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Construction English for Production and Site Management Staff

This compendium of activities and reference material has been created by Byggbranschens utbildningscenter expressly for professionals working in the construction industry.
The activities are based on material specifically relevant to the building sector. They have been designed to inspire discussion about current situations and issues within the industry; to develop recognition and use of professional terminology; and to increase confident when using English in real-life situations.
The compendium has been devised by Byggbranschens utbildningscenter English language trainers. They are not only qualified teachers and native speakers of English but residents of Sweden as well, which gives them a special awareness of and sensitivity to the language needs of professionals based in Sweden.













English course – January 2026
Course Leader
David Ely
david.ely@rudpedersen.com
Time and dates
14 and 21 January 2026 (8.00 to 16.00 each occasion)
Key themes:
Overall

· Confidence and fluency! Two days is good but continue to be active in English.

Day one

· Introduction to the course and icebreaker exercise
· Grammar overview. Focus on typical problem areas for native Swedish speakers.
· Meeting skills. Focus on key language for meetings and functions (e.g. asking questions, expressing opinions, agreeing/disagreeing, giving instructions, clarifying, summarising). Develop language to ensure flexibility and choice in terms of tone, formality, professionalism, directness etc.
· Writing skills. Overview of writing skills and key phrases for mail correspondence – focus on tone, professionalism, synonyms. Go through real-world examples.

Day two

Key vocabulary for working in the construction sector. Focus on English terminology useful for everyday working life in the construction sector. Describe recent projects/cases/problems/issues using technical vocabulary. Active v passive – use construction/building vocabulary in discussions and giving summaries.
· Presentation skills. Prepare and give a short(!) work-related presentation in English. Focus on using phrases for intros, giving examples, transitions, concluding etc. Feedback from the whole group!
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[bookmark: _TOC_250079]Breaking the Ice Part One
Find out this information by asking questions and then make follow up questions to continue the conversation. Use open questions starting with words like: who, what, why, when, where, how etc.


First names:


Surname:


Occupation:


Previous occupations:


Single/partner/married:


Children:

 
Studies:


Hobbies/interests


Where they live:


Place of birth:


Languages spoken:


  Something strange/unique/hidden talent
Business Related Functions Key vocabulary for describing a company’s operations
Do you know these key terms for describing companies operations in English? Can you translate them to Swedish?


English	Swedish
1. Subsidiary
2. Unit

3. Department

4. Branch office

5. Head office/Headquarters

6. Group (of companies)

7. Parent company

8. Corporation

9. Multinational

10. International

11. Global

12. Nationwide

13. Accounts department

14. Finance department

15. Sales department

16. Research & development division

17. Purchase

18. Information

19. Public relations

20. Office services

21. Warehouse

22. Wages/Salaries

23. Marketing

24. Personnel/ Human resources

25. Switchboard

26. Training

27. Supervisor

28. Head of (department)/ Department

29. Manager

30. Director



31. Chief executive officer (CEO)

32. Management team

33. Chairman

34. Sales representative

35. Managing director

36. Line manager

37. Deal with

38. Responsible for/ In charge of

39. Employees

40. Employer

41. University graduates

42. Staff turnover

43. Retirement

44. Staff magazine

45. Travel allowance

46. Travel expenses

47. Position/post

48. Applicant

49. Subordinate

50. Superior

51. Period of notice

52. Further training

53. Conditions of employment

54. Employment contract

55. Profession

56. Occupation

57. Job

58. Trade

59. Skilled worker

60. Tender

61. Offer

62. Quotation

63. Agreement/contract

64. Public sector

65. Retail trade

66. Agent

67. Invoice

68. Payment

69. Damaged

70. Faulty

71. Rival company/competitor

72. Availability




73. Niche

74. Sales figures

75. Advertise

76. Promotional items

77. Fair/ exhibition
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[bookmark: _TOC_250078]Describing your organisation
Try to answer the following questions in your presentation:

WHO’S IN CHARGE?	The Board is headed by ….
The department is managed by …. The branch is run by ….

STAFF?	Under him/her, there’s a staff of ….
He/she has …. people working for him/her

HOW IS IT ORGANISED?	The division consists of ….
The department is divided into …. The unit is made up of ….

WHAT DOES IT DO?	This section is concerned with …. is responsible for …. deals with ….
is in charge of ….


Examples:
The Personnel Department is divided into five sections. The Training Section consists of five staff.
Below her, there are four line managers.
There are four other directors on the Board in addition to the Managing Director.


Note: You can also look at the organization from the bottom up: These nine sections are grouped into four divisions.
The Heads of Sections report to the Director.

[bookmark: _TOC_250077]Presentation of your company
Describe your own company, or you can make one up.


The company name is 	.


Our company is headed by 	.


There are 	departments/teams.


There are 	staff altogether.


My department/team is responsible for	
	.


Our main services/products/responsibilities are 	
	.



Our most important customers/clients are involved with 	
	.


We buy 	from our suppliers


One of our current projects is 	
	.

Task: Prepare an overview of your own department or company using the template below.

	our
	main
	services/products
	is/are ........

	the
	most important
	customers/clients
	used to be ........

	a

one
	major

core
	market(s)

supplier(s)
	will be .......

	
	significant

minor
	partner(s)

business area(s)
	

	
	
	growth area(s)
project(s) mission/vision
	

	
	
	goal(s)/objective(s)
	






Task: Study the key vocabulary for "Describing your organisation" and then prepare a short presentation of your department or company to give to the group. Try to address the key areas mentioned in task 2 above. Be as descriptive as possible.

THE BRITISH COMPANY
Chairman
The Board of
Directors
Managing Director
The Board of
Directors
Financial Director
Marketing Director
Production
Director
Chief Accountant
Sales Manager
Works/Factory
Manager
Personnel Officer
Public Relations
Manager
Purchasing Manager
Advertising Manager




THE AMERCIAN COMPANYPresident
Executive Board
Senior Vice-President & Chief Executive
Executive Board
Vice-President Shipping
Vice-President Production
Vice-President Marketing
Vice-President Finance & Administration
Production Director Europe
Export Sales Director
Financial Controller
Prod. Director
N. America
Sales Director
N. America
Personnel Manager
Director Research & Development


[bookmark: _TOC_250076]Describing your job
Can you describe your job accurately and fully in English to a foreign colleague? Here are some useful phrases:



I work in the ........
My section is called ....


Our division/department consists of
is divided into
is organised into

We are responsible for ..... work with
deal with
There are	of us in my group.
I am responsible for ..... in charge of
My job involves meeting ....
testing ....
a lot of .... My duties include	ing

department division business area unit
.	sections
.	teams
.	units
.	groups


Non-native English speakers tend to use the verbs ‘do’ and ‘make’ a lot, whereas native English speakers use a range of verbs which are more descriptive. Here are some verbs which can be useful when describing your job and daily tasks:

	perform
	analyse
	calculate
	present
	meet

	conduct
	assess
	update
	take care of
	discuss

	carry out
	respond
	negotiate
	record
	contact

	prepare
	answer
	review
	write
	evaluate




Task: Describe your job in detail – tell your partner about your job and the activities and tasks you perform regularly. Try to be as descriptive as possible and try to avoid using ‘do’ and ‘make’. Your partner should point out to you when you use ‘do’ or ‘make’ and help you to find better alternatives.
· The best thing about my job is ...
· The worst thing about my job is ...

[bookmark: _TOC_250075]Alphabets

ICAO (International Civil Aviation Organisation) Alphabet

	A – Alfa
	H – Hotel
	O – Oscar
	V – Victor

	B – Bravo
	I – India
	P – Papa
	W – Whiskey

	C – Charlie
	J – Juliett
	Q – Quebec
	X – X-ray

	D – Delta
	K – Kilo
	R – Romeo
	Y – Yankee

	E – Echo
	L – Lima
	S – Sierra
	Z – Zulu

	F – Foxtrot
	M – Mike
	T – Tango
	

	G – Golf
	N – November
	U – Uniform
	



[bookmark: _TOC_250074]Alphabet Practice
Spell these names for your partner. Take turns.

Person A:
Julia Jones Ivor Roach Fiona Wells
Guiseppe Galtini Hubert Carruthers Veronica Young Isabella Ugedo

Person B:
Jack Josephs Ian Ferguson
Evelyn Braithewaite Anne Rush
Eugene Wilkinson Cecilia Wye

Manuel Azucarero

[bookmark: _TOC_250073]Business Grammar
[bookmark: _TOC_250072]Business prepositions
Complete these sentences with the correct prepositions
[image: ] The Sales Manager is away ……. business. She’ll be back ……. the end of the week.

[image: ] Did you hear our CEO ……. the radio this morning?

[image: ] No, but I saw her ……. the news last night.

[image: ] I need those figures ……. the end of the week ……. the very latest.

[image: ] You’ll find Marketing …… the main building ……. the second floor.

[image: ] Will the report be ready …… time for the meeting?

[image: ] They are ……. a lot of pressure ……. the moment.

[image: ] How was the flight? Actually, I travelled ……. train.

[image: ] What time did you arrive ……. Arlanda?

[image: ]Is this your first visit ……. Sweden?

[image: ]Yes! I’ve been ……. Norway a few times but this is my first time ……. Sweden.

[image: ]Our turnover increased ……. 15% this year and ……. next year it will be over SEK 5m.

[image: ]I’m afraid she’s ……. the phone ……. the moment. But I know she needs it this morning, so send it ……. courier.
[image: ]Could you please explain this ……. me? I’m not really ……. it today.

[image: ]I presented our recommendations ……. the board. Let’s just hope ……. the best!

[image: ]Who is in charge ……. the research unit?

[image: ]When this was introduced ……. the market, it was the only one ……. its kind.

[image: ]The demand ……. these kinds of products have increased dramatically.

[image: ]People today are clearly more interested ……. environmentally friendly products.

[image: ]That’s very typical …….young people today.

[bookmark: _TOC_250071]Prepositions of place, time and date
Prepositions of Place (at, in, on)
[image: ] There’s a bank	the corner.
[image: ] The cat stayed	home last night.
[image: ] I’ll meet you	the cinema.
[image: ] They live	Baxter Street.
[image: ] The school is the first building	the right.
[image: ] If you walk up the hill, you’ll come to a little restaurant	the top.
[image: ] Our office is	the second floor.
[image: ] Sorry, but Ms. Brown isn’t	her office today.
[image: ] Don’t park your car …….…. the car park. It’s cheaper to park it	the street.
[image: ]The hotel is	the other side of the street


Prepositions of Time and Date (at, in, on, or nothing)
· At a time
· In the morning (but at night), in a year, a century, a month, a season
· On (a day, date)


[image: ] I have to work overtime	this weekend.
[image: ] We are taking our holidays	June.
[image: ] We are going to drink tea	the afternoon.
[image: ] I’ll meet you ………… three o’clock	Tuesday.
[image: ] He was born	1975.
[image: ] She is planning to meet me	3 May.
[image: ] He plays ice hockey ………… winter and baseball	summer.
[image: ] The meeting should be over	about 15 minutes.
[image: ] The women’s liberation movement started	the eighteenth century.
[image: ]The office will be closed	Christmas.

[bookmark: _TOC_250070]There is and it is
Example: There are 10 people in the Marketing Department. It is a very important department.
Forms:
There is	It is

There is	It is
There are
There was	It was
There were
There has been	It has been There have been
There will be	It will be

[image: ] It is
· Use to refer to information already known by the listener
Example: The new coffee-shop? It is only 2 blocks away.
· Can be a pronoun in place of a noun
Example: This is my office. It is very dark, isn’t it?
· Is usually followed by an adjective
Example: It is brand-new on the market.
· Can be used to emphasise some information
Example: It was my fault that we didn’t get the contract.

[image: ] There is, are, was, were, etc.
· Use to introduce new information
Example: There is a new feature on this year’s model.
· To say that something exists
Example: There is a glitch in the copy-machine.
· Is usually followed by a noun
Example: There is a delivery truck parked outside.

Test yourself:
[image: ] ………………….. four officers working in this department.
[image: ] A jolly good idea!	the best I have heard until now!
[image: ] You should read this article	quite interesting.
[image: ] ………………….. a girl waiting for you in the reception. [image: ] ………………….. easy to get to your office?
[image: ] In the last 2 weeks	quite a few production-stops.
[image: ] The report?	ready by next Friday.
[image: ] ………………….. you who stopped the proposal!
[image: ] Last month	several good meetings at head office.
[image: ]………………….. a new director in this company since April.

[bookmark: _TOC_250069]Make or do
[image: ] I have to	a quick call to John at head office.

[image: ] Do you know how much profit they	last year?

[image: ] Profit? Don’t you know they	an enormous loss!

[image: ] Here are the results of the market research we	last year.

[image: ] We	a number of interesting contacts at the conference.

[image: ] Could you please	me a favour?

[image: ] Do you mind if I	a suggestion?

[image: ] I’ll go and	some more coffee.

[image: ] I’m afraid I haven’t ……………….. much progress on this report.

[image: ]I’ll	my best to get it finished by Friday.

[image: ]There is a lot of money to be	in this business!

[image: ]I’ll ……….…….. the shopping if you	dinner.

[image: ]It will take me all day to	this translation!

[image: ]I’ve had too much work to ……………….. so I haven’t	my homework yet.

[image: ]We used to	a lot of business with Ericsson.

Make or do (cont’d)
The following dialogue took place between an exhibitor (Ex) and a visitor (Vi) at a trade fair. Choose either do or make to complete the dialogue correctly.

Ex	Good morning. My name’s Jane Burgess. You must have heard of our organisation. Vi	No, I can’t say I have.
Ex	We are the largest company in our field. Would you like some information about our services?
Vi	Yes, OK. I’m interested in that machine over there. Does it do / make anything apart from scanning?
Ex	Would you like me to give you a demonstration? Vi	Thank you.
Ex	Can I ask what you do / make exactly? What line of business are you in?
Vi	We do / make web sites for the Internet. We do / make a lot of work for the service industry.
Ex	I see why you’re interested in the scanner. It could be the answer to all your problems. (gives a demonstration)
Ex	It does / makes a great job, don’t you think? Vi	Yes, I’m quite impressed.
Ex		Would you be interested in a quotation? We could do / make you an interesting offer.
Vi	I’ll leave you my card and perhaps you could send me one.
Ex	I’ll get one off to you next week. It was a great pleasure meeting you. And I hope we’ll be able to do / make business with you.
Vi	Goodbye.

Make or do (cont’d)
The following words either take the verb ”make” or ”do”. Place either an “M” before each word or a “D”.

an agreement	money
a mistake	a phone call
a favour	contacts
a bargain	friends
a difference	improvements
one’s best	sense
a suggestion	an appointment
an exercise	damage
changes	a decision
progress	an offer
copies	a bid
a translation	a loss
arrangements	a discovery
preparations	an inquiry / enquiry
a study	work
a test	fun of
homework	a trip
a complaint	a joke
an effort	sure
a mess	a choice
an impression	excuses
a job (good or bad or ...)	up my mind
a profit	without
the most of	do
business	a statement

Golden rule: When in doubt, consult a good English Learner’s dictionary.
Helpful hints:	1.
2.
3.
Can you think of any others? If you come across others, add them here:

Make or do (cont’d)

……………….. plans	harm


……………….. research	a promise


……………….. the housework	a speech


……………….. tests	an effort


……………….. the beds	the cleaning


……………….. a noise	changes


……………….. some exercise	some time


……………….. an excuse	a favour


……………….. a mistake	arrangements


Grammar overview

Present simple
· I live in Stockholm.
A permanent activity. Permanent means that you cannot see the end (it is permanent as far as you know!)
· I take the bus to work every day.
A regular activity – goes with words such as often, regularly, sometimes, always, never etc

Present continuous
· I am working at IKEA.
A temporary activity. Temporary means you can see the end. For example, you are working on a 6-month contract or on a project basis.
For example:
I usually cycle to work but today I am taking the bus.
I live in Malmö but this week I am staying with my sister in Trelleborg.
I work for Skanska but right now I am working on a 3-month contract at NCC.

