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“and”  68, 89
as coordinating conjunction  110
in spoken numbers  74

answering questions  41, 66, 80
“any”  63, 70
“anyone” and “anybody”  79
“anything”  79
“anyway”  20, 118
apostrophes  80
“appear”  119
approximations  76
“are” and “is”  24, 71, 85

“are not” and “aren’t”  2
see also “be”

articles  63, 64, 69, R1
definite article (“the”)  97

“as... as” comparisons  76, 96
asking questions see questions
“as soon as”  111
“at”  106, 107, 109
“-ate” suffixes  115
“at the moment”  19
auxiliary verbs  1, 49, 88, R13

in questions  34, 37
in indirect questions  38
in open questions  36
in question tags  39
in short answers  40, 41
with present and past participles  51
see also modal verbs

avoiding repetition  89, 90, 91
“awful”  93

B
backchanneling  120
“bad” and “badly”  98, 99
base form (verbs)  51

in questions  34
with modal verbs  56
with “can” and “cannot”  57
with “might”  62
with “did” and “did not”  8, 9
with “going to”  17
with “should”  59
with “used to”  15
see also infinitives (verbs)

“be”
adjectives after  92
contractions of  R13
in future tense  20, 26, 85
in passive voice  24, 26, 27, 28
in past tense  7, 8, 9
in present tense  1, 2, 3, 4, 5, 11 

in questions  4, 34, 39 
open questions  36 
short questions  40

in short answers  41
with personal pronouns  77
with shortened infinitives  90
with “used to”  116

“beautiful”  94

All locators refer to unit numbers. Numbers in 
bold indicate the main entry for the subject. 
Locators with the prefix R, for example “R1,” refer 
to information in the reference section.

A
“a”  63, 64, 70
abilities  56, 57
“-able” suffixes  115
“about”  101, 108, 109
absolute adjectives  93
“absolutely”  100
abstract nouns  72
action verbs  49, 50

in present tense  4, 5
“actually”  118
adjectives  63, 84, 92, R1

adding emphasis to  103
comparative  94, 95, 96
gradable and non-gradable  93
hedging with  119
same forms as adverbs  98, 99
superlative  97
with “enough” and “too”  104
with prepositions  109, R15
with suffixes  115

adverbials  88, R25
adverbs  R1

comparative and superlative  99
describing verbs  100
in phrasal verbs  55
of degree  93, 100
of frequency  102
of manner  98
of time  101
same forms as adjectives  98, 99
with “enough” and “too”  104
see also gradable adjectives

advice  56, 59
“afford”  90
“afraid”  90, 118
“after”  105, 107, 117
“afternoon” and “morning”  107
age, adjectives for  92
agents, of sentences  24, 25
agreement

noun-verb  68
subject-verb  71

“all”  77, 82
“almost”  76, 96
“a lot”  75, 94
alphabet  R2
“already”  101
“although”  111
“always”  102
“am”  24

see also “be”
“an”  63, 64, 70
“-ance” suffixes  115

“because”  111, 112
“been”

“have been”  12, 27, 28
in future tense  21, 26
in past tense  14
in present tense  11, 12, 25

“before”  107
“being”  24
“best”  97
“better”  99
“between”  106, 109
“between...and...”  107
body language  118
“both”  68
“but”  110, 112

with ellipsis  89
with inversions  88

“by”
as preposition  105, 107, 108, 109
“by far”  97
“by the way”  118
in passive voice  24

C
“can”  56, 57

after “nor”  110
“cannot” and “can’t”  41, 57, 61
for permission and requests  58
in first conditional  30
in short answers  41

capitalization  69
cardinal numbers  74
cause and effect, adjectives for  95
“certainly”  118
“chance”  90
changes in meaning  52, 55, R22

addition of prefixes and suffixes  114, 115
addition of defining relative clauses  81
auxiliary verbs with main verbs  49
degrees, of adverbs and adjectives  100, 104
question words with “-ever”  84
use of prepositions  106, 109

changes to subject  118, 120
classifying adjectives  93
closed questions  38, 41, 42, 47
collective nouns  71
collocations, reflexive  78
colors, adjectives for  92
comma use

in numbers  74
in sentences  29, 31, 82
with coordinating conjunctions  110

common nouns  69
common prefixes  114
common suffixes  115
comparative adjectives  94, 95, 103
comparative adverbs  99
comparisons  94, 95, 96

in arguments  119
with conjunctions  112

complements  90
“completely”  100

Index
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complex prepositions  105
compound nouns  73
conceding a point  118
conclusion markers  117
concrete nouns  72
conditional sentences  29, 30, 31, 59
conjunctions  110, 111, 113, R1

ellipsis after  89
consonants  R2
continuous forms  12, 14, 50

in future tense  20, 21
see also past continuous; present continuous

contractions  6, 77, R13
negative  2, 4
use of apostrophes in  80

contrasting phrases  110, 111, 113
conversational English see spoken English
coordinating conjunctions  110, 113
correcting subjects  118
“could”  44, 56

“could not” and “couldn’t”  61, 62
“could you tell me”  38
for past abilities  57
for permission and requests  58
for suggestions  59
in deductions  61
in second conditional  29, 30
with “wish”  33

countable nouns  70, 75
abstract  72
substitution of  91
with “enough” and “not enough”  104
see also uncountable nouns 

