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MANUAL DO(A) ALUNO(A)
PROGRAMA INCLUIR

Prezado(a) estudante,

Seja bem-vindo(a)! Vocé esta recebendo o Manual do(a) Aluno(a), que contém informacdes
importantes sobre seus direitos e deveres, nossas rotinas administrativas, bem como nossas
regras de ensino. Que o Programa INCLUIR seja um momento de aprendizado e novas opor-
tunidades!

Coordenagao do Programa

O QUE FAZEMOS

Incluir pessoas por meio do acesso ao conhecimento e as novas experiéncias, visando opor-
tunizar a formacao de cidadaos solidarios, conscientes de seu papel social e politico, para
que sejam protagonistas de um mundo melhor e sustentavel.

ONDE QUEREMOS CHEGAR

Buscamos contribuir para a constru¢ao de uma sociedade inclusiva, solidaria e justa, propici-
ando o bem-estar social.

NOSSOS VALORES

Fazem parte dos nossos valores:

* jinclusdo = autoestima » determinagéo
» solidariedade = trabalho em equipe = gratiddo

= persisténcia = unido » generosidade
= confianga

SEUS DIREITOS

Fazem parte dos direitos dos(as) alunos(as):

= serrespeitado(a) e bem tratado(a) pelos membros do Programa INCLUIR e pelos colegas,
sem discriminacdo nem preferéncia;

= ser orientado(a) em suas dificuldades com os conteudos das disciplinas;

= ser informado(a) sobre o sistema de avaliagao do seu curso ou sobre qualquer mudanga
nele;

= ter a carga horaria integralmente cumprida pelo curso ofertado;

= teracesso as suas avaliagdes, notas ou conceitos, e solicitar reviséo de notas até 10 (dez)
dias apds o término do periodo letivo, quando necessario;

= receber retorno dos(as) professores(as) sobre o seu processo de aprendizagem;

= avaliar as aulas, o(a) professor(a) e as atividades de ensino, tendo o seu anonimato as-
segurado;

= usar as dependéncias da Escola de Engenharia da UFMG, no periodo do curso, respei-
tando os horarios e as normas da instituicao.
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SEUS DEVERES

Fazem parte dos deveres dos(as) alunos(as):

= somente frequentar aula na turma em que estiver matriculado(a), ou seja, seu nome
devera constar na lista de presencga da turma;

= o(a)aluno(a) tem até 2 (duas) semanas, a partir do primeiro dia letivo, para solicitar a troca
de sala de aula, por meio de requerimento; ficando sujeita a aprovacao da secretaria do
Programa INCLUIR.

= respeitar as normas e valores da Universidade Federal de Minas Gerais (UFMG);

= respeitar as normas e valores do Programa INCLUIR;

= ser assiduo(a) e pontual as aulas e as avaliagoes;

= apresentar o seu cracha na entrada e na saida das aulas, sendo obrigatorio o uso dele
dentro das instalagdes da Escola de Engenharia da UFMG;

= manter os seus dados pessoais atualizados (endereco, telefone e e-mail);

= fazer o comunicado referente a faltas, por e-mail, para secretaria.eics@gmail.com;

= Entregar, na secretaria do Programa INCLUIR, as justificativas de faltas (atestados,
sabados letivos, participagdo em competigdes etc.), para serem protocoladas, logo apds
seu retorno as aulas, garantindo o direito de reposicédo das avaliagdes perdidas.
Obs.: As faltas ndo serao abonadas, mas serao consideradas “justificadas” ao final
do curso, quando o aluno obtiver 60 (sessenta) pontos de aproveitamento escolar;

= assistir as aulas e delas participar, evitando saidas desnecessarias;

= comportar-se de forma que nao perturbe a ordem ou desacate as leis do pais, as normas
da UFMG, os(as) professores(as), os membros do Programa INCLUIR, os(as) colegas e
os(as)visitantes;

= trazer o material didatico necessario para as aulas: apostila do aluno, apostila de exercicio,
caderno de anotacoes, lapis e/ou caneta e borracha;

= preservar o seu material didatico;

= cuidar e zelar pela ordem e pelo patriménio da UFMG;

= a0 término das aulas, deixar as salas em ordem e limpas para a préxima turma;

= contatar o(a) professor(a) quando faltar a alguma aula ou se informar com os colegas
sobre eventuais atividades para as aulas seguintes;

= abster-se do uso de telefone celular durante as aulas, sendo o uso dele permitido apenas
quando estritamente necessario e com o consentimento do(a) professor(a).

CARGA HORARIA

As aulas serdo ministradas em um encontro semanal com duragdo de duas horas aos
sabados. Cada curso tera a carga horaria e a descrigao dos contetidos a serem ministrados
descritas no Plano de Curso, informagdes que poderao ser consultadas nesse documento.

SISTEMA DE AVALIACAO

O(A) aluno(a) devera atingir o aproveitamento escolar de, no minimo, 60 (sessenta) pontos,
ao fim do curso, e ter frequéncia minima de 75% (setenta e cinco por cento) nas aulas para
ser considerado(a) aprovado(a) para o médulo subsequente. O Programa INCLUIR n&o adota
o sistema de recuperacgao.
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EMISSAO DE DECLARACAO

O(A) aluno(a) devera solicitar, pessoalmente, na sala da secretaria, a declaragdo de matricula
ou de comparecimento.

RENOVACAO DE MATRICULA

Os(As) alunos(as) deverao renovar a matricula no dia e horario informados previamente pela
equipe do Programa INCLUIR. As condi¢bes para ser considerado(a) como “veterano(a)” sao:
a) ter sido aprovado(a) no semestre anterior; b) caso n&o tenha sido assiduo no curso, devera
ter assistido a pelo menos 50% (cinquenta por cento) das aulas previstas.

DESLIGAMENTO DO CURSO

Caso o(a) aluno(a) ndo possa continuar no curso, devera informar a secretaria do Programa
INCLUIR, nao cabendo ressarcimento do valor pago no ato da inscrigao.

Solicitamos aos responsaveis pelas criancas e adolescentes que os deixem, com o referido
cracha de uso obrigatério, e os busquem na portaria principal da Escola de Engenharia. A
Universidade é um espaco publico, e o Programa INCLUIR ndo possui controle das pessoas
que tém acesso ao prédio onde se realizam as aulas e as atividades de orientacdo. Caso haja
algum imprevisto no dia, o responsavel devera enviar uma autorizacao, por escrito, de en-
trega da(o) crianga/adolescente, com seu nome e telefone (dados do responsavel), para que
possamos confirmar as informacdes necessarias. Solicitamos ainda que, no horario do inter-
valo e ao término das aulas, os(as) alunos(as) nao acessem as dependéncias do predio que
nao sao usadas pelo Programa INCLUIR.

CONTATO

E-MAIL

secretaria.eicis@gmail.com

Informagdes sobre declaragdes, certificados e pendéncias
relacionadas a inscrigdes e matriculas.

A secretaria também esta disponivel das 9h as 12h, na sala 1022, em

todos os sabados letivos.

E-MAILS DOS(AS) SEUS/SUAS PROFESSORES(AS)

Ficara a critério de cada professor(a), a divulgagdo do seu e-mail ,
eximindo-se, desde ja, a Coordenagao do Programa INCLUIR de

qualquer responsabilidade.

INSTAGRAM

@programa_incluir

Fotos e videos das salas de aula, dos(as) voluntarios(as) e dos(as)
alunos(as), assim como informacdes gerais sobre matriculas do
programa.
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Incluir English Workbook
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SUMMARY

Inglés Adulto — Basico 4

Starting Over: Routines and Recent Events

Meet someone in a new environment, describe your routine, and explain what happened recently.

