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LANGUAGE REFERENCE

GRAMMAR

IS PAST CONTINUOUS
Form the past continuous with was/were + verb +
-ing.

I was working on a project for six months.

The children weren’t working very hard.

Use the past continuous:

* to talk about background actions
It was a beautiful day - the sun was shining and the
birds were singing.

e sun was shining, birds were singing ----- » NOw
—

* to talk about a longer background action in the past
when a shorter action interrupts it or happens during it.
We were talking about you when you rang.

(the background action is interrupted and stops)

you rang

@-eeeeeeeeenneneans talking == ======-==szsev -» NOW
|

I was having a staff meeting when Julia arrived
five minutes late.
(the action happens during the background action)

Julia arrived

* to talk about repeated actions in the past that take
place over a temporary period of time.
People were coming in all day to buy this item.

T

all day -----%

NOwW
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* to emphasise the duration or continuity of a past
action.
For the whole of last month we were trying to solve
this same problem.

--- last month -- -

We rarely use state verbs such as be, like, know,
believe, understand in the continuous form.

| was-iking the fish soup. *
1 liked the fish soup. v/

KM PAST PERFECT SIMPLE
Form the past perfect simple with had + past
participle.
I called but he’d already left.
When | checked, it was obvious they hadn’t
understood the instructions.
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Use the past perfect simple to emphasise that one
action happened before another in the past.
The film had already started when we arrived at the
cinema.

film started  arrived at the cinema
! L NOW
4

The past perfect simple is often used with the
conjunctions when, before, after and by.

I had left when he called.

She had been to Australia twice before we went

together.

We went out after we had eaten breakfast.

By the age of 80, he had written over a hundred

books.

If the sequence of events is clear, we can also use the
past simple.
I called my friend after I finished work.

KEY LANGUAGE

THE LANGUAGE OF NEGOTIATION

How many would you like to order?

We are thinking of placing a large order.

I'm afraid that would be a bit/very difficult.

What about if we paid earlier? Would you be able
to...?

Let me check if | understand you.

How do you feel about that?

That sounds fine.

VOCABULARY

BUSINESS TERMS AND ROLES

business, charge (v), community, competitor,
customer, entrepreneur, invest, investor, law, loss,
manufacturer, manufacturing, owner, partner, prices,
profit, retail, retailer, staff, supplier, taxes, wages,
wholesaler

IEEM COLLOCATIONS

BEFORE
do some market research, make a business plan

START
do the first year accounts, go into partnership, set up
a company

DURING

launch a new product range / an advertising
campaign, make money / a profit, recruit a new
manager / talented employees, reduce production
costs, run a factory, set up an overseas branch

END
go out of business, reduce the number of staff,
run the business badly
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EXTRA PRACTICE E

¥ 1 Write the verbs in brackets in the past
continuous or the past simple.

When 1! (study) at university, | took a part-time
job as a security guard at a factory to earn some extra
money. | often 2_ (work) at night, and one evening
12 (check) the warehouse when | heard a noise.

I was really scaredso 1*__ (call) the police. They
arrived and while they > __ (search) the area they
found someone asleep in a small cupboard next to the
warehouse. The person © (be) the daytime
security guard, who " (live) in the factory because
he couldn't afford to rent a flat. He ® __ (wear)
pyjamas produced in the factory. The factory owners
were furious at first and * (plan) to sack the young
man, but in the end they found him a cheap flat and he
. (keep) his job.

& 2 Match the sentence halves.

By the time they got to the cinema

He stayed out late

By the end of his first year at university

Id just gone to sleep

After Id booked the tickets

after 1d told him not to.

when the phone rang and woke me up.

the film had already started.

she changed her mind and said she wanted to eat
out instead.

e he'd already decided he didn’t want to be a doctor.
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3 Choose the correct tense.

1 We launched the second version once we

had seen / were seeing how successful the first

one was.

By the time he was applying / ‘d applied, the job

had already gone.

He called while | tried / was trying to finish this

essay.

4 After he had invested / was investing more money,
the business took off.

5 The entrepreneur gave / had given another billion
dollars to charity after he had already given three
billion.

6 We didn’t need to clean the house, because he

had already done / already did it.

I studied business in the evening while |

was working / had worked in a kitchen.

She left before anyone had had / was having a

chance to explain the situation.

The business went / was going bankrupt last month

and they couldn’t save it.

10 All last year, the company had looked / was looking

for ways to survive the crisis.
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W¥E 4 Speaking practice Tell a partner about
yourself, using the phrases below.

By the age of five, | had ...

By the age of ten, | had ...

By the age of fifteen, [ had ...

BT 5 Complete the sentences with the words in
the box.

placing would sounds afraid el
paid  check

1 Howmany  you like to order?
We are thinkingof __ a large order.

3 Im_ that would be very difficult.

4 Whatif we _ earlier?

5 Lletme __if l understand you.

6 How do you about that?

7 That _ fine.

BZM 6 Complete the words.

1 How many s do you have working here?
The first rule of business is that the ¢ is
always right.

How much money did you i

We made a huge p last year.
Malcolmismyp_inthe business.
Thep of computers keeps going down.
This government keeps putting up t .
It's much cheaper to buy products fromaw__
than from a shop.

~

in the company?

ONO U AW

2 7 Choose the correct verb(s). There may be
more than one possible answer.

make / go out of / found business

launch / do / go into a company

introduce / found / launch a product

make / go into / launch a profit

reduce / make / run costs

go into / set up / make another branch
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GRAMMAR: past continuous

Underline the correct verb form, past simple or
past continuous.

| worked/was working late one evening at my desk
athome when | 2 noticed/was noticing that my laptop
computer 3 hecame/was becoming really hot. |

4 switched/was switching it off so it could cool down
while | 5 eat/was eating my dinner.

Then, when | © began/was beginning to work again
the computer did the same thing. | 7 just wondered/
was just wondering what to do when smoke started to
come out of the back of the machine. | 8 threw/was
throwing it out of the window into the swimming
pool.

The next morning, while | 9 tried/was trying to
telephone the manufacturer | 10 saw/was seeing on
the TV news that the company 11 asked/was asking

people to return the laptops because the batteries
12 were/were being dangerous!

3 Write the verbs in brackets in the past simple or
past continuous form.

| couldn't believe it when | TR O o (see)
the offer. The company pile e s C . (offer)
freeﬂiéhts to customers who bought a vacuum cleaner
from them. So the nextday 13— ———— (g0)
straight to my nearest electrical store. When | reached
the shop, lots of other people # —————
(also/buy) vacuum cleaners to get their free tickets.
Finally, 15— ——— (buy) mine but after a
e R e Gtillwait) for the tickets
to arrive in the post. Then |7 ———
(hear) on the news that the company had made a big
mistake. Over 220,000 other people
) 4 (also/wait) for their tickets. In the
O ne e ot dlake) the
company to court and we all 10—
(get) our tickets. They say it was one of the greatest
: eting disasters of all time

[l PRONUNCIATION: weak forms.

23 Wl i
4a EEl Listen and write in the missing words.

busy when it rang.

2 in another part of the building.
3 with you?

4 He said

5 waiting for us?

6 late as usual.

7 talking to someone.

8 Yes,

4b Listen again and underline the stressed
words or syllables in each sentence. Practise saying
the sentences.

5 Listen to a news report abouta problem
with a product. Write in the missing words.

Here is the news. Today

Seae auRe e s after the US food
safety authority said that customers had become ill

At first the authority =
since May
2006. However, by last night

R
with the product code 2111 were dangerous. Public
relations representatives from the food company

e e
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