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i on Because and So

Cause Effect

The copy machine is jammed, so | can’t make my copies.

Sergio had to work on Saturday, so he missed the party.

Effect _ Cause

| can’t make my copies because the copy machine is jammed.
Sergio missed the party because he had to work on Saturday.

The copy machine is jammed, so | can't make my copies. ;
Sergio missed the party because he had to work late.
Because he had to work late, Sergio missed the party.

Use a comma before so. When the clause with because comes first, use a comma. If the
because clause is second, don’t use a comma.

Practice 1
Match the effects in the column on the left with the causes in the column on the right.

1. € _ She installed a burglar alarm a. because I didn't have enough paper.

2. He couldn’t unlock the door . b. because our car broke down.

3. _ They codked the food very fas't c. because she was worried about robberies.

4. I couldn’t finish making the copies . d. because he didn’t have the key.

5. Your numbers are wrong e. because they used a microwave oven.

6. _ We got to work late « — f. Dbecause you didn;t use the calculator correctly.
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Practice 2
Match the causes on the left with the effects on the right.

1.

__b__ The mechanic is repairing her car, a. so we checked the house for fire.

He wanted to lock his desk, b. so Sandra’s taking the bus to work.
____ The fax machine was broken, c. so we'll leave it with our mechanic.
— The smoke detector went off, d. so her boss bought her one.
— She needed a new computer, e. so he looked for the key.
— Our car needs a checkup, f. so we couldn’t send those documents.

Practice 3
Read both sentences. Decide which sentence is the cause and circle it. Decide which sentence is the

effect and underline it. Combine the two sentences in two ways: first, use so; second, use because.
Use a comma when appropriate.

1. (The copier isn’t plugged in The copier isn't working.

The copier isn't plugged in, so it isn't working.

The copier isn’t working because it isn't plugged in.

She’s very hungry. She didn’t have time for lunch.
She put in the wrong fax number. - They didn’t receive the fax.
These copies are too light. * There isn’t enough ink in the copier.




Focus on Voca

lary

Practice 4

If the words and phrases in bold type are correctly used in the following sentences, check (V)
“correct.” If they’re not correctly used, check “incorrect.”

1.

2

Most burglar alarms use security codes these days.
A repairperson’s job is to fix broken things.
If my CD player has batteries, I can use it outside.

When an alarm starts, it punches in.

If paper can’t move in a printer or copier, we say it's jammed.

A burglar robs people on the street.
Before I go to sleep, I turn my lamp on.

A fax machine uses the Internet to send documents.

Practice 5

Complete these mini-conversations by filling in the blanks with words or phrases from the box.

O— g s
turn on turn off battery
jammed unlock fax

AR

A: The flash on my camera isn't Wofking right.

v correct __incorrect
___ correct ___incorrect
___ correct ___incorrect
__ correct ___incorrect
__ correct __incorrect
__ correct __ incorrect
___ correct __incorrect
__ correct ___incorrect

B: You probably need to put in a new . battery

A: Why don’t we work on that report we're supposed to check?

B: I don’t have the key, so I can’t

A: We need signatures on this lease by tomorrow. Please

the cabinet where it is.

right away.

B: I can’t. The paper in the machine is

! Help me get it out!

A: Tjust turned on the copier, Qut it says “Wait:” What's the problem?

B: If you want to use the copier, you have to wait two minutes after you

_-thé machine.

A: You know, Bob, my electric bills af home are very high.

B: Really? You should

it to Tokyo

the TV and lights when you're not using them.

UNITL 3
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Practice 6
Fill in the blanks with appropriate words.

1.

We called the copy machine repairperson because our

copier wasn't working right.

We use a machine to send documents

because it’s very fast and easy.

We have the key, so we can and the door
anytime.

You punched in the wrong code, so the burglar alarm

The kitchen is an important room in your house to have a detector

because that’s where house fires often begin.
I want to work on this computer document at home. Do you have a blank

that I can use to make a copy?

Listen! That’s the smoke in the kitchen! There may be a fire!

The technician said, “When the paper is in your copier, pull this

to open the side of the machine so you can pull out the paper.”




Spotlight on Review Future with Be + Going To

I’'m going to copy these letters.
You're going to copy these letters. z
He’s going to use the computer.
She’s going to use the computer.
It’s going to need a new battery.
We're going to send a fax.
They’re going to send a fax.

Questions

Am | going to fix the copier?

Are you going to copy these letters?
Is she going to buy new batteries?

