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<4A B [ Read this extract from a charity lea et supporting Fairtrade. Match each imperative with the rest of

the sentence.

:

e

<A B [ Complete these sentences using an imperative form of the verbs in the box.

‘notcall check notforget get have—eave think try walk notwo‘rry

1 ..Lleave the gures on my desk and Il put them into the spreadsheet for you.

2 a look on the computer. His email address should still be on there somewhere.
3 e, therees a health and safety training session tomorrow.

4 We need to contact Owain urgently............... calling his mobile.

5 me between two and ve this afternoon. lell be in a meeting.

6 | need some fresh air after being at the conference all day................. back to the hotel.

T oo, with Jenny to make sure the invoices are ready.

8 . weeve got lots of time. The meeting doesnet start until 10.30.

) what1..is... (be) Skype? m
u Skype 2. (be) a software programme that3................. (allow) users
to make telephone calls over the Internet.
m 4o, (Skype / have) any advantages over the usual telephone
providers?
n Yes. Calls to other users of the service 5..................... (not cost) anything. It also
6. (include) other features that normal telephone connections
T oo, (not have).
m What other features 8 ... (Skype / have)?
u Instant messaging, where one person9....................... (write) texts to communicate
with other people. And video conferencing, where people 10 ...................... (talk) to f
each other on a headset with a video link-up. 2
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<4C,D [ a Colinis answering questions about his job. Write the questions.
1 What/you/do? What do you do?

Eighteen, excluding bank holidays.
° 1.1 Listen and check your answers.

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

-4 A..D [H 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 not forget help notlike make need start suggest nottell think LLy»—wanﬁup

Before your presentation]. ... W&m _up . your brain. Our brain, like our musclex,.................. warming up
to help it work. Before presentations, | oftéh.................. of numbers between one and ten and then
4o, to remember a professional athlete who wore each number.

A good beginning5...................... relax the audience, S6...................... by thanking your audience for
coming. Then7 ....................... a nice comment about the town or area, b8t................. careful: audiences
9 listening to this for too long.

Many peoplelO................... you start with a joke, butl............... that humour can be di cult.

12 i any jokes that could oend 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.

© in this web service Cambridge University Press www.cambridge.org



http://www.cambridge.org/9780521727204
http://www.cambridge.org
http://www.cambridge.org

Cambridge University Press

978-0-521-72720-4 - Grammar for Business

Michael McCarthy, Jeanne McCarten, David Clark and Rachel Clark
Excerpt

More information

P See Unit 30 (Adverbs).
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(C— .
Present continuous

Read this job advertisement.

a Which verb describes a temporary activity? \

b Which verb describes a changing situation? At Star Analytics we take pride in the high
quality of our employees. As a company we

are growing, so we are currently looking for
excellent individual performers who also
want to be part of a dynamic team.

/A Forming the present continuous

I em/am
+ |He/She/lt os/is
You/We/They ere/are
I m not / am not working today.
He/She/lt s not / isnet / is not
: You/We/They ere not / arenst /

are not
Am |
? | Whers he/shelit working today?
Whyare you/we/they

In spoken Englishs not / ere net-ing are more
frequent thanisnet / arenet + -ingPeople saprenst
andisnetif it is di cult to pronouncesreand esafter
the word before.

Pricearenstgoing up this ye@rot Prices=re Hot

Thidsnetselling wel{not This=s not . Other uses
. . C1 You can use the present continuous to describe a longer

B Usmg the present continuous action in contrast to a shorter one, especially aftehnile
B1 You can use the present continuous to describe actions or orwhen

situations in progress at the moment of speaking. | usually close my Internet bromfsem km working

Were goingfor lunch now ... do you want to coaneyaru C2 You can use the present continuous bé to describe

stillworking? temporary behaviour.

I’Ln ha_wmgtrouble with my phone. Look ... the isattery Anyone could walk in here and steal the databasel... or

charging. being silly?

