They asked whot | could
bring to the rofe,
Pronouns also changes to match the speaker.
| refired > She soid she hod reflred ...
Tirne phroses alse change: now = then, fomomow =
the next / following day. yesterday = the day before /
the prewious day.
Different reporting verbs hove difierent pattenns.
She said (that) she'd fake the job. (ne Indirect olject = sherseid-
e=)
She fold me (hat) she'd foke the job, (indirect object = me)
She promised o ake the job. (verh + 1o infinitive)
W congratulated her on taking The job. (verb + preposifion +
| achised har fo fake the job. (verb + object + fo infinitie)
We can use o possive reporting vero with it or thane,
These were reporfed fo be major problams.
1 wos supgested that he was underqualified.

Reported questions
To report a yes / no question, we usa if / whether,

15 that your bast offer? = | asked if it was their best offer,

Whan we repart open guestions, the subject comes
beforne the verb.

‘Whot would you lik=? -» He asked whot | would like.
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