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Preface

Introduction

If you’re like most people, a significant amount of your daily communication
involves language functions. We greet people, give and ask for help, express
thanks, apologize, agree and disagree, and so on. These functions often
involve set chunks of language and specific sentence patterns. A great strategy
for improving your English is to make it more “functional” by learning these

patterns and expressions.

It’s also important to develop an awareness of the levels of formality
associated with different functions, so that appropriate phrases, patterns, and
sentences can be used in different contexts. Functional English aims to help
you develop these skills. As such, it is organized in a handy, practical, and

easy-to-use format.

For this book, I have analyzed, organized, and written 50 common functions.
They are presented in discreet, manageable units which you can read in any
order you wish. You might enjoy reading the book from the first to the last
page. Or you can use it as a reference text, looking up individual functions as

you need them.

Unit Structure

Each unit in Functional English is made up of two parts.

Part 1:
Each function contains a list of sentences and patterns used to express the

function. There are 10 entries in each list. Lists are organized by levels of
formality, with the most informal pattern appearing at the top of the list and

the most formal pattern appearing at the bottom.




Part 2:

From the list of 10 entries in Part 1, five are chosen as target patterns for the
unit. We focus on these target patterns in Part 2. For each one, three possible
uses are given, so you have a rich variety of examples to consider. This set
of “substitution patterns” is followed by notes related to the examples. The
notes provide useful information, such as alternative expressions, usage tips,

cultural notes, and sociolinguistic analyses.

Next up is a short conversation involving the target pattern. This is a dialogue
showing the function used in context. Many of these dialogues are followed

by notes.

Part 2 also contains an “Extra Box.” This box contains words, idioms,
expressions, and sentences commonly used along with the unit’s target

function.

Organization

Functional English starts with functions that are associated with meeting
people, including Introducing Oneself (Unit 1) and Introducing Others (Unit
2). There are also units related to “making small talk™: Asking about Recent
Situations (Unit 3) and Asking after Someone (Unit 4).

Many of the following units are grouped into related functions. So, for
instance, Offering Help (Unit 5) is followed by Requesting Help (Unit 6).
Asking for Someone’s Opinion (Unit 27) is followed by Expressing an
Opinion (Unit 28), and so on.

Importantly, Functional English does not neglect “difficult” functions which,
though potentially awkward, are still necessary because they come up from

time to time. That’s especially true when speaking English, since many native



speakers are more direct and are more likely to use “aggressive” or “negative”
functions. These functions include Disagreeing (Unit 15), Saying No (Unit
20), and Delivering Bad News (Unit 30).

Learning about language functions is interesting, but it takes time, since so
many of our habits, cultural attitudes, and expectations towards others are

expressed through our daily interactions.

I hope you find this book enjoyable and useful. Thank you very much, and
happy reading!

Andrew E. Bennett
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Introducing Oneself

How's it going? I'm Randall.
Hi. I'm Fred. €511

Everyone calls me Hiron.
I'work in the banking field.
A
My name is Catherine. but you can call
me Kate. €28

I'work as a project manager at Burton
Securities. Here's my name card.

FTity
HIE

I am Steven Smith. | 4m our regional sales
manager, <17F1

How do you do?

=

T
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T

It’s a pleasure to make your
acquaintance. €151
Please allow me to introduce myself. My

name is Jack Phillips. €55
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e [i. |'m Fred.
g, EKEHBEE.
® i ['m Avis.

g, IR,
® i, ['m Dr. Smith.
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A: Hi. I'm Mitch.
B: How'’s it going? I'm Randall.

A: 18, BRKE.

B: {REFIZ? HE=FR.
iR » HTERENE, AIEETE—E How's it going? 3% How are you?
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..., but you can call me...
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® My name is Catherine. but vou can call me Kate.
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