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Present continuous

The present continuous is used to talk about present situations which we see as short term
or temporary. We use the present simple to talk about present situations which we see as
long-term or permanent.

In these examples, the action is taking place at the time of speaking.

e It's raining.

e Who is Kate talking to on the phone?

* Look, somebody is trying to steal that man's wallet.

* I'm not looking. My eyes are closed tightly.

In these examples, the action is true at the present time but we don'tthink it will be true in
the long term.

* I'm looking for a new apartment.

e He's thinking about leaving his job.

* They're considering making an appeal against the judgment.

* Are you getting enough sleep?

In these examples, the action is at a definite point in the future and it has already been
arranged.

¢ I'm meeting her at 6.30.

® They aren't arriving until Tuesday.

* We are having a special dinner at a top restaurant for all the senior managers.

* Isn't he coming to the dinner?

Present simple

We use the present simple to talk abeut actions-we see,as/long.term or permanent. It is a
very common and very important tense.

Here, we are talking about regular actions‘orevents!

¢ They drive to the office every day.

* She doesn't come here very often.

* The news usually starts at 6.00 every evening.

¢ Do you usually have bacon and eggs for breakfast?

Here, we are talking about facts.

e We have two children.

e Water freezes at 0° C or 32° F.

* What does this expression mean?

® The Thames flows through London.

Here, we are talking about future facts, usually found in a timetable or a chart.

e Christmas Day falls on a Monday this year.

* The plane leaves at 5.00 tomorrow morning.

* Ramadan doesn't start for another 3 weeks.

* Does the class begin at 10 or 11 this week?

Here, we are talking about our thoughts and feelings at the time of speaking. Although
these feelings can be short-term, we use the present simple and not the present
continuous.

* They don't ever agree with us.

e | think you are right.

¢ She doesn't want you to do it.

¢ Do you understand what | am trying to say.
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Present simple or continuous

The Present Simple is used for:

e regular actions or events

He plays tennis most weekends.

e facts

The sun rises in the east.

e facts known about the future We leave at 8.30 next Monday

e thoughts and feelings about the time of speaking | don't feel very well.
The Present Continuous is used for:

e the time of speaking (‘now')

Shh, I'm trying to hear what they are saying.

e things which are true at the moment but not always

We're looking for a new flat.

e present plans for the future

We're having dinner with them next week .

Look at these examples :

e | don't usually have cereals for breakfast but I'm having some this
morning because there is nothing else.

e | often cycle to work but I'm taking the car this morning because it's
raining very hard.

¢ |I'm thinking about having my hair cut short but | don't think my
husband will be very happy about it.

e My parents live in Washington but I'm just visiting.

Note how, in all these examples; we use the present continuous to talk
about events

which are temporary/limited in time and the present simple to talk about
events which

are habits/permanent.

Past simple

We use the past simple to talk about actions and states which we see as completed in the
past.

We can use it to talk about a specific point in time.

e She came back last Friday.

e | saw her in the street.

e They didn't agree to the deal.

It can also be used to talk about a period of time.

* She lived in Tokyo for seven years.

* They were in London from Monday to Thursday of last week.

e When | was living in New York, | went to all the art exhibitions | could.
You will often find the past simple used with time expressions such as
these:

* Yesterday

* three weeks ago

* |ast year

* in 2002

e from March to June
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e for a long time

e for 6 weeks

e in the 1980s

¢ in the last century
¢ in the past

Past continuous

We use the past simple to talk about actions and states which we see as completed in the
past.

We can use it to talk about a specific point in time.

We use the past continuous to talk about past events which went on for a period of time.
We use it when we want to emphasize the continuing process of an activity or the period
of that activity. (If we just want to talk about the past event as a simple fact, we use the past
simple.)

e While | was driving home, Peter was trying desperately to contact me.

e Were you expecting any visitors?

e Sorry, were you sleeping?

e | was just making some coffee.

e | was thinking about him last night.

¢ In the 1990s few people were using mobile phones.

We often use it to describe a "background action" when something else happened.

¢ | was walking in the street when | suddenly fell over.

* She was talking to me on the phone and it suddenly went dead.

* They were still waiting for'the plane when'I spoke to them:

* The company was declining rapidly:before:he took.charge:

* We were just talking about it before you arrived.