Planning the Trip: Arrival, Help, and Instructions

Explain an arrival plan, ask what you have to do, and confirm a time and place.

Recent Problems: Lost Luggage and Travel Experience

Report a lost item, explain what you have tried, and give the last known details.

Passing On Information: What They Said

Explain an ongoing problem and accurately pass on service or workplace messages.

Travel Disruptions: What Happened First

Explain a missed connection in order and ask a worker for the next option.

Customer Service: What Was Lost, Canceled, or Declined

Report a payment, booking, delivery, or lost-item problem and request a solution.

Finding What You Need: People, Places, and Purpose

Identify the right person, place, object, or service even when you do not know its name.

A Day Abroad: Final Survival Mission

Integrate travel, instructions, service language, problem solving, and communication repair.
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CHAPTER 1

Starting Over: Routines and Recent Events

Use the Present Simple and Simple Past to introduce your daily life, explain what
happened, and keep a first conversation going in a new environment.

Every day... vs. Last week...

Today's Mission:
Meet someone in a new class, workplace, or volunteer project. Describe your normal routine,
explain one recent event, and ask a follow-up question.
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% Survival Phrase Kit

Describe your routine I usually work/study __ . /I take the bus every day.

Explain a recent event Yesterday I missed ____. / My bus broke down.

Continue the What about you? / What happened?

conversation

Repair communication Could you repeat the last question? / Do you mean today or every
day?

Teacher Read-Aloud: First Day at a Volunteer Project
Listen twice. First, identify the situation. Then listen for routine and past-event details.

Mission Warm-up Routine or Recent Event?

Listen without reading the script. Write short answers.

1. How does Camila usually travel?

2. What happened that morning?

3. What did Camila ask the coordinator to repeat?
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UNIT 1.1
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Present Simple Review

Present Simple: Formation

We use the Present Simple to talk about habits, routines, and general truths.

For I / you / we / they — use the base verb (no change):

Affirmative Subject + base verb I work every day. / They play
soccer.
Negative Subject + do not (don't) + base We don't eat meat.
verb
Interrogative | Do + subject + base verb? Do you speak English?

For he / she / it — add -s or -es to the verb:

Affirmative Subject + verb + -s / -es She works every day. / He
watches TV.
Negative Subject + does not (doesn't) + He doesn't like coffee.
base verb
Interrogative | Does + subject + base verb? Does she play soccer?

How to add -s / -es / -ies (for he / she / it):

Add -s Most verbs play — plays, read — reads, like —
likes
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Add -es Verbs ending in -ch, -sh, -ss, - watch — watches, go — goes, miss —
X, -0 misses

Changey — - Verbs ending in consonant + study — studies, carry — carries

ies y

Irregular have have — has

Verb Portugués Example Sentence
wake up acordar I wake up at 7 a.m.
belong to pertencer a This book belongs to Maria.
depend on depender de The answer depends on the situation.
look forward to estar ansioso por I look forward to the holidays every year.
consist of consistir em The test consists of 20 questions.
improve melhorar She improves her English every semester.
attend frequentar / participar de He attends classes every morning.
involve envolver The project involves a lot of research.
require exigir / precisar This job requires good communication skills.
recognize reconhecer I don't recognize this word.
avoid evitar She avoids eating too much sugar.
prefer preferir They prefer to study in the morning.

5
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% What are Phrasal Verbs?
Some verbs in the table above have two or three words: wake up, depend on, look
forward to. These are called phrasal verbs — a verb combined with a preposition or
adverb that creates a new meaning.

For example, look means olhar, but look forward to means estar ansioso por — a
completely different idea!

Don't worry about memorizing all of them now. We will study phrasal verbs in detail in
Chapter 8.

Examples in Context

AFFIRMATIVE
Ana wakes up early every day.

Ana acorda cedo todos os dias.
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AFFIRMATIVE (HE/SHE/IT)
Lucas studies at a public school.

Lucas estuda em uma escola publica.

NEGATIVE
They don't eat meat.

Eles ndo comem carne.

NEGATIVE (HE/SHE/IT)
She doesn't like cold weather.

Ela ndo gosta de tempo frio.

QUESTION
Do you play any sports?

Vocé pratica algum esporte?

71181
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Tip:
Common mistakes with the Present Simple:

» Forgetting the -s: "She work" — "She works"
« Double marking: "She doesn't works" — "She doesn't work"

« Wrong auxiliary: "Does they like?" — "Do they like?"
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Time Signal Words:
These words help you know which tense to use:

Present Simple Simple Past

every day / every morning yesterday

usually / always / never last week / last night

on Mondays / on weekends two days ago / a year ago
sometimes / often in 2024 / when I was young

Where do time signals go in a sentence?

Most time expressions can go at the beginning or the end of the sentence — both are
correct:

« Every day, she rides her bike. = She rides her bike every day. v/
» Yesterday, I went to the park. = I went to the park yesterday. v/

Frequency adverbs (usually, sometimes, often, always, never) most commonly go before
the main verb:

o She usually wakes up at 7. v/

« They never eat fish. v

But usually, sometimes, and often are flexible — they can also go at the beginning or
end:

o Usually, she wakes up at 7. v/
« She wakes up at 7, usually. v/

« Sometimes I go to the park. v
Always and never are strict — they stay before the main verb:

« She always arrives on time. v
o Alwaysshearrivesentime: X
o Shearrives-ontime-always: X
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Exception: With the verb to be, all frequency adverbs go after the verb:

« Heis always late. v/
« They are never bored. v

 She is usually happy. v

Exercise 1 Complete with the Present Simple

Fill in the blanks with the correct Present Simple form of the verb in parentheses.

1. The final exam of three parts: listening, reading, and writing. (consist)

2. This course any previous experience. (not require)

3. the answer on the context? (depend)

4. She all the meetings, but sometimes she is busy. (usually / attend)

5. My parents most English words in songs. (not recognize)

6. The project a lot of teamwork and research. (involve)

7. He speaking in front of the class. (always / avoid)

8. you to the summer holidays? (look forward)

9. This book to me — it to the library. (not belong /
belong)

10. Her English every semester because she to practise

every day. (improve / prefer)

10
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Exercise 2 Choose the Correct Option

Select the correct form to complete each sentence.

O a) He arrives always late to class.
O b) He always arrives late to class.
O c¢) Always he arrives late to class.
5. My parents me to attend university, but I
O a) wants / prefer
O b) want / prefers
O c¢) want / prefer

1. The teacher us to bring our notebooks every day.
O a) require
O b) requires
Oe¢) don't require
2. She eats fast food because she prefers healthy meals.
O a) never
O b) yesterday
O c¢) last week
3. Theresult on how much you practise.
O a) depend
Owb) depends
oF) depending

4. Which sentence has the frequency adverb in the CORRECT position?

to work first.

11
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UNIT 1.2

Simple Past Review

Simple Past: Formation

We use the Simple Past to talk about completed actions in the past.

Affirmative Subject + verb in past form She worked yesterday.
Negative Subject + did not (didn't) + base verb He didn't go to school.
Interrogative Did + subject + base verb? Did you eat lunch?

