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Past Simple: situation, completed action, or a routine.

Past Continuous: in progress -> finished

Past Perfect: from a more distant past to a more recent

Past Perf. Continuous: narrative tense in progress

PAST TENSES



Completed and with no effect on the present.

Past Simple



     Would in the past - nostalgia: my grandmother would tell me a story before going to sleep...



                 Past Simple Present Perfect

Past Simple or Present Perfect?

When did you…?
I went to the market yesterday.
I bought this car 10 years ago.

I have already eaten
I have just finished
I haven’t read it yet / Have you….yet?

At what time did you?

At 12 / On Saturday / In June...

Have you ever visited London?

Yes, I have - No, never.

I lived in London for 3 years, 
from 2009 to(until) 2012.

How long have you worked here?
I’ve worked here for 2 years
                            since 2017





Past Perfect Continuous: mostly used in narrative
The traveler had been walking for days across the desert...







Go on = Continue

Verb + preposition (+ verb-ing)
He goes on reading.

Turn the volume up = Turn up the volume 
Turn it up -> NOT: turn up it.

Phrasal Verbs



Ask - Be - Break - Cut - Do - Fall - Fill - Get - Go - Hang 
Have - Leave - Make - Need - Put - Read - Set - Stay - 
Take - Try - Turn - Wake - Work…

https://www.englishclub.com/vocabulary/phrasal-verbs-list.htm

Phrasal Verbs

https://www.englishclub.com/vocabulary/phrasal-verbs-list.htm


Technology and Communication

● advertisement

● internet

● media

● mass media

● social media

● radio

● television

● radio station

● news report

● listener

● website

● social network

● announce

● audience

● journalist

● public

● reporter

● documentary

● book

● broadcast

● newspaper

● magazine

● headline

● publish

● live

● brochure

● pamphlet

● censorship

● cell phone

● email



92% of people in a 2013 study thought email was a valuable tool for working with others.

But 64% of people also found that email can cause accidental confusion or anger in the 
workplace.

How can you make sure your emails get read?

These days, just pressing “send” doesn’t mean your email is going to be read right away.

...and that’s often frustrating, isn’t it?

Improve your emailing skills! 

http://www.sendmail.com/sm/company/press_releases/2013/0617_mbti/
https://www.fluentu.com/english/business/blog/english-at-work/


Rule #1: Be Clear

All it takes is using the following:

● Short sentences
● Simple language
● Correct grammar

Improve your emailing skills! 

https://www.fluentu.com/english/business/blog/business-english-grammar/


Rule #2: Make It Brief

How much does it cost to send two emails instead of one? 
Nothing.

Focus on only one topic. Explain your main reason for writing 
in the first paragraph. Be specific about what it is you want.

“Start by asking yourself what you want the person to do as 
a result of this email.”

Just asking that question will help focus your email.



Rule #3: Write a Strong Subject Line

Eighty.

What makes you want to open an email? Maybe the name of the person sending it. But if you’re like most people, you’ll 
open an email that has a strong subject line.

Your subject line is like a headline in a newspaper. You can write strong headlines by using the “4 U’s” 

● Useful
● Ultra-specific
● Unique
● Urgent

https://www.fluentu.com/english/business/blog/business-english-news/


Rule #4: Be Polite

Would you use exclamation points and all caps in a formal letter?
Some people think that it’s okay to be overly emotional in emails. It’s not.

Rule #5: Create the Right Tone

A good email is clear and brief, but not rudely brief.  
Use sentence length, punctuation and polite language to create the right tone.

You need to use the right language for each part of the email.      

● A salutation (a word or phrase like  “Dear Sir,” “Dear Madam” or “To Whom it May Concern”
● An opening sentence
● An ending
● A closing



Salutation:

The salutation you choose changes depending on who your audience is. For example:

● “Dear Sir or Madam” (if you don’t know the name of the person reading the email)
● “Dear Mr. Smith”
● “Dear Jim” (more informal)

Save “Hello,” “Hi” and “Hey” for when you want to create an informal tone.

What do you write when your email is going to a group of people? Some common salutations for groups are:

● “Dear all” (more formal)
● “Hi everyone” (more informal)



Opening Sentence:

Your opening sentence is the key to writing a clear email and it  tells the reader what the email is about.    
For example, if you’re writing to follow up on something, you could start with any of these:

● “I’m just writing…”
● “Just a (quick) note…”
● “Just a short note to follow up on…”
● “I’m (just) writing to…”

     ...and why are you writing?

● Clarify something
● Confirm something
● Follow up on something
● Let someone know about something
● Answer a question or update someone
● Ask a question
● Thank someone for something



Develop and explain:

Make brief and clear paragraphs about what you want to talk about. You can use expressions such as:

● Firstly or First of all
● Secondly or Moreover 
● However or Nevertheless



File Attachments:

The more specific you are, the better. Being specific adds to the clarity of the email. Here’s an example:

“I’m sending you this week’s schedule as an attachment.”

You can also start your sentence with:

● “I’ve attached…”
● “Please find attached…”
● “I’m attaching…”



Ending:

When ending an email, ask yourself what you want the reader to do.      
If you want them to reply to you, you can write:

● “I look forward to hearing from you.” (formal)
● “Looking forward to hearing from you.”

(less formal)
● “I look forward to your reply.” (formal)
● “Hope to hear from you soon.” (informal)

If you want them to contact you if they need more information, you can write:

● “Do not hesitate to contact me if you need any assistance.” (formal)
● “Let me know if you need anything else.” (informal)

If you don’t want them to do anything:

● “Thank you for your help/assistance.”
● “Have a nice day/weekend.”



Closing:

Just like your salutation, your closing will depend on how well you know the reader. Common closings include:

● “(Yours) Sincerely” (formal)
● “Kind/Best/Warm regards” (less formal)

You may have received emails with closings like these:

● “Best regards”
● “All the best”
● “See you (soon)”
● “Take care”
● “Bye (for now)”

These closings help create a closer relationship when you already know your reader.



Cover Letter - The Keywords