¢ | was making a presentation in front of 500 people when the microphone stopped

Past simple or continuous

Both the past simple and the past continuous refer to completed actions in the past.
Most of the time when we are talking about such actions, we use the past simple. This is by
far the most common way of talking about the past.

¢ | lived there for 6 years.

e | only found out a few moments ago.

¢ | asked her but she didn't know anything.

® The company made 100 people redundant last year.

Only use the past continuous when you want to emphasize the continuity of the action.
* Everybody was talking about it all evening.

e They were really trying hard but couldn't do it.

e | was thinking about you the other day.

e Were you expecting that to happen?

When we use these two forms in the same sentence, we use the past continuous to talk
about the "background action" and the past simple to talk about the shorter completed
action.

e |t was raining hard when we left the building.

¢ | was reading the report when you rang.

* He was going out to lunch when | saw him.
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* The company was doing well when | last visited it.

All new verbs in English are regular.

¢ | photocopied the report.

e She faxed it to me.

* They emailed everybody about it.

¢ | googled my name and got more than 20 000 responses.

There are approximately 180 irregular verbs. You don't need to learn all

of them because some of these are very rare but many others are very useful and you do
need to know them.

What's the easiest way to learn them? Some people think you should learn a list 'by heart'.
Others think you should not learn them at all — you will just gradually acquire them over
time.

One useful method is to note down new irregular verbs as you meet them. It is useful to
write these verbs (or any vocabulary you want to learn) in sentences and learn those rather
than the individual word.

Which is easier to learn?

e stick stuck stuck

e | stuck the photo into my album.

Another technique is to classify the irregular verbs into 4 categories.

1. All forms the same

* set set set

e cost cost cost

2. Similar sound groups

e beat beat beaten

e eat ate eaten

* blow blew blown

e throw threw thrown

e drink drank drunk

® sing sang sung

* speak spoke spoken

* wake woke woken

3. The second and third forms are the same.
* bend bent bent

e sleep slept slept

e spend spent spent

* bring brought brought
* buy bought bought

e teach taught taught

* have had had

* pay paid paid

e say said said

4. The "unclassifiables"
® come came come

¢ do did done

* go went gone

¢ show showed show
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As you meet new irregular verbs, try to decide in which category they fall.

Present perfect

(Please note that British and American English have different rules for the use of this tense.
The explanation and exercises here refer to British English. In American English, it is often
acceptable to use the past simple in some of these examples.)

We use the present perfect when we want to look back from the present to the past.
We can use it to look back on the recent past.

* |'ve broken my watch so | don't know what time it is.

* They have cancelled the meeting.

e She's taken my copy. | don't have one.

® The sales team has doubled its turnover.

When we look back on the recent past, we often use the words 'just’

'already' or the word

'vet' (in negatives and questions only).

e We've already talked about that.

e She hasn't arrived yet.

e |'ve just done it.

* They've already met.

* They don't know yet.

* Have you spoken to him yet?

* Have they got back to you yet?

It can also be used to look back on the more distant past.

* We've been to Singapore a-lot,over the last few years.

* She's done this type of project many-times:before.

* We've mentioned it to them on several occasions over the last six months.

* They've often talked about it in the past.

When we look back on the more distant past, we often use the words 'ever' (in questions)
and 'never".

* Have you ever been to Argentina?

* Has he ever talked to you about the problem?

¢ |'ve never met Jim and Sally.

* We've never considered investing in Mexico.

Present perfect continuous

This tense is used to talk about an action or actions that started in the past and continued
until recently or that continue into the future:

We can use it to refer to an action that has finished but you can still see evidence.
e Oh, the kitchen is a mess. Who has been cooking?

* You look tired. Have you been sleeping properly?

e |'ve got a a stiff neck. I've been working too long on computer.

It can refer to an action that has not finished.

* |'ve been learning Spanish for 20 years and | still don't know very much.

¢ |'ve been waiting for him for 30 minutes and he still hasn't arrived.

e He's been telling me about it for days. | wish he would stop.

It can refer to a series of actions.

* She's been writing to her regularly for a couple of years.
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* He's been phoning me all week for an answer.

* The university has been sending students here for over twenty years to do work
experience.

The present perfect continuous is often used with 'since’, 'for’, 'all week', 'for days',
'lately’, 'recently’, 'over the last few months'.

¢ |'ve been wanting to do that for ten years.

