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Introduction

The present unit is called ‘People’ and it describes the interactions between the
agents of business activity. These interactions may take place between sellers and
buyers, between people within the company, or with people from other countries.
In all these situations, there are different people with different interests, customs
and points of view, and this may generate problems and conflicts. The emphasis is
not on the language, but on the attitude that you should take in your relationships
with other people within the context of a business organization.

The section called ‘Communication’ deals with this basic activity in our relati-
onships with other people. The ability to transmit our message clearly is vital
in business relationships. To do this, you will need a good knowledge of the
language (the English language in the case of international relationships) and a
good command of what is called body language. The reading text in this unit is
precisely devoted to the non-verbal communication, which is often as important
as verbal communication. The glossary of terms lists a number of words that will
be useful to talk about and interpret non-verbal communication. The grammar
subsection introduces the modal verbs, which are a special form of verbs that
do not have a specific meaning but serve to add some meaning to other verbs.
The communication subsection introduces some words and expressions commonly
used to speak on the telephone.

The section called ‘International relationships’ focuses its attention in the relati-
onship with people and companies from other countries. Apart from the language
barrier, one of the problems that we may have in our interactions with foreigners
are the cultural differences, which are reflected on people’s values, customs and
points of view. We should have all this into account when we deal with people
from other countries. This is the topic of the reading text in this section. The
glossary of terms includes a list of words related to international business, which
is the field where the cultural differences are most obvious. The section also
includes a vocabulary subsection devoted to the false friends. These are words
that are similar to words in another language but have a different meaning, so
they may create confusion in their use. The grammar introduces the conditional
sentences. You will learn the differences in form and use between the types of
conditional sentences. The communication subsection explains the differences
between the British and the American varieties of English. It is important to
learn such differences because American English has become the most widely-
used variety in the world, although all English speakers can easily understand
other varieties of the language.

The section called ‘Conflict resolution’ is about the relationships between the
members of the same organization or between sellers and buyers. The focus is
on the conflicts that may arise as a consequence of the differences in character or
interests. The reading text describes the conflicts that take place at the workplace
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and proposes a way of dealing with such conflicts. The text also includes a
model dialogue to exemplify the attitude that we should adopt when we receive a
complaint in the customer service. The dialogue also serves to illustrate the type
of conflicts that may arise between a company and its customers. The glossary
of terms includes words that may be useful when dealing with conflicts at work.
The grammar subsections introduces the structure of the sentences in the reported
speech. The reported speech refers to the situation in which we transmit (or report)
other people’s words, or the situation in which we repeat our own words. The
communication subsection explains how to give and respond to opinions, with a
special reference to the question tags, which are some small questions that we add
at the end of a statement to ask for other people’s confirmation.

In this unit you will learn to use the English language in your dealings with people
from other countries, but most specially you will learn to adopt the right attitude
to guarantee your success in your business interactions.
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Learning objectives

At the end of this unit, you should be able to:

1. Understand oral messages in standard language through any means of commu-
nication, both in daily life situations and in the professional field of administration
and finance, and understand the contents of the message accurately.

• Identify the main idea in a message.

• Identify the finality of oral messages in standard language as wellas the tone
and feelinfs of the speaker.

• Get information from recorded messages in standard language related to the
professional field of administration and finance.

• Identify the points of view and attitude of the speaker.

• Identify the main ideas in a speech in standard language and at normal speed
about specific and abstract issues related to the field of administration and
finance.

• Understand the details of a message in standard language, even with
background noises.

• Identify the main ideas in a speeches, reports and professional presentations
related to the field of administration and finance.

• Be conscious of the importance of understanding a message as a whole, even
if you don’t understand all the words.

2. Understand complex written texts related to the field of administration and
finance and analize the contents comprehensively.

• Read a text with a high degree of autonomy, adapting the style and speed of
the reading to different types of text and objectives.

• Read the details of long and relatively complex texts related to the field of
administration and finance.

• Relate the text to its corresponding context.

• Quickly identify the contents and importanceof pieces of news, articles and
reportsrelated to the field of administration and finance and decide whether
a deeper analysis is necessary.

• Translate complex texts related to the field of administration and finance
using reference materials, if necessary.
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• Interpret technical messages in different means: post, fax and email, among
others.

• Interpret longand complexinstructions related to the professional field.

• Choose reference material and technical dictionaries and use automatic
translators.

3. Produce clear, well-organized oral messages frequently used in jobs related
to the field of administration and finance and analize the context of the situation,
adapting yourself to the other’s linguistic register.

• Identify the registers used in oral messages.

• Express yourself fluently,accurately and efficiently ina great variety of
professional and daily life situations, clearly establishing the relationship
between the different ideas.

• Express yourself spontaneously with the appropriate degree of formality
according to the situation.

• Use the appropriate protocol in formal and informal introductions.

• Make a correct use of the technical words related to the field ofadministra-
tion and finance as normally used in your profession.

• Express and defend your points of view clearly by using the appropriate
explanations and reasoning.

• Describe the steps in a process related to your professional field.

• Explain the choice of a specific option in detail.

• Require the repetition of a speech or part of a speech when necessary.

• Apply the appropriate interaction formulas normally used in your professi-
onal field.

4. Write texts normally used at work and in the daily life and use the appropriate
register for each situation.

• Write clear, detailed texts about a variety of issues related to the professional
field, summarizing and considering the information from different sources.

• Organize the information correctly, accurately and coherently and ask for
and/or give general and detailed information.

• Write reports related to the professional field pointing out the relevant
aspects and giving details to support your points.

• Fill in documents related to the professional field.

• Apply the standard rules and the specific vocabulary used to fill in adminis-
trative, accounting, fiscal and financial documents.
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• Summarize articles, pieces of news and other types of information related
to the professional field using a great variety of words to avoid frequent
repetitions.

• Understand the most important points in manuals, regulations, legislations
and other written texts as normally used in the field of administration and
finance.

• Use the appropriate protocol rules that apply to a specific document.

5. Show the appropriate attitude and behaviour in communicative situations as
established by international conventions.

• Define the most distinctive aspects of the customs of your professional field
in the use of a foreign language.

• Describe the social conventions of the English-speaking countries.

• Identify the values and beliefs which are characteristic of English-speaking
countries.

• Apply the social conventions in English-speaking communities.

• Identify the language traits of different regions.
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1. Communication

In a general meaning, we understand the term ‘communication’ as the process in
which a message is transmitted between two or more participants. Depending on
the means which are used to transmit the message, we can distinguish between
‘verbal communication’ and ‘non-verbal communication’, which is often called
‘body language’ although non-verbal communication includes more things than
body language alone.

When we learn a foreign language, we obviosly learn ‘verbal communication’
because this is the most important means of communication among human beings,
but we should also learn ‘non-verbal communication’ because, like words, body
language usually differs from one culture to another.

The text in this section describes the characteristics of non-verbal communication
and explains some differences with other cultures. This will help us understand
other people better.

1.1 Reading: non-verbal communication

In general terms, we could describe communication as the process in which we
send or exchange information by means of speech, writing or signs. The different
ways of transmitting a message have given rise to two types of communication:
verbal communication and non-verbal communication.

Verbal communication is the process in which information is exchanged through
the use of sounds. These sounds are usually assembled to form words, and
these words are organised in sentences in accordance to the syntactical rules of
a particular language. For this reason, verbal communication is commonly used
as a synonym of articulated language (like English, Catalan, Spanish or French,
for example), but it also includes such unarticulated sounds as a baby’s crying or
a shout of pain, which are also forms of verbal communication.

On the other hand, non-verbal communication refers to the communicative process
in which the information is transmitted by means of what is called body language,
which includes gestures, body position, face expressions and specific behaviour.
In our daily life, we normally use a combination of verbal and non-verbal
communication.

When we speak of communication, we usually think of language, that is, we
think of verbal communication. However, non-verbal communication is often
more important than language itself. For this reason, understanding non-verbal
communication is very important when we have to deal with other people in
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our daily work because this type of communication can reinforce our messages
or it can conceal the messages that we do not want to transmit. Non-verbal
communication covers a range of factors, which include body language, tone,
appearance and physical surroundings.

Body language is very much used in the sales field, for example. Salespeople
are trained to observe and interpret the body language of potential customers in
order to understand their non-verbal signals and so increase the probability of sales
success. The careful control of body position, eye contact and hand movements
will contribute to a better communication with the public. For this reason, it is
very important to control your non-verbal communication skills. The figure below
shows some examples of body language.

Figura 1.1. Examples of body language

Some behaviours are considered positive as they are commonly seen as encoura-
ging communication, whereas others are considered negative because they show
anxiety, aggressiveness, boredom and other negative feelings. Direct eye contact,
scratching your nose, arms crossed on chest, standing with hands on hips, sitting
with your legs apart, placing your hand on your cheek, open palms, drumming
fingers, tilted head... these are all examples of negative and positive feelings
transmitted by body language. Therefore, it is very important to control these
gestures and use them consciously to transmit the appropriate message in each
specific situation. However, focusing on body language alone can cause some
misunderstandings.

There are other aspects which we should consider, as for example personal space.
When two people are talking to each other, they tend to stand at a specific distance
apart. The average personal distance is different from one culture to another, but
it also depends on the relationship between the people. In general, in the Anglo-
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Saxon cultures people tend to require more personal space than in Latin cultures,
where the distance is smaller and people usually feel more comfortable standing
closer to each other.

Another issue to take into account when we want to communicate effectively
is physical contact. In Anglo-Saxon cultures, touching the other person while
speaking is considered a bit too intimate for casual acquaintances and may lead
to discomfort for the person with whom we are talking, whereas in Latin cultures
there is a greater tendency to touching the other person.

Learning a foreign language does not only mean to practise the different skills and
learn the words and grammar rules, but it also means to control the body language
that is used in a particular context.