Simple past
· I lived in Malmö from 2010 to 2015 
This is a finished timeframe or a finished activity – or both.
For example, 
Did you live in Stockholm when you were a child? (the person is no longer a child – it as a finished activity)
Yes, I lived in Stockholm. Or; No, I did not live in Stockholm.
What did you do yesterday? (yesterday is a finished timeframe)
I worked yesterday. I did not have a holiday.


Present perfect
· [bookmark: _Hlk166664464]I have lived in Stockholm since 2020
This is an unfinished timeframe or activity – or both. In the example above, I still live in Stockholm, it is unfinished.
We can also use the present perfect continuous for the same function:
· [bookmark: _Hlk166664477]I have been living in Stockholm since 2020
I have lived … OR I have been living … - This has exactly the same meaning and function.
We tend to use different forms depending on context, for example:
· It has rained all day
· It has been raining all day – it is still raining, it is an unfinished activity.
· I have known her 5 years
· I have been knowing her 5 years – I still know her, it is an unfinished activity.
We can mix past forms in one sentence, for example:
· Last year I took 25 holiday days but so far this year I have taken only 15 days.
· Yesterday I felt alert but today I have felt tired.
· I lived in Växjo for 20 years and have lived in Kalmar for 8 years.

Past continuous
· I was living in Paris 
What I was doing when something else happened, so:
· I was living in Paris when the war started/I met my wife/the Queen died etc


Future forms
· I will pay the for the coffee
· I am going to pay for the coffee
· I am paying for the coffee
· I shall pay for the coffee
We use will for:
· A promise
· A spontaneous/unplanned idea or thought
· Formal writing
We use going to for:
· Something already planned or intended
· A prediction
We use the -ing form for:
· Something already planned or intended
We use shall for:
· A question as a suggestion
· Formal/legal writing
Conditionals
· If I have time, I will help you.
This is a realistic possibility – it can happen that I have time.
· If I had time, I would help you.
This hypothetical – I don’t have time.











Present Simple or Present Continuous? 
Choose the present simple or present continuous: 
1. (You / drink) _________________________________ coffee every day? 
2. (He / eat) _________________________________ rice every day? 
3. I (work) _________________________________ at the moment. 
4. (He / come) _________________________________ to London often? 
5. He (play) _________________________________ tennis now. 
6. (You / come) _________________________________ to the cinema later? 
7. They (not / come) _________________________________ to the party 
tomorrow. 
8. He (not / play) _________________________________ golf now. 
9. (You / play) _________________________________ tennis this Sunday? 
10. They (go) _________________________________ to a restaurant every 
Saturday. 
11. She (not / go) _________________________________ to the cinema very 
often. 
12. You usually (arrive) _________________________________ late. 
13. He normally (eat) _________________________________ dinner at home. 
14. (You / study) _________________________________ every night? 
15. (They / work) _________________________________ late usually? 
16. You (not / go) _________________________________ out later. 
17. I (not / work) _________________________________ tonight. 
18. (She / work) _________________________________ at the moment? 
19. I (not / drink) _________________________________ coffee very often. 
20. Julie (sleep) _________________________________ now.


















Past simple or past continuous
Choose the past simple or past continuous: 
1. What ________________________ (you / do) when I 
________________________ (call) you last night? 
2. I ________________________ (sit) in a café when you
________________________ (call). 
3. When you ________________________ (arrive) at the party, who 
________________________ (be) there? 
4. Susie ________________________ (watch) a film when she 
________________________ (hear) the noise. 
5. Yesterday I ________________________ (go) to the library, next I 
________________________ (have) a swim, later I 
________________________ (meet) Julie for a coffee.
6. We ________________________ (play) tennis when John
________________________ (hurt) his ankle. 
7. What ________________________ (they / do) at 10pm last night? It 
________________________ (be) really noisy. 
8. He ________________________ (take) a shower when the telephone 
________________________ (ring). 
9. He ________________________ (be) in the shower when the telephone 
________________________ (ring). 
10. When I ________________________ (walk) into the room, everyone 
________________________ (work).	




















Past simple or present perfect
Choose the past simple or the present perfect:
1. Last night I __________________ (lose) my keys – I had to call my flatmate 
to let me in.
2. I __________________ (lose) my keys – can you help me look for them?
3. I __________________ (visit) Paris three times.
4. Last year I __________________ (visit) Paris.
5. I __________________ (know) my great grandmother for a few years - she 
died when I was eight.
6. I __________________ (know) Julie for three years – we still meet once a 
month.
7. I __________________ (play) hockey since I was a child – I’m pretty good!
8. She __________________ (play) hockey at school, but she 
__________________ (not / like) it.
9. Sorry, I __________________ (miss) the bus, so I’m going to be late.
10. I __________________ (miss) the bus, and then I __________________ 
(miss) the aeroplane as well!
11. Last month I __________________ (go) to Scotland.
12. I’m sorry, John isn’t here now. He __________________ (go) to the shops.
13. We __________________ (finish) this room last week.
14. I __________________ (finish) my exams finally – I’m so happy! 
15. Yesterday, I __________________ (see) all my friends. It was great.





















Will or going to?
Put in ‘will’ or ‘be going to’: 
1. A: We don’t have any bread. 
B: I know. I __________________ get some from the shop. 
2. A: We don’t have any bread. 
B: Really? I __________________ get some from the shop then. 
3. A: Why do you need to borrow my suitcase? 
B: I __________________ visit my mother in Scotland next month. 
4. A: I’m really cold. 
B: I __________________ turn the heating on. 
5. A: Are you going to John’s party tonight? 
B: Yes. Are you going too? I __________________ give you a lift. 
6. A: What are your plans after you leave university? 
B: I __________________ work in a hospital in Africa. I leave on the 28th.
7. (The phone rings) 
A: I __________________ get it! 
8. A: Are you ready to order? 
B: I can’t decide … Okay, I __________________ have the steak, please. 
9. A: Are you busy tonight? Would you like to have coffee? 
B: Sorry. I __________________ go to the library. I’ve been planning to study 
 all day. 
10. A: Why are you carrying a hammer? 
B: I __________________ put up some pictures.




















Conditionals

Finish the sentences with a clause in the correct conditional: 
1: If it is sunny tomorrow _______________________________________________ 
2: If you sit in the sun too long __________________________________________ 
3: If I were you _______________________________________________________ 
4: If I were the Prime Minister ___________________________________________ 
5: If she had studied harder _____________________________________________ 
6: If I won the lottery __________________________________________________ 
7: If I hadn’t gone to bed so late _________________________________________ 
8: If I hadn’t come to London ___________________________________________ 
9: If you mix water and electricity ________________________________________ 
10: If she hadn’t stayed at home __________________________________________ 
11: If I go out tonight___________________________________________________ 
12: If I were on holiday today ____________________________________________ 
13: If I had listened to my mother _________________________________________ 
14: If I hadn’t eaten so much _____________________________________________ 
15: If it rains later ______________________________________________________ 
16: If I were British ____________________________________________________ 
17: If I were the opposite sex ____________________________________________ 
18: If I have enough money ______________________________________________ 
19: If you don’t wear a coat in the winter ___________________________________ 
20: If I weren’t studying English __________________________________________

[bookmark: _TOC_250067]Mixed verb tenses
Put the verbs in brackets in the correct tense. You may need to use an auxiliary verb or a modal verb. You may also need to rearrange the word order.


Exercise 1

Dear Sir,
1 I (write) to you three weeks ago, (ask) about conditions of entry into your college. 2 You (reply), (enclose) an enrolment form, which I (fill in) and (return) without delay. 3 Since then, however, I (hear) nothing and I (begin) to wonder if my application (go) astray.
4 (check) you please that you (received) it and if you haven’t, please send me another enrolment form. 5 If, on the other hand, you (receive) my application but (not decide) whether to accept me, I (be) very grateful if you (tell) me when I may expect to hear your decision. 6 Finally, if my application already (be) refused, I (like) to be informed as soon as possible because if I do not get into your college I (have) to apply to another, and the sooner I (do) this, the better chance I (have) of being accepted.
Yours faithfully, John Smith

Exercise 2

Dear Mr. Jones,
7 My family and I (suffer) a good deal lately from the noise made by your guests when they (leave) your house on Saturday nights. 8 They (stand) in the street, (laugh) loudly and (call) goodbye to you and to each other. 9 Then they (get) into their cars, (bang) the doors loudly, and finally they (reverse) their cars onto the road. 10 This (sound) like a fairly simple maneuver, but there is always at least one of your guests who (find) it almost beyond him— whether because he (have) too much to drink or still (learn), I (not know)—but I (know) that it (take) him ages to get out, and all the time we hear his engine (roar) and his friends (shout) advice.
11 By the time all your guests (go), and the road is quiet again, my family (awake), and the children often (find) it very hard to get to sleep again.
12 I (be) very grateful if you (ask) your guests to leave more quietly, and perhaps you (be able) to persuade any learner drivers to come by taxi.
Yours sincerely, Janet Forster

Mixed verb tenses (cont’d)
Exercise 3

Dear Ann,
13 (be) you free to come to dinner here for Thanksgiving at 2pm? 14 My brother Paul (come) and (bring) a friend of his called Tom Edwards. 15 You (not meet) Tom, but I (think) you (like) him. 16 He is an assistant stage manager at the Bleecker Street Theatre and (be able) to tell you about the actors. 17 Paul says Tom (receive) hardly any salary and often (not get) enough to eat, so he (devour) the turkey and stuffing and cranberry sauce and mashed potatoes and pumpkin pie. 18 He probably (telephone) between now and Thursday, to say that it (be) a good idea to fill out the menu with cornbread and cheddar cheese and mincemeat pie. 19 I (know) you usually (not eat) such a heavy meal, but it (be) Thanksgiving. Anyway, I (hope) you (be able) to come.
Love, Judy
20 P.S. The bus (pass) the door as you probably (remember), and Paul (give) you a lift home.

[bookmark: _TOC_250066]Common Mistakes for Swedish Speakers
[bookmark: _TOC_250065]Do you speak Swenglish?
Can you translate these Swenglish sentences into English?


[image: ] Call Eva Sandström in the economy department. She will be able to help you.

[image: ] The prices have gone up with 10 per cent.

[image: ] I’m afraid he will not have the possibility to attend the meeting.

[image: ] I would recommend Anna Nelson. She’s very good in organising parties.

[image: ] Are you going to take part of the seminar next week?

[image: ] I’m working for a multinational company that is manufacturing cables for the telecom branch.

[image: ] These figures are not actual anymore.

[image: ] She is born in England but she is grown up in Skåne.

[image: ] She has been working here since six years.

[image: ]They say that the nature around Lund is very nice.

[image: ]I don’t think he knows where the restaurant is so I’ll follow him there and then come back and get things ready for tomorrow.

[image: ]We are six persons in this department, and our chief is a very sympathetic woman. It is very fun to work here!

[image: ]We told all people to pack their swimsuits so they can take a bath before dinner. It’s a lovely big pool there.

[image: ]Could you please call us when you have arrived to the hotel?

Do you speak Swenglish? (cont’d)
[image: ]My boss has been living in France for a few years so he can French rather good.

[image: ]And he have a house at the Riviera so he go there a few month every year.

[image: ]Actually, he is there now but he’ll be back in Sweden in the beginning of next week.

[image: ]I spoke to her in the phone this Friday. She said she would be coming in week 43.

[image: ]Have you been in Sweden before?

[image: ]Have you got the possibility to call our travel agent and ask him if it’s a flight to Paris early tomorrow morning?

[image: ]I’m a little tired today. I didn’t sleep so good this night.

[image: ]Do you like the soup? Yes, it was delicious.

[image: ]Good morning Mrs Jarrett. Mr Blom will be here within short. You can hang your clothes over there. Do you like some coffee?

[bookmark: _TOC_250064]Swenglish
Each of the sentences below contains mistakes resulting from Swedish interference (transference). Can you find and correct the errors?

[image: ] I am born in the north of Sweden.


[image: ] Will you follow me to the cinema?


[image: ] You have to declare before the second of May.


[image: ] We were five at the meeting.


[image: ] It stands in the paper that it will be a bad weather tomorrow.


[image: ] There is no place for another desk in here.


[image: ] The Swedish nature is so spectacular.


[image: ] We are moving to a new locale in the same house.


[image: ] I have not seen him during the last weeks.

I used to train football on Saturdays – it’s very funny.


Swenglish (cont’d)
[image: ]My son started to go when he was one and a half year old.

He worked for the commune already in the 1990s.


My chief can be away under weeks 42 and 43.


I read English in three years in the gymnasium.


The last time I looked on TV was for about two weeks ago.







The mistakes you found are probably not the ones you usually make. Those you did not find or needed to be reminded of are the ones to look out for and beware of in the future!

[bookmark: _TOC_250063]Swedish interference
These sentences all contain traps in translation. Try not to translate them directly.

[image: ] Man måste deklarera före den 3 maj.


[image: ] Han har varit vår representant sedan många år tillbaka.


[image: ] Vi var fem som var på mötet.


[image: ] Vi måste kontrollera de här siffrorna ännu en gång.


[image: ] Företaget är grundat 1902.


[image: ] Vem är det som tar hand om protokollet?


[image: ] Meningen var inte att hela förslaget skulle bordläggas.


[image: ] Det står i tidningen att fyrverkeriet ska förbjudas.


[image: ] Hon jobbade så ambitiöst att hon fick det bästa betyget.


[image: ]Jag har inte sett honom under de senaste veckorna.


[image: ]Finns det plats för mig också?


[image: ]Den svenska naturen är så vacker!


[image: ]De sa att de skulle komma vid 7 tiden.


[image: ]Det är typiskt svenskt att tala om miljön.


[image: ]Vi brukade umgås förr i tiden.

[bookmark: _TOC_250062]Most common problems
Correct any errors in the following sentence:
[image: ] We are looking forward to hear from you by the end of this month.

[image: ] The remaining leaflets you requested will be sent within one and a half week.

[image: ] We would be most grateful if you could let us have some advices about which approach we should take with regard to the decrease in demand for our product.

[image: ] Please inform us as soon as a decision in this matter had been done so that we are able to act accordingly.

[image: ] Unfortunately, this is by no means the first time that we have had to express how unsatisfied we are with your service.

[image: ] We hope that we will all have the opportunity to meet you and discuss the project in the nearest future. Please suggest a possible date.

[image: ] We would like you to read this facts and figures and ask you to return with comments and suggestions for a radical change in our invoicing procedures.