* You haven't been getting good results over the last few months.

* They haven't been working all week. They're on strike

* He hasn't been talking to me for weeks.

e We've been working hard on it for ages.

¢ |'ve been looking at other options recently.

* He's been working here since 2001.

Present perfect simple or continuous

Often there is very little difference between the present perfect simple and the present
perfect continuous. In many cases, both are equally acceptable.

» They've been working here for a long time but Andy has worked here for even longer.
¢ |'ve lived here for 10 years and she has been living here for 12 years.

To emphasize the action, we use the continuous form.

* We've been working really hard for a couple of months.

* She's been having a hard time.

To emphasize the result of the action, we use the simple form.

* |'ve made fifteen phone calls this morning.

e He's written a very good report.

Look at the difference in these examples:

¢ |'ve been reading this book for two months but I've only read half of it. It's very difficult to
read.

* She's been trying to convince him for 20 minutes but she hasn't managed to yet.

* They've been talking about this for month and they still haven't found a solution.
When an action is finished and you can see the results, use the continuous form.

* The phone bill is enormous. You've been calling your boyfriend in Australia,

haven't you?

* You're red in the face. Have you been running?

When you use the words 'ever' or 'never', use the simple form.

¢ | don't know them. I've never met them.

* Have you ever heard anything so strange in your life.

Present Perfect or Past Simple

(Remember that British and American English have different rules for the use of the
present perfect. The comments and the exercises here refer to correct grammar for
British English. In American English, it is often considered acceptable to

use the past simple in some of these examples.)

The past simple is used to talk about actions in the past that have finished.

It talks about 'then' and definitely excludes 'now'.

The present perfect simple to look back on actions in the past from the

present. It always includes 'now'.

These sentences are in the past with no connection to the present.
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e | first got to know him 10 years ago.

e | started work here in 1989.

e | had too much to eat at lunchtime.

Now look at these same situations seen from the present.

¢ |'ve known him for 10 years.

¢ |'ve worked here since 1987.

e My stomach hurts. I've eaten too much.

We use time expressions like 'yesterday', 'ago’, 'last year', 'in 1999' with the past simple.
e We spoke to him yesterday.

* He came in a few moments ago.

* We made our last purchase from them over a year ago.

e She joined the company in 1999.

We use time expressions like are 'ever’, 'never’, 'since’ with the present perfect.
¢ |'ve never seen so many people here before.

* Have you ever been more surprised?

¢ |'ve done a lot since we last talked about it.

Typical time expressions used with the present perfect in British English but often used with
the past simple in American English are 'already’, 'just’, 'yet'.

e | haven't done it yet. (UK)

e | didn't do it yet. (US)

e |'ve just done it. (UK)

e | just did it. (US)

I've already done it. (UK)

e | already did it. (US)

We can use the time phrase 'for' with,boeth.forms, but.with different meanings.
¢ | lived in Paris for a couple of years before | moved here.

e |'ve lived in Paris for a couple of years and still love it.

Past perfect

We use the past perfect simple to talk about what happened before a point in the past. It
looks back from a point in the past to further in the past.

e | hadn't known the bad news when | spoke to him.

e | checked with the supplier and they still hadn't received the contract.

* She had already told him before | got a chance to give him my version.

* The company has started the year well but was badly hit by the postal strike.
The past perfect simple is often used when we report what people had
said/thought/believed.

¢ He told me they had already paid the bill.

* He said he believed that John had moved to Italy.

¢ | thought we had already decided on a name for this product.

Past perfect continuous

We use the past perfect continuous to look back at a situation in progress.

e It was a good time to invest. Inflation had been falling for several months.

» Before | changed jobs, | had been working on a plan to reduce production costs.

* We had been thinking about buying a new house but then we decided to stay here.
We use it to say what had been happening before something else happened.
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¢ It had been snowing for a while before we left.

* We had been playing tennis for only a few minutes when it started raining.
* He was out of breath when he arrived because he had been running.

We use it when reporting things said in the past.

¢ She said she had been trying to call me all day.

* They said they had been shopping.

¢ | told you | had been looking for some new clothes.

Past tense review 1

We can use the past simple to talk about actions and states which we see as completed
in the past.

| left school when | was sixteen.

| was very happy then.

He told me all about his childhood.

We can use the past continuous to talk about past events which went on for a period of
time.

