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How the course works
English for Everyone is designed for people who want to teach 
themselves the English language. The Business English edition 
covers essential English phrases and constructions for a wide 
range of common business scenarios. Unlike other courses, 
English for Everyone uses images and 
graphics in all its learning and practice,  
to help you understand and remember  
as easily as possible. The best way to learn  
is to work through the book in order, 
making full use of the audio available on 
the website and app. Turn to the practice 
book at the end of each unit to reinforce 
your learning with additional exercises.

Learning points Every unit 
begins with a summary of  

the key learning points.

Language learning 
Modules with colored 

backgrounds teach  
new language points. 
Study these carefully 
before moving on to  

the exercises. 

Unit number The book is divided 
into units. The unit number helps 

you keep track of your progress.

Modules Each unit is broken down 
into modules, which should be done 

in order. You can take a break from 
learning after completing any module. 

Audio support Most  
modules are supported  

by audio recordings to help  
you improve your speaking  

and listening skills.

Exercises Modules  
with white backgrounds 
contain exercises that help 
you practice your new 
skills to reinforce learning.

FREE AUDIO 
website and app
www.dkefe.com

PRACTICE BOOK

COURSE BOOK

74

English uses modal verbs such as “could,” “should,” and 
“must” for advice or suggestions. They can be used to 
help co-workers in difficult or stressful situations.

Advice and suggestions
 New language  Modal verbs for advice

 Vocabulary  Workplace pressures

 New skill  Giving advice

KEY LANGUAGE GIVING ADVICE

FURTHER EXAMPLES GIVING ADVICE

English uses “could,” “should,” and “must”  
to vary the strength of advice given.

MATCH THE SITUATIONS TO THE CORRECT ADVICE

Suggestion or 
gentle advice.

Strong advice.

Very strong 
advice.

“Ought to” also expresses 
strong advice.

Use “not” after modal 
verbs to form negatives.

074-077_EFE_Business_B2_Advice_and_suggestions_unit19.indd   74 25/08/2016   16:40

75

FILL IN THE GAPS USING THE PHRASES IN THE PANEL

LISTEN TO THE AUDIO AND 
MARK WHETHER KATE ADVISES 
GIORGOS TO DO THE ACTIVITY IN 
EACH PICTURE

REWRITE THE SENTENCES, 
CORRECTING THE ERRORS

 Yes No  

 Yes No  

 Yes No  

 Yes No  

 Yes No  

074-077_EFE_Business_B2_Advice_and_suggestions_unit19.indd   75 25/08/2016   16:40

126

In a job interview, it is important to describe your 
achievements in a specific and detailed way. You  
can use relative clauses to do this.

Job interviews
 New language  Relative clauses

 Vocabulary  Job interviews

 New skill  Describing your achievements in detail

KEY LANGUAGE DEFINING RELATIVE CLAUSES
Defining relative clauses give essential 
information that helps to identify a person  
or thing. Here, the defining relative clause 
gives essential information about a thing.

Here, the defining relative clause gives 
essential information about people.

The defining relative clause can also 
go in the middle of the main clause.

DEFINING RELATIVE CLAUSE

DEFINING RELATIVE CLAUSE

DEFINING RELATIVE CLAUSE

MAIN CLAUSE

MAIN CLAUSE

MAIN CLAUSE RETURN TO MAIN CLAUSE

In defining relative clauses, this is 
the relative pronoun for things.

This relative pronoun is 
used for people.

126-131_EFE_Business_B2_talking_about_your_experiences_unit32.indd   126 25/08/2016   16:55

127

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

126-131_EFE_Business_B2_talking_about_your_experiences_unit32.indd   127 25/08/2016   16:55

110

In a job interview, it is important to describe your 
achievements in a specific and detailed way. You can  
use relative clauses to do this.

Job interviews
 New language  Relative clauses

 Vocabulary  Job interviews

 New skill  Describing your achievements in detail

MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

110-113_Unit_32_Job_Interviews.indd   110 26/08/2016   11:49

111

REWRITE THE SENTENCES, CORRECTING THE ERRORS

LISTEN TO THE AUDIO, THEN NUMBER THE PICTURES IN THE ORDER  
THEY ARE DESCRIBED

110-113_Unit_32_Job_Interviews.indd   111 26/08/2016   11:49
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38

KEY LANGUAGE THE PRESENT PERFECT CONTINUOUS

FURTHER EXAMPLES THE PRESENT PERFECT CONTINUOUS

HOW TO FORM THE PRESENT PERFECT CONTINUOUS

The present perfect continuous describes an ongoing situation in the past that often 
affects the present moment. You can use it to offer explanations for problems.

VERB + “-ING”“HAS / HAVE” BEEN REST OF SENTENCE

Add “not” or its short form after “have” or “has” to form the negative.