[image: ] According to Mr Smith, there will be approximately 35 people attending to the conference on improved sales techniques within our field of business.

[image: ] I’m afraid that Mr Sundin is away on a business travel this week. He will be back on Tuesday next week.

[image: ]We are very interested in taking part of your recent research into the matter and request therefore that you bring the relevant documents tomorrow.

[bookmark: _TOC_250061]Common mistakes
Each of these sentences contains one or two very common language errors. Find them, and correct them if you can.

[image: ]	I look forward to meet you next wednesday.


[image: ]	We plan to be there for about one and a half week.


[image: ]	With regards to accommodation, could you please book a room for me on the Hilton.


[image: ]	I am afraid Mr. Andersson is away on a business travel.


[image: ]	She said that if things doesn’t improve, she’ll look for a new work.


[image: ]	We hope to be able to welcome you to Sweden in the nearest future.


[image: ]	Before we start, it is one important point I would like to make.


[image: ]	I will see to that you get a detailed map of the area.


[image: ]	She have been very busy the last days.


[image: ]  It will be twelve men and eight women on the dinner.

[bookmark: _TOC_250060]False friends
These 50 words in Swedish are often translated wrongly because each word is confused with an English word that has the same or similar spelling. Such faulty translations are called “false friends”.
Example:	I Sverige deklarerar man senast den 5 maj.
Wrong:	In Sweden, you declare by 5 May.
Right:	In Sweden, you file your income tax return …

Rapidly translate the words below. Remember, these are false friends so do not choose the same or similar English word. Then compare your list to the answer key provided.
[image: ]	eventuellt	[image: ]	provision
[image: ] konsekvent	[image: ]	expedition
[image: ]	ränta	[image: ]	fabrik
[image: ]	annonsera	[image: ]	genial(isk)
[image: ]	bransch	[image: ] graciös
[image: ] blankett	[image: ] aktuell
[image: ] giltig	[image: ] kompositör
[image: ] prospekt	[image: ] natur
[image: ] chef	[image: ] permission
[image: ] baksida	[image: ] prova/pröva
[image: ] mässa	[image: ] publik
[image: ] kollega	[image: ] recept
[image: ] kontrollera	[image: ] rektor
[image: ] sympatisk	[image: ] repetera
[image: ] engagera	[image: ] allé
[image: ] kommun	[image: ] likör
[image: ] följa med	[image: ] nonchalant
[image: ] ambitiös	[image: ] novell
[image: ] halvtid	[image: ] simpel
[image: ] personal	[image: ] stol
[image: ] kompanjon	[image: ] ta plats
[image: ] koncept	[image: ] vinka
[image: ] koka	[image: ] koncession
[image: ] kritik	[image: ] kommission
[image: ] delikat	[image: ] märke

Any others you come across, just add them to this list!

[bookmark: _TOC_250059]Easily confused words
[image: ]	Would you like to (lend/borrow) my pen?


[image: ]	Was it (fun/funny) at the office party last week?


[image: ]	I’ve never been (taught/learnt) how to use the new program.


[image: ]	I can (follow/go with) you to the canteen, it’s no problem.


[image: ]	Please (control/check) the figures again.


[image: ]	It has been a pleasure (doing/making) business with you, Mr Bond.


[image: ]	Please (advice/advise) us when we can expect delivery.


[image: ]	Could you please (bring/take) this report to Mr Gates when you go.


[image: ]	She is a difficult child to (control/check) .


[image: ] Could I (lend/borrow) your phone a moment?


[image: ] It is more (economic/economical) to use both sides of the paper when using the photocopier.

[image: ] Ms Jamieson will (follow/accompany) you to the airport.


[image: ]  Mr Jones, you’ve (done/made) a mistake in the final draft!


[image: ] These letters have been (controlled/checked) and are ready to send.


[image: ] The conference went well and everyone had (fun/funny).

Easily confused words (cont’d)
[image: ] (Bring/Take) your assistant next time you visit us here!


[image: ]  Could you get me some paper from the (stationary/stationery) cupboard?


[image: ]  Would you like some coffee? It’s (newly/freshly) made.


[image: ]  We’ll have to inform all the (personnel/personal) about the situation.


[image: ]  Further instructions are on the (back/backside) of the leaflet.


[image: ]  Be careful with your money or you’ll (loose/lose) it.


[image: ] We would like to (assure/ensure) you that we are still willing to complete the contract.


[image: ]  Did you enjoy the (nature/countryside) in Scotland?


[image: ] Thank you for the good (advice/advise).


[image: ] We are obliged to (raise/rise) our prices by 5%.


[image: ]  The train stood (stationery/stationary) on the track while they repaired the signal box.


[image: ]  The (economic/economical) situation is very unstable.


[image: ] That skirt is a bit (loose/lose). You’d better have it taken in.


[image: ] Is the coffee (new/fresh)?


[image: ]  Could you (lend/borrow) me £ 10?

[bookmark: _TOC_250058][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]Quiz – False friends

	eventuellt
	 	

	konsekvent
	 	

	ränta
	 	

	annonsera
	 	

	bransch
	 	

	blankett
	 	

	giltig
	 	

	prospekt
	 	

	chef
	 	

	baksida
	 	

	mässa
	 	

	kollega
	 	

	kontrollera
	 	

	sympatisk
	 	

	engagera
	 	

	kommun
	 	

	följa med
	 	

	ambitiös
	 	

	halvtid
	 	

	personal
	 	



[bookmark: _TOC_250057]Business Vocabulary
[bookmark: _TOC_250056]100 important business words
[image: ]	This 	 must be paid before 30 April.
faktura
[image: ]	The management and the union 	 .
nådde en överenskommelse
[image: ]	The 	 is aware of the problem.
VD
[image: ]	Excuse me, sir, we’ll need your 	 here.
namnteckning
[image: ]	Please reply by return as this matter is 	 .
brådskande
[image: ]	 we should wait until tomorrow.
enligt vår åsikt
[image: ]	The company has a total of 360 	 .
anställda
[image: ]	Mrs Green will take over as new 	 in the new year.
personalchef
[image: ]	You will receive a reply 	 .
inom de närmaste dagarna.
[image: ] If you need 	 information, please contact us.
ytterligare
[image: ] She is 	 the Finance Division.
chef för / ansvarig för
[image: ] Please read the 	 and let us have your comments.
bilagor
[image: ] Miss Larsson is 	 and will be back on Friday.
på affärsresa
[image: ] If you send us your 	 , we can arrange for you to be met in Malmö and Gothenburg.
resplan
[image: ] The report should be ready 	 .
inom kort
[image: ] Mrs Berg is unable to 	 the conference next week.
närvara vid

100 important business words (cont’d)
[image: ] Could we meet 	 October?
i slutet av
[image: ] Who is your biggest 	 ?
konkurrent
[image: ] Enclosed is your 	 for your visit to Stockholm.
schema
[image: ] I’m afraid we’ll have to 	 our meeting until next Friday.
skjuta upp
[image: ] Mr Smith will be 	 at 2.30.
anträffbar
[image: ] What’s on the 	 for tomorrow’s meeting?
dagordning
[image: ] The company has a 	 of SEK 5m.
omsättning
[image: ] ABB has many 	 around the world.
dotterbolag
[image: ] Ban Ki-moon is Secretary-General of 	 .
FN
[image: ] Mr Hansson at our 	 in Kalmar will be only too willing to help you.
filialkontor
[image: ] We will 	 to this matter as soon as possible.
återkomma
[image: ] Please send us your 	 catalogue.
aktuella
[image: ] We are the only company in this 	 which offers a three-year guarantee.
bransch
[image: ] The new office hours will 	 from 1 April.
gälla
[image: ] The price is SEK 3,000 plus 	 .
moms
[image: ] The 	 is American.
moderbolag
[image: ] The 	 is English.
koncernspråk
[image: ]39 (131)
Special Exercises




100 important business words (cont’d)
[image: ] Enclosed is a 	 of the revised brochure.
koncept / utkast
[image: ] All 	 are invited to attend the Annual General Meeting.
aktieägare
[image: ] I am writing with regard to your 	 in the latest issue of Money Matters.
annons
[image: ] Pounds Sterling is the name of the 	 in Great Britain.
valuta
[image: ] My previous 	 gave me a wonderful reference.
arbetsgivare
[image: ] News of the 	 came as a surprise to many of us.
fusion
[image: ] Both 	 agreed and the documents were signed.
parter
[image: ] People, money and 	 ; that’s all you need to run a company.
teknik
[image: ] Who are your 	 ?
uppdragsgivare
[image: ] I would like to start by explaining our 	 .
affärsidé
[image: ] The 	 they took were not very popular but most agreed that they were necessary.
åtgärder
[image: ]will be necessary to gain entry into key markets.
förvärv
[image: ] We need to draw up some	.
riktlinjer
[image: ] The 	 decided it was time to call in a consultant.
företagsledning
[image: ] We have suffered a number 	 over the past two years.
motgångar
[image: ]		 , these problems were a result of the economic climate.
till stor del
[image: ] Our 	 specialises in marketing and public relations.
byrå
[image: ]40 (131)
Special Exercises




100 important business words (cont’d)
[image: ] We offer a full 	 of services.
sortiment
[image: ] We have the 	 that is required for this job.
kompetens
[image: ] What is the 	 for 2014?
utsikter
[image: ] Good results are expected for this 	 .
verksamhetsår
[image: ] They are being forced to sell the 	 property.
kvarvarande
[image: ] So far this year, sales have been 	 .
ojämn
[image: ] The 	 is making itself felt throughout Europe.
lågkonjunktur
[image: ] The 	 elected a new chairman last year.
styrelse
[image: ] Mrs Bell is 	 for 4 months for further studies.
tjänstledig
[image: ] The new manager has every respect for his 	 .
underordnade
[image: ] Their working 	 need to be reviewed.
villkor
[image: ] She 	 between Uppsala and Stockholm every day.
pendlar
[image: ] Here is a 	 of our latest report.
exemplar
[image: ]  Each department must balance its own income and 	 .
utgifter
[image: ] We have received many 	 about our new procedure.
förfrågningar
[image: ] The directors reported a 	 of 3.5 million dollars.
underskott
[image: ] It is not always easy to 	 between management and staff.
lösa konflikter
[image: ] These figures need to be 	 .
uppdaterade
[image: ]41 (131)
Special Exercises




100 important business words (cont’d)
[image: ] We expect that they will 	 a new chairman today.
utse
[image: ] What can we do to improve the 	 in this department?
arbetsanda
[image: ] We must ensure that each employee’s 	 is not too great.
arbetsbelastning
[image: ] He 	 the necessary experience for this job.
saknar
[image: ] I suggest we 	 the plans to renovate the building until we are sure of our financial position.
bordlägger
[image: ] Our 	 in Germany work much longer hours.
motsvarigheter
[image: ] Could you please complete this 	 and return it to us by the end of the week.
frågeformulär
[image: ] The Managing Director was criticised at the last 	 .
bolagsstämma
[image: ] Is there any 	 for your services?
avgift
[image: ] Large quantities of shares are bought and sold daily on the 	 .
fondbörs
[image: ] Did you say the 13 October? Just a minute, I’ll check my 	 ¬.
almanacka
[image: ] We have never received any 	 about the quality of these products.
reklamationer
[image: ] Do you 	 to TIME magazine?
prenumerera
[image: ] We can’t pay you any overtime but you will get a 	 .
traktamente
[image: ] He has worked in the 	 sector all his life.
offentlig
[image: ] The company’s 	 are enormous.
tillgångar
[image: ] Our 	 is working on the balance sheet.
revisor
[image: ]100 (131)
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100 important business words (cont’d)
[image: ] Five hundred workers were 	 after the takover-
uppsagda
[image: ] An 	 is legally binding.
muntlig överenskommelse
[image: ] The 	 gives full particulars of the firm’s operations over the past year.
årsberättelse
[image: ] When this contract 	 next year, we don’t intend to renew it.
utlöper
[image: ] The board will issue an 	 about half-way through the year.
delårsrapport
[image: ] They are moving to new 	 in the centre of town.
lokaler
[image: ] The job carries a generous 	 for entertaining customers.
representationskonto
[image: ] During the '90s 	 reached record levels.
arbetslöshet
[image: ]			 your instructions, all members have been advised of the changes to the programme.
I enlighet med
[image: ] The price increases were passed on by the company to the 	 .
konsumenter
[image: ] You will receive thorough 	 to improve your sales technique.
utbildning
[image: ] We need to inform 	 customers of the benefits of advertising with us.
eventuella
[image: ] Please leave a message on the 	 .
telefonsvarare
[image: ] The government has 	 100 million pounds to the job-creation programme.
anslagit
[image: ] Small businesses would 	 greatly from a fall in interest rates.
gynnas

[bookmark: _TOC_250055]Email writing
[bookmark: _TOC_250054]Essential E-mail Phrases
The phrases in italics are less formal.
On the righthand side of the paper you can add any other similar phrases that you know or learn from others.
Opening and Closing
You don't know who you’re writing to
Dear Sirs,	+ Yours faithfully,
Dear Sir,	+ Yours sincerely,
Dear Madam,
Dear Sir or Madam,

People you don’t know, or know slightly
Dear Mr Jones,	+ Yours sincerely,
Dear Mrs Jones,	+ Yours truly,
Dear Miss Jones,	+ Cordially,
Dear Ms Jones,	+ Regards,

People you know well
Dear Mary,	+ Best regards,
Hi John,	+ Kind regards,
No name	+ Regards,
+ Best,
+ Best wishes,
+ Cheers,
+ no ending

Groups
Dear All	+ Best regards,
Dear Colleagues	+ Regards,

NB:
Punctuation comma or nothing exclamation mark - Hi!

In the space below add other phrases discussed in class

 (cont’d)
Referring to previous contact
Thank you for your e-mail of (date) Thank you for your e-mail dated... Further to our telephone conversation, Regarding our meeting on…,
Thanks for your e-mail. Re your e-mail,

NB: Date:
UK - Write 3 October or 3rd October; capital letter for month Say - the third of October
US - Write October 3; say October third


Reason for writing
I am writing about...
I am writing to inform you that... I am writing to confirm that...
I am writing to apologise for...
Please note that... Just a note to say...
I'm writing to let you know that...


Bad news
We regret to inform you... I am afraid...
Unfortunately, ... To be honest, ... Actually, ...


Attachments
Please find attached... I have attached...
I am sending you	as a pdf file.
Here's the xxx you wanted.


 (cont’d)
Asking for information
I would like to know... Could you tell me...
I need to know...
Can you tell me...


Asking for help
Could you...
Can you...


Thanking
Thank you for your help.
I appreciate your help in this matter.
Thanks for your help.


Promising to do something
I will.../I'll...
I will/ I'll look into it.
I will/ I'll get back to you soon/asap.
I will/ I'll forward/have forwarded it to ...


Offering to help
Would you like me to...?
Shall I...?


Making suggestions
I recommend that you...
Why don't you...


 (cont’d)
Arranging a Meeting
Suggesting a time
What time/date would be convenient for you? What time/date would suit you?
Can we/you meet on (day/date) at (time)?

Yes/No to the time
I will be able to attend the meeting on (day/date) at (time).
Just to let you know that I can come to the meeting on (day) at (time).
I am afraid I can't manage (day/date/time)
I'm sorry I can't make it then.