Regular verbs: Add -ed to the base form:

Most verbs: add -ed (work — worked, play — played)

Verbs ending in -e: add -d (live — lived, like — liked)

Verbs ending in consonant + y: change y to -ied (study — studied)

« Short verbs (CVC): double the final consonant + -ed (stop — stopped)

Irregular verbs have special past forms that must be memorized (see table below).

go went ir — foi
eat ate comer — comeu
have had ter — teve
see saw ver — viu
come came vir — veio

12
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Base Form Simple Past

make made fazer — fez

take took pegar/levar — pegou/levou

get got conseguir/ficar — conseguiu/ficou
read read ler — leu

write wrote escrever — escreveu

buy bought comprar — comprou

sleep slept dormir — dormiu

wake up woke up acordar — acordou

drink drank beber — bebeu

13

137181



Incluir English Workbook — B4

Dialogue: Talking About the Weekend

Monday Morning at School

Pedro: Hi, Camila! How was your weekend?

Camila: It was great! I went to the beach with my family.

Pedro: Nice! Did you swim in the ocean?

Camila: Yes, I did! And we ate fish at a restaurant. What about you?

Pedro: I stayed home. I watched a movie and played video games.

Camila: That sounds fun too! Did you go out on Sunday?

Pedro: Yes, I went to the park with my friends. We played soccer.

Camila: Cool! I didn't play any sports. I was too tired from the beach!
14
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Remember:

Regular verbs follow a pattern (work — worked, play — played). Irregular verbs change
completely (go — went, eat — ate). There is no rule for irregular verbs — you need to
memorize them! Start with the most common ones in the table above.

Exercise 3 Complete with the Simple Past

Fill in the blanks with the correct Simple Past form of the verb in parentheses.

1. The students a bus to the museum and the whole day
there. (take / spend)

2. She her old teacher at the supermarket. (not recognize)

3. the project any group work? (involve)

4. We late, so we the first class. (wake up / miss)

5. He answering the question because he the answer.
(avoid / not know)

6. Last year, the course students to write three essays. (require)

7. My grandmother me how to cook when I ten years old.
(teach / be)

8. They the ceremony because they the date. (not attend /
forget)

9. her English after she abroad?
(improve / study)

10. 1 to the trip, but it the entire weekend. (look forward /
rain)

15
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Exercise 4 Match the Present to the Past

Match each verb in the present form (left) with its correct past form (right). Write the letter in
the box.

1. go a) had
2. eat b) wrote
3. have ¢) went
4. see d) slept
5. buy e) drank
6. sleep f) bought
7. write g) ate
8. drink h) saw
1 2. 3
4 5. 6
7 8.

16
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UNIT 1.3

Reading: Present and Past Together

Lucas's Week

Read the text carefully, then answer the questions below.

Lucas is a 16-year-old student who lives in Belo Horizonte. Every day, he wakes up at six
o'clock and takes a bus to school. He studies in the morning and usually eats lunch at the
school cafeteria. In the afternoon, he goes home and does his homework. He likes to play video
games after he finishes studying. On weekends, he plays soccer with his friends at the park

near his house.

Last week was different from his normal routine. On Monday, Lucas woke up late because
his alarm didn't ring. He missed the bus and his mother drove him to school. He arrived ten

minutes late and his teacher was not happy.

On Wednesday, the school organized a field trip to a science museum. Lucas and his
classmates took a special bus to the museum. They saw many interesting exhibits about space
and technology. Lucas loved the planetarium show. He took many photos and bought a small

telescope at the gift shop.

On Friday, Lucas didn't go to school because he was sick. He stayed in bed all day and
drank a lot of tea. His friend Camila called him after school and told him about the math test.

Lucas felt worried, but his mother said he could take the test the next week.

Now it is Monday again. Lucas feels better and he is back at school. He has his routine
back, but he still remembers last week. It was an unusual week, but he learned something

important: every day is different, and that is what makes life interesting.

Original text for Incluir English Workbook

17
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The Field Trip to the Museum

18
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Exercise 5 True or False

Read each sentence. Write T (True) or F (False) based on the text.

1. Lucas usually takes a bus to school.

2. On Monday, Lucas woke up early.

3. The field trip was to a history museum.

4. Lucas bought a telescope at the museum gift shop.

5. On Friday, Lucas went to school and took the math test.

Exercise 6 Answer the Questions

Answer the questions in complete sentences based on the text.

1.  What does Lucas usually do in the afternoon?

2. Why did Lucas arrive late on Monday?

3. What did Lucas see at the museum?

4. Who called Lucas on Friday, and what did she tell him?

19
19/ 181



Incluir English Workbook — B4

UNIT 1.4

20
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Writing: My Yesterday vs. My Typical Day

Exercise 7 Write About Your Routine and Your Yesterday

Write two short paragraphs. In the first paragraph, describe your typical day using the
Present Simple. In the second paragraph, describe what you did yesterday using the Simple

Past. Use the sentence starters below to help you.

Tip:
Try to use at least 5 different verbs in each paragraph. Compare what you usually do
with what you actually did yesterday. Were they the same or different?

Paragraph 1: My Typical Day (Present Simple)

Every day, I wake up at . Tusually . In the morning, I . After school, I . In the

evening, I

21
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Paragraph 2: My Yesterday (Simple Past)

Yesterday, I woke up at I . In the morning, I . After school, I . In the evening, I

22
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REAL USE

Mission Lab: Your First Day

A first conversation in a new environment

Model Exchange

Coordinator: What do you usually do on weekday mornings?
Newcomer: I usually work, but yesterday I stayed home because I was sick.
Coordinator: Are you feeling better now?

Newcomer: Yes, thank you. Sorry, could you repeat the next question?

23
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Final Task Newcomer Interview

Work in pairs. Student A is a newcomer; Student B is the coordinator. Then switch roles.

A. Newcomer: give three routine details, explain one thing that happened recently, and use

one repair phrase.

B. Coordinator: ask at least four questions, including one past question, and react to the
answers.

v Mission success: both partners speak without reading every sentence and the conversation

lasts at least two minutes.

Repair Challenge:
~ Your partner must ask one unexpected question. If you do not understand, say: Could you
repeat that? or Do you mean today or every day?

% Al Mission — Meet a New Classmate:
In ChatGPT Voice, say: “Act as a new classmate. Ask me one question at a time about my
routine and one recent event. Speak slowly. Correct my main mistake in Portuguese and ask
me to repeat.” Practice for 10 minutes. Offline: record the same answers on your phone or
practice with a partner.

Exit Check My Can-Do Checklist

O 1 can describe my normal routine.
O Ican explain a recent event with the Simple Past.

O Icanaska follow-up question and repair a misunderstanding.

24
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CHAPTER 2

Planning the Trip: Arrival, Help, and
Instructions

Use future forms, modal verbs, and prepositions to explain travel plans, ask for help,
and understand when and where you need to go.

What will your future look like?

~ Today's Mission:

Explain an arrival plan, ask what you have to do, and confirm a time and place at an airport
or station.

26
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£ Survival Phrase Kit

State a plan I am going to stay for two weeks. / My flight will arrive at 8.
Ask about an Do I have to fill out this form? / Should I wait here?
obligation

Confirm time and place | Isthatat 8 p.m.? / Is the desk in Terminal 2?

Repair communication | Could you say the gate number again? / Could you write that

down?

Teacher Read-Aloud: Arrival Information

Listen for the traveler's plan, obligation, time, and place.

Mission Warm-up Confirm the Arrival Plan

Listen twice and write short answers.

1. Where is Daniel going to stay?

2. What does he have to do first?

3. Where and when will the shuttle leave?

27
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UNIT 2.1

Future Simple: Will and Going To

Future with "Will"

Use will + base verb for:

« Predictions (opinions about the future): I think it will rain tomorrow.

Promises: I will help you with your homework.

