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Introduction

Who is this book for?

This book is for elementary- and intermediate-level students
of business English. It teaches the most useful grammar you

~need to communicate in English, and also gives you lots of

practice in the grammar of business communication.

What is ‘business grammar’?

To answer this question, we used a large database of written
and spoken business English (a‘corpus’). This database
contains business texts from newspapers and magazines and
a separate database of reco resentations and other events in
companies from different countries.

The database - or corpus - helps us to find the most common
words and grammar structures and to see how business
people really communicate at work. Many of the examples
and practice exercises in the book are edited extracts from the
recordings in the database. This symbol - () — means that
the information is from the corpus; this is how people really
use grammar when they speak or write.

What grammar does the book cover?

e First, we focus on the basics - talking about time: the
present, past and future.

e Then we look at modal verbs (can, must, may, would, etc.)
which help you to be polite or formal or how to ask people
to do things, for example.

e Next we go on to look at more complex grammar, such as
conditionals and how to report speech.

e Finally, we focus on difficult areas such as prepositions
(at, in, on, with), articles (a/an, the) and ways of putting
sentences together with conjunctions (although, because).

How is the book organised?

In each unit, you will see

e a presentation page to give you the important
information about the grammar of the unit.

e two practice pages, where you can do exercises and
activities to practise the grammar and relate it your own
work situation.

e two Make it personal sections with activities you can do
beyond the book.

e an extension section on speaking or writing; these
sections focus on the types of speaking and writing that
are common in business, such as organising presentations
or writing emails.

After every four units, you wiIl ﬁnd

skills that busmess

conversations, disagmdiﬂg
information.

e atestsothat you can review what you learnt in the
previous four units.
At the back of the book, you will find:

e an answer key, with notes to remind you why these
answers are correct.

e the recording script, so you can read the conversations
and presentations on the CD.

o the appendices, with useful information on spelling,
irregular verbs, North American English, etc.

How do | use the book?

You can work through the book unit by unit, from Unit 1 to
Unit 40. However, if you have a problem with a particular area
of grammar, or are interested in a specific point, you can also
use any unit or group of units separately.

This book is for self-study students, but teachers and students
can also use it in class.

What do | need to use the book?

To use the book, you will need to be able to play and listen to
the audio CD which comes with the book. The CD has both
listening and speaking activities on it.

We hope you enjoy the book, and we wish you success
with business English and success in your business and
professional life.

The authors

Michael McCarthy
Jeanne McCarten
David Clark
Rachel Clark
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Imperative and present simple

thriE 1 —ReIN1ERT

Read this information about the search engine Google.
~“a Which of the verbs in italics give you facts?

b Which verbs tell you to do something?

A1 FiERyoullt, B (don't+) EgtoIAER .
gtohyFER B

Call me tomorrow for a chat.

don’t/do not + &R&tofI =L
Don't be late for the meeting.
Do not forget to ask participants for feedback.

( donot—RAFHmiBEH, ) '

L — ——t e

+

- A2 FiEZwelt, Hlet’s (not),

let's + EREtoBIFE

‘ Let’s talk about their proposal now.

Iet's not + &gtolIFER -

‘ Let's not do it so soon.

B Using imperatives if{EAEX
B1 &A% ARFTFIRILBIAMES,
Don't wait for customers to contact you. Phone them.

B2 ZECEN, FAEANESENEE, FTAUE Mjustsk

pleasek 551LiB S,

Please have a seat. Just send me an email.

A MPEIFREEILR, BREWRSE. BEA
[ERERRES .

Could we see the menu, please? (not &ive-us-the-rment:)
e S REISET (BEE3) .
B3 i{Ea)th o] DU ARFRR EaNIRE RS IR H A,

Forming the present simple

—ﬂ“i&EH'JEU*@ETZ

c1

.l | I/You/We/T They 7;w?rl( thg(_é o ;
| | He/She/lIt works there.
!r >I/You/We/They don’t wo? t)?rew
- Hesshent | doesn't/doesnotwork
l (there.
‘ 3 Where do | I/you/we/they N ‘work? .
: Does he/she/it 1 work therei B

Forming imperatives #T{{ERIAYIRE .

LT IO — = L5 N

Google provides interactive maps, images, news and
videos and helps you find information fast. Search by
keyword, such as type of business, or browse images
1o find the information you want.