While | was diving home, Peter was trying desperately to contact me.

| was thinking about him last night.

| was walking in the street when | suddenly fell over.

We can use the present perfect when we want to look back from the present to the past.
I've broken mywatch so | don't know what time it is.

She hasn't arrived yet.

We've been to Singapore a lot over the last few years.

Have you ever been to Argentina?

The Present Perfect Continuous can.be used-totalk.about.an.action or actions that
started in the past and continued until recently or that continue into the future.

You look tired. Have you been sleeping properly?

I've been waiting for him for 30 minutes and he still hasn't arrived.

He's been phoning me all week for an answer.

We can use the past perfect simple to talk about what happened before a point in the
past. It looks back from a point in the past to further in the past.

| hadn't known the bad news when | spoke to him.

| thought we had already decided on a name for this produt.

We can use the past perfect continuous to look back at a situation in progress.

We had been thinking about buying a new house but then we decidedo stay here.

It had been snowing for a while before we left.

She said she had been trying to call maall day.

Past tense review 2

We can use the past simple to talk about actions and states which we see as completed
in the past.

| left school when | was sixteen.

| was very happy then.

He told me all about his childhood.

We can use the past continuous to talk about past events which went on for a period of
time.

While | was driving home, Peter was trying desperately to contact me.
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| was thinking about him last night.

| was walking in the street when | suddenly fell over.

We can use the present perfect when we want to look back from the present to the past.
I've broken my watch so | don't know what time it is.

She hasn't arrived yet.

We've been to Singapore a lot over the last few years.

Have you ever been to Argentina?

The Present Perfect Continuous can be used to talk about an action or actions that started
in the past and continued until recently or that continue into the future.

You look tired. Have you been sleeping properly?

I've been waiting for him for 30 minutesand he still hasn't arrived.

He's been phoning me all week for an answer.

We can use the past perfect simple to talk about what happened before a point in the
past. It looks back from a point in the past to further in the past.

I hadn't known the bad Bws when | spoke to him.

| thought we had already decided on a name for this product.

We can use the past perfect continuous to look back at a situation in progress.

We had been thinking about buying a new house but then we decidedo stay here.
Ibad been snowing for a while before we left.

She said she had been trying to call me all day.

Going to

There is no one 'future tense' in English. There-are-4 future forms. The one which is used
most often in spoken Englishisgoing-to', not/will'.

We use 'going to' when we want to talk'about'a"plan-forthefuture.

¢ |I'm going to see him later today.

e They're going to launch it next month.

* We're going to have lunch first.

* She's going to see what she can do.

* I'm not going to talk for very long.

Notice that this plan does not have to be for the near future.

e When | retire I'm going to go back to Barbados to live.

¢ In ten years time, I'm going to be boss of my own successful company.

We use 'going to' when we want to make a prediction based on evidence we can see now.
* Look out! That cup is going to fall off.

e Look at those black clouds. It's going to rain soon.

* These figures are really bad. We're going to make a loss.

* You look very tired. You're going to need to stop soon.

We can replace 'going to go' by 'going'.

* I'm going out later.

e She's going to the exhibition tomorrow.

Will - future

Some people have been taught that 'will' is 'the future' in English. This is not correct.
Sometimes when we talk about the future we cannot use 'will'.

Sometimes when we use 'will' we are not talking about the future.

We can use 'will' to talk about future events we believe to be certain.
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® The sun will rise over there tomorrow morning.

e Next year, I'll be 50.

¢ That plane will be late. It always is.

* There won't be any snow. I'm certain. It's too warm.

Often we add 'perhaps', 'maybe’, 'probably’, 'possibly' to make the belief less certain.
¢ |'ll probably come back later.

e He'll possibly find out when he sees Jenny.

* Maybe it will be OK.

* Perhaps we'll meet again some day.

We often use 'will' with 'l think' or 'l hope'.

e | think I'll go to bed now.

e | think she'll do well in the job.

¢ | hope you'll enjoy your stay.

e | hope you won't make too much noise.

We use 'will' at the moment we make a new decision or plan. The thought has just come
into our head.

e Bye. I'll phone you when | get there.

e |'ll answer that.

e |'ll go.

e | won't tell him. | promise.

Going to or will

When we want to talk about future facts or things we believe to be true about the future,
we use 'will'.