D
dates  74, 75
decade phrases  80
decimals  74
decisions

with “going to”  17
with “will”  18

deductions  56, 61
defining relative clauses  63, 81

see also non-defining relative clauses
definite article (“the”)  63, 64, 97
degrees, of adverbs and adjectives  100, 104
demonstrative determiners  65

“that”  86, 87, R13
“that” as relative pronoun  81
“that” in passive voice  28
“that” with “so” and “such”  103
“these” and “those”  44
“this”  43, 45

dependent prepositions  109
describing words see adjectives
desires (“wish”)  33
determiners  R1

“each” and “every”  67
“no”  41, 47, 66
possessive  80
“whichever” and “whatever” as  84
with “either,” “neither,” and “both”  68

“did”
“did not” and “didn’t”  8, 60
in questions  9, 34, 37
in open questions  36

direct objects  53, 55
pronouns  77

direct speech  44
see also reported speech

disagreeing subjects  118
discourse markers  117
discussions  119
distances, with “it”  86
distancing, from statements  119
“do” and “does”  49, 80

“do you know”  38
for substitution  91
in answers  40, 41
in questions  3, 34, 37 

open questions  36 
question tags  39 
reported questions  47

in requests  6
in short answers  41
see also “do not” and “don’t”

“-dom” suffixes  115
“do not” and “don’t”  2, 79

as imperatives  6
“does not” and “doesn’t”  2, 80
“don’t have to”  60
in reported speech  46
in short answers  41
with “have”  80

double object verbs  53
dummy subject (“it”)  86
duration, prepositions for  107
“during”  107

E
“each”  67, 78
“-ed” suffixes  7, 11, 51

adjectives with  92
“either”  68, 110
elision see contractions
ellipsis  89, 110, R3
emphasis  59, 78

imperatives  6
in formal organizing phrases  117
inversion of words  88
“no” and nouns  66
shifting focus  87
through repetition  95
with conjunctions  112
with “far” and “much”  104
with “little”  75
with “so” and “such”  103
see also stress

empty subject (“it”)  86
“-en” suffixes  115
“-ence” suffixes  115
“enough”  75, 104
“entirely”  100
“-er” suffixes  94, 99, 115
“-es” suffixes  1, 5, 69

“-est” suffixes  97, 99
“even though”  111
“-ever,” with question words  84
“every”  67
“everyone” and “everybody”  79
“everything”  79
evidence, predictions with  17
exclamation marks  6
expressions, comparative adjectives  95
expressions of frequency  102
extreme adjectives  93

F
fact adjectives  92
“fairly”  93, 100
“fast,” “faster,” and “fastest”  97
“feel” and “felt”  43, 50
feelings  52
female and male nouns  80, 92

see also “he,” “him,” and “his;” “she”
“few” and “fewer”  75, 91
“finally”  117
“fine” and “finely”  98
“first”  117
first (real) conditional  29, 30, 31
first person pronouns  77
focus, on parts of sentences  87
“for”  107, 109

“for example”  117
formal English

conjunctions  112
“nor”  110
“ought to”  59
polite requests  6, 58
using inversion  30, 88
“whether”  47
“whom”  35, 81, 82

formal organizing phrases  117
fractions  74
frequencies, questions about  35
frequency, adverbs of  102
“friendly” and “friendlier”  94
“from... to...”  107
“-ful” suffixes  115
future  19, 23, 33, R10

near, with “about to”  101
obligations  60
possibilities  32, 62
with “yet”  101

future continuous  20, 23
future in the past  22, 23
future, passive voice in  26
future perfect  21, 23, R11

passive  26
future simple  23, 26
future with “going to”  17, 23
future with “will”  18, 23

in first conditional  29
in reported speech  44
phrasal verbs in  55
with “there”  85

future with “shall”  18
future with “will be able to”  57
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complex prepositions  105
compound nouns  73
conceding a point  118
conclusion markers  117
concrete nouns  72
conditional sentences  29, 30, 31, 59
conjunctions  110, 111, 113, R1

ellipsis after  89
consonants  R2
continuous forms  12, 14, 50

in future tense  20, 21
see also past continuous; present continuous

contractions  6, 77, R13
negative  2, 4
use of apostrophes in  80

contrasting phrases  110, 111, 113
conversational English see spoken English
coordinating conjunctions  110, 113
correcting subjects  118
“could”  44, 56

“could not” and “couldn’t”  61, 62
“could you tell me”  38
for past abilities  57
for permission and requests  58
for suggestions  59
in deductions  61
in second conditional  29, 30
with “wish”  33

countable nouns  70, 75
abstract  72
substitution of  91
with “enough” and “not enough”  104
see also uncountable nouns 

D
dates  74, 75
decade phrases  80
decimals  74
decisions

with “going to”  17
with “will”  18

deductions  56, 61
defining relative clauses  63, 81

see also non-defining relative clauses
definite article (“the”)  63, 64, 97
degrees, of adverbs and adjectives  100, 104
demonstrative determiners  65

“that”  86, 87, R13
“that” as relative pronoun  81
“that” in passive voice  28
“that” with “so” and “such”  103
“these” and “those”  44
“this”  43, 45

dependent prepositions  109
describing words see adjectives
desires (“wish”)  33
determiners  R1

“each” and “every”  67
“no”  41, 47, 66
possessive  80
“whichever” and “whatever” as  84
with “either,” “neither,” and “both”  68