P See Unit 3 (B What are state verbs?).
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expect get notgo have leak
not pay repair sit —wait notwork

1 A: Is Mr Bohr here yet?
B: Yes. Hes Waiting . for us in reception.

2 A: Whates wrong with the phone?
B: I donet know. It..................... .

3 Can someone turn the air conditioning @?
It cold in here.

4 Can you answer my phone if it rings while lem away
frommy desk? l................ a call from my solicitor.

5 A: How are things?
B: Notgood. Sales...................... well and customers....................... usontime.We................... areally
hard year.

6 A: This isnst your desk, is it?
B: NO, Lo here today because they..................... the ceiling above my desk. It................... .

A, B = Write questions using the verbs in the present continuous. Then write answers that are true for you.
B1...3

1 (you/enjoy. . Are yow enjoying  your job at the momentZi/ go) well?
2 (What projects / you / WOrK..............c.ocooooiiiiiiii on at the moment?
3 (YOU /T NOPR......oovooieeee to get promoted soon?
4 (your colleagues /learn. ... English too?
5 (anyone in your department / 100K .............ccoooviiiiiiiiieee for a new job?
6 (How / your company / QlO..............ocoooooiioiiioieee this year?
7 (it/achieve. ..., its goals?
8 (What / your company / inVeSt................ccocooooiiiiiiiiee in?
9 (your boss/maRe.........cccooiiiiiiiiiii any major changes this year?
10 (heorshe/rgn ... your department well?

b o 2.1 Listen and reply with your prepared answers.

«4B4 |[H Read this article about farming. Change the verbs in italics to the present continuous to emphasise that
the article is describing a current trend.

b st bntfarn - Maed. e, S

are giving up
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«4C [ a Wirite sentences using one verb in the present continuous and one verb in the present simple.

1 |/ never/ listen to / music / when /| / work.

b Change each sentence, if necessary, so that it is true for you.

4 A..C [ Read these extracts from an article about corporate environmental responsibility. Complete the extracts
using the verbs in the boxes in the present continuous.

a‘be notdo not help invest%esis{t

UK businesse t"i _..0re resisting investing in green initiatives, according to a recent survey. A fifth

of businesses [i London2........... ..enough to protect the environment, it says. Only one-third
of companles b e eeeceenerenreneenenes in environmental initiatives, such as buying energy-saving office
equipment. S permarkets especially 4 .. "t,‘ ..................... customers make green choices. ‘They

5 oo o f; . a bit slow to offer green alternatlves to plastlc bags, said an environmental watchdog.

_— N IS S S Y — -

b ‘do notgo look make put wor‘k

] m
‘We decided i |n 3992 to make the organ|s|a|+|on greener and 1 we *i ............. (still) on it because it is a
continuous pfo ess, butwefeelwe2 ... good progress.We 3 ... p— .a huge amount of
money into r earch and the vast majorlfy ofitd. ... 1] [ into co ventloneﬂl office. 'technblogles but
: i
into new sys e s. We (D) ooconsl SRR at the idea of the paperless office and we 6 ........... iy, 58 (also) a
Iot of resear to new systems! ’-' ¢ .

il ;L : 1) _.._ it .I-_ .L)

C ‘demand nd introduce take‘

T[4 - Rk

I-Iotgls ] et (el L T i) rar‘g|e of gree.ntdrogrammes par%ly because their busmess guests

k2 [ ...... it, ar_ld_ Iso because Rotels 3.0 T AN .that going green slvg money. ‘The o1
" industry 4 ......... LA e ] gnental issues ery aerlously, said a spokesi’nan for the Busmess

Travel Assoclatlon.

Make it personal

Write one or two sentences about each of these questions.

What changes are taking place in your industry or eld right now? What issue is everyone talking about?
What are people in your o ce gossiping about? Are any of your colleagues being diult at the moment?
Do you know why?
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2 Business talk: Present continuous always

You generally use the present simple to talk about habits. However, you can also use the present continuous with
alwaysto emphasise that a habit is signi cant or unusual. For example, it may be an annoying or a nice habit.