+ Spontaneous decisions (decided at the moment of speaking): I'll have the chicken,
please.

Offers: I'll carry that bag for you.

Affirmative Subject + will + base verb She will travel next year.
Negative Subject + will not (won't) + base verb They won't come to the party.
Interrogative | Will + subject + base verb? Will you be there?

28
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Future with "Going To"

Use am/is/are + going to + base verb for:

« Plans and intentions (decided before the moment of speaking): I'm going to study
medicine.

« Predictions based on evidence (you can see it happening): Look at those clouds! It's
going to rain.

T

Affirmative Subject + am/is/are + going to + base verb | We are going to visit
London.
Negative Subject + am/is/are + not + going to + He isn't going to play
base verb today.
Interrogative | Am/Is/Are + subject + going to + base Are you going to travel?
verb?

Will vs. Going To: Contrast Examples

SPONTANEOUS DECISION (WILL)
The phone is ringing. I'll answer it.

O telefone esta tocando. Eu vou atender.

PLAN (GOING TO)

I'm going to visit my grandmother this weekend.

Eu vou visitar minha avé neste fim de semana.

PREDICTION / OPINION (WILL)
I think Brazil will win the next World Cup.

Eu acho que o Brasil vai ganhar a préxima Copa do Mundo.

29
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PREDICTION WITH EVIDENCE (GOING TO)
Look at those dark clouds. It's going to rain.

Olha aquelas nuvens escuras. Vai chover.

PROMISE (WILL)
I will always be your friend.

Eu sempre serei seu amigo.

I'LL HAVE THE BURGER! I'M GOING TO TRAVEL.
uﬂﬂﬂﬁjafiﬂzﬂﬂﬂ

T
- = —1-(15)- TRIP!

e T

e [T 1]

“tyo i
. GOING TO

Will = spontaneous decisions | Going to = planned actions

Tip:

Sometimes both will and going to are acceptable, especially for predictions. "It will rain
tomorrow" and "It's going to rain tomorrow" are both correct. The difference is subtle: going
to often implies you have evidence, while will is more of a general opinion.
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Exercise 1 Will or Going To?

Complete the sentences with will or going to (use the correct form).

1. I've already decided. I study engineering at university.
2. It'scold in here.I close the window.
3. Look at the time! We be late for class.
4. Ipromisel call you tomorrow.
5. She has a plane ticket. She fly to Paris next month.
6. 1think robots do most jobs in the future.
7. We have a barbecue on Saturday. Want to come?
8. Don't worry. I tell anyone your secret.
9. Be careful! That glass fall off the table!
10. Someone's at the door. I get it!
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Exercise 2 Choose the correct future form

Select the best option to complete each sentence.
1. "Would you like tea or coffee?" "I have tea, please."

O a) am going to
Op) 1
O ¢) goingto

2. She's packed her bags. She travel to London.

O a) isgoingto
Ob) will
Oec) iswill

3. [Ithinkit be sunny this weekend.

O a) isgoingto
Op) will
O c¢) are going to

4. We've booked the restaurant. We eat there on Friday.
Oa) will
O b) are goingto
O c) won't

5. "This box is heavy!" "Don't worry, I help you."

O a) am goingto
Ob) 1
O c) going
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6. Look! That car is driving too fast. It crash!

Oa) will
O b) isgoingto
Oe¢) are going to
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UNIT 2.2

Modal Verbs Review

Modal Verbs: Form and Meaning

Modal verbs express ability, possibility, permission, obligation, and advice.

Structure: Subject + modal + base verb (no to, no -s)

can ability, permission (present) I can swim.

could ability (past), polite request She could read at age 4.
may possibility, formal permission It may rain later.

might possibility (less certain) He might come to the party.
must strong obligation, certainty You must wear a seatbelt.
should advice, recommendation You should study more.
have to external obligation, necessity I have to work on Saturday.

mm

can / can't

could / couldn't

may / may not

might / might not

poder / ndo poder (consigo / nao I can speak two languages.
consigo)
podia / ndo podia (conseguia) Could you help me, please?
pode ser que / talvez néo May I open the window?
talvez / talvez nao I might be late tonight.
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mm

must / mustn't devo / ndo devo (preciso) You mustn't use your phone in
class.

should / shouldn't deveria / ndo deveria You should drink more water.

would / wouldn't gostaria / ndo gostaria Would you like some tea?

have to / don't have tenho que / ndo preciso T'have to get up early tomorrow.

to

Modal Verbs in Context

ABILITY
She can play the guitar very well.

Ela sabe tocar violao muito bem.

POLITE REQUEST
Could you pass me the salt, please?

Vocé poderia me passar o sal, por favor?

POSSIBILITY
It might snow this weekend.

Talvez neve neste fim de semana.

OBLIGATION
Students must wear a uniform at this school.

Os alunos devem usar uniforme nesta escola.

ADVICE

You should see a doctor if you feel sick.

Vocé deveria ir ao médico se estiver doente.

NO OBLIGATION
You don't have to come if you're busy.

Vocé ndo precisa vir se estiver ocupado.
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POLITE OFFER / REQUEST
Would you like something to drink?

Vocé gostaria de algo para beber?

Modal verbs express ability, obligation, advice, and possibility
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! Important Rules About Modal Verbs
Rule 1: No -s in the third person

Modal verbs do NOT change form. They stay the same for all subjects — no -s, no -es, no -ies.

(4 She can swim very well.

Ela sabe nadar muito bem.
X She eans swim very well.

(4 He must study for the exam.

Ele deve estudar para a prova.
X He musts study for the exam.

Rule 2: No "to" after modal verbs

"

Modal verbs are followed directly by the base form of the verb — never by "to".

(4 You should study every day.

Vocé deveria estudar todos os dias.

X You should te-study every day.
(4 She can speak three languages.

Ela sabe falar trés idiomas.

X She can to-speak three languages.

Be careful!
Don't confuse "to" as part of the verb with "to" as a preposition. "I must go to the
church" is correct — the "to" belongs to the destination, not the modal!

Rule 3: "Have to" is the exception

Have to is NOT a true modal verb — it behaves like a regular verb. It uses "to" and it changes with
the subject.
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I have to work tomorrow.

Eu tenho que trabalhar amanha.
She has to work tomorrow.

Ela tem que trabalhar amanha.
They don't have to wear a uniform.

Eles ndo precisam usar uniforme.

Common Mistake:
In Portuguese, we say "Eu devo ir" — the verb changes form. In English, modals never
change: "I must go", "He must go", "They must go" — always the same!
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Exercise 3 Choose the correct modal verb

Complete each sentence with the most appropriate modal verb from the box.

WORD BANK

can could must mustn't should might have to

don't have to

1. You stop at a red light. It's the law.
2. She speak English and French fluently.
3. You eat more vegetables. It's good for your health.
4. you open the door for me, please?
5. I'm not sure, but it rain this afternoon.
6. You park here. It's a no-parking zone.
7.  Tomorrow is a holiday. We go to school.
8. 1 wake up at 6 AM every day for work.
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Exercise 4 Translate into English

Translate the following sentences from Portuguese into English using the correct modal verb.