Language notes

• Expressing the means: to express how an action is done, we have different possibilities in
English. In the text, we can see examples with the expression by means of (Cat. mitjançant)
and with the preposition through (Cat. a través de): we exchange information by means of
speech, writing or signs; information is transmitted by means of what is called body language;
information is exchanged through the use of sounds. By means of and through are followed
by a noun. Another way of saying how we do an action is with: by + verb (ending in -ing): In
non-verbal communication we transmit our message by using body language.

• Expressing reason: to express the reason why we do something, we can use the
conjunctions as (Cat. ja que) or because (Cat perquè). We can see some examples of
this in the text: Some behaviours are considered positive as they are commonly seen as
encouraging communication; other behaviours are considered negative because they show
anxiety. In both cases, the conjunction is followed by a clause (remember that a clause is
composed of: subject + verb + complements). If we want to express the reason with a noun,
the correct conjunction is because of (Cat. degut a, a causa de): We didn’t understand him
because of language barriers. We can combine these forms to add variety to a text.

• Prefix mis-: the prefix mis- is added to a verb or a noun. It has the meaning of ‘wrong’ or
‘wrongly’. There is an example in the text: misunderstanding (Cat. manca de comprensió),
from the verb to misunderstand (Cat. entendre malament). Other examples: to misplace
(Cat. posar al lloc equivocat), to misbehave (Cat. portar-se malament), to mispronounce (Cat.
pronunciar malament).

• Prefix un-: this prefix is added to adjectives and verbs to indicate the opposite quality or
action. In the text, we can see the example unarticulated (Cat. inarticulat). Other examples:
to undo (Cat. desfer), unthinkable (Cat. impensable), uncertain (Cat. incert/a). This prefix
may sometimes take the form in- or im-, as in incredible (Cat. increïble) and impossible (Cat.
impossible).

• Language: this word has the double sense of the human capacity of communication through
the use of words (Cat. llenguatge) and the particular language of a group of people (Cat.
llengua, idioma). On the other hand, the organ is called tongue (Cat. llengua). Notice the
expression mother tongue (Cat. llengua materna). There is also the term idiom (Cat. refrany),
which you should not confuse with the Catalan and Spanish word idioma.
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1.2 Glossary of terms: communication

• acquaintance: conegut/da (persona)

• appearance: aparença, aspecte

• articulated: articulat/da, ordenat/da

• behaviour: comportament

• body language: llenguatge corporal

• communication: comunicació

• communicative: comunicatiu/va

• discomfort: incomoditat

• facial expression: expressió de la cara, gest facial

• gesture: gest

• issue: aspecte, qüestió

• information: informació

• language: idioma, llengua

• message: missatge

• misunderstanding: confusió, malentès

• non-verbal communication: comunicació no-verbal

• personal space: espai personal

• physical surroundings: entorn físic

• process: procés

• sign: signe

• signal: senyal

• sound: so

• speech: parla, discurs

• to assemble: organitzar, articular, ordenar, ajuntar

• to communicate: comunicar

• to conceal: amagar, ocultar

• to encourage: animar, fomentar

• to exchange: intercanviar
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• to give rise to: originar

• to interpret: interpretar

• to reinforce: reforçar

• to take into account: tenir en compte

• to transmit: transmetre

• tone: to (de la veu)

• unarticulated: inarticulat/da, no ordenat/da

• verbal communication: comunicació verbal



Anglès 16 People

1.2.1 Communication: instructions and commands

There is a specific type of language that is used in certain situations. This
language is sometimes called social language and it is composed of some words
and expressions which are used for a variety of purposes, as for example, to give
instructions, to give commands, to make suggestions, to make an invitation, to
make a request, to give advice or to express wishes and opinions.

Giving instructions means explaining someone how to do certain tasks. We can
give instructions to operate a machine, to do a certain task, to cook a dish or to go
to a certain place, and although the vocabulary changes in each situation, the way
of giving the instructions remains the same. On the other hand, a command (also
called an order) is very much the same as an instruction, but the meaning is more
intense.

Both for instructions and commands, we must use a form of the verb called the
imperative.

Instructions and commands

The most common way of giving instructions and commands is by using the
imperative form of the verb.

Instructions:

The imperative form
The main characteristics of the imperative are:

• It has the same form as the infinitive: work!.

• The negative is formed by adding do not (don’t) before the verb: don’t
work!.

• The sentence has no explicit subject (but the implicit subject is you).

• In the written form, we must add an exclamation mark (!) at the end
of the sentence.

• We often use the word please to soften the command: work please!.

Here is an example of a text giving some instructions to send an email (the
imperative forms are in bold type):

How to send an email

First of all, locate your email program (Outlook, G-Mail, Thunderbird, etc.) in your computer.
Click on the icon to run the program and a text editor will appear. Type the receiver’s
address in the word field called “To...” and next type the subject of your message in the
corresponding field. After this, write the text of your message in the text editor. When you
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finish, review the spelling and check if there are any mistakes. Finally, click on the button
“Send” and the message will reach its destination in a few seconds.

When you give instructions, especially in a written text, it is very important to
make a good use of connectors. In written instructions, you will generally need
time connectors. Notice the connectors in our example (in bold type):

How to send an email

First of all, locate your email program (Outlook, G-Mail, Thunderbird, etc.) in your computer.
Click on the icon to run the program and a text editor will appear. Type the receiver’s
address in the word field called “To...” and next type the subject of your message in the
corresponding field. After this, write the text of your message in the text editor. When you
finish, review the spelling and check if there are any mistakes. Finally, click on the button
“Send” and the message will reach its destination in a few seconds.

Another way of giving instructions is with the modal verbs should or must. By
using should, you are in fact giving advice, or recommending things to do. With
must, you are implying an obligation, so you can use this modal verb when you
think that the instruction is very important.

Here is the text of our example with modal verbs:

How to write an email

First of all, you must locate your email program (Outlook, G-Mail, Thunderbird, etc.) in
your computer. Then you should click on the icon to run the program and a text editor will
appear. Now you should type the receiver’s address in the word field called “To...” and
next (...) the subject of your message in the corresponding field. After this, you must write
the text of your message in the text editor. When you finish, you should review the spelling
and check if there are any mistakes. Finally, you must click on the button “Send” and the
message will reach its destination in a few seconds.

You can respond to a person giving you instructions with a variety of expressions.
For example, you can say:

• Ok, thank you, I’ll do that (Cat. D’acord gràcies, així ho faré).

• Yes, great, thanks for telling me (Cat. Perfecte, gràcies per explicar-m’ho).

• Thanks a lot (Cat. Moltes gràcies).

• I’m sorry, but I’m afraid I can’t do that (Cat. Em sap greu però això no ho
puc fer).

Commands:

We give a command when we need someone to do something immediately, or
when we think that it is very important, but we can only give commands in informal
situations. In formal situations, or when we are talking to a superior, we must make
a request.

A command, which is usually accompanied by an imperative tone of voice, often
implies a certain degree of impatience.

Examples of commnands are:
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When you want to call
somebody’s attention, in

English you must use the
expression excuse me (Cat.

Perdoni, disculpi).

• Come here! (Cat. Vine aquí!)

• Sit down! (Cat. seu!)

• Take off your cap! (Treu-te la gorra!)

• Go! (Cat. Ves-te’n!)

• Give me alone! (Cat. Deixa’m en pau!)

• Don’t shout! (Cat. No cridis!)

• Don’t talk to me like that! (Cat. A mi no em parlis d’aquesta manera!)

• Shut up! (Cat. Calla!)

We can add please to soften the command: come here please!, don’t shout please!,
please, shut up!.

We can respond to a command like this:

• Yes, sir/madam (Cat. Sí, senyor/senyora)

• Yes, of course (Cat. Sí, és clar)

• No, I won’t (Cat. No ho penso fer)

• Of course I won’t (Cat. Ni pensar-ho!)

Directions

Sometimes, we must give instructions to go to a certain place. This is called giving
directions. To give directions, we normally use the imperative form of the verb
together with certain words and expressions which are especific of this context.

Asking for directions:

We can ask for directions in the following way:

• Excuse me, how can I go to a bank? (Cat. Perdona, com puc anar a un
banc?).

• Excuse me, can you tell me the way to the bank? (Cat. Perdona, em podries
dir com anar a un banc?).

• Excuse me, is there a bank nearby? (Cat. Perdona, hi ha un banc per aquí?)

Giving directions:
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Figura 1.2. Map

The three basic expressions to give directions are (see the map):

• (1) Go straight ahead (Cat. Vés recte)

• (2) Turn (first) left (Cat. Gira (pel primer carrer) a l’esquerra).

• (3) Turn (second) right (Cat. Gira (pel segon carrer) a la dreta).

With these three directions you can direct a person anywhere, but there are others
which are also very useful. For example:

• Go/walk along (West St.) (Cat. Vés/Camina per [West St.]).

• Go/walk across (West St.) (Cat. Travessa [West St.]).

• Turn left/right into (West St.) (Cat. Gira a l’esquerra/dreta [per West St.])

• Take (West St.) (Cat. Agafa [West St.]).

• Turn left/right outside (the bank) (Cat. Gira a l’esquerra/dreta en sortir [del
banc]).

• Go straight on (Cat. Continua recte).

• Go straight on until you come to (West St.) (Cat. Continua recte fins a [West
St.]).

Go straight ahead vs go along...
Go straight ahead is an adverbial expression that indicates the direction
of the movement (Go straight ahead and turn left). Go along... is a
prepositional phrase that requires the name of the street (Go along West St).
It is wrong to say: Go straight ahead West St.
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Until vs until you come to...
Until (Cat. fins) is a preposition of time which is only used with time
adverbials. For example: until 6 oc’lock, until the evening, until 2019, etc.
It is wrong to say: until West St).
When giving directions, we must use the expression until you come to...
when we refer to a point in space. For example: Go straight ahead until
you come to West St.