He’s not going to use the computer.
. She’s not going to use the computer.

Use be + going to + verb to talk about future events that you expect to happen soon.

I’'m not going to copy these letters. \
You're not going to copy these letters.

It’s not going to need a new battery.
We’re not going to send a fax.
They’re not going to send a fax.

Short Answers

Yes, you are./No, you aren't.
Yes, we are./No, we aren’t.
Yes, she is./No, she isn’t.

Practice 7

Fill in the blanks with be going to and the words in parenthesis.

1. My pen doesn't have any ink, so I __am 90ing to get  snother one. (get)

2. Something’s really wrong with my wife's computer, but she it.
(not fix)
3. She a new one. (buy)
4. Helen keeps asking the boss for a new computer, but he : one to her.

(not give)

5. You me, but I finally found my computer disk! (not believe)

Practice & -

Complete these conversations by filling in the blanks with be going to and the words in bold type.

A: (1) Janet / make IS Janet going to make (. ffee for the office?

B: No, she isn’t. She (2) not make

any coffee this morning

»

because the cotfeemaker is broken.

-~

A: (3) Norman / bring

a new coffeemaker to work today?

B: Yes, he is, but he (4) not be :

we (5) not have

here until 12 o’clock. Sorry, but

any fresh coffee this morning.

A: (6) you / help

o

me send these faxes, Ruth?

them to the boss. He wants to

B: Yes, I arﬁ, but first T (7).giv§: :

check them.

UNIT1 B
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He’ll find some paper.
She’ll find some paper.

It’ll go off if there’s a thief.
We’ll buy a new disk. ,
They’ll buy a new disk. They won’t buy a new disk.

%L"g”ht on Review Future with Wiil

I’ll help Bob fix the copier. | won’t help Bob fix the copier. \
You’ll help Bob fix the copier. -

You won’t help Bob fix the copier.
He won’t find some paper.

She won’t find some paper.

It won’t go off if there’s a thief.
We won’t buy a new disk.

Will you make these copies? Yes, | will. / No, | won't.
Will they call the copier repair service? Yes, they will. / No, they won't.

Use will + verb to talk about events in the future, promises and plans, or to make a polite
\request or a refusal.

Practice 9
Betsy and Bob work at a large company. Read the dialogue. Fill in the blanks with will or won’t and
the words in bold type.

Practice 1 _0'

Fill in one blank in each sentence with because or So.
Fill in the other blank with will or won’t + a verb from the box.

1.
2.

BETSY: The boss is checking the report. When she finishes, her secretary fax

(1) will fax it to our client in New York.

BOB: That's good. Do you know that the microwave oven isn't working? That means the

employees not be able to (2) warm up their lunches today.

BETSY: That'’s a big problem. you / call (3) the technician?

BOB: Yes, I will. Also, Henry’s computer needs fixing. He have to

(4) use another one today.

BETSY: We need to get new equipmen't. I can’t wait to buy the new copier that comes out next

year. It make (5) 100 copies a minute! And we not need

(6) j ___ to call the copier repair service every day!

-

Jim forgot to punch in twice lasp'Week, SO he won't get a full paycheck.
Sheila has a new answering machine, : ; she any calls now.
The company into a larger building it is doing so well.
She’s making one copy at a time, - the paper this time.
['m faxing a memo to evei'yonemab‘out tomorrow’s meeting, _ [ think nobody

to come.



Read, Think and \

Practice 1 {1

Here is a clear way to understand how much time various machines are in use at Fontaine, Inc.

Show the data on the bar graph below.

1

2.

24

22

20-

18

16

14

10

Some employees watch TV during their lunch breaks. The TV is on 4 hours a day.
Employees’ cell phones are turned on 13 hours a day.

The employees use their computers for two 8-hour shifts a day.

The smoke detectors at Fontaine are on all day and all night.

The Fontaine secretaries use a fax machine 6 times a day, for 15 minutes each time.
Some employees watch business or production videos on the VCR 1 hour a day.

Fontaine's answering machine is on all day and all night.

T

+
+
4
+

cell phone
computer
“smoke detector
fax machine
answering machine

TV
- VCR

UNIT1L 7
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Practice 12
Read the following ad and then answer the questions.

LINDA HAWKINS TECHNICAL EDUCATION CENTER
wowt epbers a wew program of stwdy

ACCOUNTING OPERATIONS

This program will prépare the student for employment as
a General Office Clerk, Accounting Clerk,

Bookkeeper, and Accounting Assistant.
It also provides more training for persons
employed now or before in this field.
‘The Accounting Operations program provides training in
three widely used software applications.
Completion time is 3 trimesters. Cost is $380 per trimester.

