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Introduction

Many thanks for buying my book!

My name is David, and | am a professional English teacher
and linguistics graduate from the UK. | have been teaching
advanced English to professionals both online and in-person
for over 10 years. During this time | have taught CEOs,
managers, directors, designers, finance professionals from
countries all around the world.

From my extensive teaching experience and knowledge of
the English language, it is clear that the main grammatical
difficulty that all learners of English encounter is that of verb
tenses. Sometimes this difficulty can cause changes in
meaning, especially in some important business contexts
such as business introductions, which is where this book can
help.

Who the book is for:
This book is for people who want to boost their confidence
and sound more professional in speaking and writing.

The aim of this book is
To take English learners on a journey through how each
tense is used in simple, clear diagrams
To show how each tense can be used in business
To show how it tenses can be effectively mixed together

The book is split into 16 lessons, all of which focus on
comparing specific verb tenses. | have tried to limit the text
as much as possible, whilst still having detailed enough
explanations to make everything clear. | have also tried to
make all the visuals as ‘attractive’ as possible, as | believe
that this is important in encouraging learners to internalise
them.

The idea of each lesson is to take the learner on a journey of
how to use each tense effectively. The lessons are all
focused on business contexts which professionals need to
use regularly, as well as areas where it is common to make
mistakes which change the meaning.

As the book progresses, there are more and more visuals to
show ‘Mixing Verb Tenses’, which are all examples of
sentences using multiple tenses. | believe that this is
important in helping learners to use these tenses in wider
contexts, and to demonstrate that learners have a freedom
to improvise with their active speaking.

Most lessons come complete with exercises, which are
important to try not only for practice, but also to see each
tense used in as wide a variety of contexts as possible. This
is absolutely essential for boosting your confidence to use
these tenses. | hope you enjoy the book, and | hope you
find it useful!




Lesson 1:

Present Simple or
Present Continuous

| do or | am doing

Lesson 1.1 - Business Contexts
Lesson 1.2 - Charts and Changes
Lesson 1.3 - Words not used in Continuous Forms
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Leslson Present Simple or Present Continuous
P |

With present simple and present continuous, we can actually just think of 1
rule. We will see how we can use this rule across all contexts..

Present simple
| work at a

law firm. for facts and general / __lﬁ

long-term situations

7 Present continuous

on a.new for tempora ry / *

project. . .
short-term situations
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Leslson Present Continuous with Current Situations and Projects
A

We use present continuous with anything that is temporary. This means that it
is very often used to talk about something you are temporarily working on, even
if you are not doing it right now:

| am doing

We <5~ are trying to come up with a name for the new product.
| stae am studying for my exam next month.
The company hire are hiring new staff at the moment.
We prepare are preparing for the monthly closing next week.
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Leslson Present Simple or Present Continuous
A

We often use present simple and present continuous together to talk about your
permanent job position and then your current project:

! dEVEIO WEbSIteS Present Simple to talk about a
and apps, general, long-term situation

| am currently
Present Continuous to talk

dEVEIO in a new about a present temporary
app for our clients. situation

Other Examples: | oversee all processes in the company. | am currently
overseeing the new product launch.
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Mixing General Habits and Current Situations
A

e o 6pm 6pm 6pm 6pm 6pm
/ normally inish Present Simple to talk about a I )
work at 6pm, general, long-term habit

NOW

9pm gpm
but I’'m currentl Present Continuous to talk

finishing at 9pm, about a pre;ae;itt temporary

because we are
rearin fOI‘ a big Present Continuous to talk

company event next about a present temporary
K situation
week.
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Present Continuous with Graphs
2

Sales are falling _
: Present Continuous to talk
rapidly at the about a present temporary
moment situation
/4

SO we are holdln a Present Continuous to talk

0o 5 about a present temporary
lot of crisis meetings. situation
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Leslson Be Careful when Reading News Headlines
A4

As soon as the news article begins, the verb tenses switch back to normal tenses:

News headlines use Present
Simple to talk about a
temporary situation

ding to many S_Om When the article begins,
reasin - \ it switches back to
e country, causing rea '\\ standard verb tenses:
milies. | Present Continuous to
| talk about a present
/j temporary situation

dramatically \

" across th
concerns for UK fa

™

\“""‘\_v«_,\pﬂ.m’d /"\
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