1. Eu sei nadar. (ability)

2. Vocé deveria estudar mais. (advice)

3. Nos temos que usar uniforme. (obligation)

4. Vocé nao pode fumar aqui. (prohibition)

5. Vocé poderia me ajudar? (polite request)

6. Talvez ele venha a festa. (possibility)
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UNIT 2.3

Prepositions: On, In, At (Time and Place)

Prepositions of Time

_m

at Specific times, holidays (no "day"), at 3 PM, at noon, at night, at
night Christmas
on Days of the week, specific dates on Monday, on July 4th, on my
birthday
in Months, years, seasons, parts of the in January, in 2024, in summer,
day (except night) in the morning

Prepositions of Place

__

at Specific points, addresses, at the bus stop, at school, at home
events
on Surfaces, streets, floors on the table, on Main Street, on the second
floor
in Enclosed spaces, cities, in the room, in the car, in Brazil, in
countries London
41
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at 7 o'clock on Monday in January

at noon / at midnight on the weekend in the morning
at night on Christmas Day in the afternoon
at the bus stop on the table in the car

at home / at work on the wall in the city

at school on the second floor in Brazil

Time IN - ON - AT  Location
Canturies The 1800°s i
Ciecaces The B0y
Yeads 100, HET W
Morths Juby, May W
Waeely 2 weekys TN

i England Courtey
B London City

Y Chingtown Neighborhood

Y Oxford Strest  Sireaty
Tha Corner Avanues

Prepositions of place: on, in, at

i Common Errors:
« "on Monday" (NOT "in Monday")

« "at night" (NOT "in night" or "on night")

« "in the morning" (NOT "at the morning")

e "at home" (NOT "in home")

« "on the weekend" (NOT "in the weekend" in American English)
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Exercise 5 On, In, or At?

Complete each sentence with on, in, or at.

1. Iwakeup

7 o'clock every morning.

2. My birthday is March.

3. We have English class Wednesdays.

4. Thebookis the table.

5. Shelives a small apartment London.
6. The meeting is noon.

7. Ilike to read night.

the summer.

8. We go to the beach

9. He's waiting for you

the bus stop.

10. I was born

11. The picture is

September 15th, 2005.

the wall.

12. My dad works

an office the third floor.
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Exercise 6 Match the expression with the correct preposition

Match each expression on the left with the correct preposition on the right.

1. _ themorning a) at
2, __ Friday b) on
3. __ midnight ¢) iIn
4. 2024
5. __ thebusstop
6. __ thesecond floor
7. __ Brazil
8. _ my birthday
1 2. 3
4 5. 6
7 8.
44
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READING

Weekend Plans

Camila is writing to her friend about her weekend plans
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An Email About Weekend Plans

Read the email and answer the questions below.

Hi Laura,

How are you? I'm writing because I have exciting plans for this weekend and I'd love to see

you!

On Saturday morning, I'm going to the new shopping center on Main Street. My sister and
I are going to buy some clothes for our trip to London. We're going to travel in July! I'm so

excited. I think it will be an amazing experience. We must get our passports ready before June.

In the afternoon, I might go to the cinema with my brother. He wants to watch the new
superhero film. I'm not sure yet, but it could be fun. Can you come with us? The film starts at 3

PM.

On Sunday, I have to study for my English exam. It's on Monday, so I should stay at home
and review my notes. But in the evening, we could meet at the park near my house. We don't

have to do anything special. We can just sit on the grass and talk.

Let me know if you're free! I'll call you on Friday night to confirm.

See you soon,

Camila
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Exercise 7 True or False?

Read the statements and write True or False based on the email.

1. Camila is going to go shopping on Saturday morning.

2. Camila and her sister are going to travel to Paris.

3. Camila is definitely going to the cinema on Saturday.

4. Camila has an English exam on Monday.

5. Camila will call Laura on Saturday night.

Exercise 8 Answer the questions

Answer the following questions based on the email. Write complete sentences.

1.  What is Camila going to buy at the shopping center?

2. What time does the film start?

3. Why does Camila have to study on Sunday?

4. Where does Camila suggest meeting on Sunday evening?
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REAL USE

Mission Lab: Arrival Desk

A

Confirm the plan before you move

Model Exchange

Worker: What are you going to do after you arrive?
Traveler: I am going to take the shuttle to my hotel.
Worker: You have to wait at Exit C. It will leave at 10.
Traveler: Do you mean Exit C at 10 p.m.?

48

48 /181



Incluir English Workbook — B4

Final Task Build and Confirm an Arrival Plan

Work in pairs. Use a real or imaginary destination. Then switch roles.

A. Traveler: state where you are going to stay, ask what you have to do, and confirm two
details.

B. Worker: give a desk/gate, a time, one obligation, and one suggestion. Change one detail
when asked to repeat.

v Mission success: the traveler can repeat the final plan correctly: action + place + time.

@ Repair Challenge:
~ Confirm before acting: So I have to go to Desk 12 in Terminal 2. Is that right?

2\ Al Mission — Plan Your Arrival:
In ChatGPT Voice, say: “Act as an airport information worker. Ask about my arrival plan,
then give me a gate, time, and instruction. Speak slowly and make me confirm the details.

»

Offline: write an arrival plan and read it to a partner, who changes one detail.

Exit Check My Can-Do Checklist

O Ican explain a future travel plan.
O 1 can ask about obligations and permission.

O 1 can confirm a time and place using repair language.
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CHAPTER 3

Recent Problems: Lost Luggage and Travel
Experience

Use the Present Perfect to report a problem that matters now, describe what you have
already tried, and answer follow-up questions with specific past details.

| HAVE READ FIVE BOOKS | NOW

The Present Perfect connects the past to now.

+ Today's Mission:

Report a lost item, explain what you have already done, and give the last known time and
place.
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£ Survival Phrase Kit

State the current I have lost my suitcase. / My passport has disappeared.

problem

Explain attempts I have already checked the gate. / I haven't called security yet.

Give a specific detail I last saw it at 6:30. / I left it beside the ticket machine.

Repair communication Do you mean where I last saw it? / Could you ask that another
way?

Teacher Read-Aloud: Lost Property Desk
Listen for the problem, completed attempts, and the last specific detail.

Mission Warm-up What Has the Traveler Done?

Listen twice and write short answers.

1. What has Sofia lost?

2. Where has she already checked?

3. Where and when did she last see it?
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UNIT 3.1

Past Participle

What Is a Past Participle?

The past participle is the third form of a verb. It is used with have/has to form the Present
Perfect tense.

Regular verbs: The past participle is the same as the Simple Past form. Add -ed:

» work — worked — worked
« play — played — played
« study — studied — studied

¢ live — lived — lived

Irregular verbs: The past participle is often different from the Simple Past form. These must be
memorized:

¢ g0 — went — gone
e see — saw — seen
+ do — did — done

¢ eat — ate — eaten

go ir

went gone

see saw seen ver
do did done fazer
eat ate eaten comer
take took taken pegar/levar
write wrote written escrever
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speak spoke spoken falar

give gave given dar

break broke broken quebrar
drive drove driven dirigir
choose chose chosen escolher
forget forgot forgotten esquecer
know knew known saber/conhecer
fly flew flown voar

be was/were been ser/estar
have had had ter

make made made fazer/fabricar
buy bought bought comprar
read read read ler

come came come vir

54

54 /181



Incluir English Workbook — B4

SIMPLE _[, PAST PAST
FORM | SIMPLE | PARTICIPLE

GO > WENT —> GONE
EAT —> ATE -1> EATEN
WRITE —> WROTE —>WRITTEN

Irregular verbs change form in different ways.

Examples: Past Participles in Sentences

EXAMPLE 1
I have eaten breakfast already.

Eu ja tomei café da manha.

EXAMPLE 2
She has written three emails today.

Ela escreveu trés e-mails hoje.

EXAMPLE 3

We have seen that movie before.

Nos ja vimos esse filme antes.

EXAMPLE 4
He has gone to the supermarket.