“did”
“did not” and “didn’t”  8, 60
in questions  9, 34, 37
in open questions  36

direct objects  53, 55
pronouns  77

direct speech  44
see also reported speech

disagreeing subjects  118
discourse markers  117
discussions  119
distances, with “it”  86
distancing, from statements  119
“do” and “does”  49, 80

“do you know”  38
for substitution  91
in answers  40, 41
in questions  3, 34, 37 

open questions  36 
question tags  39 
reported questions  47

in requests  6
in short answers  41
see also “do not” and “don’t”

“-dom” suffixes  115
“do not” and “don’t”  2, 79

as imperatives  6
“does not” and “doesn’t”  2, 80
“don’t have to”  60
in reported speech  46
in short answers  41
with “have”  80

double object verbs  53
dummy subject (“it”)  86
duration, prepositions for  107
“during”  107

E
“each”  67, 78
“-ed” suffixes  7, 11, 51

adjectives with  92
“either”  68, 110
elision see contractions
ellipsis  89, 110, R3
emphasis  59, 78

imperatives  6
in formal organizing phrases  117
inversion of words  88
“no” and nouns  66
shifting focus  87
through repetition  95
with conjunctions  112
with “far” and “much”  104
with “little”  75
with “so” and “such”  103
see also stress

empty subject (“it”)  86
“-en” suffixes  115
“-ence” suffixes  115
“enough”  75, 104
“entirely”  100
“-er” suffixes  94, 99, 115
“-es” suffixes  1, 5, 69

“-est” suffixes  97, 99
“even though”  111
“-ever,” with question words  84
“every”  67
“everyone” and “everybody”  79
“everything”  79
evidence, predictions with  17
exclamation marks  6
expressions, comparative adjectives  95
expressions of frequency  102
extreme adjectives  93

F
fact adjectives  92
“fairly”  93, 100
“fast,” “faster,” and “fastest”  97
“feel” and “felt”  43, 50
feelings  52
female and male nouns  80, 92

see also “he,” “him,” and “his;” “she”
“few” and “fewer”  75, 91
“finally”  117
“fine” and “finely”  98
“first”  117
first (real) conditional  29, 30, 31
first person pronouns  77
focus, on parts of sentences  87
“for”  107, 109

“for example”  117
formal English

conjunctions  112
“nor”  110
“ought to”  59
polite requests  6, 58
using inversion  30, 88
“whether”  47
“whom”  35, 81, 82

formal organizing phrases  117
fractions  74
frequencies, questions about  35
frequency, adverbs of  102
“friendly” and “friendlier”  94
“from... to...”  107
“-ful” suffixes  115
future  19, 23, 33, R10

near, with “about to”  101
obligations  60
possibilities  32, 62
with “yet”  101

future continuous  20, 23
future in the past  22, 23
future, passive voice in  26
future perfect  21, 23, R11

passive  26
future simple  23, 26
future with “going to”  17, 23
future with “will”  18, 23

in first conditional  29
in reported speech  44
phrasal verbs in  55
with “there”  85

future with “shall”  18
future with “will be able to”  57
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I
“I”  77, 80, R13

“I am”  1
“I am not”  2
“I have” and “I’ve”  12

“-ible” suffixes  115
“-ify” suffixes  115
“-ier” suffixes  94
“-iest” suffixes  97
“if ”  47

closed questions  38
“if I were you”  59
“if only”  33
in conditional sentences  29, 30, 31

“-ily” suffixes  98
“im-” prefixes 114
imperatives  6, 29, 78, R5
“in”  106, 107, 109

“in case”  32
“in order to”  111

indefinite articles  63, 64
indefinite pronouns  79
“indicate”  119
indirect object  53

pronouns  77
indirect questions  38
infinitives (verbs)  51, 105, R18

clauses  28, 86, 90
with “enough” and “too”  104
patterns  52, 53
with reporting verbs  45, 46
shortening of  90
see also base form (verbs)

informal English
answers  58
“can”  58
conjunctions  112
ellipsis  89, 111
“get” and “have”  116
question tags  39
see also spoken English

informal organizing words  120
“-ing” suffixes  115

adjectives with  92
gerunds  51, 52, 54, R18
after prepositions  105
patterns  53, 54
with continuous tenses  4, 10, 12
with prepositions  54

inseparable phrasal verbs  55, R21
interjections  R1

“wow”  120
“yes”  41, 47
see also exclamation marks

interviewing techniques  120
intonation  39, 40, 44, 55
intransitive verbs  49
inversion, of words  38, 88
irregular adverbs  98, 99
irregular comparative adjectives  94
irregular past participles  11, 51
irregular plurals  69, R24
irregular superlative adjectives  97

G
gender, nouns  69
general opinions  92
generic “the”  63
gerunds  51, 52, 54, R18

after prepositions  105
patterns  53, 54

“get” and “got”  28
“get / have something done”  116
“get on / up”  55
“get used to”  116

“go”  7, 11, 102
“going to”  17, 20, 22, 23
“going to be”  85

“gone”  11
“good”  93, 98, 99

“good question”  120
gradable adjectives  93
grading adverbs  100

H
“had”  13, 25, R13

“had been”  14
“had better”  59
in conditional sentences  29, 30

“half ”  96
“harder”  95
“has”  1, 11, 49

“has been”  28, 85
“has not” and “hasn’t”  46
“has to”  60
possession  80
subject-verb agreement  71
see also “have”