Confirming
I would like to confirm...
I will email/call you to confirm the details.
I'll get back to you to confirm.

Changing the meeting
This is to let you know that I can't attend the meeting on (day/date). Unfortunately I can't come to the meeting on (day/date).
I wonder if we could move it to...? I apologise for the inconvenience. I'm afraid I can't make (day/date). How about xxx instead?
Sorry for the inconvenience.

Invitations
I/We would like to invite you to...
Please let me know whether or not you will be able to attend.

Accepting
Thank you for your kind invitation.
I would be delighted to attend the meeting on (date).

Refusing
Thank you for your kind invitation.
Unfortunately, I have another appointment on that day, so will be unable to attend. Unfortunately, I will be unable to attend due to a prior engagement.
Please accept my apologies.

Thanks for the invitation. Unfortunately, I’ve got something else scheduled then.


 (cont’d)
Final comments
Thank you again for your help. Do not hesitate to contact me/us again
Let me know if…
Just give me a call if…
…if you need any further information.
…If you need any further help.
…if you have any questions.


Closing sentence
I look forward to meeting you	.
...seeing you.
...hearing from you.

I'm looking forward to meeting you.
Looking forward to meeting you. See you soon
Bye for now


Other
If you have already dealt with the matter, please ignore this email.

We would be grateful if you would acknowledge this notification. Please let me know you've got this email.

We would appreciate your immediate attention to this matter. Please take care of this asap.

Please notify us immediately of any change of (address etc) Please tell us immediately of any change of (address etc)

I would be grateful for a reply at your earliest convenience. Please let me know as soon as you can.

[bookmark: _TOC_250053]Email Practice
Set out your email:
· opening greeting
· refer to a previous email or call if necessary
· give the reason you are writing
· main part of the email
· final comments
· closing sentence
· closing phrase
· your name

Emails
Adapt the content of the email to suit your work – the usual subcontractors you need to meet, the common type of equipment you use, a typical document you need.

Arrange a time for a meeting with a subcontractor.


Change the time for the meeting.


Ask a supplier to deliver some equipment.


Ask someone to send you a document.


Tell a subcontractor that the venue for a meeting has been changed.


Apologise for a delay.


Send a document as an attachment.


Thank someone for their help.


Promise to look into a problem and get back with the information or solution.

[bookmark: _TOC_250052]Breaking the Ice Part Two
What hobbies and interests do you have?
Sports Sailing Cinema Theatre Music Reading Travelling Walking D-I-Y
Cars/Motorbikes Summer cottage Gardening
Pets Other...

[bookmark: _TOC_250051]Figures & Trends
[bookmark: _TOC_250050]Numbers
Decimals
Always use a point, not a comma.

In UK, say each number after the point separately. 14.789 = fourteen point seven eight nine
20.75 = twenty point seven five

In USA, say the whole number after the point.
14.789 = fourteen point seven hundred eighty nine
20.75 = twenty point seventy five

In UK and US, 0 is called zero.
0.05 = zero point zero five

In UK, the 0 before a decimal point can be called 'nought' (nort). The 0 after the point can be called 'oh'.
0.05 = nought point oh five

0
· 0 can always be called zero.
· In UK, 0 can be called 'oh' in phone numbers, reference numbers, account numbers and hotel room numbers.
Large Numbers
billion million thousand
hundred (one hundred is more formal than a hundred)

· In UK,you say three hundred and sixty; in US you say three hundred sixty (no 'and')
· The numbers are divided by commas and not points. 1,000,000


Money
UK:	five pounds fifty or five pounds (and) fifty pence or five fifty.
US:	five dollars fifty or five dollars (and) fifty cents or five fifty.
Europe:	five euros fifty or five euros (and) fifty cents or five fifty.
Euros:	ju-råz



Phone Numbers

Say the numbers individually with a pause between groups of two or three numbers.

When two numbers are the same you can say 'double'; when three numbers are the same you can use treble or triple.
644 222 107  six double four (pause) treble two (pause) one zero/oh seven

Dates
Years	1973 nineteen seventy three (no 'hundred') 2003 two thousand and three
2014 twenty fourteen
UK
Order: day month year
Write: 3/6/14 or 3 June 2014
Say: the third of June or June the third


US



Percentages


Order: month day year
Write: 6/3/14 or June 3 2014 Say: June third

25% twenty five per cent

33.3% thirty three point three three per cent

Fractions
¼ a quarter
½ a half
¾ three quarters 1/3 a third
2/3 two thirds 1/5 a fifth
2/5 two fifths 1/6 a sixth 1/7 a seventh 1/8 an eighth 1/9 a ninth 1/10 a tenth

Dimensions
12 x 14 x 50 say: twelve by fourteen by fifty

[bookmark: _TOC_250049]Talking Figures
Read these sentences aloud and then write down the number as you would say it. [image: ] I’m in room 206; Mary is in 222.


[image: ] Her telephone number is 08 for Stockholm, then 32 08 66.



[image: ] Who won the football match? Sweden won 2-0.



[image: ] The tennis game stood at 40-0 in the first game.



[image: ] It was -50C yesterday and today it’s +50C.



[image: ] Unemployment is about 7 %.



[image: ] They are paying 6.75% interest.



[image: ] They need to borrow about SEK 250,000.



[image: ] They are arriving on 20 November.



Talking figures (cont’d)
[image: ]The meeting ended at 11pm.



[image: ]Flight BA 859 is expected to land at 17.25.



[image: ]It takes 1½ hours to get there.



[image: ]They must be in a hurry! They’re driving at 170 kph!



[image: ]This contract expired in 2012.



[image: ]The ticket to London costs about £7.50.



[image: ]Turnover is now around SEK 6.5m.



[image: ]How large is her flat? About 65m2, I think.



[image: ]The proportion of employees who don’t speak English is 1:8.



[bookmark: _TOC_250048]Describing trends/graphs
UP	DOWN

rise (a rise)	fall (a fall)
raise (a raise [US - meaning salary increase])	decline (a decline) jump (a jump)	slip (a slip)
soar	reduce (a reduction)
rocket	drop (a drop)
grow (growth)	plummet
improve (an improvement)	slump (a slump)
increase (an increase)	shrink (shrinkage) deteriorate (a deterioration) decrease (a decrease)
TOP	BOTTOM

peak	hit bottom
top out (topped out)	bottom out
reach a peak	reach a low point
recover (a recovery)
DEGREE/SPEED OF CHANGE	NO CHANGE

dramatic (dramatically)	level off
marked (markedly)	remain stable/ remain constant
significant (significantly)	stabilise
substantial (substantially)	stay at the same level considerable (considerably)
sudden(suddenly) rapid (rapidly) steep (steeply) sharp (sharply) abrupt (abruptly) slight (slightly)
moderate (moderately) modest (modestly) gradual (gradually) steady (steadily)

Describing trends/graphs (cont’d)
Example – note prepositions
Sales dropped by 12% in the first quarter. In the second quarter they showed a major improvement, rising considerably from $2m to $4m. In the third quarter sales remained stable at around $4m, and at year end sales peaked at $5m. An increase of $1 million occurred in December after an aggressive marketing campaign.
Profits reached a peak in June 2011 at £40m, and thereafter steadily declined, bottoming out
at £31m in December, followed by a gradual upward trend throughout the first half of 2012.


Task:
Describe the changes presented in the table below, in a way similar to the example above, varying your sentences as much as possible.


	Item
	Last year
	Current year

	Turnover
	$250 million
	$400 million

	Exports
	$130 million
	$110 million

	Market share
	9%
	10%

	Investments
	$11 million
	$6 million



[bookmark: _TOC_250047]Making arrangements
The following expressions are frequently used when we make arrangements. Choose the right heading for each group of expressions.

Changing	Confirming	Suggesting	Offering	Opening


You may remember we met at the trade fair. You suggested that I contact you to talk about... Shall we say 9.30 at your office?
Would next Monday suit you?

What about 3 o’clock at my office? Could you make it a bit later, say 3.30? Shall I pick you up at the airport?
Would you like to be met at the station?

I’ll fax you a map of how to get here.

I’m very sorry but I’m going to have to cancel... Something unexpected has come up.
Could we fix it for next week instead? Is there any chance of having it on... Thursday would suit me better.

I’m just ringing to check our arrangements for next week... Let me just confirm that...
So that’s Thursday, 30 November, at 2.30pm, at your office. I look forward to seeing you then.


[bookmark: _TOC_250046]Making arrangements – Student A
You want to arrange a meeting with Student B, a supplier of ergonomic chairs. You have only met him/her once before, and now you would like to meet and get more detailed information about some of their chairs that you have been considering buying for your office. Improvise a telephone conversation around the prompts below. Student B will begin by answering the phone.
Announce who you are and remind Student B of where you met.
· Explain the reason for your call.
· Suggest a time for a meeting.
· Reject Student B’s suggested time for a meeting and propose another time.
· Conclude the conversation.

Student B now calls you. You begin by answering the phone.
· Answer the phone.
· Accept the new suggested time, but change the place (your office).
· Offer to pick the student up from the airport.
· Conclude the conversation.

[bookmark: _TOC_250045]Making arrangements – Student B
Student A, whom you have met once before, telephones you to arrange a meeting. Improvise a telephone conversation around the prompts below. You begin by answering the phone.
· Answer the phone.
· Reject the suggested time (give a reason).
· Suggest another time.
· Conclude the conversation.

You now realise that the time you have arranged for the meeting is not convenient. Call Student A. Student A will begin the conversation by answering the phone.
· Introduce yourself.
· Apologise, and explain the reason for your call and for rearranging the meeting (give your reason).
· Suggest another time and place (your office).
· Confirm the arrangements.
· Conclude the conversation.


Meeting Phrases
Running a Meeting
Opening
Good morning/afternoon, everyone. If we are all here, let's get started.

Welcoming and Introducing
I'd like to introduce (name of participant)

Stating the Principal Objectives
We're here today to ...
I've called this meeting in order to ...

Giving Apologies for Someone Who is Absent
I'm afraid.., (name of participant) can't be with us today. (S)he is in...

Introducing the Agenda
Have you all received a copy of the agenda?
There are X items on the agenda. First, ... second, ... third, ... lastly, ...

Dealing with Recent Developments
Jack, can you tell us how the XYZ project is progressing? Susan, how is the XYZ project coming along?
Robert, have you completed the report on the new accounting package?

Moving Forward
So, if there is nothing else we need to discuss, let's move on to today's agenda.

Agreeing on the Ground Rules for the Meeting (contributions, timing, decision-making, etc.)
I suggest we go round the table first. Let's make sure we finish by ...
We'll have to keep each item to 5 minutes. Otherwise we'll never get through everything.

Introducing the First Item on the Agenda
So, let's start with ...
Patricia, would you like to kick off? Shall we start with ... ?
(name of participant), would you like to introduce this item?

Closing an Item
I think that takes care of the first item.
If nobody has anything else to add, lets ...

Next Item
Let's move onto the next item
Now that we've discussed X, let's turn to ...

Giving Control to the Next Participant
Next, (name of participant) is going to take us through ...

Keeping the Meeting On Target (time, relevance, decisions)
Well, that seems to be all the time we have today. Let's get back on track, why don't we?
We'll have to leave that to another time. Are we ready to make a decision?

Summarizing
Let me quickly go over today's main points. Shall I go over the main points?

Finishing Up
If there are no other comments, I'd like to wrap this meeting up. Let's bring this to a close for today.

Suggesting and Agreeing on Time, Date and Place for the Next Meeting
Can we set the date for the next meeting, please?
So, the next meeting will be on ... (day), the . . . (date) of.. . (month) at ...

Thanking Participants for Attending
Thank you all for coming here today.

[image: ]
[image: ]


[image: ]
[image: ]



[image: ]







Negotiation Role Play: “The GreenLine Office Project”
1. Context (for all participants)
You are involved in the GreenLine Office Project, a new mid-sized office building on the outskirts of Stockholm.
· The project is already 3 weeks behind schedule
· Costs have increased due to material price rises
· The client is demanding higher sustainability standards
· A meeting has been called to renegotiate scope, timeline, and responsibilities
The goal of the meeting is to reach a revised agreement that all parties can accept.

2. Roles (2–4 participants)
Assign one role per participant. If you have more than four people, observers can take notes and give feedback.

Role A – Main Contractor (Project Manager)
Your priorities
· Keep costs under control
· Avoid penalty payments for delays
· Keep your subcontractors motivated
Your position
· You believe the delays are mainly due to external factors
· You are open to small changes, but not major cost increases
Information you can share
· You can accept a slight deadline extension
· You need clarity on who pays for sustainability upgrades

Role B – Client Representative (Property Developer)
Your priorities
· High-quality finish
· Strong environmental profile (energy efficiency, materials)
· Predictable delivery date
Your position
· You are frustrated by delays
· You expect the contractor to take responsibility
· You might accept a later completion date if quality improves
Information you can share
· You may accept higher costs if sustainability targets are guaranteed
· Public image of the project is important

Role C – Design / Engineering Consultant
Your priorities
· Technical correctness
· Compliance with Swedish and EU regulations
· Protect your professional reputation
Your position
· Some design changes are necessary
· You believe poor early planning caused problems
Information you can share
· Some sustainability solutions are cheap but require more time
· Other solutions are fast but expensive

Role D (Optional) – Subcontractor (e.g. HVAC or Electrical)
Your priorities
· Clear scope
· Realistic deadlines
· Avoid unpaid extra work
Your position
· You were not informed early enough about changes
· You need written confirmation before doing extra work
Information you can share
· You can speed up delivery if overtime is paid
· You can suggest technical alternatives

3. Task Instructions
Time: 20–30 minutes
Language: English only
Your objectives as a group
1. Agree on a revised completion date
2. Decide how additional sustainability requirements will be handled
3. Agree on who pays for what
4. End the meeting with a clear compromise
There is no perfect solution — only a workable agreement.

Language for Meetings & Negotiations
Tentative Statements; Would

Would
Would is often added to make any statement more tentative. It takes away the dogmatic tone of many statements.

That is unacceptable.
That would be unacceptable.

That does not meet with our requirements. That would not meet our requirements.

We need further reassurance.
We would need further reassurance.


How could you make these more tentative?
1. That is too late.
2. I prefer to meet before that.
3. We expect them to accept our proposals.
4. We hope to be able to complete soon.
5. Flying has definite advantages.
6. I’m not able to give a guarantee at this stage.
7. Finance is no problem.
8. I’m afraid I don’t accept that.


Write some examples of your own here:

Tentative Statements; Suggestions
Often suggestions are presented in question form:

That is too late.                                                  Is that too late?
That would be too late.	Would that be too late?


How could these be made more tentative?
1. 7% is too much.
2. Thursday would be convenient.
3. We need another meeting fairly soon.
4. We could ask the UN to finance the project?
5. It would be a good idea to involve the Spanish.
6. We could cancel.
7. We’ve got to increase our offer.
8. They can raise some of the finance themselves.


The examples above all sound even more tentative and open to negotiation if they are turned into negative questions.

Isn’t that too late? Wouldn’t that be too late?


Please change the other examples using the same technique.







Write some useful work-related examples here.