* The President will serve for four years:

* The boss won't be very happy.

¢ I'm sure you'll like her.

¢ |I'm certain he'll do a good job.

If we are not so certain about the future, we use 'will' with expressions such as 'probably’,
'possibly', 'l think', 'l hope'.

¢ | hope you'll visit me in my home one day.

e She'll probably be a great success.

¢ |'ll possibly come but | may not get back in time.

¢ | think we'll get on well.

If you are making a future prediction based on evidence in the present situation, use 'going
to'.

* Not a cloud in the sky. It's going to be another warm day.

e Look at the queue. We're not going to get in for hours.

e The traffic is terrible. We're going to miss our flight.

e Be careful! You're going to spill your coffee.

At the moment of making a decision, use 'will'. Once you have made the

decision, talk

about it using 'going to'.

e |'ll call Jenny to let her know. Sarah, | need Jenny's number. I'm going to call her about the
meeting.

¢ |'ll come and have a drink with you but | must let Harry know. Harry,
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I'm going to have a drink with Simon.

Present forms for the future

We use the present continuous to talk about things that we have already arranged to do in
the future.

* |'ve got my ticket. I'm leaving on Thursday.

* I'm seeing Julie at 5 and then I'm having dinner with Simon.

e He's picking me up at the airport.

* The company is giving everyone a bonus for Christmas.

In many situations when we talk about future plans we can use either the present
continuous or the 'going to' future. However, when we use the present continuous, there
is more of a suggestion that an arrangement has already been made.

e I'm going to see him./I'm seeing him.

e I'm going to do it./I'm doing it.

We use the present simple to talk about events in the future which are 'timetabled'. We can
also use the present continuous to talk about these.

* My plane leaves at 6 in the morning.

® The shop opens at 9.30.

® The sun rises a minute earlier tomorrow.

* My plane is leaving at 8.30.

® The shop is closing at 7.00.

Will - other uses

Older textbooks often refer to-'will''as/'the future tense' and'this has confused a lot of
learners. It is important to remembenthat:whenwe talk-aboutithe future we cannot
always use 'will' and that when we use 'will' we are not always talking about the future.
Here 'will' is clearly referring to the future.

o If | speak to her, I'll tell her about it.

¢ |'ll probably visit Sue when | go to Oxford.

¢ Next birthday she'll be 32. Or so she says.

In these examples, however, 'will' is referring to events happening at the present.

® The car won't start.

e |f that's the phone, I'll get it.

e Will you have another cup of coffee?

When we use 'will' referring to the present, the idea being expressed is usually one of
'showing willingness' or 'will power'.

e My baby won't stop crying. I've tried everything and I'm really exhausted.

e | am the boss. You will do as | say.

* | need quiet to write this but he will keep on talking to me. | wish he would leave me
alone.

We use 'will' for requests, orders, invitations and offers.

e Will you give me a hand?

e Will you please take a seat?

e Will you have some cake?

e |'ll help you.

We use 'will' to make promises or threats.

e |'ll do it at once.
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¢ |'ll phone him back immediately.

¢ | won't forget this.

¢ |'ll get my own back some day.

We use 'will' for habit.

¢ A cat will always find a warm place to sleep.
e My car won't go any faster than this.

We use 'will' for deduction.

e | expect he'll want us to get on with it.

® The phone's ringing. That will be Mark.
Look again at all of these examples of 'will'. They are all to do with the present or are
'timeless'.

Shall

We don't use 'Shall' very frequently in modern English, particularly in American English.
It is used to make offers and suggestions and to ask for advice.

e What time shall we meet?

¢ Shall we vote on it now?

e What dress shall | wear?

e Shall | open the window?

You only really need to know that about 'shall' in modern English. Read the rest of this only
if you want to know more about how some older speakers still use 'shall'.

Formerly, in older grammar, 'shall' was used as an alternative to 'will' with 'l' and 'we'.
Today, 'will' is normally used. When we do use 'shall’, it has an idea of a more personal,
subjective future.

¢ | shall go to see the boss and | shall:ask:him.to.explain:this.decision.

Notice that the negative of 'shall' can be 'shall not' or 'shan't' —though the second one is
now very rare in American English.

¢ | don't like these people and | shall not go to their party.

* | shan't object if you go without me.

The imperative

We can use the imperative to give a direct order.
1. Take that chewing gum out of your mouth.