“hate”  87, 90
“have”  10, 21, 90

contractions of  R13
“have been”  12, 27, 28
“have / get something done”  116
“have got”  80
“have not” and “haven’t”  80
“have to”  56, 60
in third conditional  29, 31
questions with  40, 80
with pronouns  77
see also “has”

hedging  119
“he,” “him,” and “his”  77, 80, R13

“he has” and “he’s”  12
“hence”  112
“her” and “hers”  77, 80

“herself ” and “himself ”  78
“how”  35, 89

“how often”  35, 102
“however”  84
hyphenated words  73
hypothetical situations  29, 31

irregular verbs  1, 7
“is” and “are”  24, 71, 85 see also “be”

“is not” and “isn’t”  2, 4, 46
“-ism” suffixes  115
“-ist” suffixes  115
“it”  77, 80, 86

clauses  86, 87
contractions of  R13
in passive voice  28
“it is” and “it’s”  80, 86, 87
“its”  80
“itself ”  78
“it was”  87

“-ize” suffixes  115

JL
“just”  6, 101

for emphasis  96
“just in case”  32
with statistics  76

“later” and “latest”  99
“least”  97, 99
“less”  75, 99

“less...than...”  94
“-less” suffixes  115
“let’s” and “let’s not”  6, 120
“like”  44, 87, 90

as conjunction  112
likely actions and events  29
linking words  49, 112, R25

conjunctions  89, 110, 111, R1
lists of nouns, conjunctions with  110
“little”  75
long adjectives  94, 95, 97
longer compound nouns  73
“look up to”  55
“lots”  75
“loudly”  98
“love”  87, 90
“-ly” suffixes  98

M
main verbs  49

action (dynamic) verbs  4, 5, 50
state (stative) verbs  4, 5, 50, R19

“majority” and “minority”  76
male and female nouns  80, 92

see also “he,” “him,” “his,” and “she”
“man” and “men”  69
manners, adverbs of  98
“many”  70
materials, adjectives for  92
“may”  56

for permission and requests  58
“may not”  62
with deductions  61
with possibilities  62
see also “might”

“me”  77
meanings, changes in see changes in meaning
“-ment” suffixes  115
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“might”  56
in deductions  61
in suggestions and advice  59
in third conditional  29, 30
“might not”  61, 62
with possibilities  62

minority” and “majority”  76
“mis-” prefixes  114
mixed conditionals  29
modal verbs  49, 56

for abilities  57
for advice and suggestions  18, 59
for deductions  61
for obligations  60
for offers and requests  18, 20, 58
in conditional sentences  29, 30
in questions  39, 40
in reported speech  44
in short answers  41
passive voice with  27
with wishes and regrets  33
see also “could;” “would”

modifiers
adverbs  101
adjectives with  94
gradable adjectives  93
in compound nouns  73
prefixes  114
with comparisons  96
with superlatives  97

“more”  75, 94, 99
“more and more”  95
“more… than…”  94

“morning” and “afternoon”  107
“most”  76, 97, 99
“much”  70, 94
“must”  56, 59

in deductions  61
in obligations  60
“must not” and “mustn’t”  60

“my” and “mine”  80
“myself ”  78

N
names, personal  63
narrative tenses  10, 16
nationalities, adjectives for  92
“nearly”  102
negatives  R12

adverbials  88
answers to questions  58
avoiding repetition in  90, 91
imperatives  6
in “as...as” comparisons  96
in future tense  17, 18
in past tense  8, 33
in present tense  2, 4, 5
in reported speech  46
modal verbs  56, 57
questions  39, 40
use of articles in  63
with “but”  110
with countable and uncountable nouns  70

negatives continued
with ”have”  80
with indefinite pronouns  79
with “neither”  68, 88
with “use to” and “used to”  15
see also “not”

“neither”  68, 88
“-ness” suffixes  115
neutral questions  20
“never”  88, 102
newspaper headlines  73
“next”  117

“next to”  105, 106
“no”  41, 47, 66

“no sooner”  88
“none”  66
non-defining relative clauses  82

see also defining relative clauses
non-gradable adjectives  93
non-grading adverbs  100
non-reflexive verbs  78
“no one”  79
“nor”  68, 110

see also “or”
“not”  2, 8, 17

for substitution  91
in reported speech  46
“not as...as” and “not so...as”  96
“not enough”  75
“not only”  88
“not quite”  96
with modal verbs  61

“nothing”  79
nouns  R1

abstract and concrete  72
adding emphasis to  103
agreement, with verbs  68
and shortened infinitives  90
articles with  63
based on phrasal verbs  55
compound  73
focusing with  87
singular and plural  69
with imperatives  6
with “no”  66
with possessive determiners  80
with prepositions  105, 109, R16
with suffixes  115

“nowhere near”  96
numbers  74, 67
quantities  75, 76

O
object pronouns  77
object questions  37, 42
objects

in defining relative clauses  81
in passive sentences  24
in reported speech  47
use of articles with  63
with prepositions  105
with verbs  49, 53, 54
reporting verbs  45, 46

obligations  56, 60
“occasionally”  102
“of ”  68, 109
offers  18, 56, 58
“often”  102
“OK”  120
omitted words  95

ellipsis  89, 110, R3
“on”  105, 106, 107

“on the one / other hand”  119
“on top of ”  106

“one” and “ones”  91
“one another”  78
“one of ”  97

“only when”  88
open questions  4, 36, 42

indirect  38
reported  47

opening phrases  38
opinions  92
“or”  110

for suggestions  59
in questions  47
with “either”  68
with ellipsis  89

ordinal numbers  74
organizing phrases  117
organizing words, informal  120
“other”  65
“ought to”  33, 56, 59
“our” and “ours”  80