When giving directions, the common pattern is first to show the way and then to
explain the location of the place. Some common expressions to indicate location
are (see map for reference):

• In...street (Cat. al carrer...): The bank is in East St.

• On the corner of...* (Cat. a la cantonada de...): The park is on the corner
of West St and Main St..

• Next to ... (Cat. al costat de...) The school is next to the bank.

• Opposite ... (Cat. davant de...) The bank is opposite Zara

• Near ... (Cat. a prop de... a la vora de...): The school is near Zara.

• Between ... (Cat. entre...): The school is in East St between Main St and
Station Rd.

• At the end of... (Cat. al final de...): The bank is at teh end of East St.

• Round the corner (Cat. al girar la cantonada): Zara is round the corner.

The names of the streets
Common abbreviations added to the name of the streets are:

• St: street

• Rd: road

• Ave: avenue

• Sq: square

The names of the streets are proper names, so we must always write them
with a capital letter. The abbreviation is part of the name, so it is also written
with a capital letter (West St, Station Rd).
When we talk about the names of the streets, we must not say or write the
article the. For example: the school is in East St. It is wrong to say: the
school is in the East St. But we must write the article when street is a
common name. For example: The bank is at the end of the street.

Sometimes we may also need to show the way inside a building or within a
company’s premises. Here are some common expressions which we can use in
this situation:
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• Take the lift (Cat. Agafa l’ascensor).

• Go up/down to (the second floor) (Cat. Puja/baixa al [segon pis]).

• Go to the end of the corridor (Cat. Vés fins al final del passadís).

• It’s the (third) door on the left/right (Cat. És la [tercera] porta a
l’esquerra/dreta).

• Go across the courtyard (Cat. Travessa el pati).

• It’s on the (second) floor (Cat. Està en el [segon] pis).

• It’s in the hall (Cat. És al vestíbul).

• It’s next to the reception desk (Cat. Està al costat de la recepció).

• Ask at the reception desk (Cat. Pregunta a recepció).

Now read the following conversation as an example (see map for reference):

Asking for and giving directions in the street

Jordi is in London. He asks Phil for directions to go to a bank.

Jordi: Excuse me, is there a bank nearby?

Phil: Yes, there’s one in East St.

Jordi: Good, how can I go there?

Phil: Well, go straight ahead and then turn second right. That’s East St. Go straight on until
you come to Station Rd. The bank is on the left, on the corner with Station Rd and next to
a school.

Jordi: Ok, so I go straight ahead and then second right, is that it?

Phil: Yes, that’s right.

Jordi: Thank you very much.

Language notes:

• Notice the use of the imperative form to give directions (Go straight
ahead, etc.). Do not use must or should in this situation.

• Nearby (Cat. a prop): this is an adverb. Do not confuse with the
preposition near, which requires a noun (near the school).

• Is that it? (Cat. és això?): this expression is used to confirm that you
understood correctly. Notice Phil’s answer to this small question.
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1.2.2 Grammar reference: speaking about the future

In English, there is no specific verb tense to speak about the future, but we can
refer to future events by using a modal verb (will), the expression be going to or
even the present continuous and present simple tenses.

The future with ’will’

We normally express the future with the modal verb will. The syntactical structure
is the following:

• WILL + BASE FORM

Conjugation of the future with ‘will’:

The following table shows the conjugation of the verb work in the future with will:

Taula 1.1. Conjugation of the future with //will// (work)

Affirmative
Long form Short form

Negative
Long form Short form

Interrogative

I will work ‘ll work will not work won’t work Will I work?

You will work ‘ll work will not work won’t work Will you work?

He/She/It will work ‘ll work will not work won’t work Will he/she/it
work?

We will work ‘ll work will not work won’t work Will we work?

You will work ‘ll work will not work won’t work Will you work?

They will work ‘ll work will not work won’t work Will they work?

Notes:

• Will has short forms in the affirmative and in the negative. In negative,
the short form is won’t (=will + not).

• The modal will is the same for all persons.

• As all modals, will is used in the same way as an auxiliary verb, adding
not in the negative and changing the order S-V in the interrogative.

Use of the future with will:

We use the future with will:

1) To give information about the future:

• They will go on strike tomorrow. (Cat. Demà faran vaga).
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• Will you come to work next Monday? (Cat. Vindràs a treballar el dilluns
que ve?).

• I will retire next year. (Cat. Em jubilaré l’any que ve).

• I will be 38 next week. (Cat. La setmana que ve compliré 38 anys).

2) To make predictions and talk about what we think or guess that will happen:

• It will rain all the week (Cat. Plourà tota la setmana).

• I think that I will stay at home tonight (Cat. Crec que em quedaré a casa
aquesta nit).

• I’m sure that you will all pass the exams (Cat. Estic segur que tots aprovareu
els exàmens).

• I guess that you will come, won’t you? (Cat: Suposo que vindràs, no?).

3) In conditional sentences, to say what will happen if the condition becomes true:

• If I pass the exams, I will be very happy (Cat. Si aprovo els exàmens, estaré
molt content).

• What will you do if you are fired? (Cat. Què faràs si et despatxen de la
feina?).

4) In a series of interpersonal meanings to express requests, offers, promises, etc.

• Will you come here, please? (a request) (Cat. Pots venir, si us plau?).

• Don’t worry, I’ll help you with your English (an offer or a promise) (Cat.
No t’amoïnis, t’ajudaré amb l’anglès).

When say what we think that will happen in the future, we often use an
expression to explain how we conceive the future event. Some of the
expressions commonly used for this are:

• I’m sure that ... (Cat. Estic segur que ...)

• I think that ... (Cat. Crec que..., opino que ...)

• I believe that ... (Cat. Crec que ...)

• I’m sure that ... (Cat. Estic segur que ...)

• I’m not sure that ... (Cat. No estic segur que...)

• I’m convinced that ... (Cat. Estic convençut que ...)
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When we use the verb to go
in this form of the future, we

can omit the base form go in
order to avoid repetition, so

we can say: I’m going out
tonight instead of I’m going

to go out tonight.

Time adverbials:

We commonly use the will-form with time adverbials that refer to the future. For
example:

• Tomorrow (Cat. demà): Tomorrow I’ll call you tomorrow, is that ok?

• Next week, next month, etc. (Cat. la setmana que ve, el mes que ve, etc.):
I think she’ll be 60 next year.

• Tonight (Cat. aquesta nit): it won’t rain tonight so we can go out.

• In the future (Cat. en el futur): in the future, we’ll do everything with
computers.

• One day (Cat. un dia): you will understand me one day, don’t worry.

The future with ’be going to’

In this form of the future, we must conjugate the verb be in the present simple.
The syntactical structure is the following:

• AM/IS/ARE + GOING TO + BASE FORM

Conjugation of the future with be going to:

The following table shows the conjugation of the verb work in the be going to-form.

Taula 1.2. Conjugation of the future with //be going to// (//work//)

Affirmative
Long form Short form

Negative
Long form Short form

Interrogative

I am going to
work

I’m going to
work

am not going
to work

I’m not going
to work

Am I going to
work?

You are going to
work

You’re going
to work

are not going
to work

aren’t going to
work

Are you going
to work?

He/She/It is going to
work

He’s/She’s/It’s
going to work

is not going to
work

isn’t going to
work

Is he/she/it
going to work?

We are going to
work

We’re going to
work

are not going
to work

aren’t going to
work

Are we going
to work?

You are going to
work

You’re going
to work

are not going
to work

aren’t going to
work

Are you going
to work?

They are going to
work

They’re going
to work

are not going
to work

aren’t going to
work

Are they going
to work?
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Notes:

• Be going to has short forms in the affirmative and in the interrogative.

• The expression going to and the base form of the verb are invariable.
The only element that changes is the verb be, which agrees with the
subject.

Use of the future with be going to:

We use the future with be going to:

1) To express a future event which is already planned and decided:

• We are going to buy a new car next year (Cat. L’any que ve comprarem un
cotxe nou).

• Are you going to study for the exam tonight? (Cat Estudiaràs per a l’examen
aquesta nit?).

• I’m going (to go) to France next summer (Cat: El proper estiu aniré a
França).

2) To predict the future on the basis of present evidence and say that something
will happen very soon in the future.

• She is going to have a baby in May (Cat. Tindrà un bebè al mes de maig).

• Look at those clouds! It’s going to rain (Cat. Mira aquells núvols! Està a
punt de ploure).

Time adverbials:

The future forms with be going to are commonly used with some time adverbials
that refer to a near future. For example:

• Tomorrow (Cat. demà): Tomorrow I’m going to stay until 10 in the evening
.

• Next week, next month, etc. (Cat. la setmana que ve, el mes que ve, etc.):
he’s going to start next week.

• Tonight (Cat. aquesta nit): are you going to have dinner at home tonight?

The future with the present simple and the present continuous

We can use the present simple and the present continuous tenses to speak about the
future. In this case, the sentence must include a reference to the future (tomorrow,
tonight, etc) to distinguish the verb tense from its present meanings.
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The present simple:

The present simple with a future meaning is used to:

1) Speak about future events which are part of a timetable or a regular schedule:

• The sun sets at 7:34pm tomorrow (Cat. Demà el sol es pon a les 7:34 de la
tarda)

• The classes start at 8 next Monday. (Cat. El proper dilluns les classes
comencen a les 8)

• What time does your train leave tomorrow? (Cat. A quina hora surt el tren
demà?)

• Do you work next weekend? (Cat Treballes el proper cap se de setmana?)

The present continuous:

The present continuous with a future meaning is used:

1)To express arrangements and fixed plans, when the time and date have already
been decided. For example:

• What are you doing this evening? (Cat. Què fas aquesta nit?, què tens pensat
fer aquesta nit?).