Tentative Statements; I’m afraid/Unfortunately

I’m afraid/Unfortunately
The most common phrases in spoken English to show that the speaker recognises that his/her reaction is in some way unhelpful or unwelcome are "I’m afraid" and "unfortunately". They may warn of disagreement, but their general meaning is wider and indicates the speaker sees his/her reaction as unavoidably unhelpful:

Could I speak to James please?
I’m afraid he’s away on business at the moment.

Would next Thursday be convenient?
Unfortunately I’m tied up all day.


Reply to these naturally but using I’m afraid/unfortunately.
1. Can we meet again early next week?
2. Couldn’t we ask Barclay’s Bank to fund us?
3. Wouldn’t it be a good idea to involve the Irish?
4. Could you guarantee delivery by early October?
5. Do you know the President personally?
6. Have you got last month’s figures yet?
7. Where’s the report?
8. I thought you were going to bring details today?

Tentative Statements; Qualifiers

Qualifiers
Successful meetings or negotiations often depend on avoiding direct disagreement. The more general the statement, the more likely it is to produce disagreement. Not surprisingly, therefore, good negotiators often restrict general statements by using qualifiers. Here are some of the most common qualifiers in English.

A slight misunderstanding	a short delay

a little bit too early	a bit of a problem

some reservations	a little more time



Add some qualifiers to these:
1. That would leave me with a problem.
2. I have doubts about that.
3. We need more time.
4. We have production difficulties.
5. We have had a disagreement with our French colleagues.
6. We need changes before I can give the proposal my support.


Try and say these sentences in an acceptable way using similar language:
7. I don’t want to meet as late as that.
8. If you do that, you’ll leave me in a mess with my Human Resources Manager.
9. I can’t accept such a tight schedule.
10. How could you possibly think that’s what I meant!

Tentative Statements; Positive adjectives
Not very + positive adjective
Often English avoids Negative adjectives, preferring not very + positive equivalent:

The hotel was dirty.	The hotel wasn’t very clean.
The food was cold.	The food wasn’t very hot.


Change these in a similar way:
1. That’s inconvenient.


2. That’s unsuitable.

3. That’s a stupid suggestion.

4. This year’s figures are bad.

5. That’s a negative way of looking at the problem.

6. That suggestion is impractical.

7. That’s a destructive approach.

8. That’s a useless line of argument.

9. That was an unhelpful comment.

10. I’m unhappy with that idea.

Tentative Statements; Comparatives
In offering an alternative suggestion, the comparative is often used: Wouldn’t the 14th be more convenient?
It might be cheaper to go by train.

The implication is that the other person’s suggestion is acceptable, but yours is more
acceptable. For this reason the use of the comparative is more tactful.



Offer these suggestions using a comparative and an appropriate verb form, e.g. would, might...

1. It’s a good idea to wait a few weeks.

2. An earlier delivery date is helpful.

3. It’s a good idea to take a long term view.

4. It’s dangerous to delay a decision.

5. Mr Jenkins is a good person to approach.

6. The World Bank is keen to support this kind of project.

Tentative Statements; Continuous Forms
The Simple Past gives the impression that the speaker means ‘this is what I/we did before starting our discussion’; it gives the impression that the person she/he is speaking to is excluded.

In contrast, the continuous form used with verbs like hope, discuss, etc. gives the impression that the other person is included in the discussion. For this reason the continuous forms seem more friendly and open, and are often more appropriate if you are trying to engage the other person in an open negotiation.

Task:

1. I tried to call you yesterday.

2. We intended to make new arrangements for next year.

3. I wondered if you’d come to a decision yet.

4. We hoped you’d accept 5%.

5. We discussed the problem yesterday.

Expressing Disagreement Carefully
Agreeing is usually easy, disagreeing can cause misunderstandings unless expressed carefully.

How do you:
· Say you agree with someone?
· Say you agree but…….
· Say you disagree?
· Say you disagree but…….
· How can you make your disagreement more acceptable?

[bookmark: _TOC_250043]Meeting Phrases Exercise

Asking for opinions
W  's your o  n of.. What's your p   n on... W   t do you t   k of...
I'd l   e to h   r your v   s on... C   d I ask for your r    n to...
I w    r if y    'd like to c    t? H w do you f  l a  t ...?
W	d you l	e to a  d a	g?



Giving strong opinions
I f	y b		e that... It's my b	f that...
T	's no d		t in my m	d that... It's q		e c	r that...
I'm c	n that...

Giving neutral opinions
In my o		n... As I s	it...
F	m my p	t of v	w... As far as I'm c		d...

Giving tentative opinions
It s		s to me that... I t	d to f	l that...
As far as I'm a	e to j	e...



Strong agreement
That m	s s	e. You're a		y r		t.

Polite agreement
I'm i		d to a	e w	h Mr Smith. I w	d t		d to a		e w		h you.

Partial agreement/tactful disagreement
I see w	t you're s	g, but...

I a	e with you up to a p	t, but... W		l, of c	e, it all d		s.

Strong disagreement
T	's not how I see it.

I d		e with you a	t... W	h a_l d_e r	 t,

Requesting information
I'd be i	d to know s	g about...

C   d you t   l me (a little more) about...? Do you h	n to k  w how/when/why...? W  d you m  d t	g me...?

Interrupting
C	d I just i	t for a m	t? M y I c	e in here?

[bookmark: _TOC_250041]Diplomatic language focus
Obviously, in a delicate negotiation you do not always say exactly what you think. You need to be able to express yourself diplomatically, to make your point firmly but politely.
Match what you think with what you say:
What you think	What you say

1. We are unhappy with this offer.	a. Unfortunately, we would be unable to
accept that.

2. We are dissatisfied	b. With respect, that’s not quite correct.

3. We can’t accept it.	c. I’m sure we don’t need to remind you of your contractual obligations.
	
4. You said there would be a discount.	d. Under the circumstances, it is
preferable that we close the deal today.

5. Don’t forget your obligations.	e. We would find this somewhat difficult
to agree to.

6. We want a guarantee.	f. We are rather surprised that you expect us to cover the costs.
	
7. We won’t agree to this.	g. I’m sorry but we’re not very happy with this offer.



8. We’re shocked you expect us to cover the costs.



h. Actually, we were hoping for a slightly more substantial rebate.


	
9. That’s wrong.	i. I’m afraid you don’t seem to understand.

10. We want a bigger rebate.	j. We understood there would be a discount.
	
11. We must finalise the deal today.	k. We would need some sort of guarantee.

12. You obviously don’t understand.	l. We’re not completely satisfied.


Diplomatic language focus (cont’d)
Now look at these language points which help to make your language more diplomatic:


[image: ] What is the purpose of expressions like unfortunately and I’m afraid?



[image: ] What is the difference between unhappy and not very happy, dissatisfied and not completely satisfied? Notice the pattern. How would you change these?
unprofitable	unpopular	false



[image: ] What is the effect of using would in sentences a, e, and k? What is the difference between
that’s a problem, and that would be a problem?



[image: ] Notice we use we would be unable to instead of we can’t....
How do words like quite, rather, slightly, and somewhat change the effect of what you say? Do you know any other words like these?



[image: ] What is the difference between You said and We understood in 4-j?



[image: ] What is the effect of using seem in sentence 12-i? Write another sentence using seem in a similar way.



Diplomatic language focus (cont’d)
Now change the following rather direct remarks into ones which are more diplomatic. The words in brackets will help you.

[image: ] You said the goods were on their way (understood)



[image: ] We’re unhappy about it. (sorry but/ not very)



[image: ] That’s a bad idea. (might/ not very)



[image: ]This is most inconvenient. (afraid/ might / not very)



[image: ]We can’t accept your offer. (unfortunately / unable)



[image: ]We want a bigger discount (hoping / slightly)



[image: ]Your products are very expensive. (seem / rather)



[image: ]We must reach an agreement today. (actually / rather hoping)



Diplomatic language focus (cont’d)
[image: ]It’ll be unmarketable (unfortunately / would / not very)



[image: ]There will be a delay. (afraid / might / slight)



[image: ]You must give us more time. (actually / appreciate / a little more)



[image: ]You don’t understand how important this is. (respect / don’t seem / quite how)



[image: ]Don’t forget the terms of the contract! (sure / don’t need / remind)



[image: ]We’re getting nowhere! (afraid / don’t seem / very far)




[bookmark: _TOC_250040]KMA: Quality, Environment and Working Environment
Match the Swedish words to the English words.
Arbetsmiljöregler	Noise
Kvalitet	Machinery
Miljö	Barriers
Kvalitetsledningssystem	Anchorage
Miljöledningssystem	Cover holes/openings
Arbetsmiljöledningssystem (OHSAS 18001)	Safety harness
ISO-standard	Equivalent
Certifiering	Dust
Miljöklassad byggnad	Rail
Egenkontroll	Vibrations
Säkerhetsregler	Stair turret
Skyddsrond	Opening
Säkerhetsdatablad	Environmentally-classed building
Byggvarudeklaration	Certification
Likvärdig	Safety rules
Buller	Safety data sheet
Damm	Quality
Maskiner	Building material declaration
Vibrationer	ISO standard
Avspärrning	Environment
Öppning	Self inspection
Räcke	Safety rounds
Fotlist	Environmental management system
Trapptorn	Skirting list
Säkerhetssele	Working environment rules
Förankring	Weather protection
Täcka hål/öppningar	Working environment management system (OHSAS 18001)
Väderskydd	Quality management system

[bookmark: _TOC_250039]Work environment terminology
[bookmark: _TOC_250038]AMP: Working Environment Part 1
Match the Swedish words to the English words. Arbetsmiljölag	Personnel cabin
Arbetsmiljöverket	Waste container AFS Arbetsmiljöverkets föreskrifter	Safe lift training
AMP Arbetsmiljöplan	The Swedish Work Environment Authority
Arbetsplatsens organisation	Office cabin
Skydds- och ordningsregler	Enclosed
Riskbedömning	Safety and administrative rules
Risker	Establishment
Åtgärder	Action plan
Handlingsplan	Risks
APD Arbetsplatsdisposition	Lift, Lift card, Employer's permission Etablering		The Swedish Work Environment Authority's
regulations
Kontorsbod	Workplace Disposition Plan/Workplace organisation
Personalbod	Waste types - Wood, combustible, metal, stone, concrete, insulation, plaster, plastic, packaging, mixed Crane

Verktygscontainer	Work Environment Act
Inhängnad	Actions
Avspärrning	Risk assessment
Sopcontainer	Tool container
Avfallsfraktioner - trä, brännbart, metall,	Work Environment Plan sten, betong, isolering, gips, plast,
emballage, blandat Kran
Säkra lyft-utbildning	Barriers
Tamp, Stroppa, Hissa, Fira, Stoppa, Sakta … Rope-end, Sling, Hoist, Ease-off, Stop, Slowly…
…. ( signalschema för kran)	(signal schedule for crane)
Lift, Liftkort, Arbetsgivarens tillstånd	Safety and administrative rules

[bookmark: _TOC_250037]AMP: Working Environment Part 2
Match the Swedish words to the English words.


Truck, utbildning	Scaffold, scaffold training <9m
Schakt	Conveyor scaffold, training
Schaktning, schaktansvarig	Duty to report
Kälke, stöttor, stämp	ID control, ID 06
Grävmaskin	Fall > 2m fall protection, fall-protection harness
Traktorgrävare	Truck, training
Dumpers	Lining, training
Spontning	Excavator
Pålning	Piling
Ställning, ställningsutbildning <9m	Assembly point Rullställning, utbildning	Building hoist
Inklädnad, utbildning	Excavation
Överbyggnad	Dumpers
Väderskydd	Stair turret
Fall > 2m fallskydd, fallskyddssele	Guard rail, personal fines for dismantling Skyddsräcke, personligt böter vid	First aid
demontering
Trapptorn	Ladder, supports, brace
Bygghiss	Tractor loader
1:a hjälpen	Pile-driving
Återsamlingsplats	Weather protection
ID kontroll, ID 06	Excavating, excavation manager
Anmälningsplikt	Superstructure
Hjälm	Gloves
Skyddsglasögon	Earmuffs
Hörselskydd	Protective footwear
Varselkläder	Gloves
Skyddsskor	High-visibility clothes
Handskar	Protective goggles

[bookmark: _TOC_250036]AV-Brochures
In groups of three, read through the AV brochures in English, please see Attachment 1, “Safer building and civil engineering work”.


As you are reading
· take turns reading aloud to practise pronunciation

· translate complicated sentences into Swedish

· make notes of/highlight the main points


Make a new group of three and present your main points to each other. See if you have chosen the same points and discuss them.

[bookmark: _TOC_250035]Self-inspection; deviation; (KMA); (APD)
In small groups discuss:

· How you perform self-inspection.

· What deviations you might have to deal with.

· Quality, environment and working environment KMA
A quality plan should include preparation of work, controls and checks, and routines. What have you included in your latest plan?

An environment plan should include what can be recycled and how, and how dangerous materials will be handled. What have you decided for these areas in your latest plan?

A working environment plan describes 13 hazardous jobs. How did you describe the possible hazards in your latest plan?


· Workplace disposition plan APD

A construction site needs access roads, buildings, machines, toilets, tools, energy and much more. A workplace disposition plan is made to show where these will be. Discuss how best to do this, and the common difficulties that come up.

[bookmark: _TOC_250034]General Building Terminology: Essential Phrases
Match the Swedish words to the English words.
[bookmark: _TOC_250033]40 Important People and Organisations
1. board of directors	a. arbetsledare
2. customer	b. underentreprenör
3. owner	c. kund
4. CEO (Chief Executive Officer)	d. entreprenör
5. departmental manager	e. rörläggare
6. project manager	f. elektriker
7. fitter	g. ägare
8. tradesman	h. styrelse
9. contractor	i. installatör
10. foreman	j. projektchef
11. subcontractor	k. VD
12. ancillary contractor	l. ställningsbyggare
13. electrical contractor	m. sidoentreprenör
14. plumber	n. avdelningschef
15. electrician	o. hantverkare
16. scaffolder	p. montör
17. floor-layer	q. golvläggare
18. roofer	r. rivningsentreprenör
19. demolition contractor	s. Sveriges Byggindustrier
20. decontaminator	t. takläggare
21. joiner	u. snickare
22. bricklayer	v. betongare
23. concreter	x. murare
24. trade union	y. sanerare
25. the Swedish Construction Federation	z. fackförening
26. consultant	aa. besiktningsman

27. construction manager	bb. Arkitekt
28. inspector	cc. konsult
29. architect	dd. byggledare
30. apprentice	ee. praktikant
31. trainee	ff. byggarbetare
32. construction workers	gg. lärling
33. employee	hh. arbetsgivare
34. employer	ii. leverantör
35. supplier	jj. anställd
36. building contractor	kk. byggherre
37. main contractor	ll. generalentreprenör
38. general contractor	mm. totalentreprenör
39. turnkey contractor	nn. huvudentreprenör
40. site manager	oo. platschef
41. safety representative	pp. skyddsombud

[bookmark: _TOC_250032]Equipment
1. safety harness	a. räcke

2. machinery	b. bod

3. rail	c. trapptorn

4. stair turret	d. hjälm

5. weather protection	e. säkerhetssele

6. cabin	f. bod

7. hard hat/helmet	g. väderskydd

8. work clothes	h. maskiner

9. protective clothes	i. skyddskor

10. high-visibility clothes	j. skyddskläder
11. gloves	k. skyddsglasögon

12. safety shoes/protective footwear	l. truck

13. steel toe cap	m. handskar

14. protective goggles/eye protection	n. bygghiss

15. hearing protection/earmuffs	o. varselkläder

16. truck	p. kran

17. crane	q. kaffekokare

18. coffee maker	r. ställning

19. scaffolding	s. hörselskydd

20. building hoist	t. stålhätta

[bookmark: _TOC_250031]Scheduling
1. scheduling	a. samordningsmöte
2. weekly planning	b. informationstavla
3. coordination meeting	c. tidsram
4. review	d. försening
5. information board	e. efter schemat
6. timeframe	f. före schemat
7. lead time	g. veckoplanering
8. timetable	h. tidsplanering
9. ahead of schedule	i. genomgång
10. on schedule	j. tidplan
11. behind schedule	k. enligt tidtabell
12. delay	l. ledtid
13. stage	m. uppgift
14. phase	n. bötesstraff
15. task	o. fas
16. penalty	p. prioritet
17. priority	q. steg

[bookmark: _TOC_250030]Work Environment Plan (AMP)
Read through the Work Environment Plan in Attachment 2, “Safety and Health Plan”, and highlight the points that are relevant for your responsibilities.


