lam /I'm lam not / I'm net
You are / You're You are not / You aren't
Heis/ He's
She is / She's
ltis/Its

We are / We're

You are / You're

Heis not / Heisn't

She is not / She isn't

Itis not / Itisnt

We are not / We aren’t
You are not / You aren’t
They are / They're They are not / They aren't

1 Circle the answer that doesn’t belong.

1. he: a. MrRoberts c. Mum
b. a boy

2. we: a. youand] c. Claire and |
b. my friends

3. it: a. alemon ¢. [T department
b. e-mails

4. they: a. aclerk C. rooms
b. Anna and John

5. she: a. MsBsll ¢. mother
b. umbrella

8. you: a. your office ¢. Claire and you
b. the Chief Accountant and you

2 Complete the sentences with am, is or are.

LI (01U [ on the ninth floor,

P2 R the Head of IT,

30 W s in Londaon.,

4, LONAON s in England.

5. The 6ffices . At Clty Tower,
B, TONI oo a marketing rep.

7. .. a receptionist.

3 Write the sentences in the negative. Use the
words in brackets,

1. He is from France, (Spain)

2. Shaisan admm[stratlve assistant. (rsceptionist)

3, Iam Juhe (Llnda)

Yes, Iam / No, lmnot

Areyou ... ? Yes, heis. / No, he isn't.

Ishe ... ? Yes we are / No, we aren 't
Isshe..? - o
lsit...? for descriptions

Arewe ... 7 to give information

Arevyou ... ?
Arethey ... ?

they = people and things

4 Complete the questions.

L Rose a laboratory technician?
21 s YOU frOM Spain?

G T they new employses?

A it your narme Chad?

S TR he from England?

5 Write the words in the correct order to form
questions.

1. you /are / on / the second flogr

W ?

& Answer the questions in Exercise 5. Use short
answers. Make the answers true for you,

4




| have got / I've got

[ haven't got
You have got / You've got You haven't got
He has got / He's got

She has got / She'’s got

He hasn't got
She hasn't got

It has got / It's got It hasn't got

We have got/ We've got We haven't got

You have got / You've got You haven't got

They have got / They've got They haven't got

7 Circle the correct answer.
1. The visitor has got / have got an umbrella.
. We has got / have got an appointmeant.
. Tom and Sue has got / have got the books.
. The office has got / have got a coffee machine.
. | has got / have got a good job.

. You has got / have got 2 mseting with the
Managing Director.

DN

£ Write the sentences in Exercise 7 in the
negative.

9 Complete the sentences with the cotrect form
of have got.

1o s @ PHONG,

2. Jeremy ... .. (not) a blue jacket.

3. We., .. & nice office.

4. YOU s (NOT) MBEtings today,

5. Lesley and BN . a mesting cn
the 3rd floor.

B. THhe COMPDENY . rmesmressnsessinionnen {nat) many

visitors today.

;;d'{,«. )

Yes, | have. / No, | haven't.

Have | got ... ?

Have you got ... ? Yes, he has. / No, he hasn’t.

Has he got ... 7

Has she got ... ?

to talk about possession
to talk about characteristics

Hasitgot... 7
Have we got ... 7
Have you got ... ?

Have they got ... ?

10 Complete the questions with Have ... got or
Has ... got.

) T/ o | § B anew
phone?

P2 SO /0 11 | g = 0111725
a house?

G you and your friends
............................................. any animals?

Ly s YOUF FABNTS woemer e
jobs?

5. e YOU TTUIMY e e o
a long name?

G TR L0 g 1T ale I
an office?

11 Answer the questions in Exercise 10. Make the
answers true for you.

12 Circle the correct answer.

. Sonia is / has got British.

. Mr Jackson and Mr Scott are / have got big ofices,
. Lisa isn’t / hasn’t got a job.

. lam / have got a student,

. Is / Has got this your phone number?

. Melissa isn't / hasn’t got a drink.

. My flends and ! aren’t / haven't got any green tsa
in the office.
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Hearn [ don't learn
You learn You don’t learn Do vyoulsarmn ... 7
He lsarns tHe doesn’t learn Does he learn ...
She learns She doesn't learn Does she learn ...
[t learns It doesn't learn Does it learn ... 7
We learn We don’t leamn Lo we learn .,
You learn You don't learn Do you learn ... 7
They learn They don’t learn Do thay learn ... 7
2

always, often, usually, scretimes, rarely, never

1 Complete the sentences with the verbs in
brackets. Use the Present Simple affirmative.

1o L (AFINKY GO0 BVOTY morning.