2. Stand up straight.

3. Give me the details.

We can use the imperative to give instructions.
1. Open your book.

2. Take two tablets every evening.

3. Take a left and then a right.

We can use the imperative to make an invitation.
1. Come in and sit down. Make yourself at home.
2. Please start without me. I'll be there shortly.
3. Have a piece of this cake. It's delicious.

We can use the imperative on signs and notices.
1. Push.

2. Do not use.

3. Insert one dollar.
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We can use the imperative to give friendly informal advice.

1. Speak to him. Tell him how you feel.

2. Have a quiet word with her about it.

3. Don't go. Stay at home and rest up. Get some sleep and recover.
We can make the imperative 'more polite' by adding 'do’.

¢ Do be quiet.

¢ Do come.

e Do sit down.

The Passive

We use the active form to say what the subject does. For example:

e | speak English every day at work.

e | repaired the flat tire on the car.

We use the passive form to say what happens to people and things, to say what is done to
them. For example:

® English is spoken here.

* The car is being repaired.

We use the passive form when we don't know who did the action. For example:
* The car was damaged while it was parked on the street.

® The shirts were made in Turkey.

We use the passive form when what was done is more important than who did it. For
example:

e It was approved by Gerry last week:

¢ | was informed by the Human:Resources'Manageronly tiwo.days ago.

The -ing form

The —ing form can be used like a noun, like an adjective or like a verb.

* Smoking is forbidden.

¢ | have a long working day.

¢ | don't like dancing.

When it is used like a noun it may or may not have an article before it.

e Marketing is a very inexact science.

* The marketing of the product will continue for a few months yet.

It can also be part of a 'noun phrase'.

® Speaking to an audience is always stressful.

e Swimming after work is very relaxing.

In formal English, we would use a possessive with the —ing form. In informal English, many
people do not.

* |'m angry about his missing the meeting.

* Do you mind my coming?

As an adjective, the —ing form can be used before a noun.

* | was met by a welcoming party at the airport.

e Let's go to the meeting room.

The —ing form is used after prepositions.

» Before leaving, you need to speak to Sarah.

e After discussing it with her, I've changed my mind.

¢ Instead of feeling sorry for yourself, do some work for charity.

Notice that when 'to' is used as a preposition, it is followed by the —ing form.
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¢ | don't object to working this Sunday.

¢ I'm looking forward to seeing him again.

¢ I'm used to working long hours.

There are many verb + -ing combinations. Here are some common ones:
¢ | admit telling her.

e | appreciate having the raise.

¢ | avoid speaking to him.

e | consider blowing your nose in public to be wrong.

¢ | delayed coming until the last possible moment.

e He denied telling her.

e | detest going to parties.

* | enjoy dancing.

e | feel like having a party.

¢ |'ve finished writing the report.

e |'ve given up going to the gym.

e | can't help thinking about it.

* | can't imagine ever leaving this company.

e | don't mind doing that.

¢ He put off talking to her as long as he could.

e | can't stand drinking beer.

Some verbs can be followed by either the infinitive or —ing form but with different
meanings. Here are some common ones:

e | stopped smoking last month. (I no longer smoke.)

e | stopped to smoke a cigarette. (I stopped what lwas doing and had a cigarette.)
¢ | remember telling him. (A memory,of the past.)

¢ | must remember to tell him. (Something to remember for the future.)
¢ I'm interested in finding out more details. (Interested about the future.)
¢ | was interested to read his report. (Interested in the past.)

Some verbs can be followed by either the infinitive or —ing form but with the same meaning.
Here are some common ones:

¢ | love to go shopping.

¢ | love going shopping.

¢ |'m afraid to fly.

* I'm afraid of flying.

e | started to learn English 5 years ago.

e | started learning English 5 years ago.

Can

We use 'can' to talk about 'possibility’'.

e Can you do that?

e | can't manage to do that.

* You can leave your car in that parking space.

* You cannot smoke in here.

Notice that there are two negative forms: 'can't' and 'cannot'. These mean exactly the same
thing. When we are speaking, we usually say 'can't'.

We use 'can’ to talk about 'ability'.

e | can speak French.
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e | can't drive.

We use 'can' to ask for and give permission. (We also use 'may' for this but is more formal
and much less common.)

® Can | speak to you or are you too busy?