“ourselves”  78
“-ous” suffixes  115
“over-” prefixes  114
ownership  80, 108

P
parallel prepositions  105
participles  10, 51

see also past participles
particles  55
parts of speech  R1

articles  63, 64, 69, 97
conjunctions  89, 110, 111
interjections 41, 47, 120
see also adjectives; adverbs; determiners; 

nouns; prepositions; pronouns; verbs
passive voice  24, 28

“by” in  108
in the future  26
in the past  25
with modals  27

past  16, R6
abilities  57
possibilities  62
recent, with “just” and “already”  101

“past,” use in time phrases  107
past continuous  10, 15, 16, 22

passive  25
in reported speech  44

past, future in  22
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“might”  56
in deductions  61
in suggestions and advice  59
in third conditional  29, 30
“might not”  61, 62
with possibilities  62

minority” and “majority”  76
“mis-” prefixes  114
mixed conditionals  29
modal verbs  49, 56

for abilities  57
for advice and suggestions  18, 59
for deductions  61
for obligations  60
for offers and requests  18, 20, 58
in conditional sentences  29, 30
in questions  39, 40
in reported speech  44
in short answers  41
passive voice with  27
with wishes and regrets  33
see also “could;” “would”

modifiers
adverbs  101
adjectives with  94
gradable adjectives  93
in compound nouns  73
prefixes  114
with comparisons  96
with superlatives  97

“more”  75, 94, 99
“more and more”  95
“more… than…”  94

“morning” and “afternoon”  107
“most”  76, 97, 99
“much”  70, 94
“must”  56, 59

in deductions  61
in obligations  60
“must not” and “mustn’t”  60

“my” and “mine”  80
“myself ”  78

N
names, personal  63
narrative tenses  10, 16
nationalities, adjectives for  92
“nearly”  102
negatives  R12

adverbials  88
answers to questions  58
avoiding repetition in  90, 91
imperatives  6
in “as...as” comparisons  96
in future tense  17, 18
in past tense  8, 33
in present tense  2, 4, 5
in reported speech  46
modal verbs  56, 57
questions  39, 40
use of articles in  63
with “but”  110
with countable and uncountable nouns  70

negatives continued
with ”have”  80
with indefinite pronouns  79
with “neither”  68, 88
with “use to” and “used to”  15
see also “not”

“neither”  68, 88
“-ness” suffixes  115
neutral questions  20
“never”  88, 102
newspaper headlines  73
“next”  117

“next to”  105, 106
“no”  41, 47, 66

“no sooner”  88
“none”  66
non-defining relative clauses  82

see also defining relative clauses
non-gradable adjectives  93
non-grading adverbs  100
non-reflexive verbs  78
“no one”  79
“nor”  68, 110

see also “or”
“not”  2, 8, 17

for substitution  91
in reported speech  46
“not as...as” and “not so...as”  96
“not enough”  75
“not only”  88
“not quite”  96
with modal verbs  61

“nothing”  79
nouns  R1

abstract and concrete  72
adding emphasis to  103
agreement, with verbs  68
and shortened infinitives  90
articles with  63
based on phrasal verbs  55
compound  73
focusing with  87
singular and plural  69
with imperatives  6
with “no”  66
with possessive determiners  80
with prepositions  105, 109, R16
with suffixes  115

“nowhere near”  96
numbers  74, 67
quantities  75, 76

O
object pronouns  77
object questions  37, 42
objects

in defining relative clauses  81
in passive sentences  24
in reported speech  47
use of articles with  63
with prepositions  105
with verbs  49, 53, 54
reporting verbs  45, 46

obligations  56, 60
“occasionally”  102
“of ”  68, 109
offers  18, 56, 58
“often”  102
“OK”  120
omitted words  95

ellipsis  89, 110, R3
“on”  105, 106, 107

“on the one / other hand”  119
“on top of ”  106

“one” and “ones”  91
“one another”  78
“one of ”  97

“only when”  88
open questions  4, 36, 42

indirect  38
reported  47

opening phrases  38
opinions  92
“or”  110

for suggestions  59
in questions  47
with “either”  68
with ellipsis  89

ordinal numbers  74
organizing phrases  117
organizing words, informal  120
“other”  65
“ought to”  33, 56, 59
“our” and “ours”  80

“ourselves”  78
“-ous” suffixes  115
“over-” prefixes  114
ownership  80, 108

P
parallel prepositions  105
participles  10, 51

see also past participles
particles  55
parts of speech  R1

articles  63, 64, 69, 97
conjunctions  89, 110, 111
interjections 41, 47, 120
see also adjectives; adverbs; determiners; 

nouns; prepositions; pronouns; verbs
passive voice  24, 28

“by” in  108
in the future  26
in the past  25
with modals  27

past  16, R6
abilities  57
possibilities  62
recent, with “just” and “already”  101