• I’m staying at home tonight (Cat. Aquesta nit em quedaré a casa).

• He’s retiring next year. (Cat. L’any que ve es jubila; l’any que ve té la
intenció de jubilar-se).

The future with be going to and with the present continuous
There is very little difference between the be going to-form and the present
continuous. We can say: I’m going to stay at home tonight and I’m staying
at home tonight with no difference in meaning.
However, when we need to express decisions and intentions, we normally use
the be going to-form. When we speak about fixed arrangements, we prefer
the present continuous. Compare these sentences:

• I’m going to cook today (Cat. Avui cuinaré jo) (The emphasis is on
the intention; the idea is: it’s my intention to cook).

• I’m cooking today (Cat. Avui cuino jo) (The emphasis is on the
arrangement; the idea is: it has been decided that I’m cooking today,
so I will cook)
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Other forms of the future
Other forms of expressing the future are the future continuous and the future
perfect. Their use is the same as in all the continuous and perfect tenses, but
the action takes place in the future. The syntactical structures of these forms
are the following:

• Future continuous: WILL + BE + GERUND (-ING): I will be working.

• Future perfect: WILL + HAVE + PAST PARTICIPLE: I will have
worked, I will have gone.

’Will’ vs ’be going to’

The main difference between the future with will and the future with be going
to is the intentionality of the action. If we need to express our intention of doing
something, we must use the be going to-form; if we just want to express something
that will happen independently of our intention, we must use will. Compare these
sentences:

• I’m going to help you (=I have thought about it and it is my intention to help
you).

• I will help you (=I didn’t think about it, but I will help you; I take the decision
at the moment of speaking).

For this reason, when speaking about a person’s age, we must always use ‘will’:

• I will be 50 next week (Cat. La setmana que ve compliré 50 anys).

It is wrong to say: I’m going to be 50 next week.
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2. International relationships

Apart from verbal and non-verbal communication, when we learn a foreign langua-
ge we should also consider another important aspect. The cultural differences refer
to the differences in values, religion and customs between people from different
countries.

We should be especially aware of these differences in the context of formal
business contacts with other countries because a lack of cultural sensitivity on
our part may ruin all the efforts to establish profitable business contacts.

The text is this section explains some of these cultural differences.

2.1 Reading: cultural differences

Success in today’s global economy very often depends on the ability to establish
international relations. The improvement in the cost and quality of the means of
transport and the great technological advances in the communications make the
contact with other countries very easy, but the great diversity of customs and points
of view demands flexibility and awareness of our similarities and differences with
other cultures. Different cultural backgrounds imply obstacles, challenges and
difficulties that are obvious in general areas such as language, values, etiquette,
behaviour and non-verbal communication in general.

Figura 2.1

One gesture, four meanings

These cultural differences may create misunderstandings between members of an
organisation even before they have started to know one another. The consequences
of this lack of cultural understanding may seriously affect your performance at
work. A certain knowledge of religion, politics, history, gender roles, business
ethics, social institutions, humour, values and non-verbal communication will help
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you determine the value and the role of your service in another country. Cultural
competence can help you avoid cultural blunders, which may make the difference
between your success and your failure.

The most basic thing to be successful in international relationships is the knowled-
ge of a foreign language, especially English, as this has become the international
language for business. Foreign languages are important for two reasons. On
the one hand, we need to use language to communicate with people from other
countries. On the other hand, there are certain items, such as business letters,
cards, company brochures or leafleats, that must probably be translated for the
benefit of others. International business interactions are filled with cultural
mistakes and poor translations that may cause great embarrassment, so you should
try to avoid such mistakes.

Apart from speaking a foreign language, it is also necessary to be aware of the
differences in behaviour and values of other people. We should always think that
what is generally accepted in our country may not be acceptable in another. For
example, if we are introduced to an English woman for the first time, we should
not kiss her on the cheeks, as it is common in Spain and other countries. In Anglo-
Saxon cultures, kissing a woman in a first meeting is not considered proper, so we
must shake hands instead. Touching someone while speaking is also considered
very rude, so we must keep a certain distance with the other person and avoid
physical contact. Also, we should not ask personal questions to someone that we
have just met. We might do that for the sake of conversation, but asking a person
where he was born, where he lives, what he likes, etc. is seen as an intolerable
interference into one’s personal life. However, we can safely talk about the weather,
which is England’s favourite topic for conversation.

Like most other people, the English appreciate polite language. Words like ‘please’
and ‘thank you’ are more frequently used than in other languages, so you should
remember to use them when you speak in English. When you make a request, it
is almost obligatory to say ‘please’. In English, the difference between formal and
informal language is greater than in other languages, so you must be careful to
choose the most appropriate form depending on the person you are talking to. If
you are talking to a superior at work or to an older person that you do not know
well, you should always make requests by using the word ‘would’: would you like
a coffee?, would you mind sitting down?, would you mind if I smoke?, etc. If you
are ever late to a meeting or an appointment, you must always apologise and add
the reason for being late. For example, you can say: I’m really sorry I’m late. I
couldn’t find a taxi.

These are only a few examples applied to the Anglo-Saxon culture, which is the
dominant culture in the mass media today, so we are probably well acquainted
with the people’s customs. However, things are different when we must deal with
Japanese, Chinese or Arab people because their cultures are much more different
from our own culture. When we try to make business contacts with those cultures,
it is necessary to be very conscious of the cultural differences.

Becoming aware of the differences between cultures and exploring cultural simila-
rities are very important skills in international relationships because they may help
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us communicate with others more harmoniously and establish a positive working
environment.

Language notes

• Saxon genitive: this particular structure is often used to indicate possession with people,
as in the people’s customs. However, the Saxon Genitive is also used with adverbs of time
(today’s global economy ) and countries (England’s favourite topic of conversation).

• Expressing the result: to express the result of an action or situation, the most common word
is so (Cat. així que, per tant, en conseqüència....). There are many examples in the text:
kissing a woman in a first meeting is not considered proper, so we must shake hands instead,
touching someone while speaking is also considered very rude, so we must keep a certain
distance, the Anglo-Saxon culture is the dominant culture in the mass media today, so we are
probably well acquainted with the people’s customs. Other words that express result are: for
this reason, consequently and therefore

2.2 Glossary of terms: international business

• banknote: bitllet (also: bill)

• bank rate: tipus d’interès

• behaviour: comportament

• bill: bitllet (also: banknote)

• cash: efectiu, diners en efectiu

• coin: moneda

• credit: crèdit

• cultural competence: competència cultural, coneixement de la cultura
aliena

• currency: moneda, divisa

• custom: costum

• customs: frontera, duana

• difference: diferència

• dollar: dòlar

• euro: euro

• exchange rate: tipus de canvi

• foreign currency: moneda estrangera, divises

• foreign language: llengua estrangera

• international relations: relacions internacionals
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• investment: inversió

• investor: inversor

• mass media: mitjans de comunicació de masses

• point of view: punt de vista

• pound: lliura esterlina

• similarity: similitud

• tax haven: paradís fiscal

• to exchange foreign currency: canviar moneda estrangera

• to make a transfer: fer una transferència

• to shake hands: donar la mà

• to transfer money: transferir diners, fer una tranferència

• value: valor (monetari), valors, punt de vista

• yen: ien



Anglès 33 People

2.2.1 Communication: suggestions and invitations

Suggestions and invitations are two instances of the so called social language. We
make a suggestion when we propose a course of action. In this sense, it is very
much like giving advice because in both cases we say what we think should be
done. The difference is that a piece of advice is always directed to a second person
(you) whereas suggestions have a wider range.

An invitation is very similar to a suggestion. When you invite somebody, you are
in fact suggesting a course of action.

Suggestions

We can make suggestions in different ways. Some are used in formal situations
whereas others are used in informal situations. Next there is a list of some of these
expressions.

Making formal suggestions:

A) SUGGEST + GERUND (-ING)

• I suggest speaking in English (Cat. Suggereixo parlar en anglès)

• He suggested talking to the head of our department first (Cat. Va suggerir
parlar primer amb el cap del nostre departament).

B) SUGGEST + THAT-CLAUSE

• I suggest that we speak in English (Cat. Suggereixo que parlem en anglès).

• In the next meeting, I’ll suggest that we can finish work earlier (Cat. A la
següent reunió, suggeriré que poguem plegar abans).

C) SUGGEST + NOUN

• I suggest a Japanese restaurant (Cat. Suggereixo un restaurant japonès).

• I would suggest a break (Cat. Jo suggeriria un descans).

Making informal suggestions:

A) WHAT ABOUT + GERUND (-ING) ...?

• What about speaking in English? (Cat. Què tal si parlem en anglès?).

• What about having a coffee? (Cat. Què et sembla si prenem un cafè?).

B) WHAT ABOUT + NOUN ...?
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• What about a break? (Cat. I si fem un descans?).

• What about a coffee? (Cat. Què tal un cafè?).

C) WHAT ABOUT IF + YOU/WE + V. IN PRESENT SIMPLE ...?

• What about if we speak English? (Cat. Què tal si parlem anglès?).

• What about if you help me with this? (Què et sembla si m’ajudes amb això?).

D) WHY DON’T YOU/WE + BASE FORM ...?

• Why don’t we speak in English? (Cat. Per què no parlem en anglès?).

• Why don’t you wait a little longer? (Cat. Per què no t’esperes una mica
més?).

E) YOU/WE COULD + BASE FORM

• We could speak in English (Cat. Podríem parlar en anglès).

• You could go and speak to the director (Cat. Podries anar a parlar amb el
director).

F) LET’S + BASE FORM ...!

• Let’s speak in English! (Anem a parlar anglès!)

• Let’s organize a big party (Organitzem una gran festa!)