Clientare always askingus for investment adviaesigni cant habit)
Hes always fallingasleep in meetin@@ annoying, unusual or funny habit)
Il make the cee. Yore always makingt.(a nice habit)

B a Complete the
continuous.

il

b Write answers
continuous ve

Make it perso
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Read this extract from a recycling company-s brochure and underline the verbs that talk about present time.

a ;:hich verb forms are used? P \ /’ ‘\
h

b

y?

<! e
&Y

- See Unit 1 (Present simple) and Unit 2 (Present continuous).

/. Choosing between the present simple and the present continuous

You can use the present simple: You can use the present continuous:
Al |to talk about regular actions, routines and habits. to talk about actions in progress at the moment of
speaking or around now.
EEEEEEER [
> >
past present future past present future
He usuallgrivesto work ... Heesnetoftertake the train. | canst do that mailing ... the photoapieworking
Do youmeet with her regularly? lsm writing my report. lell email it to you soon.
A2 |to give general or generally true information. to talk about trends and changes.
How many peoptiwesyour compangmploy? The demand for organic prodsiggowing
Because of costs,derst manufacturein the UK. Are more peopleorking from home?
A3 |to talk about permanent situations. to talk about temporary situations.
| |
» »
past present future past present future
Starbucksun their operations from their Seattle HQ. Areyoudoing Petess job while hess on holiday?
The lavgivesall employees maternity rights. l'm usingCathyes oce while they redecoratingmine.

0 In spoken English the present simple is used much more often than the present continuous.

=~ What are state verbs?

State verbs are mostly used in simple, not continuous, € existence and appearancepear, be, seen).
f(:]rms. bie o | . € relationships ¢ontain, dependinclude involve.
ave two mobile phondgot ! am havinp € sensesféel hear, look, see smel| sound taste).

lagree fot ! am agrde
Stat bs d Z =€ functions &dmit, agree apologisgpromisetell).
ate verbs describe:
0 In spoken business Engliskee(understand) and

gpossessiontielong have (possesspwn, possess think are both much more common in the present

thoughts pelieveforget guessknow, mean realise simple than in the present continuous.
reckonremembersee(understand)suppose
think (believe)understand.

=€ likes, wants and needslilike hate, like, love need
prefer want, wish).

P See Business talk for more information about state verbs.
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<4 A P Underline the most suitable form of the verbs.

1 The caretakessopening / openghe o ce at 6:30 every morning.

Are you holding / Do you hdlte o ce party every year at the same venue?

Currently, were looking for / look farnew nance manager.

Our MDs talking / talkto our New York o ce at least twice a week.

Our managelisnet making / doesnst ma#lecisions very quickly.

Hess very stressed, soskeying / trieso get a part-time contract at the moment.
WhatsMark doing / does Mark diis morning? | need him to help me with something.

lsm afraid that the HR Manag@mnet taking / doesnet tak@y phone calls this morning.

© 00 N oo 0o b~ W DN

Our companyschanging / changegs logo for the rst time in 20 years.

10

<4A [ Complete this sAbout Use page from a clothing companyss website using the verbs in brackets in the
present simple or continuous.

Is he always coming / Does he always dom@rk by car?

About us

NI -

<A B [ Complete this interview with a shop display designer using the verbs in brackets in the present simple or
continuous.
INTERVIEWERMelia Thompson, as Head of Visual Merchandising whatde you. 40. .. (you/do)?
AMELIAIN 2 .o, (manage product presentation across Selfridges stores.
INTERVIEWERVhat3.......................... (that/mean), exactly?
AMELIAN 4 (try) to present products in new ways that will attract customerse attention.
INTERVIEWESO, can you give an example of how you do that?

AMELIA:Well, we have to be creative. For instance, right nowse................... (hold) a Chinese promotion,
SOWEB ..o, (display a model of Beijing made out of biscuits ... just for one month.

INTERVIEWERIOW interesting! What other project®...................... (you / work opat the moment?

AMELIA:Well, today B.......................... (need to work out how many pairs of folded jear$s......................... (t)
along a 25-metre wall!

INTERVIEWERhat sounds like a challenge! In generD,........................ (you/enjoy your job?

AMELIAYes. Imeandl................... (not/like) paperwork , but | can honestly say that2...................
(look forward t® going to work every day.
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