“past,” use in time phrases  107
past continuous  10, 15, 16, 22

passive  25
in reported speech  44

past, future in  22

354-360_Index.indd   357 26/07/2016   10:02



358

prepositions  105, 108, R1, R14–R17
dependent  109
of place  106
of time  107
with verbs  53, 54

present  5, 34, R4
for future events  19
with future continuous  20
with possibilities  32
with “still”  101

present continuous  4, 5, 23
for future events  19
in reported speech  44
passive  24
phrasal verbs in  55
with future continuous  20
with present participles  51

present participles  10, 51
present particle  4
present passive  27
present perfect  R7

continuous  12, 14, 16
in reported speech  44
passive  25
simple  11, 12, 16
“there has been / have been”  85
with past participles  51
with auxiliary verbs  49

present possibilities  62
present simple  1, 5, 23

for future plans  19
in conditional sentences  29, 31
in direct speech  43
negative  2
passive  28
phrasal verbs in  55
questions in  3, 39, 40

“pretty”  100
“probably”  18
“promise”  90
promises, using “will”  18
pronouns  6, 53, 75, R1

indefinite  79
in reported speech  44
“none”  66
personal  77
possessive  80
reflexive  78
relative  81
“this” and “that”  65
with prepositions  105
with separable phrasal verbs  55

pronunciation  74
intonation  39, 40, 44, 55
see also stress

proper nouns  69
punctuation  R3

apostrophes  80
see also comma use

past participles  13, 51
in passive voice  24, 25, 26, 27, 28
in third (unreal past) conditional  29
regular and irregular  11

past perfect
continuous  14, 16
in reported speech  44
in third conditional  29, 31
passive  25
simple  13, 16
with possibilities  32
with “wish”  33

past simple  7, 11, 14, 16
in direct and reported speech  44
in second conditional  29, 31
negative  8
passive  25, 28
phrasal verbs in  55
questions  9, 34, 39 

short questions  40
with other past tenses  10, 13, 14
with “there”  85
with unlikely possibilities  32
with “wish”  33

percentages  74
perfect passive  27
permissions  56, 58
personal pronouns  68, 77
phrasal verbs  54, 55, R20–R21

see also three-word phrasal verbs
“pick up”  55
places, description of  44, 106
plans  52
“please”  6
plural forms

compound nouns  73
irregular  R24
nouns and pronouns  69, 77, 78
subject-verb agreement  71
substitution of  91
use of apostrophes with  80
use of articles with  63, 64
with “both”  68
with “there”  85
with “these” and “those”  65
see also countable nouns; uncountable nouns

polite English see formal English
positive statements  79

substitution in  91
with “but”  110
with “do”  88
with question tags  39

possession  80, 83, 108
possibilities  62

in questions  35
modal verbs for  56, 59

predictions  17, 18
prefixes  114

Q
quantifiers  76, 82
quantities  70, 76

quantity phrases  75
questions  34, 42, 56

about frequency  102
about quantities  70
indirect  38
in future tense  17, 20
in past simple  9
in present tense  3, 4, 5
in reported speech  47
object and subject  37
open questions  36
short  40
tags  39
use of articles in  63
with “have”  80
with indefinite pronouns  79
with “might”  62

question words  35, 36
ellipsis after  89
in relative structures  83
with “-ever”  84
with modal verbs  58

“quietly”  98
“quite”  75, 100

R
“rarely”  102
“re-” prefixes  114
reactions, to statements  120
“really”  59, 100, 120
reasons, in sentences  111
recommendations  59
reduced infinitives  90
reflexive collocations  78
reflexive pronouns  78
regrets  33
“regularly”  102
regular past participles  11
regular verbs  7
relative clauses  87, 81, 82
relative pronouns  81
relative structures  83
repetition, avoiding  89, 90, 91
reported speech  43

questions  47
tenses in  44
with negatives  46

reporting verbs  28, 45
requests  20, 56, 58
results, in sentences  29, 108, 111
reversing of words (inversion)  38, 88
“right”  120
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S
“-s” suffixes  1, 5, 69

in questions  3
negatives  2
to show regular events  107
with singular agreement  71

“say” and “said”  43, 45
saying English see pronunciation
scene-setting  10
second (present unreal) conditional  29, 31

“if I were you”  59
with modal verbs  30

second person pronouns  77
“seem”  119
“-self ” and “-selves,” suffixes  78
sentences, parts of see parts of speech
separable phrasal verbs  55, R20
sequencing phrases and markers  117
“shall”  18, 56, 58
shapes, adjectives for  92
“she”  77, 80, R13
shifting focus, in parts of sentences  87
short answers  41
shortened words see contractions
short questions  40, 42
“should”  36, 56, 59

“should have”  33
similar-sounding words  74, R22
simple forms  13, 26, 50

in present perfect tense  11, 12
see also past simple; present simple

“since,” with times or dates  107
singular forms, verbs  79
singular forms, nouns  69, 73

subject-verb agreement  71
substitution of  91
use of apostrophes with  80
use of articles with  64
with “either” and “neither”  68
with “there”  85
with “this” and “that”  65
see also countable nouns; uncountable nouns

“-sion” suffixes  115
sizes, adjectives for  92
“slightly”  94
“slower” and “slowest”  99
“so”  18, 88, 103

as conjunction  110
as informal organizing word  120
for substitution  91
in comparisons  96
“so that”  111