Make a work environment plan for your own project.


Then go through it with a subcontractor.

[bookmark: _TOC_250029]Complaints and apologies
[bookmark: _TOC_250028]Complaining
Introduction
I´d like	to complain about the poor service we received from your company
… to draw your attention to the negative attitude of some people in your section.
Complaint
Our order clearly stated that we wanted X, but … The machines were faulty/damaged.
There seems to be a misunderstanding.
The equipment I ordered has still not been delivered, despite my phone call to you last week to say that it is needed urgently.
The X was well below the standard I expected.
To make matters worse, when I spoke to X s(he) …


Request for action
Please replace the faulty machinery as soon as possible. We must insist on an immediate replacement.
Unless I receive X X, I will have no choice but to …
I hope that you will deal with this matter as soon as possible.

[bookmark: _TOC_250027]Apologising
Introdution
I am writing regarding your recent complaint.


Apologising
I was very concerned to learn about… Please accept my apologies. I would like to apologise for the inconvenience.

Denying responsibility
We appreciate that this has caused you considerable inconvenience, but we cannot accept any responsibility in this matter.


Promising action
Can you leave it with me? I´ll look into the matter and get back to you tomorrow. I have looked into the matter and …
I have spoken to the staff involved, and …
We will send replacement items immediately.
I can assure you that this will not happen again.
We´re having temporary problem with … . We are doing everything we can to sort it out.


Close
Thank you for bringing this matter to my attention. Please accept my assurance that it will not happen again.
Once again, I hope you will accept my apologies for the inconvenience caused. I very much hope you will continue to use our services in the future.
If you have any further queries, please do not hesitate to contact me.

[bookmark: _TOC_250026]Verbal Reprimand to a subcontractor
Fill in the information below and using the information you have written discuss how you would give a verbal reprimand for this incident.


Role play in pairs.


Name:


Date:


Place:


Description of incident: (e.g didn't wear a hard hat)








[bookmark: _TOC_250025]Written Reprimand to a subcontractor
Fill in this template informing the subcontractor that you have reprimanded one of their employees.


ADMONITION/REPRIMAND REGARDING <P.KOD> <P.BENÄMNING>
Dear <R.Namn>,


Today we gave your employee/employees (give their names) a reprimand regarding disobedience to the conduct and safety rules and the Health and Safety Plan (AMP), or regulatory requirements.
(Describe what happened)


He/She/They didn't wear a hard hat.
He/She/They were working on the roof without protection. He/She/They behaved badly towards others.
He/She/They used strong chemicals without notifying the site manager. He/She/They didn't clear up after themselves on the building site.







(Add three more common problems)


The incident took place … (fill in information. Don't forget to say when the incident took place, and it must be recent, either today or yesterday. Say if you are attaching a photo of the incident.)















With this letter we would like to inform you of the incident. We ask you to talk to your employees about the incident and about our rules. We also want you to internally manage the incident so that you can prevent it happening again. What happened and why did it happen? How can you prevent this from happening again? We ask you then to get back to us to tell us how you have handled the incident.


Best regards
<S.Namn>

[bookmark: _TOC_250024]Dealing with visiting subcontractors: dialogue and role play
A: Practice this dialogue in threes, taking different roles:


Daniel:	Do you know each other? Anne:	No, we've never met.
Daniel:	Let me introduce you then. Johan, this is Anne. Anne, this Johan. Johan:	Hi Anne, it's nice to meet you.
Anne:	Nice to meet you too.


B: You have visitors coming to your workplace. Fill in and practice the dialogue.


	You
	
	
	Visitor

	
At reception
Welcome the visitor
	
	
	


Answer

	


Introduce yourself
	
	
	

Answer

	


Ask about the visitor's journey
	
	
	

Answer

	


Invite visitor to your office
	
	

Answer
	

	


Is this the visitor's first visit?
	
	

Second visit
	




	


First visit when?	Answer



Ask about hotel	Answer



In your office
Offer a seat	Thank



Offer something to drink	Answer



Suggest looking round the site	Thank


[bookmark: _TOC_250023]Electronic Personnel Ledger (Personalliggare)
You are having a conversation with a subcontractor, a fitter (montör). Try to answer his questions.

If you aren't sure of the answers, you can find them in Swedish at: http://id06.se/fragor-och-svar 122


What does the law about electronic personnel information ledgers mean for me as a subcontractor?

Who is responsible for making sure there is an electronic personnel information ledger at the workplace?

What happens if the law isn't followed?

Does the Swedish Tax Agency have the right to visit the building site without advance warning?

How can I get more information about the law? Which construction sites are included in the law? What do we do about visitors?

[bookmark: _TOC_250022]Purchasing Terminology
[bookmark: _TOC_250021]70 essential words for contracts, orders and payments
Match the English words to the Swedish words below:
1. invoice
2. complaint
3. quotation
4. tender
5. inquiry
6. order
7. supplier
8. consumer
9. details
10. advertisement
11. agreement
12. contract
13. receipt
14. delivery date
15. provide
16. competitive price
17. terms of payment
18. charges


anbud; offert; kvitto; detaljer/information; förse; leverantör; beställning; avtal; reklam; förfrågan; konsument; överenskommelse; leveransdatum; betalningsvillkor; konkurrenskraftigt pris; klagomål/reklamation; faktura; avgifter


19. in advance
20. value for money
21. acknowledge
22. contract
23. special offer
24. product range
25. trade fair
26. dispatch
27. legal
28. dispute
29. client
30. pre-payment
31. records
32. in/out of stock
33. discount
34. credit
35. delivery time
36. warranty
37. guarantee



i förskott; juridisk/laglig; speciellt erbjudande; rabatt; sortiment; bekräfta/erkänna; avtal; förskottsbetalning; valuta för pengar; kredit; skicka (iväg); mässa; tvist; garantiförbindelse; tvist; klient/uppdragsgivare; arkiv/register/förteckning/bokföring; på lagret/slutsåld; leveranstid; garanti


38. cancel
39. confirm
40. receive
41. accept
42. reject
43. withdraw
44. negotiate
45. reach
46. sign
47. agree (on)
48. customer
49. suggest
50. units
51. goods
52. items
53. request
54. market
55. supply



förhandla; återkalla; varor; kund; nå; avslå; leverera; artikel; acceptera; skriva under/på;

ta emot; marknad; bekräfta; föreslå; komma överens; enheter; förfrågan; ställa in, avbeställa

56. payment

57. overdue

58. account

59. outstanding sum

60. settle

61. reminder

62. final demand

63. unpaid

64. delay

65. balance

66. amount

67. purchase

68. procurement

69. refund

70. replacement



betalning; obetald; obetalt belopp; påminnelse; upphandling; försening; försenad; konto; köpa; betala; sista betalningskrav; saldo; belopp; återbetalning; utbyte/återanskaffning

[bookmark: _TOC_250020]Safety First
You are going to talk to a subcontractor to plan your work. This is the situation:

The subcontractor is going to lay a roof. At the same time, other work is going on at ground level: a painter is working on the facade, while other workers are laying stones and planting flowers.

The plan needs to solve these problems and in particular take care of the safety aspects of the situation.

[bookmark: _TOC_250019]Delays
Discuss what problems can arise when a subcontractor gets behind schedule with their work, how you deal with the situation, and what are the most common reasons for it happening in the first place.

[bookmark: _TOC_250018]Planning meeting with a subcontractor
With a partner, prepare to hold a planning meeting with a subcontractor.



Decide on:
· what the project is
· what type of work the subcontractor does
· what the meeting will be about e.g. scheduling, the workplace disposition plan etc
· what you want to get out of the meeting and what the subcontractor wants to achieve
· any compromises you can make, and that the subcontractor can make
· any other areas to be discussed



Role play the meeting. Then swap roles.

[bookmark: _TOC_250017]Coordination of scheduling
You need to coordinate a schedule for electricity, plumbing, ventilation and construction.

In groups of four, each of you represents one of these areas. Discuss
· how much time you need
· when you need it
· how it impacts other areas
· anything else relevant to the decision


Then decide on the best schedule that everyone can accept.

[bookmark: _TOC_250016]When a subcontractor has done their job incorrectly
Give two examples in answer to each of these questions:


What types of work are often done incorrectly? a)
b)

What do you do to try to avoid this happening? a)
b)

How do you try to correct it when it does happen? a)
b)

Are there any other consequences you have to deal with when this happens? a)
b)


Discuss your examples in small groups.

[bookmark: _TOC_250015]Safety Data Sheet
Read the extracts from the safety data sheet and mark any useful terms you notice.


SECTION 4: First aid measures

4.1 Description of first aid measures
General advice	: Move out of dangerous area.
Consult a physician.
Show this safety data sheet to the doctor in attendance.

If inhaled	: Move to fresh air.
In case of skin contact	: Take off contaminated clothing and shoes immediately.
Wash off with soap and plenty of water. If symptoms persist, call a physician.
In case of eye contact	: Immediately flush eye(s) with plenty of water.
Remove contact lenses.
Keep eye wide open while rinsing.
If eye irritation persists, consult a specialist.
If swallowed	: Clean mouth with water and drink afterwards plenty of water.
Induce vomiting immediately and call a physician. Do not give milk or alcoholic beverages.
Never give anything by mouth to an unconscious person.
4.2 Most important symptoms and effects, both acute and delayed
Symptoms	: Asthmatic appearance
Allergic reactions Excessive lachrymation Erythema
Dermatitis
See Section 11 for more detailed information on health Effects and symptoms.

Risks	: irritant effects
sensitising effects

4.3 Indication of any immediate medical attention and special treatment needed
Treatment	: Treat symptomatically.

SECTION 5: Firefighting measures

5.1 Extinguishing media
Suitable extinguishing media	: Use extinguishing measures that are appropriate to local
Circumstances and the surrounding
environment.
Unsuitable extinguishing	: Water media
5.2 Special hazards arising from the substance or mixture
Hazardous combustion products	: No hazardous combustion products are known
5.3 Advice for firefighters
Special protective equipment	: In the event of fire, wear self-contained breathing for firefighters		apparatus.

Further information	: Use water spray to cool unopened containers.

SECTION 8: Exposure controls/personal protection
8.2 Exposure controls
Personal protective equipment
Eye protection		: Safety glasses with side-shields Eye wash bottle with pure water

Hand protection	: Chemical-resistant, impervious gloves complying with an


all times when

approved standard must be worn at

handling chemical products. Reference number EN 374. Follow manufacturer specifications.

Skin and body protection	: Protective clothing (e.g. Safety shoes acc. to EN ISO


long trousers).

20345, long-sleeved working clothing,
Rubber aprons and protective boots are additionaly recommended for mixing and stirring work.


Respiratory protection	: Respirator selection must be based on known or
anticipated exposure levels, the hazards of the product and the safe working limits of the selected respirator. organic vapor (Type A) and particulate filter
A1: < 1000 ppm; A2: < 5000 ppm; A3: < 10000 ppm
P1: Inert material; P2: Xn; P3: T, T+
Ensure adequate ventilation. This can be achieved by Local exhaust extraction or by general ventilation. (EN 689
- Methods for determining inhalation exposure). This applies in particular to the mixing / stirring area. In case this is not sufficient to keep the concentrations under the occupational exposure limits then respiration protection measures must be used.
Environmental exposure controls
General advice	: Do not flush into surface water or sanitary sewer system.
If the product contaminates rivers and lakes or drains inform respective authorities.

SECTION 13: Disposal considerations
13.1 Waste treatment methods
Product	: The generation of waste should be avoided or minimized wherever possible.
Empty containers or liners may retain some product residues.
This material and its container must be disposed of in a Safe way.
Dispose of surplus and non-recyclable products via a Licensed waste disposal contractor.
Disposal of this product, solutions and any by-products Should at all times comply with the requirements of Environmental protection and waste disposal legislation and any regional local authority requirements.
Avoid dispersal of spilled material and runoff and contact With soil, waterways, drains and sewers.
European Waste Catalogue	: 08 04 09* waste adhesives and sealants containing
Organic solvents or other dangerous substances

Contaminated packaging	: 15 01 10* packaging containing residues of or
contaminated by dangerous substances

SECTION 16: Other information
Full text of R-Phrases
R12	Extremely flammable.
R20	Harmful by inhalation.
R22	Harmful if swallowed.
R36/37/38	Irritating to eyes, respiratory system and skin. R40	Limited evidence of a carcinogenic effect.
R42/43	May cause sensitisation by inhalation and skin contact.
R48/20	Harmful: danger of serious damage to health by prolonged exposure through inhalation.
Full text of H-Statements
H220	Extremely flammable gas.
H302	Harmful if swallowed.
H315	Causes skin irritation.
H317	May cause an allergic skin reaction.
H319	Causes serious eye irritation.
H332	Harmful if inhaled.
H334	May cause allergy or asthma symptoms or breathing difficulties if inhaled.
H335	May cause respiratory irritation.
H351	Suspected of causing cancer.
H373	May cause damage to organs through prolonged or repeated exposure if inhaled.
Full text of other abbreviations
Acute Tox.	Acute toxicity
Carc.	Carcinogenicity
Eye Irrit.	Eye irritation
Flam.	Gas Flammable gases
Press.	Gas Gases under pressure
Resp. Sens.	Respiratory sensitisation
Skin Irrit.	Skin irritation
Skin Sens.	Skin sensitisation
STOT RE	Specific target organ toxicity - repeated exposure STOT SE	Specific target organ toxicity - single exposure