Notes:

• What about...? and why don’t you...? are questions. Do not forget to
write the question mark (?) at the end of the sentence. In speech, we
must give it the entonation of a question.

• Let’s is the short form of let us, but we never write (or say) the long
form. This expression usually has an exclamation mark (!) at the end.

• Let’s is used to include both the speaker and the other people in the
suggestion.

Responding to a suggestion:

We can respond in different ways, depending on whether we agree or disagree
with the suggestion. In general, all these expressions can be used in formal and
informal contexts and they are independent of the way in which the suggestion
was made. The translations are not literal, but just reflect equivalent expressions
in Catalan used in the same context.

Agree:
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• Yes, we could do that (Cat. Sí, podríem fer això).

• Yes, that’s a good idea! (Cat. Sí, bona idea!).

• Ok, let’s do that (Cat. D’acord, endavant!)

• Yes, why not? (Cat. Sí, per què no?)

• Ok, that’s great! (Cat. Excel·lent!)

Disagree:

• I’m afraid it’s not a good idea (Cat. Em temo que no és gaire bona idea).

• I’m afraid we can’t do that (Cat. Em temo que això no és possible).

• I’d rather not (Cat. Millor que no).

• No, we can’t do that (Cat. No, això no ho podem fer).

• No, we shouldn’t do that (Cat. això no ho hauríem de fer).

Here are examples of suggestions in a context.

Suggestions (formal)

Jordi Planes is at a job interview for a post in an American company. Mrs Jenkins, the head
of Human Resources, asks him for suggestions to improve the company’s sales.

Mrs Jenkins: Well, Mr Planes, I can see in your résumé that you worked as a market
analyst for an electrical company. Perhaps you could give us some suggestions to increase
our sales...

Jordi: To increase the sales... Ok, I suggest an aggressive marketing campaign.

Mrs Jenkins: Good, and what else?

Jordi: I would suggest a TV commercial directed by some well-known figure, Spielberg,
Scorsese... someone really famous who can attract people’s attention.

Mrs Jenkins: I’m afraid we can’t do that, Mr Planes. That would be too expensive, don’t
you think so?

Jordi: Yes, well, then you could make a standard commercial and perhaps sponsor a
basketball team.

Mrs Jenkins: Yes, we could do that.

Suggestions (informal)

Jordi Planes works in a company in Manchester. He and a group of his British colleagues
are discussing what to do to celebrate the retirement of their director, Mr Connor.

Peter: OK, people, as you know Mr Connor is retiring next month. Any suggestions?

Mary: We could go to a restaurant. He loves good food and, most of all, good drinking.

Tom: Come on, Mary! We can’t do that! You know that would cost a lot of money.

Jordi: Why don’t we organize a small party here in the office?

Susan: Yes, why not? That would be cheaper.

When we disagree with a
suggestion, the social
protocol requires to explain
the reason. For example: A:
Why don’t we go to a
restaurant? - B: No, I’d
rather not. I’ve got no time
and no money.
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Daniel: What about a surprise party?

Peter: Yeah, that’s a good idea, too.

Jordi: We could each give £5 for a present, what do you think?

Mike: Great!

Susan: OK, let’s collect the money!

Tom: Wait, wait! What present can we buy? Have you got any suggestions?

Language notes:

• In the first dialogue, we must use a formal language because it takes
place at a job interview. In the second dialogue, the situation is
informal, as reflected in the language.

• Résumé: Mrs Jenkins uses this term instead of CV because she’s
American. The word is spelt with the graphical accents because it
is taken from the French language.

• Yeah: colloquial form of yes. The spelling reproduces the
pronunciation of the word: /je@/.

• £5: we must say five pounds. In the Anglo-Saxon world, the currency
symbols are placed before the amount: £5, $5 (= five dollars), but we
write 5AC (= five euros).

Invitations

To invite people, we can use different expressions and syntactical structures.

Making formal invitations:

To make invitations in formal situations, we can use the following expressions:

A) I (WOULD LIKE TO) INVITE + INDIRECT OBJECT + TO + BASE FORM...

• I would like to invite you to go out with me (Cat. M’agradaria invitar-te a
sortir amb mi).

• I would like to invite my friends to spend the summer with me (Cat.
M’agadaria invitar els meus amics a passar l’estiu amb mi).

• I invite you to come with me (Cat. T’invito a venir amb mi).

• I’ll invite him to sing at my party (Cat. L’invitaré a cantar a la meva festa)

B) I (WOULD LIKE TO) INVITE + INDIRECT OBJECT + TO + NOUN...

• He would like to invite you to a coffee (Cat. A ell li agradaria invitar-te a
un cafè).
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• I would like to invite you to a party (Cat. M’agradaria invitar-vos a una
festa).

• I invite you to a concert (Cat. T’invito a un concert).

Formal invitations
We can use the form would like with the verb invite to make the invitation
more formal.
In the formal written language, as for example, in invitation cards, the passive
voice is frequently used. For example:

• You are invited to Mr Jones’ reception, which will take place on 23rd
March in ... (Cat: Està vostè invitat a la recepció del Sr Jones, que
tindrà lloc el 23 de març a ...)

Making informal invitations:

C) WOULD YOU LIKE + TO + BASE FORM +...?

• Would you like to have a walk with me? (Cat. Vens a passejar amb mi?).

• Would you like to come? (Cat. Vols venir?).

D) WOULD YOU LIKE + NOUN +...?

• Would you like some help? (Cat. Vols que t’ajudi?).

• Would you like a cold drink? (Cat. Vols una beguda fresca?).

Invitations and suggestions:
An invitation is very similar to a suggestion so the two language functions
can share some expressions. To make invitations, we can also say:

• How about...? (Cat. Què tal si...?)

• What about...? (Cat. Què et sembla si...?)

• Why don’t we...? (Cat. Per què no ...?)

Responding to invitations:

When someone invites you to do something, you can accept or you can reject the
invitation.

Here are some possible responses.

To accept the invitation:

• Thank you very much. That would be very nice (formal) (Cat. Moltes
gràcies. Serà un plaer).
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From a syntactical point of
view, the modal verbs have
the same characteristics of
the auxiliary verbs be, have

and do.

• Thank you. You’re very kind indeed (formal) (Cat. Gràcies. És vostè molt
amable).

• Thanks. That would be great (informal) (Cat Gràcies. Això estaria molt bé).

• Ok, I’d like to. Thanks (informal) (Cat. Sí, m’agradaria. Gràcies).

To reject the invitation:

• I’m sorry. I’m afraid (I’m not free tonight) (Cat: Ho sento. Em temo que
[aquesta nit estic ocupat]).

• No, thanks, anyway. (I don’t feel like it now) (Cat. No, gràcies de totes
maneres, però [ara no en tinc ganes]).

• Thank you but I can’t. (I must go immediately) (Cat. Gràcies però ara no
puc . [Me’n he d’anar de seguida]).

Invitations and social protocol
When you reject an invitation, the social protocol requires to explain the
reason. The protocol also demands that if you have been invited to a person’s
house, you thank that person for his/her hospitality. For example, you can
say:

• Thank you very much. That was a wonderful evening. (Cat. Moltes
gràcies. Ha estat una vetllada magnífica.)

2.2.2 Grammar referece: the modal verbs

The modal verbs form a class of verbs that have some special characteristics. These
verbs are:

• Can

• Could

• Must

• Should

• May

• Might

• Will

• Would

The characteristics of the modal verbs are the following:
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1. They have no meaning of their own: modal verbs must always be accom-
panied by another verb in the base form. They are used to express certain
ideas like obligation, possibility, advice, etc.

2. They only have one form, which is normally used to speak about the present
and sometimes about the future. If we need to express the modal verbs in
other tenses (like the past tense, the present perfect, etc.), we must use an
alternative verb or expression. However, the verb can has a present form
(can) and a past form (could).

3. The modal verbs form the negative and the interrogative as the auxiliary
verbs.

Therefore, the syntactical structures of sentences with a modal verb are these:

• Affirmative: SUBJECT + MODAL + BASE FORM: I should work.

• Negative: SUBJECT + MODAL + NOT + BASE FORM: I should not work.

• Interrogative: MODAL + SUBJECT + BASE FORM: Should I work?

Can, could

The modal verbs can and could are the present and the past forms, but they may
have different meanings.

Can:

Can is used to express:

• Present ability: He can cook. (Cat. Ell sap/pot cuinar.)

• Certain possibility: It can rain. (Cat. Pot ser que plogui.)

• Informal permission: Can I go, please? (Cat. Puc marxar, si us plau?)

• Informal request: Can you open the window, please? (Cat. Pots obrir la
finestra, si us plau?)

Could:

Could is used to express:

• Past ability: He could swim. (Cat. Ell podia/sabia nedar.)

• Uncertain possibility: It could rain. (Cat. Podria ser que plogués.)

• Formal permission: Could I go, please? (Cat. Podria marxar, si us plau?)

• Polite request: Could you open the window, please? (Cat. Podries obrir la
finestra, si us plau?)

The following table shows the complete conjugation of can.
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Taula 2.1. The modal verb can

Affirmative Negative
Long form Short form

Interrogative

I can cannot can’t can I...?

you can cannot can’t can you...?

he, she, it can cannot can’t can he/she/it...?

we can cannot can’t can we...?

you can cannot can’t can you...?

they can cannot can’t can they...?

The table below shows the forms of could.

Taula 2.2. The modal verb could

Affirmative Negative
Long form Short form

Interrogative

I could could not couldn’t could I...?

you could could not couldn’t could you...?

he, she, it could could not couldn’t could he / she /
it...?

we could could not couldn’t could we...?

you could could not couldn’t could you...?

they could could not couldn’t could they...?