(305) 555-7060 ext. 508

1. How many kinds of jobs will the course prepare a student for?

2. If you want to manage an office, is this a good course for you?

3. If you already worked in this field, can you still learn something?

4. How many computer programs will they teach you?

5. How much money will the whole pfogram cost you?

6. When you call this school, the receptionist says, “Linda Hawkins Technical Education Center.

May I help you?” What’s the first thing you should say? * , please.”
. ' Trimester = a period
of 3 months used for
. course division at

some schools.
« v C ST Accounting 101 is
ot offered each trimester.




Practice 13
Write short answers to the questions about technology in our lives.

1. What was the only way people could send letters and documents many years ago?

2. What did technology give us to send letters and documents by telephone? Why was it better?

3. How can we now send a message that’s better than your answer in Number 2? Why is it better?

4. What's the biggest, most important difference between a regular telephone and a cell phone?

5. When you call long distance, is there a difference between a regular phone and a cell phone?
If there is, what's the difference?

6. What machine created a revolution in how we keep information, how we work, and how we can
communicate with one another?

7. Do you know how to use a computer? If you do, do you like it? Why? If you don't, are you going
\ to learn how to use one? Why?

Read these statements. Then check YES or NO.

| understand cause and e‘ffect

| understand how to use because and so with cause and effect. _ : |
| understand better how to use hQ gorng to |
I understand better how to ‘Usewill. -, ‘

> e

I want to tell the teacher:- ";- - £

UNIT1 9



ht on Review Irreqular Past

Many English verbs have irregular past tense forms.

| % We saw the news on TV.
She bought a newspaper.
They built a new park downtown.

| heard the news about the blizzard.
You took a detour on Lake Street.
He ran away from the police.

In affirmative sentences, use the irregular past tense form.

When did you buy the food? Did you buy a newspaper? | didn’t buy a newspaper.

In questions and negatives, use did or did not and the base form of the verb.

Practice 1

In the numbered sentences in this article, underline the regular past tense verbs, and circle the
irregular past tense verbs

Park Sireet Neighborhood Association Makes a Difference

1. The Park Street Neighborhood Association recently two projects. 2. First, the
association started a neighborhood clean-up program.

Every Sunday at 5:00 p.M., the neig}}bors begin cleaning Park Street from one end to the
other. 3. The group’s president, Elsa Santos, said, “The first Sunday, only eleven people came,
but we picked up over seven big bags of trash from the sidewalk and street. 4. The next
weekend, twenty people came and filled eight blg trash bags. Now the neighborhood really looks
great!”

5. The neighbors on Park Street also began a Neighborhood Watch Program to look for
problems in the neighborhood and to call the police if necessary. According to neighbors, the
watch has already helped.

6. Miss Mildred Werner, 75, a retlred teacher, said, “In the past, I felt afraid at night. Now [
know that my neighbors are watchlng for trouble.” According to police, there are fewer
problems on Park Street now.

7. Police Officer Frank Loyofa said, “Calls to 911 went down last month. Criminals know that
the people on Park Street are watchmg, so.they stdy away.”

The neighborhood association has other-plans too. “We want to start an after-school club for
children. 8. And we want to havea plcmc for everyone in the neighborhood,” said Elsa Santos.

10



Practice 2

Now change these sentences about the Park Street Neighborhood Association to the past tense.

1. The Park Street Neighborhood Association makes a difference.

The Park Street Neighborhood Association made a difference.

2. The neighbors begin cleaning the street from one end to the other.

3. There are fewer problems on Park Street.

4. Miss Werner knows that her neighbors are watching for trouble.

5. The neighborhood association has other plans too.

Practice 3

Sue and Andrea are having a conversation. Change their sentences from present to past.

Sue:
Andrea:

Sue:

Sue:
Andrea:

" Sue:

Andrea:
Sue:
Andrea:

Sue:

Sue:
Andrea:
Sue:

Andrea:

1.

I have a relaxing time on vacation.
What do you do?

I go to the beach a lot.

L I had a rel'aiig\g time on vacation.

2.

3.

Do you buy the newspaper?

Yes, I buy it. )

4. .

5. ‘ : ,

CoL .. ; ’
Do you and your friends take your cell phones with you?

-

No, but we take our ra,'diosn

6.

UNIT2 11