2. Mr Hartfe!d e (work) for a sports
eguipment company.

3. The administrative assistants usually
............................................. (greset) visitors,

4y BUE NBVEY ..o (finish} har work
on time.
5. We ... .. (meet) with the Managing

Dlreotor once a month

8. The Marketing DireGtor aWays .o
(study) the market reports.

2 Circle the correct answer.

1. l'rarely / sometimes eat at the cafeteria because
L don't like the food there.

2. Ms Darcy starts work at 8.00 usually / every morning.

3. Daniel works here once a week / twice a week —
on Mondays and on Wadnesdays.

4. Many visftors come to the office. Amelia usually /
never greets them and tries to make a good
imprassion.

5. l always / often just have a
sandwich or salad for lunch in my
office, but | sometimes / never
go out for lunch. | like the
restaurant opposfte our office,

Dollearn ... ?

?

Yes, Ido /No Idont

Yes, she does. / No, she doasn't.

? to talk about general facts and hablts

like — likes
watch — watches
go - goes
try — tries
Note: v He doesn’t like
X NOT: He doesn't likes

3 Write the words in the correct order to form
sentences. Use the Present Simple affirmative.

1. always / at 9.00 / start / 1 / my workday

2. office windows / Ms Thomas / the / wash /
sometimes

3. go/ on business trips / often / the Managing
Director

5. close / in the evening / thoy / the windows

4 Write the sentences in the negative.

1. This Iiit goes to the top flocr.

5. | buy lunch at the cafeteria.

8. She drivas her car to work.




% Complete the sentences with the verbs below.
Use the correct form of the Present Simple.

not work ¢ park + use « not drink « have

L I tea. | prefer coffee,

2. We LSUAIY e maatings In the
conference room on the second floor.

3. RachBl st for us any more. She left

her job three months ago.

4. Mr Carson alWays ... N8 Gar 0 the
car park. He's got his own parking space thers.

5, MYFa 8IWAYS oo the lift because
she works on the 11th floor,

& Complete the questions with do or does.
T s YOU WaNT @ coId drink?

2. . Keith wark in the laboratory?
Be s, DE0PIE UsUAllY Use the stairs?
4 WHEN e Mrs Bradley arrive at

the office?
5, WHEL s ws need for the meeting?
B. WHETE o Robert Hart sit?

7 Match the guestions in Exercise 6 to the
answers below.

..... a. No, he doasn't.

..... b. On the 2nd floor, Room 205,
..... ¢. Some drinks and biscuits,

..... d. No, thank you.

..... e. Yes, they do,

- f. AL 10,00,

g Write questions for each answer. Pay attention
to the words in hoid.

T s, Y
Yes. They clean the tcilets every day.
21 s e e s o ?
| finish work at 4.00.
A, ?
He works in the laboratory.
No. We don't work on Saturday,
LT .

Ms Gill buys coffee at this shop.

IR i e,

9 Complete the sentences with the verbs in
brackets. Use the correct form of the Present
Simple.

T W8 s {sell) our products in many
countries.

2 mmmsmrmsms s YOU e, {orefer)
tea or coffea?

T I o R {not like) the food

at the cafeteria,

4, KU oo
in the summer,

e (B1YOY) drinking iced tea

Bu s 1= T {know)
Ms King's room number?

B. MF TALE wervmeessssmssssssssonrss s {not drink)
coifee.

7. What Products e your company
............................................. {make)?

“Imperative

Go straight.

Let’s meet at 2 pm.

o

Donr't leave your bag here
’*‘( A K e AT

to make a suggestion

te give a direct order

10 Complete the sentences with the verbs below.
Use the correct form of the imperative.

not go « offer ¢ take ¢ not use + follow + not enter
| [ the lift to the 9th floor,

2. s, 18 COff@E Machine. It isn't
working.

G T, vigitors a drink.
G s, me, please.
B st TG TOOM TIGHT NOWY,

[ T past the stockroom. Room 313
is just before the stockroom.

11 Make suggestions for the following situations.
Use Let’s.

1. You and your friends are hungry.

2. The mesting is on the second floor and there are
many people in the lift,

3. You and some other employees want to know the
nams of the Financal Director,

5. You started work at 8,30 and it's .20 now.