Alternative forms:

1) To express ability:

Be able to (Cat. ser capaç de)

In this form, the verb be must be conjugated in the correct tense. The syntactical
structure is:

• SUBJECT + BE (conjugated) + ABLE TO + BASE FORM: I am able to
work.

Examples:

• I haven’t been able to open that box. (Cat. No he estat capaç d’obrir aquesta
capsa or Cat. No he pogut obrir aquesta capsa.)

• I would like to be able to do it. (Cat. M’agradaria ser capaç de fer-ho) or
Cat. M’agradaria poder/saber fer-ho.)
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am able to / was able to
We can use the form be able to in the present and the past. In these cases,
the forms with be able to and with can/could have the same meaning:

• I am able to work or I can work.

• He was able to work or he could work.

Must, should

The modal verbs must and should have similar meanings. We can normally use
them in the same context, but we must choose one or the other depending on the
idea that we want to transmit.

Must:

Must is used to express:

• Obligation: We must eat to live. (Cat. Hem de menjar per viure.)

• Prohibition (negative): You mustn’t smoke. (Cat. No has de fumar.)

• Predictions: This must be Mary. (Cat. Aquesta deu ser Mary.)

Should:

Should is used to express:

• Advice: You should come. (Cat. Hauries de venir.)

• Moral obligation: We should eat something. (Cat. Hauríem de menjar
alguna cosa.)

Obligation and moral obligation
The difference between “obligation” and “moral obligation” often depends
on the circumstances or on the person’s point of view. An obligation is
something that we must do because there is a law or because it is strictly
necessary. An obligation depends on external circumstances.
On the other hand, a moral obligation is something that we should do because
we feel that it is necessary. It depends on our own feelings. For example, the
sentence We must eat to live is an obligation because if we do not eat, we die.
The sentence We should eat something is a moral obligation because it is not
necessary to eat anything in that moment to live, but I think that we should
eat something because we might feel hungry.

The table shows the complete conjugation of must.
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Taula 2.3. The modal verb must

Affirmative Negative
Long form Short form

Interrogative

I must must not mustn’t must I...?

you must must not mustn’t must you...?

he, she, it must must not mustn’t must he / she /
it...?

we must must not mustn’t must we...?

you must must not mustn’t must you...?

they must must not mustn’t must they...?

The following table shows the conjugation of should.

Taula 2.4. The modal verb should

Affirmative Negative
Long form Short form

Interrogative

I should should not shouldn’t should I...?

you should should not shouldn’t should you...?

he, she, it should should not shouldn’t should he / she /
it...?

we should should not shouldn’t should we...?

you should should not shouldn’t should you...?

they should should not shouldn’t should they...?

Alternative forms:

1) To express obligation:

have to (Cat: haver de)

• I had to go to the dentist yesterday. (Cat. Ahir vaig haver d‘anar al dentista.)

• Have you had to do anything special? (Cat. Has hagut de fer alguna cosa
especial?)

2) To indicate prohibition:

be prohibited/forbidden (Cat. Estar prohibit)

• In the present society, we are being prohibited to do more and more things
everyday. (Cat. A la societat actual, cada dia se’ns prohibeix fer més i més
coses.).

• We can’t be forbidden to express our ideas. (Cat. No se’ns pot prohibir
expressar les idees.)
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must and have to
We can use have to in the present simple with little difference in meaning
with must. We can say:

• We must eat to live or We have to eat to live.

There are no alternative forms for should.

May, might

As with must and should, the meanings of may and might are very similar and they
can normally be used in the same way.

May:

May is used to express:

• Possibility: It may rain tonight. (Cat. Pot ser que plogui aquesta nit.)

• Ask for permission (formal): May I take this seat, please? (Cat. Puc agafar
aquesta cadira, si us plau?)

• Give permission (formal): You may go now. (Cat. Ja pots marxar.)

Might:

Might expresses:

• Remote possibility: It might rain tonight, but I don’t think so. (Cat Podria
ser que plogués aquesta nit, però no ho crec.)

• Ask for permission (very formal): Might I speak to you for a moment? (Cat.
Podria parlar amb vostè un moment?)

• Give permission (very formal): You might come in. (Cat. Pot entrar.)

Both may and might are used to express possibility, but there is a difference:

• May indicates a possibility that the speaker sees as possible.

• Might indicates a possibility which will not probably happen from the
point of view of the speaker.

The following table shows the complete conjugation of may.

Taula 2.5. The modal verb may

Affirmative Negative
Long form Short form

Interrogative

I may may not - may I...?
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Taula 2.5 (continuació)

you may may not - may you...?

he, she, it may may not - may he / she / it...?

we may may not - may we...?

you may may not - may you...?

they may may not - may they...?

The table below shows the conjugation of might.

Taula 2.6. The modal verb might

Affirmative Negative
Long form Short form

Interrogative

I might might not - might I...?

you might might not - might you...?

he, she, it might might not - might he / she /
it...?

we might might not - might we...?

you might might not - might you...?

they might might not - might they...?

Note:

• May and might have no short forms in the negative.

Alternative forms:

1) To express possibility:

Be possible ... (Cat. Ser possible...):

• I’ve tried, but it hasn’t been possible to make it work. (Cat. Ho he intentat,
però no ha estat possible fer-lo funcionar.)

• We had a meeting yesterday, but it was not possible to reach an agreement.
(Cat. Ahir ens vam reunir, però no va ser possible arribar a un acord.)

Will, would

Will:

Will is used to express:

• The future: I think that it will rain tomorrow. (Cat. Crec que demà plourà.)

• Requests: Will you open the window, please? (Cat. Obriràs la finestra, si
us plau?)
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Would:

would is used to express:

• Conditional forms: If I had time, I would go. (Cat. Si tingués temps, hi
aniria.)

• Polite requests: Would you open the window, please? (Cat. Obriries la
finestra, si us plau?)

The following table shows the forms of will.

Taula 2.7. The modal verb will

Affirmative Negative
Long form Short form

Interrogative

I will will not won’t will I...?

you will will not won’t will you...?

he, she, it will will not won’t will he / she /it...?

we will will not won’t will we...?

you will will not won’t will you...?

they will will not won’t will they...?

The following table shows the conjugation of would.

Taula 2.8. The modal verb would

Affirmative Negative
Long form Short form

Interrogative

I would would not wouldn’t would I...?

you would would not wouldn’t would you...?

he, she, it would would not wouldn’t would he / she /
it...?

we would would not wouldn’t would we...?

you would would not wouldn’t would you...?

they would would not wouldn’t would they...?

There are no alternative forms to will and would.

Must have, should have, can’t have, might have

These forms are all used to refer to the past. They have different meanings, but the
syntactical structure is the same for all of them:

• MUST/SHOULD/CAN’T/MAY HAVE + PAST PARTICIPLE

The meanings are the following:
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The meaning of may have
can also be expressed with
could have. If we use might
have, the possibility is more

remote.

Must have: it means that we are certain that something has happened, and because
there is no other logical explanation. For example:

• I can’t see Mr Johnson’s car. He must have left. (Cat. No veig el cotxe de
Mr Johnson. Deu haver marxat.)

• Roger has moved to the third floor. He must have got a promotion. (Cat.
Roger s’ha traslladat a la tercera planta. Deu haver aconseguit un ascens.)

Should have: it is used to express an action in the past that was not done, but
which would have been the best option. Examples:

• You should have told me if you had problems. (Cat. M’ho hauries d’haver
dit si vas tenir problemes.)

• They shouldn’t have fired him without a good reason. (Cat. No l’haurien
d’haver acomiadat sense una bona raó.)

Can’t have: it is very similar in meaning to must have. It is used when we
are certain that something has not happened because there is no other logical
explanation:

• He can’t have met Mr Black because he was not in the city last night. (Cat.
No pot haver-se trobat amb Mr Black perquè ahir a la nit no era a la ciutat.)

• She didn’t eat anything. She can’t have been so hungry as you say. (Cat.
No va menjar res. No pot haver tingut tanta gana com dius.)

May have: it is used to say that it is possible that something happened in the past.
Examples:

• Mr Simpson has not arrived yet. His flight may have been delayed. (Cat. El
Sr Simpson encara no ha arribat. Es pot haver endarrerit el vol.)

• Nobody answers the phone. They may have closed down the office. (Cat.
No contesten al telèfon. És possible que hagin tancat l’oficina.)

Don’t have to, didn’t have to

These forms have the following syntactical structure:

• DON’T HAVE TO + BASE FORM

• DIDN’T HAVE TO + BASE FORM

The verb don’t have to is actually the negative form of the modal verb must,
whereas didn’t have to is the negative form of had to (past tense of must).
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In accordance with this, these forms are used in these cases:

Don’t have too: it is used to say that there is no obligation of doing an action in
the present or in the future. For example:

• Tomorrow is Sunday. You don’t have to come to the office. (Cat. Demà és
diumenge. No cal que vinguis al despatx.)

• You don’t have to tell me if you don’t want to. (Cat. No és necessari que
m’ho diguis, si no vols.)

Didn’t have to: it is used to say that there was no obligation of doing an action in
the past. For example:

• This present is too expensive. You didn’t have to give me anything. (Cat.
Aquest regal és massa car. No era necessari regalar-me res.)

• We didn’t have to spend so much money. (Cat. No calia gastar-se tants
diners.)

Other ways of expressing lack of necessity
We can use these other expressions with the same meaning as don’t have to:

• Don’t need to

• It’s not necessary to

• There’s no need to

They all have their corresponding form in the past: didn’t need to, was not
necessary to and there was no need to.
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3. Conflict resolution

An organization is composed of people who have different interests, opinions, cha-
racters and backgrounds. Disagreements and conflicts are therefore very common
at work. There may be disagreements between the management and the workers,
between the sellers and the buyers, or between workmates. Sometimes there are
established procedures to deal with conflicts, as for example, a negotiating table
between the management and the trade unions or a customer service, but very
often the conflicts arise at an individual level and then we need to find the right
way of dealing with them.