In questions, the subject sits between “have” or “has” and “been.”

Use “has” or “have,” 
depending on the subject.

“Been” stays the same 
for all subjects.

Add “-ing” to the 
main verb.

PRESENT PERFECT CONTINUOUS

The situation usually 
affects the present 

moment or recent past.

SUBJECT

036-039_EFE_Business_B2_Making_Apologies_Unit8.indd   38 25/08/2016   16:39

Language modules
New language is shown in the context of common business scenarios. Each 
learning module introduces appropriate English for a particular situation,  
as well as general points of English language to improve your overall fluency.

Module heading The teaching 
topic appears here, along with  
a brief introduction.

Module number Every module  
is identified with a unique number,  
so you can track your progress and 
easily locate any related audio.

Vocabulary Throughout the book, 
vocabulary modules list the most 

common and useful English words 
and phrases for business, with visual 

cues to help you remember them.

Write-on lines You are 
encouraged to write your own 

translations of English words to 
create your own reference pages. 

Sample language New language points 
are introduced in common business 
contexts. Colored highlights make  
new constructions easy to spot, and 
annotations explain them.

Supporting audio This symbol 
indicates that the model sentences 
featured in the module are available 
as audio recordings.

Formation guide Visual guides 
break down English grammar into its 
simplest parts, showing you how to 
recreate even complex formations.

30

Vocabulary
MONEY AND FINANCE

030-031_VOCAB-_MONEY_AND_FINANCE_UNIT6.indd   30 05/09/2016   12:22

Graphic guide Clear, simple visuals help 
to explain the meaning of new language 
forms, and show you business situations 
in which you might expect to use them.

008-011_HBW_UK_CB_2.indd   9 07/09/2016   17:34
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Practice modules
Each learning point is followed by 
carefully graded exercises that help to fix 
new language in your memory. Working 
through the exercises will help you 
remember what you have learned and 
become more fluent. Every exercise is 
introduced with a symbol to indicate 
which skill is being practiced.

GRAMMAR
Apply new language rules  
in different contexts.

VOCABULARY
Cement your understanding 
of key vocabulary.

READING
Examine target language  
in real-life English contexts.

LISTENING
Test your understanding  
of spoken English.

SPEAKING
Compare your spoken English  
to model audio recordings.

Space for writing You are 
encouraged to write your 
answers in the book for 
future reference.

Speaking exercise  
This symbol indicates that you should 

say your answers out loud, then 
compare them to model recordings 

included in your audio files.

Sample answer The first question of 
each exercise is answered for you, to 
help make the task easy to understand.

Supporting graphics 
Visual cues are given  
to help you understand 
the exercises.

Listening exercise This symbol 
indicates that you should listen to 
an audio track in order to answer 
the questions in the exercise.

Module number Every module is 
identified with a unique number, 
so you can easily locate answers 
and related audio.

Exercise instruction Every 
exercise is introduced with a 
brief instruction, telling you 
what you need to do.

Supporting audio This symbol shows 
that the answers to the exercise are 

available as audio tracks. Listen to 
them after completing the exercise.

37

MATCH THE SENTENCES TO THE CORRECT RESPONSES

Ethan takes a phone call 
from a customer who 
wants to complain 
about an order she  
has placed.

CROSS OUT THE INCORRECT 
WORD IN EACH SENTENCE, THEN 
SAY THE SENTENCES OUT LOUD

LISTEN TO THE AUDIO,  
THEN NUMBER THE PHRASES 
IN THE ORDER YOU HEAR THEM

036-039_EFE_Business_B2_Making_Apologies_Unit8.indd   37 25/08/2016   16:39

44

Use the present continuous to inform clients about 
current situations and future arrangements. Continuous 
tenses can also soften questions and requests.

Keeping clients informed
 New language  Continuous tenses

 Vocabulary  Arrangements and schedules

 New skill  Keeping clients informed

KEY LANGUAGE THE PRESENT CONTINUOUS
English uses the present continuous to 
describe what’s happening right now.

English also uses the present continuous to talk 
about arrangements for a fixed time in the future.

Use “still” to emphasize that 
a situation is ongoing.

LISTEN TO THE AUDIO AND MARK WHETHER THE ACTIVITY IN EACH 
PICTURE TAKES PLACE IN THE PRESENT OR THE FUTURE

 Present Future  

 Present Future  

 Present Future   Present Future  

 Present Future  

Use the present continuous with a future time 
marker to talk about future arrangements.