* You can use my phone.

* You can't comein.

We use 'can' in offers, requests and instructions.

e Can | help?

e Can you give me a hand?

e When you finish that, you can take out the garbage.

We use 'can’ with 'see’ 'hear' 'feel' 'smell' 'taste' to talk about something which is happening
now . (Where you would use the present continuous with most other verbs.)

e | can smell something burning.

e Can you hear that noise?

e | can't see anything.

We can use 'can't' for deduction. The opposite of 'can't’ in this context is

'must’.

* You can't be hungry. You've just eaten.

* You must be hungry. You haven't eaten anything all day.

* He was in London one hour ago when | spoke to him. He can't be here yet.

Could

'Could' can be used to talk about the past, the present or the future.

'Could' is a past form of 'can®

e When | was living in Boston, | couldwalk:te.werk:

* He phoned to say he couldn't come.

e | could see him clearly but | couldn't hear him and then the videoconference line went
dead.

'Could' is used to make polite requests. We can also use 'can’ for these but 'could' is more
polite.

* Could you help me, please?

* Could you lend me some money?

e Could I have a lift?

¢ Could | bother you for a moment?

If we use 'could' in reply to these requests, it suggests that we do not really want to do it.
If you agree to the request, it is better to say 'can’.

e Of course | can.

e | could help you if it's really necessary but I'm really busy right now.

e | could lend you some money but I'd need it back tomorrow without fail.

e | could give you a lift as far as Birmingham.

'Could' is used to talk about theoretical possibility and is similar in meaning to 'might'.

e It could rain later. Take an umbrella.

* He could be there by now.

e Could he be any happier?

e |t could be Sarah's.

May / might
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may

We can use 'may' to ask for permission. However this is rather formal and not used very
often in modern spoken English

e May | borrow your pen?

e May we think about it?

e May | go now?

We use 'may' to suggest something is possible

e |t may rain later today.

* | may not have time to do it today.

® Pete may come with us

might

We use 'might' to suggest a small possibility of something. Often we read that 'might’
suggests a smaller possibility that 'may’, there is in fact little difference and 'might is more
usual than 'may' in spoken English.

¢ She might be at home by now but it's not sure at all.

e It might rain this afternoon.

¢ | might not have time to go to the shops for you.

¢ | might not go.

For the past, we use 'might have'.

* He might have tried to call while | was out.

¢ | might have dropped it in the street.

Should

We use 'should' for giving advice.

* You should speak to him about it.

e He should see a doctor.

e We should ask a lawyer.

We use 'should' to give an opinion or a recommendation.

* He should resign now.

e We should invest more in Asia.

* They should do something about this terrible train service.
'Should' expresses a personal opinion and is much weaker and more personal than 'must’ or
'have to'. It is often introduced by ' | think'.

e | think they should replace him.

e | don't think they should keep the contract.

* Do you think we should tell her.

Should 2

We can use 'should' after 'reporting verbs' such as demand insist propose recommend
suggest

* He demanded that we should pay for the repair.

¢ She insisted that she should pay for the meal.

¢ | have proposed that he should take charge of the organization.

* The committee recommends that Jane should be appointed.

* We have suggested that Michael should be given a reward for his hard work.
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However, it is also possible to say exactly the same thing by omitting the 'should' and just
using the infinitive form without 'to' . Some people call this the 'subjunctive' form.
* He demanded that we pay for the repair.

¢ She insisted that she pay for the meal.

¢ | have proposed that he take charge of the organization.

* The committee recommends that Jane be appointed.

* We have suggested that Michael be given a reward for his hard work.

We can use 'should' after various adjectives. Typical examples are:

funny interesting natural odd strange surprised surprising typical

e |t's funny that you should say that. | was thinking exactly the same thing.

e |t's interesting that they should offer him the job. Not an obvious choice.

e It's natural that you should be anxious. Nobody likes speaking in public.

e Isn't it odd that he should be going to the same tiny hotel? What a coincidence.

e |t's strange that you should think so. Nobody else does.

We can use 'should' in 'if clauses' when we believe that the possibility of something
happening is small.

e |If you should happen to see him before | do, can you tell him that | want to speak to him
urgently?

e |f there should be a problem, just give me a call and I'll sort it out.

e If anyone should ask where | am, say I'm in a meeting.

We use 'should' in various fixed expressions.