[bookmark: _TOC_250014]Final exercise 
· Purpose: Practice work-relevant English vocabulary and presentation skills by designing a development project for a building containing apartments and offices.
· Participants: Groups of 5 employees (mixed trades/roles encouraged).
· Time: 45 minutes design + 10–15 minutes presentation per group (adjust depending on number of groups) + 5–10 minutes Q&A/feedback.
· Output: A short design plan and a spoken presentation in English (with simple sketches or floor plan if desired).
Project brief (give this to each group)
· You are the design team for a new six-storey building in a city district. The building will contain:
· Ground floor and mezzanine: commercial units / small offices / lobby.
· Floors 2–4: office space (open plan and some private offices).
· Floors 5–6: 12 apartments total (mix of 1–3 rooms).
· Constraints:
· Site footprint: 30m x 20m.
· Maximum height: 6 storeys / 24 m.
· Budget: medium scale — use subcontractors for specialist work.
· Schedule: 12–18 months from groundworks start to handover.
· Your task in 45 minutes:
3. Produce a brief written/visual plan (one page or one slide) showing layout summary, main construction methods, major subcontractors you will hire, H&S considerations, and a simple schedule (three main phases: groundwork, construction, finishing).
3. Prepare a 7–10 minute English presentation explaining your plan to the “client” (the rest of the group). Include trade-offs, cost/time risks and how you will manage safety and subcontractors.
Suggested group roles (assign one per person)
· Project Manager / Site Manager: overall coordination, schedule and communication.
· Designer / Architect: layout, space allocation, structural ideas.
· Construction Foreman / Planner: main construction methods, sequencing.
· H&S Officer: safety plan, site rules, PPE, risk mitigation.
· Procurement / Subcontractor Coordinator: who to subcontract, contracts, logistics.
Step-by-step exercise flow
1. Introduction (5 minutes, instructor)
· Explain the brief, timing, roles, and expectations.
· Distribute vocabulary list and role cards.
2. Group work (45 minutes)
· 0–10 min: Quick site evaluation & role allocation; agree design concept and priorities.
· 10–30 min: Develop the plan: layout, materials, structural system (e.g. concrete frame, steel frame), foundation type (pile vs shallow), services, schedule and subcontractor list.
· 30–40 min: Finalize H&S plan and subcontractor management strategy (permits, coordination, quality control).
· 40–45 min: Prepare presentation and assign speaking parts.
3. Presentation (7–10 min per group) + Q&A (3–5 min)
· Present to the whole group in English. After each presentation, allow brief questions from other groups (in English).
Useful vocabulary and phrases 
· Groundwork: excavation, piling, foundation, slab-on-grade, trenching, dewatering, site clearance, soil testing, bearing capacity.
· Useful frames: “We recommend a piled foundation because…”, “Before foundations we will carry out soil tests to check…”
· Construction (structure & envelope): reinforced concrete, load-bearing walls, steel frame, precast elements, curtain wall, façade, floor slabs, formwork, scaffolding.
· “The structure will be a reinforced concrete frame with cast-in-situ slabs.”
· Finishing: interior partitions, plasterboard, painting, flooring, tiling, joinery, mechanical & electrical fit-out, fixtures and fittings.
· “During finishing we will prioritize durable materials in the high-traffic areas such as…”
· Health & Safety: PPE, fall protection, scaffolding inspection, emergency procedures, site induction, safe zones, risk assessment, toolbox talks, signage.
· “Our safety plan includes weekly toolbox talks and a dedicated pedestrian route to separate workers from plant.”
· Subcontractors & procurement: tender, subcontract package, scope of work, schedule of rates, lead time, quality control, coordination, submittals, warranties.
· “We will subcontract facade installation to a specialist. The subcontract will include a 2-year defects warranty and coordination meetings every week.”
· Time & cost risk language: contingency, critical path, milestone, delay, buffer, cost overrun, estimate.
· “We have allowed a contingency of X% for unforeseen ground conditions.”
Sentence frames for presentations (to support less confident speakers)
· Opening: “Good morning. We are Team X and we will present our mixed-use building proposal for X site.”
· Purpose: “The building contains offices on floors 2–4 and twelve apartments on floors 5–6. Our objectives are…”
· Groundworks: “Groundworks will include site clearance, excavation to X meters, and a piled foundation due to…”
· Construction method: “We propose a reinforced concrete frame with precast façades. This choice provides…”
· Finishing & services: “Finishing works will be phased: first wet trades (plumbing), then plasterboard and painting, and finally final fit-out.”
· H&S: “Key safety measures include mandatory PPE, fall-arrest systems, and daily safety briefings.”
· Subcontractors: “We will subcontract specialist trades: façade, elevators, HVAC, and mains electrical. The subcontractor manager will…”
· Time/cost trade-offs: “To save time we could use more precast elements; however, this increases initial cost by…”
· Closing: “In summary, our plan delivers the required spaces within the schedule and with robust safety control. We welcome your questions.”
Assessment / feedback checklist 
· Content (5): Clear description of layout, structural choice, foundation, and major systems.
· H&S (3): Identified major site hazards and realistic mitigation measures.
· Subcontractor strategy (3): Named specialist trades and basic procurement/coordination plan.
· Language (4): Use of relevant vocabulary, clarity, correct basic grammar, pronunciation.
· Presentation skills (3): Structure, timekeeping, team speaking balance, visual support.
· Overall score out of 18 and two strengths + one suggestion in English.
Example quick scenario constraints (optional to vary difficulty)
· Tight site (narrow access): emphasize logistics and just-in-time delivery.
· Weak soils: forces a piled foundation and higher cost; discuss testing and contingency.
· Short timeline (12 months): encourages modular or precast solutions and tighter subcontractor coordination.
Wrap-up (5–10 minutes)
· Highlight good vocabulary use and common errors to correct (in English).
· Give short feedback from rubric and suggest target language to practice next time (e.g., conditionals for risk management: “If we encounter X, we will…”).










Reference Section
[bookmark: _TOC_250013]British versus American English

AE	BE

1. 	bulletin board	a. engaged
2. 	CEO	b. to tick
3. 	checking account	c. ground floor
4. 	to check off	d. to fill in
5. 	first floor	e. current account
6. 	to fill out	f. MD
7: 	busy	g. notice board

8. 	guy	h. Ltd.
9. 	Inc.	i. book
10. 	labor union	j. number plate
11. 	last name	k. surname
12. 	license plate	l. bloke
13. 	reserve	m. trade union

14. 	schedule	n. postal code
15. 	semester	o. fortnight
16. 	smart	p. subway
17. 	underground passage	q. clever
18. 	2 weeks	r. timetable
19. 	zip code	s. term
20. 	period	t. full stop

[bookmark: _TOC_250012]British versus American English (cont’d)
Please rewrite the following sentences using British English:

[image: ] Mr Jenkins will be away Monday through Thursday on vacation.



[image: ] Please fill out the enclosed form and mail it to us.



[image: ] We enclose a check for SEK 1,450 to cover traveling expenses this fall.



[image: ] We could maybe discuss the program when we meet up in two weeks.



[image: ] The President of our subsidiary in Ohio is Jack Bensen jnr.



[image: ] The President of Gladaways Inc. has already gotten his round-trip ticket.



[image: ] We realize that we will soon have to hire more staff.



[image: ] Enc: program, catalog, diagram.


Standard International Alphabet

	A – Andrew
	H – Harry
	O – Oliver
	V – Victor

	B – Benjamin
	I – Isaac
	P – Peter
	W – William

	C – Charlie
	J – Jack
	Q – Queenie
	X – X-ray

	D – David
	K – King
	R – Robert
	Y – Yellow

	E – Edward
	L – Lucy
	S – Sugar
	Z – Zebra

	F – Frederick
	M – Mary
	T – Tommy
	

	G – George
	N – Nellie
	U – Uncle
	



Try spelling these names using the ICAO Alphabet or the Standard International Alphabet:
· Denham
· Knox
· Esterhazy
· Garvey
· Mulroney
· Pennock

[bookmark: _TOC_250011]Names of English language words
Basic parts of speech in English
A professional speaker works hard on her presentation and she enjoys speaking.

	A
	
	article

	professional
	
	adjective

	speaker
	
	noun

	works
	
	verb

	hard
	
	adverb

	on her
presentation
	
	preposition

	and
	
	conjunction

	she
	
	pronoun

	enjoys
speaking
	

	
gerund



Words for nouns
A composer loves music.
Composer is countable, i.e. it has a plural form (composers). Music is uncountable (no plural form).
Composer is the subject of the verb (utför handlingen) Music is the object (föremålet för handlingen)

	Words for verbs
	

	to write
	
	infinitive

	writing
	
	-ing form/present participle

	written
	
	past participle

	play (play, played, played)
	
	regular verb

	write (write, wrote, written)
	
	irregular verb



Write is usually a transitive verb, i.e. it needs an object:
Has Mary written the report?

Write can also be intransitive. i.e. it does not need an object:
Has Mary written?

Make is a transitive verb, i.e. it needs an object:
You make a plan.

Names of English language words (cont’d)
Words for construction of words
	preconception
	
	prefix

	concept
	
	root

	(t)ion
	
	suffix

	wide
	
	opposite (antonym) of narrow

	broad
	
	synonym of wide

	
	
	word family (words based on the root)

	
	
	phrase (no main verb included)

	
Words for pronunciation
minimum sound unit
	


	

syllable

	maximum
	
	3 syllables (max - i - mum)

	maximum
	
	stress on the first syllable

	words that sound like their meaning
	
	onomatopoeia (buzz)

	
Words for style
style of speaking or writing appropriate
	
	

	to a particular social situation
	
	register

	informal register
	
	slang

	language suitable for conversation
	
	colloquial

	words with negative association
	
	pejorative

	words which frequently occur together
	
	collocation

	Words for punctuation and symbols
	
	

	.
	
	full stop in sentences

	,
	
	comma

	;
	
	semicolon

	!
	
	exclamation mark

	?
	
	question mark

	( )
	
	brackets

	[ ]
	
	square brackets

	-
	
	hyphen

	–
	
	dash

	’
	
	apostrophe

	“ ”
	
	inverted commas / quotation marks

	ABC
	
	block capitals

	_
	
	underscore

	.
	
	dot in email addresses

	@
	
	the “at” symbol

	/
	
	slash

	\
	
	backslash



[bookmark: _TOC_250010]Punctuation
Match the two columns:


apostrof	square brackets

asterisk	exclamation mark

bindestreck	brackets, parentheses

citationstecken	stroke, oblique, slash

frågetecken	point, full stop, (US –även) period

hakparentes	quotation mark, quotes

kolon	question mark

kommatecken	colon

parentes	comma

punkt	apostrophe

semikolon	asterisk

snedstreck	hyphen

streck	semicolon

understrykning	dash

utropstecken	underlining

[bookmark: _TOC_250009]Prefixes
Prefixes, e.g. unsatisfactory or antisocial, are used in English before a word to give it a different meaning.

Adjectives
Use ‘in’, ‘dis’, or ‘un’ to make the opposite, often negative meaning of an adjective. complete	incomplete
honest	dishonest
happy	unhappy

Verbs
You can use ‘un’ and ‘dis’ before verbs too.
	to agree to lock
	to disagree to unlock
	

	
General
	
	

	Prefix
	Meaning
	Examples

	anti
	against
	antifreeze, antibiotic, antinuclear

	auto
	of or by oneself
	automatic, autograph, autopilot

	bi
	two, twice
	biannual, bicycle, bi-weekly, bisexual

	ex
	former
	ex-lover, ex-President

	ex
	out of
	extract, extort, export

	inter
	between
	international, internet

	intra
	into
	intranet, intra-industry

	micro
	small
	microscope, microclimate, microwave

	mis
	badly
	misunderstand, misquote, misplace

	mono
	one/single
	monopoly, monologue, monorail

	multi
	many
	multinational, multiply, multimillionaire

	over
	too much
	overstate, overdo, overestimate, overstep

	post
	after
	post- war, postgraduate, postpone

	pre
	before
	pre -war, pre-school, prediction

	pro
	in favour of
	pro-American, pro-government

	re
	again or back
	rewrite, reread, rewind

	semi
	half
	semi-final, semicircle, semi-detached

	sub
	under
	subzero, submarine

	under
	not enough
	undercook, underdeveloped
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	Suffix
	Meaning
	Examples

	-er/-or
	person who does something
	writer, teacher, sailor, actor, operator

	
	thing that does something
	bottle-opener, grater, refrigerator, freezer

	-ion
	to make nouns from verbs
	pollution, admission, election, eruption

	-ness
	to make nouns from adjectives
	happiness, goodness, sadness, loudness, kindness

	-able
	can be done
	drinkable, readable, countable, believable

	-ise/-ize
	to make verbs from adjectives
	modernise/ize, privatise/ize, nationalise/ize

	-ish
	makes the word less precise
	reddish, come at sevenish, cleanish, she’s fortyish
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	Address
	Salutation
	Complimentary Close

	Incentia Ltd
	Dear Sirs
	Yours faithfully

	Incentia Inc.
	Gentlemen: Dear Sirs:
	Sincerely
Very truly yours

	Sales Department
	Dear Sirs
Dear Sir or Madam
Dear Sir or Madam:
	Yours faithfully Yours faithfully Sincerely

	Sales Manager
	Dear Sir or Madam
Dear Sir or Madam:
	Yours faithfully
Sincerely

	Mr Tom Kosinsky
	Dear Mr Kosinsky
	Yours sincerely

	Ms Tina Kosinsky
	Dear Ms Kosinsky
	Yours sincerely

	Mx Kim Kosinsky
	Dear Mx Kosinsky
	Yours sincerely

	Mr. Tom Kosinsky
	Dear Mr. Kosinsky:
	Yours truly

	Ms. Tina Kosinksy
	Dear Ms. Kosinsky:
	Very sincerely yours Sincerely

	Mr Tom Kosinsky
	Dear Mr Kosinsky Dear Tom
	Best wishes Kind regards Regards

	Ms. Tina Kosinsky
	Dear Ms. Kosinsky
Dear Tina
	Cordially Sincerely Best wishes Kind regards Regards


(US in italics)
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Swedish / English	English / Swedish
Correct translation is:	and not:
1. eventuellt = possibly	eventually = till slut
2. konsekvent = consistent (ly)	consequently = följaktligen
3. ränta = interest	rent = hyra
4. annonsera = advertise	announce = kungöra, meddela, tillkännage
5. 	bransch = field, trade, line of business	branch = filial, local office industry, sector
6. blankett = form	blanket = filt
7. giltig = valid	guilty = skyldig
8. prospekt = brochure, prospectus	prospect = framtidsutsikter
9. chef = head / manager	chief = indianhövding
10. baksida = back	backside = rumpa
11. mässa = fair	mass = högmässa i kyrka
12. kollega = colleague	college = högskola el. motsv. universitetsnivå
13. kontrollera = check	control = behärska, leda
14. sympatisk = nice, friendly	sympathetic = medkänslig
15. engagerad = involved, committed to	engaged = upptagen (phone-line-BE), förlovad
16. kommun = municipality (BE), county (AE)	commune = kollektiv
17. följa med = come along = go with s.o.,	follow = följa efter= accompany (formal)
18. ambitiös = hard-working	ambitious = ärelysten
19. halvtid = part-time	half-time = halvtid i en fotbollsmatch
20. personal = personnel	personal = personlig
21. kompanjon = partner	companion = kamrat
22. koncept = draft	concept = begrepp
23. koka = boil	cook = laga mat
24. kritik = criticism	critic = kritiker, recensent
25. delikat = delicious	delicate = ömtålig, bräcklig
26. provision = commission	provision = omsorg
27. expedition = office	expedition = forskningsresa
28. fabrik = factory, plant	fabric = vävnad, tyg
29. genial = brilliant	genial = vänlig, mild
30. graciös = graceful	gracious = nådig, behaglig
31. aktuell = current	actual = faktisk, verklig
32. kompositör = composer	compositor = sättare (i tryckeri)
33. natur = scenery, countryside	nature = (den abstrakta) naturen
34. permission = on leave	permission = tillåtelse, tillstånd
35. prova = try on	prove = bevisa, visa sig
pröva = test
36. publik = audience	public = allmänheten
37. recept = recipe (matrecept)	receipt = kvitto
= prescription (läkarrecept)
38. rektor = principal	rector = kyrkoherde
= headmaster/headmistress (school)
= president (university) (AE)
= vice-chancellor (university) (BE)
39. repetera = rehearse	repeat = upprepa, säga efter
40. allé = avenue	alley = gränd, bakgata
41. likör = liqueur	liquor = sprit
42. nonchalant = off-hand	nonchalant = till synes oberörd
43. novell = short story	novel = roman
44. simpel = cheap, mean	simple = enkel
45. stol = chair	stool = pall
46. ta plats = take one’s seat	take place = äga rum
47. vinka = wave	wink = blinka menande (med ett öga)
48. koncession = licence	concession = eftergift
49. kommission = consignment	commission = provision
50. märke = brand, make	mark = fläck