044-047_EFE_Business_B2_Keeping_clients_informed_unit11.indd   44 25/08/2016   16:39

171

REWRITE THE ZERO CONDITIONAL SENTENCES, PUTTING THE WORDS IN 
THE CORRECT ORDER

FILL IN THE GAPS BY PUTTING THE VERBS IN THE CORRECT TENSES TO 
FORM FIRST CONDITIONAL SENTENCES

168-173_296905_discussing_conditions_unit43.indd   171 25/08/2016   16:55
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Audio

Track your progress

English for Everyone features extensive supporting audio materials. 
You are encouraged to use them as much as you can, to improve 
your understanding of spoken English, and to make your own 
accent and pronunciation more natural. Each file can be played, 
paused, and repeated as often as you like, until you are confident 
you understand what has been said.

The course is designed to make it easy to monitor your progress, 
with regular summary and review modules. Answers are provided 
for every exercise, so you can see how well you have understood 
each teaching point.

Review modules At the end of a 
group of units, you will find a more 
detailed review module, summarizing 
the language you have learned.

Checklists Every unit ends with a 
checklist, where you can check off  
the new skills you have learned.

LISTENING EXERCISES 
This symbol indicates that you should 
listen to an audio track in order to 
answer the questions in the exercise.

SUPPORTING AUDIO 
This symbol indicates that extra audio 
material is available for you to listen  
to after completing the module.

Audio This symbol 
indicates that the 
answers can also  
be listened to.

Check boxes Use these boxes 
to mark the skills you feel 
comfortable with. Go back and 
review anything you feel you 
need to practice further.

Exercise numbers 
Match these numbers 
to the unique identifier 
at the top-left corner 
of each exercise.

Answers Find the 
answers to every 
exercise printed at 
the back of the book.

FREE AUDIO 
website and app
www.dkefe.com

29

REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 1–5

INTRODUCING YOURSELF AND 
OTHERS

THE PAST SIMPLE AND THE PAST 
CONTINUOUS FOR PAST EXPERIENCES

THE PAST TENSE FOR POLITENESS

TALKING ABOUT THE RECENT PAST 
WITH THE PRESENT PERFECT SIMPLE 

TALKING ABOUT CHANGES WITH 
“USED TO” AND “BE / GET USED TO”

DELEGATING TASKS WITH MODALS

NEW LANGUAGE SAMPLE SENTENCE UNIT

CHECKLIST

 Modal verbs for obligation   Delegation and politeness    Delegating tasks to colleagues  

READ THE ARTICLE AND ANSWER THE QUESTIONS

026-029_296905_Tasks_B2_unit5.indd   29 26/08/2016   11:00
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REVIEW THE ENGLISH YOU HAVE LEARNED IN UNITS 1–5

INTRODUCING YOURSELF AND 
OTHERS
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TALKING ABOUT THE RECENT PAST 
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CHECKLIST

 Modal verbs for obligation   Delegation and politeness    Delegating tasks to colleagues  

READ THE ARTICLE AND ANSWER THE QUESTIONS
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Introductions
When you first join a company, there are many phrases 
that you can use to introduce yourself. Other people 
may also use a variety of phrases to introduce you.

KEY LANGUAGE INTRODUCING YOURSELF AND OTHERS
It is common to shake hands with new 
colleagues and introduce yourself.

It is polite to introduce people you know  
but who do not know each other.

 New language  Present simple and continuous

 Vocabulary  Etiquette for introductions

 New skill  Introducing yourself and others

Use when you meet 
someone you have 
heard about.

When you know both parties, introduce 
each one separately, saying both their names.

Say a polite 
response  
when you are 
introduced.  
“How do you do?” 
is quite  formal.

When you meet 
someone you think you 
may have met before.

When you meet 
someone for the  
first time.

012-015_296905_Introducing_yourself_B2_unit1.indd   12 25/08/2016   16:39
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FILL IN THE GAPS USING  
THE WORDS IN THE PANEL

LISTEN TO THE AUDIO AND 
ANSWER THE QUESTIONS

Delegates at a conference are 
introducing themselves.

MATCH THE BEGINNINGS OF THE INTRODUCTIONS TO THE CORRECT 
ENDINGS

012-015_296905_Introducing_yourself_B2_unit1.indd   13 25/08/2016   16:39



14

READ THE ARTICLE AND ANSWER THE QUESTIONS

KEY LANGUAGE THE PRESENT SIMPLE AND THE PRESENT CONTINUOUS
The present simple is used to describe something that happens in general, 
or is part of a routine. The present continuous describes something that is 
happening right now, and will be continuing for a limited time.

Present simple is the same as the 
base form of the verb without “to.”

Present continuous is formed by adding  
“be” before the verb and “-ing” to the verb.

012-015_296905_Introducing_yourself_B2_unit1.indd   14 25/08/2016   16:39
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CHECKLIST

 Present simple and continuous   Etiquette for introductions   Introducing yourself and others  

REWRITE THE SENTENCES, CORRECTING THE ERRORS

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE, THEN SAY THE 
SENTENCES OUT LOUD

012-015_296905_Introducing_yourself_B2_unit1.indd   15 25/08/2016   16:39
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Getting to know colleagues
Talking about your past work experience is a good way 
to get to know your colleagues. Past simple and past 
continuous tenses are often used to do this.