The conflicts may create disruptions at work, but they can also become a creative
force if they are managed skilfully.

In the text, we give some clues to deal with personal conflicts. It also includes a
dialogue with an angry customer which reflects the right attitude in this type of
situations.

3.1 Reading: conflicts at work

When people work together, there is an unavoidable potential for conflict because
individuals often disagree and therefore conflicts arise in the workplace. Broadly
speaking, there are two kinds of workplace conflicts: conflicts of ideas, which
happen when two people have opposite ideas about a specific issue, and a
personality clash, that is, when two members of an organization simply do not
get along.

Although workplace conflicts are bad for business because they can lead to
downturns in productivity and increases in absenteeism, a conflict over business
ideas may result a valuable personal and organizational tool as well as a source of
learning, development and growth.

When a conflict at work arises, it is important to recognize and understand the
possible causes, characteristics and solutions in order to solve the problem. To do
so, it is advisable to follow these steps:

• Identify the problem.

• Talk it out until everyone agrees that there is a problem.

• Allow every person involved to clarify their perspectives and opinions about
the problem.

• Identify the ideal end result from each party’s point of view.
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See Unit ‘Organizations’,
section ‘Sales and orders’,
for more details about the

customer service.

• Figure out what can realistically be done to discover newer and deeper levels
of understanding.

• Find an area of compromise or try to identify long-term goals which mean
something to everyone.

Most conflicts at work happen between the workers and the management as a
result of the difference in their respective interests. In order to defend their rights,
the workers have organized themselves in trade unions. In many companies, the
unions and the management have signed a collective bargaining agreement, a
document which guarantees the rights of the workers. When a conflict between
the workers and the management arises, the former may go on strike and stop the
production of a company in order to put pressure on the management.

Conflict is a costly problem, but it may also be productive if it is managed skilfully.
Therefore, an effective conflict management will neither affect work productivity
nor the health and quality of life of people at the workplace. On the contrary, it
might be a good opportunity of improving the work conditions and the productivity
of the business.

Very often, conflicts also arise between the company and the customers, especially
when the customer is not satisfied with the service received. To deal with this type
of conflicts, many companies have a customer service.

If you are in charge of a customer service and receive a complaint, you should
remember to remain always polite no matter how aggressively the customer might
be. Explain things clearly and be sure that the other person understands what can
be done. Do not hesitate to admit your own fault, if this might be the case, and do
not promise any action that cannot be accomplished.

Here is an example of a dialogue between a disatisfied costumer and the receptio-
nist at the customer service.

Anna Jiménez works at the customer service of a department store called Galerías
Méndez. She receives a call from John Reynolds, an angry British customer.

Anna: Galerías Méndez, le atiende Anna... ¿dígame?

John: Good evening. This is John Reynolds, from Fun Computers in London.

Anna: Yes, Mr Reynolds. What can I do for you?

John: Well, listen, I placed a bulk order of 25 computers and 15 printers with you
in March, but they didn’t arrive until the end of May. By then, we had run out of
stock so we had to turn customers away. We’ve lost a lot of money and probably
some customers as well.

Anna: As far as I can remember, we had some distribution problems in March
due to severe weather conditions. Did you make a complaint in writing about it?

John: I certainly did. I’ve made several complaints, both in person and in writing.
However, nobody seems to take this matter seriously. I feel indignant and I’m
getting fed up with the whole issue.
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Anna: Calm down, Mr Reynolds, I promise we’ll get to the bottom of this. Now
tell me, what is your complaint exactly?

John: Well, as I said, I placed an order, it didn’t arrive and then I made a complaint,
but nothing happened. I waited and waited but the computers and the printers
didn’t arrive. Then I tried to cancel the order, but the fact is that the whole amount
had already been debited from our account. I wrote a letter to your company asking
for a reimbursement of the money we had paid plus a percentage of the money we
estimated we had lost as a result of your negligence.

Anna: I understand. Let me see what I can do about it.

John: I’m sorry but this is not enough. If I’ve not been refunded the full amount of
the order within eight days, I’ll contact our lawyers and we’ll take prompt action.

Anna: I hope this is not necessary, Mr Reynolds. I’m sure we can solve this
problem in a friendly way.

John: I’m afraid we’ve lost our patience with your company. I’ve made it quite
clear what our position is. I expect a whole refund or we’ll take your company to
court.

Anna: I’ll get onto this matter immediately, sir. I’ll call you back as soon as we’ve
found a solution. All I can say for the moment is that I hope you can accept our
apologies.

John: Ok, thanks. I’ll be expecting your call. Don’t disappoint us again!

Anna: Sorry again, Mr Reynolds. I’ll contact you as soon as possible.

Language notes

• Disagree (Cat. estar en desacord): this verb is a more formal alternative to the negative
form do not agree. We can say: individuals often disagree or individual don’t often agree.
Remember that it is wrong to say: I am agree and I am not agree.

• Phrasal verbs: notice these examples of phrasal verbs found in the text: get along (Cat.
mantenir bones relacions amb una persona), calm down (Cat. calmar-se, tranquilitzar-se),
talk out (Cat. parlar a fons), figure out (Cat. descobrir, esbrinar), run out of (Cat. acabar,
esgotar), turn away (Cat. rebutjar, girar l’esquena a, deixar de banda).

• Expressing negative addition: notice the use of the connector neither... nor (Cat. ni...ni)
to link two negative sentences. Here is an example from the text: an effective conflict
management will neither affect work productivity nor the health and quality of life of people
at the workplace. If the verb is in the negative form, then the connector is either... or : an
effective conflict management won’t either affect work productivity or the health and quality of
life of people at the workplace.

• Spelling: in English, the names of the months are spelt with a capital letter: I placed an order
in March, but it didn’t arrive until the end of May.

• Dialogue: when writing a dialogue, we should try to use contractions to reproduce the spoken
language more faithfully. See examples in the text above.
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3.2 Glossary of terms: conflicts

• absenteeism: absentisme laboral

• agreement: acord

• collective bargaining agreement: conveni col·lectiu

• complaint: queixa

• conflict: conflicte

• conflict management: gestió de conflictes

• disagreement: desacord

• downturn: caiguda de les vendes, recessió, caiguda del negoci

• gender pay gap: diferència de salaris entre homes i dones

• indignant: indignat/da

• issue: tema, assumpte (also: matter)

• management: gestió, patronal, equip directiu

• matter: tema, assumpte (also: issue)

• negligence: negligència

• negotiating table: taula de negociació

• personality clash: xoc de personalitats

• resignation: dimissió, baixa voluntaria

• skilfully: amb habilitat

• strike: vaga

• to agree: estar d’acord

• to be disappointed: estar decepcionat/da

• to be fed up: estar tip, estar fart

• to be on leave: estar de baixa

• to be on strike: estar en vaga

• to go on strike: fer vaga

• to complain: queixar-se

• to disagree: estar en desacord

• to disappoint: decepcionar
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• to find a solution: trobar una solució

• to fire: despatxar, acomiadar (de la feina)

• to get along with: tenir una bona relació amb, mantenir bones relacions amb

• to get to the bottom of : arribar al fons de

• to manage: gestionar

• to raise a complaint: formular una queixa

• to reach an agreement: arribar a un acord

• to solve a problem: solucionar un problema

• to take action: emprendre mesures, posar-se en acció

• trade union: sindicat

• work leave: baixa laboral
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3.2.1 Communication: requests and advice

A request and a piece of advice are two examples of social language. We make
a request when we want someone to do something. A request is like a command,
but not as strong.

On the other hand, we give advice when we say what should be done. In this sense,
it is very similar to a suggestion.

Requests

When making a requests, there are different degrees of politeness and formality to
make requests. We must choose one form or another depending on the situation
and on the person we are talking to.

The most imperative way of making a request is in fact an command.

Making a request:

The following sentences express the same request in an increasing degree of
politeness:

1. Open the window! (order) (Cat. Obre la finestra!)

2. Open the window, please! (order) (Cat. Obre la finestra si us plau!)

3. Can you open the window (please)? (Cat. Pots obrir la finestra [si us plau])?

4. Could you open the window? (please)? (Cat. Podries obrir la finestra [si us
plau])?

5. Will you open the window (please)? (Cat. Obriràs la finestra [si us plau])?

6. Would you open the window (please)? (Cat. Obriries la finestra [si us
plau])?

7. Do you mind opening the window (please)? (Cat. T’importa obrir la finestra
[si us plau])?

8. Would you mind opening the window (please)? (Cat. T’importaria obrir la
finestra [si us plau])?

Notice the following:

• Requests are made with a variety of modal verbs (can, could, will and
would).

• Examples 1 and 2 use the imperative form because they are strong requests
(commands). The order in example 2 is softened by the use of please.
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• Examples 3, 4 and 5 are quite neutral in terms of politeness. They are mostly
used with friends, relatives and colleagues.

• Examples 6, 7 and 8 reflect the highest degrees of politeness. They are
appropriate in formal situations.

• Example 8 is used in very formal situations.

Responding to a request:

There are different ways of responding to a request. For example:

To agree with the request:

• Yes, of course.

• Ok, no problem.

• Yes, of course I (can).

• Of course I don’t mind.

• Certainly.

• Sure.

To disagree with the request:

• I’m sorry, but I can’t (I’m on the phone right now).

• I’m afraid I can’t (it’s too cold in here).

Advice

The noun advice is uncountable in English. This means that it has no plural form
and that we cannot used the indeterminate article an or the numeral one. For
example, it is wrong to say: I’ll give you some advices or I’ll give you an advice.
We must say: I’ll give you some advice and I’ll give you a piece or advice.

On the other hand, there is a difference in the spelling between the noun advice
(Cat. consell)) and the verb advise (Cat. aconsellar, donar consells).