To show strong agreement

* They're paying you compensation? | should think so.

To express pleasure when you receive-a gift

* What a fantastic present. You really,shouldn'thave.

To emphasize a visible emotion

e You should have seen the look on her face when she found out that

she had got the promotion.

Question tags

We use tags in spoken English but not in formal written English.

They are not really questions but are a way of asking the other person tomake a comment
and so keep the conversation open.

Making a tag is very mechanical. To make a tag, use the first auxiliary. If there is no auxiliary,
use do, does or did. With a positive sentence, make a negative tag and with a negative
sentence, make a positive tag.

e |t's beautiful, isn't it?

¢ He has been, hasn't he?

* You can, can't you?

¢ |t must be, mustn't it?

® You know him, don’t you?

¢ He finished it, didn't he?

¢ He will come, won't he?

e Itisn't very good, is it?

¢ |t hasn't rained, has it?

e |t can't be, can it?

¢ Jenny doesn't know James, does she?
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* They didn't leave, did they?

e He won’t do it, will he?

Notice these:

e There isn't an ATM here, is there?

e Let's have a cup of coffee, shall we?

To reply, use the same auxiliary:

e |t's beautiful, isn't it? ~ Yes, it is. | think it's fabulous.

e It isn't very good, is it? ~ No, it isn't. In fact, it's terrible.

Although, the rules are very simple and mechanical, in order to use them easily in
conversation, they have to be automatic. So you need to hear an practice them very
often.

Reported speech

We use reported speech when we are saying what other people say, think or believe.

* He says he wants it.

e We think you are right.

¢ | believe he loves her.

e Yesterday you said you didn't like it but now you do!

e She told me he had asked her to marry him.

e | told you she wasiill.

e We thought he was in Australia.

When we are reporting things in the present, future or present perfect we don't change the
tense.

* He thinks he loves her.

e |'ll tell her you are coming.

* He has said he'll do it.

When we tell people what someone has said in the past, we generally make the tense 'more
in the past'.

* You look very nice. = | told him he looked very nice.

* He's working in Siberia now. = She told me he was working in Siberia now.

* Polly has bought a new car. = She said Polly had bought a new car.

e Jo can't come for the weekend. = She said Jo couldn't come for the weekend.

* Paul called and left a message. = He told me Paul had called and had left me a message.
¢ |'ll give you a hand. = He said he would give me a hand.

However, when we are reporting something that was said in the past but is still true, it is not
obligatory to make the tense 'more in the past'. The choice is up to the speaker. For
example:

"The train doesn't stop here."

* He said the train doesn't stop here.

* He said the train didn't stop here.

"I'like Sarah."

e She said she likes Sarah.

e She said she liked Sarah.

When we are reporting what was said, we sometimes have to change other words in the
sentence. We have to change the pronoun if we are reporting what someone else

said. Compare these two sentences. In each case the person actually said "l don't want
to go."
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e | said | didn't want to go.

* Bill said he didn't want to go.

We have to change words referring to 'here and now' if we are reporting what was said
in a different place or time.

Compare these two sentences. In each case the person actually said "I'll

be there at ten tomorrow."

e (If it is later the same day) He said he would be there at ten tomorrow.

e (If it is the next day) He said he would be there at ten today.

Now compare these two sentences.

e (If we are in a different place) He said he would be there tomorrow at

ten.

e (If we are in the place he is coming to) He said he would be here at ten tomorrow.
Reported speech 2

We also use reported speech when we are saying what other people

asked or wanted to know. We do not use do or question marks in indirect questions.
e "What time is it?" = He asked me what time it was.

* "Why hasn't he come? = She wondered why he hadn't come.

* "When will you be arriving?" = He wanted to know when we would be arriving.

e "What were you doing?" = They questioned him about what he had been doing.
We use the same structure when we report answers.

e "147 Oak Street." = | told him what my address was.

¢ "I didn't have time to do it." = She explained why she hadn't done it.

e "Look at this dress and bag." = She showed me what she had bought.

e "Put the paper here and press this button." = He.demonstrated how the Scanner worked.
Yes/no questions are reported with,if or whether.

* Do you want a ride? = Mike asked me if | wanted a ride.

* Are you coming? = They wanted to know if | was coming.

* Will you be here later? = She asked me whether | would be here later.

ALL THE BEST
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