Ele foi ao supermercado.

EXAMPLE 5
They have spoken to the teacher about the project.

Eles falaram com a professora sobre o projeto.
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1. go—

2. eat—

3. write —
4. see—

5. speak —
6. drive —
7. forget —
8. break —
9. fly—
10. give —

Exercise 1 Write the Past Participle

Write the past participle form of each verb.
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Exercise 2 Match the Base Form to the Past Participle

Match each verb (left) with its correct past participle form (right). Write the letter in the box.

57 /181

1. take a) done
2. do b) been
3. buy ¢) made
4. know d) taken
5. be e) bought
6. come f) had
7. make g) come
8. have h) known
9. choose i) read
10. read j) chosen
1. 2 3.
4. 5 6.
7. 8. 9
10.
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UNIT 3.2

Present Perfect (have/has + past participle)

Present Perfect: Formation

The Present Perfect is formed with have/has + past participle.

Affirmative Subject + have/has + past participle I have visited Paris.

Negative Subject + have/has + not + past participle She hasn't finished yet.

Interrogative Have/Has + subject + past participle? Have you eaten lunch?
Remember:

» Use have with I, you, we, they

o Use has with he, she, it

Contractions: I've, you've, we've, they've, he's, she's, it's

» Negative contractions: haven't, hasn't
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Present Perfect: When to Use It

We use the Present Perfect to talk about:
1. Life experiences (with ever and never):

« Have you ever been to London? (at any time in your life)

« I have never eaten sushi.
2. Recent actions (with just, already, yet):

« She has just arrived. (a moment ago)
« I have already done my homework. (before now, finished)

» Have you finished yet? (by now, used in questions and negatives)

3. Unfinished time (with since and for):

» I have lived here since 2020. (from a point in the past until now)

 She has studied English for three years. (duration of time)

Examples with Time Markers

EVER / NEVER

Have you ever been to another country?

Vocé ja esteve em outro pais?

NEVER
I have never flown in an airplane.

Eu nunca voei de aviao.

JUST
He has just left the house.

Ele acabou de sair de casa.
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ALREADY
We have already finished the project.

Nbos ja terminamos o projeto.

YET
She hasn't called me yet.

Ela ainda nao me ligou.

SINCE / FOR
They have lived in Belo Horizonte since 2018.

Eles moram em Belo Horizonte desde 2018.

EVER/NEVER

Have you

? . .
ever flown? I have just arrived.

ALREADY/YET SINCE/FOR

| have already
finished. I have lived here for 4 years.

Key time markers used with the Present Perfect.

Tip: Present Perfect vs. Simple Past
The Present Perfect connects the past to NOW. The Simple Past talks about a
FINISHED time.

« Present Perfect: I have visited Paris. (at some time in my life — no specific time)

« Simple Past: I visited Paris last year. (specific finished time)

Key rule: If you mention a specific past time (yesterday, last week, in 2020, when I was 10),
use the Simple Past. If the time is not specified or not finished, use the Present Perfect.
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<. Remember: since vs. for
A4

since = a specific point in time (since Monday, since 2020, since I was born)

for = a period/duration of time (for two days, for three years, for a long time)

Dialogue: Talking About Travel

Have you ever been to
another country?

Camila and Pedro talk about their travel experiences.
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Camila:
Pedro:
Camila:

Pedro:

Camila:

Pedro:
Camila:

Pedro:

At the School Cafeteria

Have you ever been to another country, Pedro?
Yes, I have! I've been to Argentina. My family went there last summer.
Wow, that's cool! Have you ever visited Buenos Aires?

Yes, we stayed there for five days. I've never seen a city so big! Have you ever
traveled abroad?

No, I haven't. I've never left Brazil. But I've already started saving money for a
trip!

That's great! Where do you want to go?
I've always wanted to visit Portugal. My grandmother has lived there since 2015.

I've heard Portugal is beautiful. I hope you can go soon!

Exercise 3 Complete with the Present Perfect

Fill in the blanks with the correct Present Perfect form of the verb in parentheses.

three countries in my life. (visit)

lunch. (already / eat)

the test yet. (not finish)

you ever to the United States? (be)

at the airport. (just / arrive)

1. 1

2. She
3. They
4.

5. He
6. We

7. My parents

each other since 2019. (know)

in this house for twenty years. (live)

she the new book yet? (read)

8. 1 snow. (never / see)
9.
10. Lucas

English for four years. (study)
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Oa)
Ob)

2. She

Oa)
Ob)

3. We

Oa)
Ob)

4. He

Oa)
Ob)

Exercise 4 Present Perfect or Simple Past?

Choose the correct tense to complete each sentence.

sushi many times.

ate

have eaten

to London last summer.

went

has gone

in this city since 2010.

lived

have lived

his phone yesterday.

lost

has lost

you ever a famous person?

Did ... meet

Have ... met
married in 2015.

got

have gotten
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Exercise 5 Put the Words in Order

Rearrange the words to make correct Present Perfect sentences. Write the complete sentence on
the line.

1. have /I /never /to / Japan / been

2, she /finished / has / already / homework / her

3. you / eaten /yet / have / dinner /?

4. they/lived / have / here / 2016 / since

5. has / arrived / the / just / teacher
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UNIT 3.3

Reading: A Travel Blog

o
London?
(Coming Soon!)

Marina writes about her travel adventures in Europe.
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My Travel Adventures

Read the text carefully, then answer the questions below.

Hi, everyone! My name is Marina, and I am 22 years old. I am from Sao Paulo, Brazil, but I
have lived in Lisbon, Portugal, since last year. I moved here to study at the university. Living

abroad has been an amazing experience, and I have learned so much about different cultures.

Since I arrived in Europe, I have visited five countries. First, I went to Spain. I took a bus
from Lisbon to Madrid and stayed there for four days. I have never seen a city with so much
energy! I visited the Prado Museum and tried many delicious tapas. I have always loved

Spanish food.

After Spain, I traveled to France. I have been to Paris twice now. The first time, I went
with a friend from university. We visited the Eiffel Tower and walked along the Seine River.
The second time, I went alone and spent three days exploring small cafés and bookshops. I

have already decided that Paris is my favorite city in Europe.

I have also visited Italy, Germany, and the Netherlands. In Italy, I ate the best pizza I have
ever tasted. In Germany, I visited Berlin and learned about its fascinating history. In the
Netherlands, I rode a bicycle through Amsterdam, just like the locals. I have taken hundreds of
photos on all my trips.

I haven't visited the United Kingdom yet, but I have already bought a ticket to London for
next month. I have wanted to see Big Ben and Buckingham Palace since I was a child. I am so
excited! Traveling has changed my life. I have met wonderful people, I have tried new foods,

and I have discovered that the world is much bigger and more beautiful than I ever imagined.

Original text for Incluir English Workbook

66

66 /181



Incluir English Workbook — B4

Exercise 6 True or False

Read each sentence. Write T (True) or F (False) based on the text.

1. Marina has lived in Lisbon since she was a child.

2. Marina has visited five countries in Europe.

3. She has been to Paris three times.

4. Marina has already visited London.

5. She has ridden a bicycle in Amsterdam.

6. Marina has decided that Berlin is her favorite city.

Exercise 7 Answer the Questions

Answer the questions using the Present Perfect. Write complete sentences based on the text.

1. How long has Marina lived in Lisbon?

2. How many times has Marina been to Paris?

3. What has Marina always wanted to see in London?

4. What has traveling taught Marina about the world?
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REAL USE

Mission Lab: Report a Lost ltem

Give the current problem and the last known detail

Model Exchange

Traveler: I have lost my phone.