[bookmark: _TOC_250004]100 important business words – Answer key

1. invoice
2. reached an agreement
3. Managing Director (GB), Chief Executive Officer (US)
4. signature
5. urgent
6. In our opinion
7. employees
8. Head/Director of Human Resources (HR), Head/Director of Personnel, Personnel Manager
9. within the next few days
10. further, additional
11. head, manager
12. enclosures, attachments
13. away on business, on a business trip
14. itinerary
15. shortly, very soon
16. attend
17. at the end of
18. competitor
19. schedule, programme
20. postpone
21. available
22. agenda
23. turnover
24. subsidiaries
25. the UN
26. branch office
27. get back, come back, return
28. current
29. business, field, line of business, industry
30. take effect, apply
31. VAT
32. parent company
33. company language, working language
34. draft
35. shareholders (GB), stockholders (US)
36. advertisement
37. currency
38. employer
39. merger
40. parties
41. technology
42. clients, principals
43. business concept
44. measures
45. acquisitions
46. guidelines
47. management
48. setbacks
49. to a large extent
50. agency
51. 
range
52. expertise
53. forecast
54. financial year
55. remaining
56. uneven
57. recession
58. board of directors
59. on leave of absence
60. subordinates
61. conditions
62. commutes
63. copy
64. expenditure
65. enquiries
66. deficit
67. resolve disputes
68. updated
69. appoint
70. morale
71. workload
72. lacks
73. shelve (postpone)
74. counterparts
75. questionnaire
76. AGM – Annual General Meeting
77. fee, charge
78. stock exchange
79. diary (GB), calendar (US)
80. complaints
81. subscribe
82. daily allowance, subsistence allowance
83. public
84. assets
85. auditor, accountant
86. made redundant (GB), laid off (US) & (GB)
87. oral agreement
88. annual report
89. expires
90. interim report
91. premises
92. expense account
93. unemployment
94. in accordance with
95. consumers
96. training
97. potential
98. answer phone, answering machine, voice mail
99. allocated
100. benefit
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Arbetsmiljöregler	Working environment rules
Kvalitet	Quality
Miljö	Environment
Kvalitetsledningssystem	Quality management system
Miljöledningssystem	Environmental management system Arbetsmiljöledningssystem (OHSAS 18001)	Working environment management system
(OHSAS 18001)
ISO-standard	ISO standard
Certifiering	Certification
Miljöklassad byggnad	Environmentally-classed building
Egenkontroll	Self inspection
Säkerhetsregler	Safety rules
Skyddsrond	Safety rounds

Säkerhetsdatablad	Safety data sheet
Byggvarudeklaration	Building material declaration
Likvärdig	Equivalent
Buller	Noise
Damm	Dust
Maskiner	Machinery
Vibrationer	Vibrations
Avspärrning	Barriers
Öppning	Opening
Räcke	Rail
Fotlist	Skirting list
Trapptorn	Stair turret
Säkerhetssele	Safety harness
Förankring	Anchorage
Täcka hål/öppningar	Cover holes/openings
Väderskydd	Weather protection

[bookmark: _TOC_250002]AMP: Working Environment Part 1 – Answer key
Arbetsmiljölag	Work Environment Act
Arbetsmiljöverket	The Swedish Work Environment Authority AFS Arbetsmiljöverkets föreskrifter		The Swedish Work Environment Authority's
regulations

AMP Arbetsmiljöplan	Work Environment Plan
Arbetsplatsens organisation	Workplace organisation
Skydds- och ordningsregler	Safety and administrative rules
Riskbedömning	Risk assessment
Risker	Risks
Åtgärder	Actions
Handlingsplan	Action plan
APD Arbetsplatsdisposition	Workplace Disposition Plan/Workplace
organisation
Etablering	Establishment
Kontorsbod	Office cabin
Personalbod	Personnel cabin
Verktygscontainer	Tool container
Inhängnad	Enclosed
Avspärrning	Barriers
Sopcontainer	Waste container
Avfallsfraktioner - trä, brännbart, metall,	Waste types – wood, combustible, metal, sten, betong, isolering, gips, plast,	stone, concrete, insulation, plaster, plastic, emballage, blandat Kran	packaging, mixed Crane
Säkra lyft-utbildning	Safe lift training
Tamp, Stroppa, Hissa, Fira, Stoppa, Sakta … Rope-end, Sling, Hoist, Ease-off, Stop, Slowly…
…. ( signalschema för kran)	(signal schedule for crane)
Lift, Liftkort, Arbetsgivarens tillstånd	Lift, lift card, employer's permission

[bookmark: _TOC_250001]AMP: Working Environment Part 2 – Answer key
Truck, utbildning	Truck, training
Schakt	Excavation
Schaktning, schaktansvarig	Excavating, excavation manager
Kälke, stöttor, stämp	Ladder, supports, brace
Grävmaskin	Excavator
Traktorgrävare	Tractor loader
Dumpers	Dumpers
Spontning	Pile-driving
Pålning	Piling
Ställning, ställningsutbildning <9m	Scaffold, scaffold training <9m Rullställning, utbildning	Conveyor scaffold, training
Inklädnad, utbildning	Lining, training
Överbyggnad	Superstructure
Väderskydd	Weather protection
Fall > 2m fallskydd, fallskyddssele	Fall > 2m fall protection, fall-protection harness Skyddsräcke, personligt böter
vid demontering	Guard rail, personal fines for dismantling
Trapptorn	Stair turret
Bygghiss	Building hoist
1:a hjälpen	First Aid
Återsamlingsplats	Assembly point
ID kontroll, ID 06	ID control, ID 06
Anmälningsplikt	Duty to report
Hjälm	hard hat/helmet
Skyddsglasögon	Protective goggles
Hörselskydd	Earmuffs
Varselkläder	High-visibility clothes
Skyddsskor	Protective footwear/safety shoes
Handskar	Gloves

[bookmark: _TOC_250000]General Building Terminology – Answer key

40 Important People and Organisations
board of directors	styrelse
owner	ägare
CEO (Chief Executive Officer)	VD
departmental manager	avdelningschef
project manager	projektchef
fitter	montör
tradesman	hantverkare
contractor	entreprenör
foreman	arbetsledare
subcontractor	underentreprenör
ancillary contractor	sidoentreprenör
electrical contractor	installatör
plumber	rörläggare
electrician	elektriker
scaffolder	ställningsbyggare
floor-layer	golvläggare
roofer	takläggare
demolition contractor	rivningsentreprenör
decontaminator	sanerare
joiner	snickare
bricklayer	murare
concreter	betongare
trade union	fackförbund
the Swedish Construction Federation	Sveriges Byggindustrier consultant	konsult
construction manager	byggledare
inspector	besiktningsman
architect	arkitekt
apprentice	lärling
trainee	praktikant
construction workers	byggarbetare
employee	anställd
employer	arbetsgivare
supplier	leverantör
byggherre	building contractor
main contractor	huvudentreprenör
general contractor	generalentreprenör
turnkey contractor	totalentreprenör

site manager	platschef
safety representative	skyddsombud
Equipment
safety harness	säkerhetssele
machinery	maskiner
rail	räcke
stair turret	trapptorn
weather protection	väderskydd
cabin	bod
hard hat/helmet	hjälm
work clothes	arbetskläder
protective clothes	skyddskläder
high-visibility clothes	varselkläder
gloves	handskar
safety shoes/protective footwear	skyddskor steel toe cap	stålhätta
protective goggles/eye protection	skyddsglasögon hearing protection/earmuffs	hörselskydd
truck	truck
crane	kran
coffee maker	kaffekokare
scaffolding	ställning
building hoist	bygghiss

Scheduling
scheduling	tidsplanering
weekly planning	veckoplanering
coordination meeting	samordningsmöte
review	genomgång
information board	informationstavla
timeframe	tidsram
lead time	ledtid
timetable	tidplan
ahead of schedule	före schemat
on schedule	enligt tidtabell
behind schedule	efter schemat
delay	försening
stage	steg
phase	fas
task	uppgift
penalty	bötesstraff
priority	prioritet
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Meetings   &   Negotiations   Meeting   Phrases   Opening   words   /   interrupting   May   I   come   in   here?   I   wonder   if   I   could   say   something?   Could   I   just   interrupt   for   a   moment?     Asking   for   opinions   What's   your   opinion   of   ..?   What's   your   position   on   ...?   What   do   you   think   of   ...?   I'd   like   to   hear   your   views   on   ...   Could   I   ask   for   your   reaction   to   ...?   I   wonder   if   you'd   like   to   comment?   How   do   you   feel   about   ...?   Would   you   like   to   add   anything?     Giving   strong   opinions   I   firmly   believe   that   ...   It's   my   belief   that   ...   There's   no   doubt   in   my   mind   that   ...   It's   quite   clear   that   ...   I'm   certain   that   ...   Don't   you   think   that   ...?     Giving   neutral   opinions   In   my   opinion,   ...   As   I   see   it,   ...   From   my   point   of   view,   ...   As   far   as   I'm   concerned,   ...   It's   my   understanding   that   ...   Basically,   ...   Actually,   ...     Giving   tentative   opinions   It   seems   to   me   that   ...   It   appears   to   me   that   ...   I   would   say   that   ...   As   far   as   I'm   able   to   judge,   ...   I   tend   to   think/feel   that   ...   I'm   inclined   to   think/feel   that   ...  


image222.emf
Requesting   information   I'd   be   interested   to   know   something   about   ...   Could   you   tell   me   (a   little   more)   about   ...?   I'd   like   to   know   about/how/when/why...   May   I   ask   you   about   ...?   Do   you   happen   to   know   ...?   Would   you   mind   telling   me   ...?   I   was   wondering   if   you   could   explain...     Developing   an   argument   If   I   can   give   an   example,   …   For   instance,   …   For   example,   ...     In   fact,   …   As   a   matter   of   fact,   …   Actually,   …     In   addition   to   ...,   ...   Besides   (that),   …   What's   more,   ...     In   short,   …   To   put   it   simply,   …   In   a   word,   ...   On   the   whole,   …   As   a   rule,   …   In   general,   …     Therefore,   ..   As   a   result,   …   Because   of   this,   …     At   least,   …   At   any   rate,   …     However,   ….   In   spite   of   this,   …   Even   so,   ...  


image223.emf
Developing   a   complex   argument   Firstly,   …   secondly,   ….   It’s   true   that   …,   but   on   the   other   hand,   …   We   must   ...,   otherwise   …   As   regards   ...,   ...   Unless   we   ...,   we   won’t   …   As   far   as   …   is   concerned,   …   To   start   with,   …   and   then,   …   On   the   whole,   …   but   …   Not   only   are   they   ...,   but   they're   also   ...   There's   another   aspect   to   consider.   ...   One   could   argue   that   ...,   but   ...   If   we   ...,   the   probable   outcome   will   be   ...   They're   not   ...,   nor   are   they   ...     Strong   agreement   That   makes   sense.   You're   absolutely   right.   I   completely/totally   agree.   I   agree   entirely   with   your   point   of   view.       Neutral   agreement   I   agree.   I   think   we   are   in   agreement   on   that.   So   do   I.   ( When   someone   expresses   an   opinion   using   a   positive   statement   with   which   you   agree. )     Polite   agreement   I   would   tend   to   agree   with   you   on   that.   I'm   inclined   to   agree   with   Mr   X.     Strong   disagreement   That's   not   how   I   see   it.   I   disagree   with   you   on   ...   With   (all   due)   respect,   ...   I’m   afraid,   …   /   Unfortunately,   ...   Neither   do   I.   ( When   someone   expresses   an   opinion   using   a   negative   statement   with   which   you   agree.)     Neutral   disagreement   We’ll   have   to   agree   to   differ.   I’m   not   totally   convinced   by   your   argument.  
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Polite   disagreement   Quite   frankly,   …   To   be   honest,   …   Time   will   tell.   …   I’m   afraid,   I'm   not   so   sure   about   that.   I'm   afraid,   it's   not   as   simple   as   it   seems/appears.   Unlike   Mr   X,   I'm   of   the   opinion   that   ...     Partial   agreement/   tactful   disagreement   I   see   what   you're   saying,   but...   I   agree   with   you   up   to   a   point,   but...   Well,   of   course,   it   all   depends.   It   depends   on   how   you   look   at   it.   I   agree   in   principle,   but   …   You   have   a   point   there,   but   ...   I   see   your   point,   but   ...   It's   only   partly   true   to   say   that   ...       Making   suggestions   Shall   we   ...?   Can   I   make   a   suggestion?   Why   don't   we   ...?   It's   just   an   idea,   but   what   about   ...ing   ...?   Let's   ...   Perhaps   we   should   ...   I   suggest   ......ing   ...   I   recommend   .....   ing   ...     Accepting   Ok,   let's   do   that.   Yes,   I   think   that   would   work.   Yes,   that   might   be   a   good   idea.   Right,   I   can   see   what   you   mean.   That   could   be   a   good   alternative.   That   might   be   a   practical   solution.  


image225.emf
Rejecting   I   can   see   one   or   two   problems   with   that   idea.   That   sounds   like   a   good   idea,   but   I   don't   think   it   would   work   in   practice.   I'm   not   really   sure   about   that,   to   be   honest.   Do   you   think   so?   Unfortunately,   I   doubt   whether   ...   I'm   afraid,   the   problem   is   ...   I'm   sorry,   I   don't   think   that's   a   good   idea.   I'm   afraid   I   can't   accept   that   suggestion   (because   ...).       Checking   Understanding   Sorry,   could   you   say   that   again   please?   I'm   sorry,   I   didn't   (quite)   catch   that.     I   don't   understand   what   you   mean   when   you   say.....   Could   you   be   a   little   more   specific?   Sorry,   I   don't   quite   follow   you.     So,   in   other   words,   ...   Is   that   right?   Are   you   saying...?   If   I've   understood   you   correctly,   what   you're   saying   is...       Clarifying   Sorry,   perhaps   I   didn't   explain   very   well.   Let   me   put   it   another   way.   No,   sorry,   that's   not   really   what   I   meant.   Allow   me   to/Let   me   explain   what   I   mean.   Let   me   put   it   another   way.   Let   me   put   it   more   simply.  
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