Giving advice:

There are different ways of giving advice:

A) SUBJECT + ADVISE + GERUND (-ING)

• I usually advise getting up earlier. (Cat. Normalment aconsello llevar-se
més d’hora.)

• We advised waiting a little longer. (Cat. Vam aconsellar esperar una mica
més.)

Countable and uncountable
nouns

Countable nouns: the nouns that
can be separated into units (a
book, some books). Uncountable
nouns: the nouns that cannot be
separated into units (some
money).
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The expression had better
is mostly used in spoken

English, where had is often
contracted or simply omitted
(You’d better work harder or

You better work harder ).

B) SUBJECT + ADVISE + INDIRECT OBJECT + TO + BASE FORM

• We advise you to see a doctor. (Cat. T’aconsellem que vagis al metge.)

• I would advise them to be patient. (Cat. Jo els aconsellaria que tenguessin
paciència.)

C) SUBJECT + SHOULD + BASE FORM

• You should work hard. (Cat. Hauries de treballar molt.)

• I think you should save money. (Cat. Crec que hauries d’estalviar diners.)

• He shouldn’t go back to work. (Cat. No hauria de tornar a la feina.)

D) SUBJECT + HAD BETTER (NOT) + BASE FORM

• You had better work harder. (Cat. És millor que treballis més.)

• We had better go. (Cat. El millor és que anar-se’n.)

• He had better speak. (Cat. Més li val parlar.)

E) IF I WERE YOU, + I + WOULD + BASE FORM

• If I were you, I would work harder. (Cat. Si jo estigués en el teu lloc,
treballaria més.)

• If I were you, I would save money. (Cat. Si jo fos tu, estalviaria diners.)

Responding to advice:

When responding to advice, it is customary to thank the other person. On the other
hand, if we decide to refuse, we must also thank the other person and then justify
our response.

Here are some possible replies:

To accept advice:

• Thank you, I’ll do that. (Cat. Gràcies, així ho faré.)

• You’re right. Thanks. (Cat. Tens tota la raó, gràcies.)

• Yes, that’s a good idea, thanks! (Cat. Sí, bona idea, gràcies!)

To refuse advice:

• No, I’d rather not do that. (It’s too difficult for me.) Thanks anyway! (Cat.
M’estimaria més no fer-ho. (És massa difícil per a mi). Gràcies de totes
maneres!)
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• Thank you, but I’m afraid I can’t do that. (It’s too difficult for me.) (Gràcies,
però em temo que això no ho puc fer. (És massa difícil per a mi.)

• No, thank you, I can’t do that! (It’s too difficult for me.) (Cat. No, gràcies,
això no ho puc fer! (És massa difícil per a mi.)

Here is an example of conversation in which a person is giving some advice:

Giving advice

Montse Carreras is talking to Joan Murphy, an Irish colleague who needs to learn Spanish.
Joan asks Montse for some advice.

Joan: You know, Montse, I’ve applied for a post in our office in Seville and I need to learn
Spanish as soon as possible. Could you give some advice please?

Montse: Well, first of all, I think you should take up a Spanish course in a good language
school.

Joan: Yeah, that’s a good idea, of course. I know a good school in Dublin. what else?

Montse: If I were you, I would find a Spanish speaker for the oral practice.

Joan: A Spanish speaker! You’re right. Sounds fine!

Montse: Oh, and Joan, you had better be patient. The Spanish verb system is very
complicated, but don’t worry, you just need practice.

Joan: OK.

Montse: One more thing. If I were you, I would look for a nice Andalusian boyfriend to help
you with the language. It’s the best way of learning!

Joan: For goodness sake, Montse! You know I can’t do that! I’ve already got a boyfriend,
and I’m sure Sean wouldn’t like the idea....

Language notes

• Notice that Montse has used different ways of giving advice. This
introduces some variety to the speech when you must give different
pieces of advice. Also notice Joan’s responses to each piece of advice.

• Joan: this is a female name in English, a short form of Joanna. The
male counterpart is John. In the dialogue, you can also find the Irish
name Sean, which is equivalent to the English John.

• Seville: notice that the name of this Spanish city has an English
spelling.

• For goodness sake!: an expression showing surprise. The word
goodness is an euphemism that stands for the word God’s. The Catalan
equivalent expression would be Per l’amor de Déu! or Mare meva!
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The transitive verbs are the
verbs that have a direct

object.

3.2.2 Grammar reference: the passive voice

The passive voice is a form of the verb that stands in opposition to the active voice.

Do not confuse the voice with the verb tenses: the verb tenses (present simple, past
simple, etc.) express time reference (present, past, future) and how the action takes
place (simple, continuous, perfect). The grammatical voice (active or passive)
reflects the relationship between the subject and the objects.

Here is one sentence in the active voice and one in the passive voice:

• Active voice: Sandra calls the English customers. (Cat. La Sandra truca
els clients anglesos.)

• Passive voice: The English customers are called by Sandra. (Cat. Els
clients anglesos són trucats per la Sandra.)

The table shows the parts of the speech in each voice:

Taula 3.1. Active voice vs passive voice

Subject Verb Direct object Agent

Active voice Sandra will call the customers -

Passive voice The customers will be called - by Sandra

The main characteristics of the passive voice are the following:

• The subject of the passive voice (The English customers) is the direct object
in the active voice.

• The subject of the passive voice is not the person that does the action of the
verb.

• In the passive voice, the person (or thing) that does the action of the verbis
called the agent. The agent is introduced with the preposition by.

• The agent of the passive voice (by Sandra) is the subject of the active voice.

• Sometimes the agent is omitted from the passive sentence.
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The indirect object and the passive voice
In a passive sentence, the subject can also be the indirect object of the active
sentence. For example:

• Active voice: Peter called me last night.

• Passive voice: I was called by Peter last night.

Sometimes, we can express the passive voice in two different ways:

• Active voice: John gave me the answer (direct object).

• Passive voice: The answer was given to me by John.

• Active voice: John gave me the answer (indirect object).

• Passive voice: I was given the answer by John.

The structure of the passive voice

The structure of the verbs in the passive voice is the following:

• BE (conjugated) + PAST PARTICIPLE

The passive voice can be conjugated in most of the verb tenses. On the other hand,
remember that some verbs have irregular past participle forms whereas the past
participles of regular verbs end in -ed.

The structure of a passive sentence is:

• SUBJECT + PASSIVE VERB + (AGENT) + ...

Use of the agent
The agent of the passive voice is often omitted when it has an impersonal
meaning. For example: English is spoken in India and not: English is spoken
in India by people.

The table shows the passive voice in different verb tenses:

Taula 3.2. The forms of the passive voice

Tense Example Translation

present simple I am invited to his party. Estic convitat a la seva festa.

present continuous He is being spied by the FBI. Està sent espiat per l’FBI.

past simple I was criticized for my article. Vaig ser criticat pel meu article.

past continuous They were being helped by a
man.

Estaven sent ajudats per un
home.

present perfect He has been killed by his
servant.

Ha estat assassinat pel seu criat.
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The future perfect (has been
being invited, Cat. ha estat

sent invitat) and future
continuous (will be being
invited, Cat. estarà sent
invitat) also exist in the

passive voice, but they are
very unusual.

Taula 3.2 (continuació)

Tense Example Translation

past perfect She had been chosen Miss
America.

Havia estat elegida Miss
America.

future The computer will be repaired
tonight.

L’ordinador serà reparat aquest
nit.

The uses of the passive voice

In general, we use the passive voice in these cases:

1) When the person or thing that does the action is not important or it is unknown.
The emphasis is on the action of the verb:

• English is widely spoken in India (Cat. L’anglès es parla molt a la Índia).

• The results will be analysed in one week (Cat. Els resultats s’analitzaran en
una setmana).

• The elections have been won by unexpected canditates (Cat. Les eleccions
han estat guanyades per candidats inesperats).

2) When the subject is too long:

• I was annoyed by Mary’s insistence on staying at home all day (much better
than: Mary’s insistence on staying at home all day annoyed me) (Cat. La
insistència de Mary a quedar-se a casa tot el dia em va molestar).

To be born
The English verb to be born (Cat: néixer) is only used in the passive form:
I was born in 1967. Born is the irregular past participle of the verb to bear
(Cat. donar a llum).

Changing from the active to the passive voice

This section offers some help in case you need to change a sentence from the active
to the passive voice.

Imagine that you need to change the following sentence:

• They will sell the company next year.

Ask yourself the following questions:

1. Which are the elements of the active voice? They are the subject (they),
the verb (will sell), the direct object (the company) and an adverbial of time
(next year).
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2. Which is the subject of the passive voice? The subject is the direct object
of the active sentence: The company....

3. Which tense of the verb do I need?: I need the future with will (we must
not change the verb tense of the active sentence).

4. How do I express the future with will in the passive voice? The structure
of the passive verb is: BE (conjugated) + PAST PARTICIPLE, so: The
company will be....

5. Is the verb to sell regular or irregular? If we have any doubts, we can
check a dictionary or a list of irregular verbs. Sell is irregular, and the correct
form of the past participle is sold, so: The company will be sold....

6. Do I need the agent in the passive voice? No, it is not necessary because
the subject of the active sentence is impersonal (they).

7. But what if I insist on expressing the agent? In that case, I must write by,
which is the correct way of introducing the agent: The company will be sold
by...

8. Which form of the pronoun do I need? They is not possible because it is
the subject pronoun and it must got after the preposition by, so I need the
object pronoun them: The company will be sold by them....

9. Did I really need to write the agent if I almost made a mistake with the
pronoun? No, I didn’t because it was not necessary.

10. And what do I do with the adverbial of time? Adverbials are not affected
by the passive, so I just add it to the sentence in the same form and position
of the active voice: The company will be sold (by them) next year.
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