C2 bezhiE 2 AN,

I ] ‘m/am late.

+ | He/She/It s/is late. .
You/We/They _ ‘re/are Ia?e._- -
/ - ‘m not/am not late.

- He?f;;/; o ’s not /isn’t/ is not late.

}You/We/T hey ‘re not/aren’t/ are not late.
Am (!
7 Whyis | he/shesi il

:l_ Whereare | you/we/they?

»% MF1 (HE5) o

BB] Using the present simple
—RRINTERTRY A

D1 —MIMAER ARKT—RBLMEELTETNEE.
She comes from Stuttgart. (not Sheis-comingfrom-Stuttgart)

| don’t live far from the office.

D2 —RINTER kTR ERAR EMEE (SIRFRG ) o
i 8] @l i5always, usually, regularly, often, sometimes,
' never, every day, twice a weekZ & Fi T —MINFERT o

He always takes the underground to work. (not He-takes-
EHwvys)

How often do you check the accounts?
> ZRE30HT (8E) .

D3 —RINTER % Sfeel, hear, like, see, think, understand 24k
SahiE—EFER.

| hear you're opening a new office in Madrid.
What do you think? Is it a good idea to invest in a new logo?

> SREIBTT ( —RIAENTIAERITH ) o



Practice

<A, B Read this extract from a charity leaflet supporting Fairtrade. Match each imperative with the rest of

the sentence.
1 Don't miss ~ some wonderful presents for yourself and those you love.
2 Come \ lots of games and fun activities.
3 Listen \\ some great prizes in our raffle to raise funds for Afghan women.
4 Leamrn \ a real difference to many of the world’'s poorest people.
5 Take part in \ how you can improve the lives of farmers in developing countries.
6 Win \ to our guest speakers talking about Fairtrade and development issues.
7 Buy ; to our first Fairtrade market on 16 July at Cutty Sark Gardens.
8 Make "~ your chance to support Fairtrade.
TR TR T

“1A,B Complete these sentences using an imperative form of the verbs in the box.

|notca|l check ;cgt__forg_et; 7 ‘get have Iéave thlnk try walk notworry E

e el | U g e gy gt Bl e

1 ....50M0  the figures on my desk and I'll put them into the spreadsheet for you.
b JPE LR a look on the computer. His email address should still be on there somewhere.
. there’s a health and safety training session tomorrow.
4 We need to contact Owain urgently............c..ccc..... calling his mobile.
5 me between two and five this afternoon. I'll be in a meeting.
6 | need some fresh air after being at the conference all day.................... back to the hotel.
7 o with Jenny to make sure the invoices are ready.
8 - we've got lots of time. The meeting doesn't start until 10.30.
9 We need something towake us up!..................... a coffee.
10 We'realltired..........c.c.o........ about it overnight and make the decision tomorrow. :

<AC Complete these FAQs (Frequently Asked Questions) using the verbs in brackets in the present simple.

T

S s

=) [+]) B

lj}“ What 1 ......0..... (be) Skype?

b ,’;:'!L Skype 2 ... (be) a software programme that 3 .................... (allow) users

- to make telephone calls over the Internet.

(&8 4 . (Skype / have) any advantages over the usual telephone
providers?

. Yes. Calls to other users of the service 5...................... (not cost) anything. It also |
N (include) other features that normal telephone connections
T (not have).

7 What other features 8 ..., (Skype / have)?

. Instant messaging, where one person 9 ....................... (write) texts to communicate
with other people. And video conferencing, where people 10 ....................... (talk) to k|

each other on a headset with a video link-up.




<CD P a Colinisanswering questions about his job. Write the questions.
1 What/you /do? ... Whal doyoudol
I'm a graphic designer. | help customers with corporate branding.
2 WhO /YouU / WOIK FOr? ..o
Greentrees Graphics Ltd.

3 Your office /be / near your home? ..o

Yes, it is. It only takes me 15 minutes to walk to work.

4. How many offices / YOUT COMPATY [ NAVOY . i suwe. s sors smosis s ssncrssnes smss s sbesies foss 25665 o8 540888474 3380 K b Sy a5
Three. Our main office is in London and the others are in Brighton and Bristol.