“some”  63, 64, 76
for substitution  91
in non-defining relative clauses  82
with countable and uncountable nouns  70

“someone” and “somebody”  79
“something”  79
“sometimes”  102
specific opinions  92
speculations see deductions

speech, parts of see parts of speech
spelling rules  R23

for gerunds  51
for plurals  69
for suffixes  7, 115
in past simple  7
in present particle  4

spoken English  120
“although”  111
ellipsis  89
“have got”  80
intonation in  39, 40, 44, 55
phrasal verbs  55
questions  38, 39, 40

stalling techniques  120
state verbs  49, 50, R19

in present tense  4, 5
statistics  76
“still”  101
“stop”  6
storytelling  10, 16
stress  74, 112

on first syllables  55
on last syllables  4, 7, 51, 115

“stronger”  95
subject pronouns  77
subject questions  37, 42
subjects and verbs  49

agreement  7, 71
inversion of  38, 88

subjects in defining relative clauses  81
subjects in passive voice  24, 25, 28
subjects in questions  34

in future tense  17
in past tense  9
in present tense  3, 4

subjects in reported speech  47
subjects with imperatives  6
subordinate clauses  111, 113
subordinating conjunctions  111, 113
substitution  65, 91
“such”  103, 117
suffixes  7, 115
“suggest”  119
suggestions  18, 56, 59
superlative adjectives  97
superlative adverbs  99
“suppose”  32
syllables  74, 94, 97

see also long adjectives; stress

 T
“tall” and “taller”  94
“tell” and “told”  43, 45
tenses

auxiliary verbs to form  49
in reported speech  43, 44, 47
phrasal verbs in  55
see also future; past; present

“than”  94

“that”  65, 86, 87, R13
as relative pronoun  81
in passive voice  28
with “so” and “such”  103
see also “this”

“the”  63, 64, 97
“the more... the merrier”  95
“the... the better”  95

“their” and “theirs”  80, R13
“them”  68
“themselves”  78
“then”  94, 117
“there”  28, 41, 85
“therefore”  112
“these” and “those”  44, 65
“they”  77, 80, R13
“think”  18
third (past unreal) conditional  29, 30, 31
third person  1, 5, 77
“this”  43, 45, 65

see also “that”
“those” and “these”  44, 65
“though”  112
three-word phrasal verbs  55
time, descriptions of  15, 107, R26

adverbials  88
conjunctions as time phrases  113
specific expressions of  19, 44, 86

“-tion” suffixes  115
“to”

as preposition  105, 109
in reduced infinitives  90
use in time phrases  107
see also infinitives (verbs)

“tomorrow”  19
“too”  75, 104
“totally”  100
transitive verbs  49, 53

U
UK and US English, differences between

collective nouns  71
“further” and “furthest”  94
prepositions  107
“quite”  100
short questions  40
spoken numbers  74
subordinate time clauses  111
tenses  11

“un-” prefixes  114
uncertainties  62
uncountable nouns  64, 70, 75

abstract  72
with “enough”  104
with “there is”  85
with zero article  63
see also countable nouns

“under-” prefixes  114
“underneath”  106
understatements  75
“unique”  93
“unless”  30
unlikely actions and events  29
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S
“-s” suffixes  1, 5, 69

in questions  3
negatives  2
to show regular events  107
with singular agreement  71

“say” and “said”  43, 45
saying English see pronunciation
scene-setting  10
second (present unreal) conditional  29, 31

“if I were you”  59
with modal verbs  30

second person pronouns  77
“seem”  119
“-self ” and “-selves,” suffixes  78
sentences, parts of see parts of speech
separable phrasal verbs  55, R20
sequencing phrases and markers  117
“shall”  18, 56, 58
shapes, adjectives for  92
“she”  77, 80, R13
shifting focus, in parts of sentences  87
short answers  41
shortened words see contractions
short questions  40, 42
“should”  36, 56, 59

“should have”  33
similar-sounding words  74, R22
simple forms  13, 26, 50

in present perfect tense  11, 12
see also past simple; present simple

“since,” with times or dates  107
singular forms, verbs  79
singular forms, nouns  69, 73

subject-verb agreement  71
substitution of  91
use of apostrophes with  80
use of articles with  64
with “either” and “neither”  68
with “there”  85
with “this” and “that”  65
see also countable nouns; uncountable nouns

“-sion” suffixes  115
sizes, adjectives for  92
“slightly”  94
“slower” and “slowest”  99
“so”  18, 88, 103

as conjunction  110
as informal organizing word  120
for substitution  91
in comparisons  96
“so that”  111

“some”  63, 64, 76
for substitution  91
in non-defining relative clauses  82
with countable and uncountable nouns  70