Worker: What have you done so far?

Traveler: I have called it twice, but I haven't checked the bus yet.
Worker: When did you last use it?

Traveler: I used it on the number 12 bus at 5:40.
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A.

Final Task Lost Property Report

Choose a lost item. Work in pairs, then switch roles.

Traveler: describe the item, say two things you have tried, and state where/when you last
saw it.

Worker: ask for a description, attempts, last location, contact information, and one
clarifying detail.

Mission success: the worker can complete a clear verbal report without switching to
Portuguese.

~] Repair Challenge:
- If the worker's question is unclear, ask: Do you mean what I have done or where I last saw

it?

Al Mission — Lost Item Report:

In ChatGPT Voice, say: “Act as a lost property worker. I have lost an item. Ask one question
at a time about its appearance, what I have already done, and where I last saw it. Speak
slowly.” Offline: record a 60-second lost-item report and listen for the Present Perfect and
Simple Past.

Exit Check My Can-Do Checklist

O Ican report a recent problem that matters now.
O Ican explain what I have already tried.

O 1can give a specific past time and place.
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CHAPTER 4

Passing On Information: What They Said

Explain how long a problem has continued and accurately pass on what a worker,
teacher, or service agent said, told, or asked you.

STARTED IN THE PAST STILL CONTINUING NOW

The Present Perfect Continuous describes actions that started in the past and continue to the present.

+ Today's Mission:
Explain an ongoing service problem and tell another person exactly what the staff said, told,
or asked you.
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% Survival Phrase Kit

Describe duration I have been waiting for two hours. / The heater hasn't been working.
Report information | She said the technician was coming. / He told me to wait here.
Report a question They asked me whether I could change rooms.

Check accuracy Did you say today or tomorrow? / Let me check that I understood.

Teacher Read-Aloud: Hotel Maintenance Problem

Listen for the ongoing problem and three messages from hotel staff.

Mission Warm-up What Did the Staff Say?

Listen twice and report the information in your own words.

1. How long has the guest been waiting?

2. What did the receptionist say about the technician?

3. What did the manager ask?
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UNIT 4.1

Present Perfect — Advanced Uses

Present Perfect Continuous

We use the Present Perfect Continuous to talk about actions that started in the past and are
still continuing, or have just stopped with a visible result.

Affirmative Subject + have/has + been + verb-ing She has been studying all
day.
Negative Subject + have/has + not + been + verb- | I haven't been sleeping
ing well.
Interrogative | Have/Has + subject + been + verb-ing? Have you been waiting
long?
Key uses:

« Duration of an ongoing activity: I have been learning English for three years.
+ Recent activity with visible result: You're sweating! Have you been running?

« Temporary situations: He has been working at this company since January.

73

73/181



Incluir English Workbook — B4

Present Perfect with For and Since

We use for and since with the Present Perfect to talk about duration.

for a period of time (duration) for two hours, for six months, for a long time

since | a pointin time (starting point) since 2020, since Monday, since I was a child

Both work with Present Perfect Simple and Continuous:

I have lived here for five years.

« I have been living here since 2021.

She has worked at the hospital for ten years.

She has been working at the hospital since 2016.

FOR vs. SINCE

5 YEARS
2

FOR =< L

DURATION OF TIME

SINCE =0 >

|~
2019 FROM A STARTING POINT UNTIL NOW NOW

FOR refers to a period of time (duration); SINCE refers to a specific point in time (starting point).
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Present Perfect Simple vs Continuous

SIMPLE (COMPLETED RESULT)
I have read three books this month.

Eu li trés livros este més. (foco no resultado: 3 livros completos)

CONTINUOUS (ONGOING ACTIVITY)
I have been reading a really good book lately.

Eu tenho lido um livro muito bom ultimamente. (foco na atividade em andamento)

SIMPLE (PERMANENT STATE)
They have known each other for ten years.

Eles se conhecem ha dez anos. (verbos de estado usam Simple)

CONTINUOUS (TEMPORARY ACTIVITY)
They have been playing soccer since 3 o'clock.

Eles estao jogando futebol desde as 3 horas. (atividade tempordria em andamento)

SIMPLE (HOW MANY/HOW MUCH)
She has visited Paris twice.

Ela visitou Paris duas vezes. (quantidade definida)

CONTINUOUS (HOW LONG)
She has been travelling around Europe for two weeks.

Ela esta viajando pela Europa ha duas semanas. (duracgao da atividade)

Tip:

"I have lived here for 5 years' and "I have been living here for 5 years" are both
correct and have almost the same meaning. The Simple form suggests a more permanent
situation, while the Continuous form can suggest the situation might change. For most
everyday situations, both are acceptable.
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Exercise 1 Present Perfect Simple or Continuous?

Complete the sentences with the correct form of the verb in parentheses. Use the Present Perfect
Simple or Continuous.

1. She English since she was ten. (study)

2. 1 that museum three times. (visit)

3. Howlong for the bus? (you / wait)

4. We each other for over twenty years. (know)

5. It all morning. The streets are wet. (rain)

6. He five emails today. (write)

7. They in this city since 2019. (live)

8. Youlook tired. all night? (you / work)

9. 1 sushi. (never / try)

10. My sister at that school for six years. (teach)
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Exercise 2 Translate to English

Translate the sentences from Portuguese to English using the Present Perfect Simple or
Continuous.

1. Eu moro nesta cidade desde 2018.

2. Elaesta estudando para a prova o dia inteiro.

3. Nos ja visitamos o Rio de Janeiro duas vezes.

4. Ha quanto tempo voceé esti esperando?

5. Ele trabalha nesta empresa ha dez anos.

6. Eununca comi comida japonesa.
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UNIT 4.2

Reported Speech (Indirect Speech)

Direct vs Indirect Speech

When we report what someone said, we usually change the tense, pronouns, and time/place
words.

Direct speech: The exact words someone said, in quotation marks.

Reported speech: Telling someone what was said, without quotation marks.

What changes Direct Speech Reported Speech

Tenses "I like pizza." She said she liked pizza.
Pronouns "I am tired." He said he was tired.
Time words "I'll do it tomorrow." She said she would do it the next day.
Place words "I live here." He said he lived there.
Reporting Verbs

The most common reporting verbs are:

» said — He said (that) he was busy. (no person after "said")
» told — He told me (that) he was busy. (always needs a person)
» asked — She asked me if/whether I was coming. (for questions)

« explained — The teacher explained that the test was on Friday.

Note: The word "that" is optional in reported speech. "He said he was busy" and "He said that
he was busy" are both correct.
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Tense Backshift Table

Direct Speech (original Reported Speech

tense) (backshifted)

Present Simple Past Simple "I work" — He said he worked

Present Continuous Past Continuous "I'am working" — He said he was
working

Past Simple Past Perfect "I worked" — He said he had worked

Present Perfect Past Perfect "T have worked" — He said he had
worked

will would "T will help" — He said he would help

can could "I can swim" — He said he could swim

may might "I may come" — He said he might come

must had to "I must go" — He said he had to go

H DIRECT SPEECH |—  —{ REPORTED SPEECH |

She said she
liked pizza

In reported speech, we change the tense, pronouns, and time words when telling someone what was said.
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Direct to Reported Speech

STATEMENT
"I am very happy today." — She said she was very happy that day.

"Eu estou muito feliz hoje." — Ela disse que estava muito feliz naquele dia.

STATEMENT WITH WILL
"I will call you tomorrow." — He told me he would call me the next day.