 New language  Past simple and past continuous

 Vocabulary  Sharing past experiences 

 New skill  Talking about past experiences

Add “-ed” to most verbs to 
form the past simple. 

Many common verbs have 
irregular past simple form. 

KEY LANGUAGE THE PAST SIMPLE AND THE PAST CONTINUOUS

HOW TO FORM THE PAST SIMPLE AND THE PAST CONTINUOUS

Use the past simple to talk about a single, completed action in  
the past, past habits, or a state that was true for a time in the past. 

The past simple is usually formed by adding “-ed” to the base form of the verb. The past continuous 
is formed by adding “was” or “were” in front of the verb, and “-ing” to the end of the verb.

PAST SIMPLE

Use the past continuous to talk about ongoing actions 
that were in progress at a certain time in the past.

REST OF CLAUSEPAST CONTINUOUSSUBJECT

016-019_296905_Meeting_new_colleagues_B2_unit2.indd   16 25/08/2016   16:39
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CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

MARK THE SENTENCES  
THAT ARE CORRECT

KEY LANGUAGE THE PAST TENSE
FOR POLITENESS
You may hear people ask questions about a present 
situation in the past tense. This makes the question 
more polite.

The past tense is also sometimes 
used to make a polite request.

“Do” becomes “Did” to make 
the question in past tense.

016-019_296905_Meeting_new_colleagues_B2_unit2.indd   17 25/08/2016   16:39
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FILL IN THE GAPS BY PUTTING THE VERBS IN THE PRESENT PERFECT SIMPLE

KEY LANGUAGE THE PRESENT PERFECT SIMPLE

HOW TO FORM THE PRESENT PERFECT SIMPLE

The present perfect simple is used to talk about events in the 
recent past that still have an effect on the present moment. 

The present perfect simple is formed
 with “have” and a past participle.

REST OF SENTENCE

No date is specified, so the 
present perfect is used.

A specific date is 
given, so the past 
simple is used.

“HAVE / HAS” + PAST PARTICIPLESUBJECT

016-019_296905_Meeting_new_colleagues_B2_unit2.indd   18 25/08/2016   16:39
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CHECKLIST

 Past simple and past continuous   Sharing past experiences    Talking about past experiences  

LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Two colleagues are 
discussing their past 
experience.

CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE, THEN SAY THE 
SENTENCES OUT LOUD

016-019_296905_Meeting_new_colleagues_B2_unit2.indd   19 25/08/2016   16:39
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Vocabulary
DEPARTMENTS

020-021_VOCAB_Departments_Unit3.indd   20 05/09/2016   12:22
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ROLES

DESCRIBING ROLES

020-021_VOCAB_Departments_Unit3.indd   21 05/09/2016   12:22
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FURTHER EXAMPLES “USED TO,” “GET USED TO,” AND “BE USED TO”

Talking about changes
There are many ways to talk about changes at work  
in the past and present. Many of the phrases include  
“used to,” which can have several different meanings.

 New language  “Used to,” “be / get used to” 

 Vocabulary  Small talk

 New skill  Talking about changes at work

KEY LANGUAGE “USED TO,” “GET USED TO,” AND “BE USED TO”
“Used” with an infinitive describes  
a regular habit or state in the past.

“Get used to” describes the process  
of becoming familiar with something.

“Be used to” describes being 
familiar with something.

“To eat” is the infinitive 
form of the  verb.

“Get used to” can be followed by a 
noun or gerund.

“Be used to” can be followed 
by a noun or gerund.

In questions and negatives, 
there is no “d” after “use.”

022-025_296905_Changes_B2_unit4.indd   22 25/08/2016   18:01
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MARK THE SENTENCES  
THAT ARE CORRECT

REWRITE THE SENTENCES, PUTTING THE WORDS IN THE CORRECT ORDER

LISTEN TO THE AUDIO, THEN 
NUMBER THE PICTURES IN THE 
ORDER THEY ARE DESCRIBED

022-025_296905_Changes_B2_unit4.indd   23 25/08/2016   16:39
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MATCH THE PAIRS OF PHRASES THAT MEAN THE SAME THING

READ THE ARTICLE AND 
ANSWER THE QUESTIONS

022-025_296905_Changes_B2_unit4.indd   24 25/08/2016   16:39
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CHECKLIST

 “Used to,” “be / get used to”   Small talk   Talking about changes at work  

MARK THE BEST REPLY  
TO EACH STATEMENT

CROSS OUT THE INCORRECT 
WORDS IN EACH SENTENCE, THEN 
SAY THE SENTENCES OUT LOUD
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