“someone” and “somebody”  79
“something”  79
“sometimes”  102
specific opinions  92
speculations see deductions

speech, parts of see parts of speech
spelling rules  R23

for gerunds  51
for plurals  69
for suffixes  7, 115
in past simple  7
in present particle  4

spoken English  120
“although”  111
ellipsis  89
“have got”  80
intonation in  39, 40, 44, 55
phrasal verbs  55
questions  38, 39, 40

stalling techniques  120
state verbs  49, 50, R19

in present tense  4, 5
statistics  76
“still”  101
“stop”  6
storytelling  10, 16
stress  74, 112

on first syllables  55
on last syllables  4, 7, 51, 115

“stronger”  95
subject pronouns  77
subject questions  37, 42
subjects and verbs  49

agreement  7, 71
inversion of  38, 88

subjects in defining relative clauses  81
subjects in passive voice  24, 25, 28
subjects in questions  34

in future tense  17
in past tense  9
in present tense  3, 4

subjects in reported speech  47
subjects with imperatives  6
subordinate clauses  111, 113
subordinating conjunctions  111, 113
substitution  65, 91
“such”  103, 117
suffixes  7, 115
“suggest”  119
suggestions  18, 56, 59
superlative adjectives  97
superlative adverbs  99
“suppose”  32
syllables  74, 94, 97

see also long adjectives; stress

 T
“tall” and “taller”  94
“tell” and “told”  43, 45
tenses

auxiliary verbs to form  49
in reported speech  43, 44, 47
phrasal verbs in  55
see also future; past; present

“than”  94

“that”  65, 86, 87, R13
as relative pronoun  81
in passive voice  28
with “so” and “such”  103
see also “this”

“the”  63, 64, 97
“the more... the merrier”  95
“the... the better”  95

“their” and “theirs”  80, R13
“them”  68
“themselves”  78
“then”  94, 117
“there”  28, 41, 85
“therefore”  112
“these” and “those”  44, 65
“they”  77, 80, R13
“think”  18
third (past unreal) conditional  29, 30, 31
third person  1, 5, 77
“this”  43, 45, 65

see also “that”
“those” and “these”  44, 65
“though”  112
three-word phrasal verbs  55
time, descriptions of  15, 107, R26

adverbials  88
conjunctions as time phrases  113
specific expressions of  19, 44, 86

“-tion” suffixes  115
“to”

as preposition  105, 109
in reduced infinitives  90
use in time phrases  107
see also infinitives (verbs)

“tomorrow”  19
“too”  75, 104
“totally”  100
transitive verbs  49, 53

U
UK and US English, differences between

collective nouns  71
“further” and “furthest”  94
prepositions  107
“quite”  100
short questions  40
spoken numbers  74
subordinate time clauses  111
tenses  11

“un-” prefixes  114
uncertainties  62
uncountable nouns  64, 70, 75

abstract  72
with “enough”  104
with “there is”  85
with zero article  63
see also countable nouns

“under-” prefixes  114
“underneath”  106
understatements  75
“unique”  93
“unless”  30
unlikely actions and events  29
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unreal past actions and events  29
“until”  107
“us”  68, 77
“used to” and “use to”  15, 16, 116, R9
US English see UK and US English,  

differences between
usually”  102

V
verbal nouns  51 

see also gerunds
verbs  49, 52, R1, R17–R19

action verbs  4, 5, 50
adjectives after  92
agreement, in sentences  68, 71
described by adverbs  100
hedging verbs  119
in shortened infinitives  90
inversion of subjects and  17, 47, 88
negatives with  2, R12
non-reflexive verbs  78
objects with  53
phrasal verbs  55, R20-R21 

see also three-word phrasal verbs
prepositions with  54, 109
regular and irregular verbs  1, 7
reporting verbs  28, 47
state verbs  4, 5, 50
see also base form (verbs), “-ing” suffixes, 

infinitives (verbs)
verbs in questions  3, 4, 9, 34

question tags  39
open questions  36
short questions  40

“very”  93, 94, 100
vowels  63, R2

W
“want”  53, 87, 90
“was” and “were”  25

questions  9, 34
in past tense  7, 8, 10
future in the past  22
subject-verb agreement  71
“were not” and “weren’t”  8
with “there”  85

“we”  77, 80, R13
weather, described with “it”  86
weighing up arguments  119
“well”  99

for stalling  120
in approximate quantities  76

“went”  7
“were” see “was” and “were”
“what”  35, 87

ellipsis after  89
in relative structures  83
“what if ”  32

“whatever”  84
“when”  35, 87

in conditional sentences  29
in questions about frequency  102
in relative structures  83
in subordinate time clauses  111

“whenever”  84
“where”  35, 87, 106

ellipsis after  89
in relative structures  83

“whereas”  112
“whereby”  83
“wherever”  84
“whether”  38, 47
“which”  35, 87

as relative pronoun  81, 82
“whichever”  84
“while”  111
“who” and “whom”  35, 37, 87, R13

as relative pronoun  81, 82
ellipsis after  89

“whoever”  84
“whom” see “who” and “whom”
“whose”  35, 83
“why”  35
“will”  18, 20, 21, 23, R12-R13

passive voice  26
in first (real) conditional  30, 31
“will be”  85
“will be able to”  57
“will have to” and ”will not have to”  60
“will not” and “won’t”  18

“wish”  33
wishes  52
“with” and “without”  108, 109
“woman” and “women”  69
“won’t be able to”  57
word endings (suffixes)  7, 115
word order

for formal English  30
for questions  34, 38, 40
inversion  17, 47, 88

“work out”  55
“would”  44, 56, 59, R9

contractions of  R13
future in the past with  22
in conditional sentences  29, 30, 31
with “wish”  33
with past habits  15, 16
“would like”  90

“wow”  120

YZ
“-y” suffixes  69, 115
year phrases  80
“yes”  41, 47
“yet”  101, 110, 112
“you”  68, 77, 80, R13

“your” and “yours”  80, R13
“yourself ” and “yourselves”  78

zero article  63, 64
zero conditional  29, 31
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