B WHETE [ YOU S WOTKD ccvsssoss o sosssnsszisvasisnsias sons animsis s e s s s ais 935535424530 so333 5695 55355 5 R8540 S0THHRATET SRSV 0
| usually work in Bristol but go to the London office once or twice a month.

6 YOU / lIKE / YOUT JODT? ...ttt
I love it, especially designing logos and other aspects of corporate identity.

7 HOW OFteN / YOU /TrAVEIT ..ot
| don't travel very much these days, maybe two or three times a year.

8 How many days’ holiday / YOU / GET7 .........oiiiiiiiiii it
Eighteen, excluding bank holidays.

1.1 Listen and check your answers.

b ' 1.1 Listen again and reply to the questions with answers that are true for you.

<2« A-D [ Read this extract from some advice on giving presentations. Complete the extract using the verbs in the
box in the present simple or imperative.

‘be notforget help notllke make need start suggest notte|| think try warm up‘

Before your presentation, 1....x2/02. 0. .. your brain. Our brain, like our muscles, 2..........c............ warming up
to help it work. Before presentations, | often 3 .............. e of numbers between one and ten and then

. S to remember a professional athlete who wore each number.

A good beginning 5............ccocoe relax the audience, S06..............c........ by thanking your audience for
coming.Then 7..........cccocuvinee a nice comment about the town or area, but 8 ....................... careful: audiences
Olzssizsssenmsimmasis listening to this for too long.

Many people 10........c..ccccccee you start with a joke, but 11 ................... that humour can be difficult.

12 cssssmsrssssnsssinss any jokes that could offend people.

Make it personal

1 Write an advertisement for an event your company is having. Use Exercise 1 to help you.

2 Write a short list of FAQs with answers about your company and the products or services it provides.
Use Exercise 3 to help you.

Imperative and present simple #F{EfIF1—ARBI7ERT




Write for business: Checklng your work

ﬁ%g"’ﬁ 7[‘\ 'T/J\ H 'f/E oo

ARERGTSEN, EENREELAEARERENAR, XEBRE. EFBRE. RE. &, BHESEF
E=H FAERE,
UTR2—MEEEFSR, |7 —EFEIFREN—RIIENPERNER.
o 5She/she/it—#z2 F-s,
The Economist sells over a million copies a week. (not sei)
e She/she/it—#2 Ahas,
She has ten years' experience in this job. (not Aave)
o FZEEE[O)ERAERMEARIERF, Mfdo/does (BRTbe) o

What do the end-of-year results mean for investors? (not ¥heatmeanthe-end-ef-yearresuits?)
Is the new scheme successful? (not Fhe-pew-scherre-isstecesstut?)

o She/she/it—i#E Fdoesn't,
He doesn’t know how to log onto the Internet. (not gent)
o EREAF FAdont/doesn't,
Qur clients don't use our website very often. (not re-se)
o RISENFARE AT R TR
The company has branches in at least 10 diffgrent countries. (not is-having)
o FREIARIRKREER. |
We always manufacture excellent-quality iterms. (not marutfacture-always)

- ZREE308 T (EE ) .

Read this information about Nike and Adidas.
If the verbs in italics are correct, tick (v') them.
If they are wrong, correct them.

et

Nike, Inc 1 haveits headquarters in the United States near Beaverton,
Oregon. It 2 isthe world’s leading supplier of athletic shoes and
sports equipment. The name Nike 3 come from Nike, the Greek
goddess of victory. Nike 4 does not market its products only under
its own brand. It also 5 sometimes uses names such as Air Jordan and
Team Starter. Because Nike 6 creates goods for a wide range of
sports, 7 always it has competition from every sports and sports
fashion brand.

Another global leader in the sporting goods industry 8 are the Adidas 8 Lidini e
Group. Products from the Adidas Group 9 are available in virtually Qe kel
every country in the world. Its head offices 10 /s not in the US but in ) ) MR et e
Herzogenaurach, Germany.

Adidas’ various companies 11 produces much more than just 1 1 e e
sports goods. The company also 12 operates design studios and VT

development departments at other locations around the world.

Make it personal

Write a paragraph about your company for its website and then check it carefully for any errors with the
present simple, using the checklist above.

If you have a colleague who is also learning English, write a paragraph each and check each other’s work.




