
Chapter i  Grammar: Test your basic skills in a blink 2
1 Tenses: Do you live in the past, the present or the future? 2
1.1 A handy guide to English tenses with all their nuances 2
1.2 Translate these sentences into English using the right tenses.
1.3 ‘I was’ or ‘I have been’? With this trick you will always be right!
1.4 Talking about the future
1.5 ‘Working’ or ‘to work’? Test yourself here!
Answers: Tenses

2 Prepositions: Being specific can turn the world around! 7
2.1 After the trade fair: Impress clients with perfect prepositions 7
2.2 In, at, before, after, from and to -  practise these important time prepositions 8
2.3 Already, yet, ever, never -  here’s howto use these common time Expressions 9
Answers: Prepositions 10

3 Strengthen your skills by avoiding these common grammar mistakes 11
3.1 Get ‘a’ and ‘an’ right to sound more professional 11
3.2 Make, do und have -  a small detail with a strong effect! 11
3.3 Get: Learn about this versatile verb 12
3.4 Turn off, turn up, turn down -  practise these and more phrasal verbs with turn here 13
Answers: Strengthen your skills with this important exercise 14

Chapter 2 Vocabulary mix -  idioms, false friends and more
1 Revision: Common phrases everyone needs once in a while
1.1 Keeping it interesting -  alternative ways of saying ‘for example’
1.2 Stock up on your vocabulary: Phrasal verbs with ‘up’
1.3 Test your phrasal verbs with ‘get’
Answers: Common phrases
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2 Idioms that can colour your language in an instant 19
2.1 It’s easy to make your business English more colourful with idioms like these 19
2.2 Talk about risk easily with this list of handy idioms 20
2.310 essential idioms for talking about success 20
2.4 8 common idioms with ‘keep’ 21
2.5 Style is everything when writing emails. Here are some key phrases for you to review 22
2.6 Arms, penny and hell: Talking about costs 23
Answers: Idioms that can colour your language in an instant 24

3 False friends -  and 5 exercises which will help you to avoid them! 25
3.1 Learn to avoid some common German-English language false friends with this exercise 25
3.2 English-German: False friends the other way around 26
3.3 Mastering these false friends will mean that the client won’t get the wrong idea 27
3.4 Almost-false-friends: Translating ‘kontrollieren’ correctly into English 28
Answers: False friends -  and 5 exercises which will help you to avoid them! 28

4 The ‘icing on the cake’: Other vocabularies which are also worth a look 30
4.1 Same sound, different meanings -  don’t be tricked by these tricky word pairs 30
4.2 Germans speak German in Germany. It’s not so straightforward elsewhere 31
4.3 5 different meanings of‘Inquiry’ you need to know! 31
Answers: The ‘icing on the cake’ -  Other vocabularies which are also worth a look 32

Chapter 3 Have fun while getting quizzed
i Two crosswords to help extend your general office-vocabulary 
2 Crossword to train your expressions for everyday banking 
Answers: Have fun while getting quizzed!
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