"Eu vou te ligar amanha." — Ele me disse que me ligaria no dia seguinte.

STATEMENT WITH CAN

"I can speak three languages." — She said she could speak three
languages.

"Eu sei falar trés idiomas." — Ela disse que sabia falar trés idiomas.

YES/NO QUESTION
"Do you like music?" — He asked me if I liked music.

"Vocé gosta de miisica?" — Ele me perguntou se eu gostava de miisica.

WH- QUESTION
"Where do you live?" — She asked me where I lived.

"Onde vocé mora?" — Ela me perguntou onde eu morava.

PAST SIMPLE — PAST PERFECT
"I bought a new car." — He said he had bought a new car.

"Eu comprei um carro novo." — Ele disse que tinha comprado um carro novo.

1 Warning:
Common mistakes with reported questions: In reported questions, use statement
word order (subject before verb). Do NOT use question word order or question marks!

« Wrong: She asked me where did I live?

Correct: She asked me where I lived.
 Wrong: He asked me do I like music?

Correct: He asked me if I liked music.
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Dialogue and Its Reported Version

Ana and Pedro chat at the school cafeteria before heading to the library.

At the School Cafeteria (Direct Speech)

Ana: I am going to the library after lunch.

Pedro: Can I come with you? I need to return a book.

Ana: Of course! I will wait for you at the entrance.

Pedro: Great. Did you finish the history homework?

Ana: No, I haven't finished it yet. I will do it tonight.
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Reported Version

Narrator: Ana said she was going to the library after lunch. Pedro asked if he could come
with her because he needed to return a book. Ana said he could and that she
would wait for him at the entrance. Pedro asked her if she had finished the history
homework. Ana said she hadn't finished it yet and that she would do it that night.
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Exercise 3 Change to Reported Speech

Rewrite each sentence in reported speech. Use the reporting verb given in parentheses.

1. "I am learning to drive." (said)

2. "We will travel to Bahia next month." (told me)

3. "I can't find my keys." (said)

4. "Do you want some coffee?" (asked me)

5. "I bought a new phone yesterday." (told me)

6. "Where is the nearest pharmacy?" (asked)

7. "I have never been to Europe." (said)

8. "You must study harder for the exam." (told me)
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Exercise 4 Choose the Correct Reported Form

Select the correct way to report each sentence.
1. "Ilike this city." — She said ...

O a) she likes this city.
Ob) she liked that city.
O ¢) she had liked that city.

2. "Are you coming to the party?" — He asked me ...

O a) if I was coming to the party.
O b) wasI coming to the party.
O c¢) if was I coming to the party.

3. "I will help you tomorrow." — She told me ...

O a) she will help me tomorrow.
O b) she would help me the next day.

O c¢) she helped me tomorrow.
4. "Ican't swim." — He said ...

O a) hecan't swim.
O b) he couldn't swim.

O ¢) hedidn't can swim.
5. "Where did you buy this book?" — She asked me ...

O a) where did I buy that book.
O b) where I had bought that book.
O c¢) where had I bought that book.
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6. "I have finished my homework." — He told his mother ...

O a) he has finished his homework.
O b) he had finished his homework.
O ¢) he finished his homework.

Exercise 5 Complete the Reported Sentences

Complete each reported sentence with the correct form of the verb or word.

1. "Tam tired." — She said she tired.

2. "We are going to the beach." — They said they to the beach.

3. "Iwill call you later." — He told me he call me later.

4. "Do you speak English?" — She asked me I spoke English.

5. "I bought a new jacket." — He said he a new jacket.

6. "I can play the guitar." — She said she play the guitar.

7. "Where is the train station?" — He asked me where the train station

8. "I have never been to Salvador." — She said she had to Salvador.
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UNIT 4.3

Reading: News Report

Mariana receives her award at the National Science Competition.
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Local Student Wins National Science Competition

Read the news article and then convert the quotes to reported speech.

Mariana Costa, a 17-year-old student from Recife, has won first place in the National Science
Competition. She has been working on her project about renewable energy for over a year and

presented it at the event in Brasilia last weekend.

"I am very proud of this achievement," Mariana said after receiving her award. "I have

been researching solar energy since I was fifteen, and this prize means a lot to me."

Her teacher, Professor Silva, was also at the ceremony. "Mariana is an exceptional
student,” he said. "She has worked very hard on this project, and she deserves this

recognition." He added, "I will continue to support her research next year."

When asked about her future plans, Mariana replied, "I want to study environmental
engineering at university. I believe that renewable energy can change the future of Brazil." She

also told reporters, "I can't wait to start the next phase of my research."”

The competition organizer, Dr. Almeida, explained, "We received over 500 projects this
year. The quality was very impressive." He said, "Mariana's project stood out because of its

practical applications."

Mariana will receive a scholarship to attend a summer research programme in Germany.

She told her family, "This is the best day of my life!"

Original text for Incluir English Workbook
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Exercise 6 Convert to Reported Speech

Read the quotes from the text and rewrite them in reported speech.

1. Mariana: "I am very proud of this achievement."

2. Professor Silva: "Mariana is an exceptional student."”

3. Professor Silva: "I will continue to support her research next year."

4. Mariana: "I want to study environmental engineering at university."

5. Mariana: "This is the best day of my life!"
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REAL USE

Mission Lab: Relay the Message

Pass on the important information accurately

Model Exchange

Guest: I have been waiting since three.
Friend: What did the receptionist tell you?
Guest: She told me to return at six, and she said the new key would be ready.
Friend: Six today?
Guest: Yes. I asked her to write it down.
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Final Task Service Message Relay

Student A receives a message from the teacher. Student B was not present. Relay the
information, then switch.

A. Include: how long the problem has continued, what someone said, one instruction someone

gave, and one question someone asked.

B. Ask follow-up questions about the person, action, time, and place. Repeat the final message
back to check it.

v Mission success: Student B can repeat all four important details accurately.

@ Repair Challenge:
" Check one ambiguous detail: Did she say the technician is coming today or tomorrow?

2, Al Mission — Pass On a Service Message:
In ChatGPT Voice, say: “Act as a hotel receptionist. Give me three short instructions one at a
time. Then act as my friend and ask me to report what the receptionist said.” Offline: ask
someone to read three instructions, take notes, and report them to another person.

Exit Check My Can-Do Checklist

O Ican explain how long a problem has continued.
O Ican report what someone said, told, or asked me.

O I can check an unclear detail before passing it on.
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CHAPTER 5

Travel Disruptions: What Happened First

Use the Past Perfect and Simple Past to explain a travel problem in order, show its
cause, and ask what to do next.

. ARRIVED

27 TNA
PAST g ) @:,‘> NOW

She had already eaten when he arrived.

The Past Perfect describes an action that happened before another past action.

+ Today's Mission:
Explain a missed connection or delayed journey in a clear sequence and ask a travel worker
for the next option.
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% Survival Phrase Kit

Show the earlier event My flight had landed late. / The train had already left.

Connect the events By the time I arrived, . / After I had collected my bag,
Ask for a solution What should I do now? / Is there another train today?
Repair communication Let me explain the order. / Which event do you mean?

Teacher Read-Aloud: Missed Train Connection

Listen and put the traveler's events in order.

Mission Warm-up What Had Happened?

Listen twice. Number the events from 1 to 3, then answer the final question.

The train left. Ravi's flight landed. Ravi reached the station.

1.  Why did Ravi miss the train?

2. What solution did the worker offer?

UNIT 5.1
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Past Perfect (had + past participle)

Past Perfect: Formation

We use the Past Perfect to talk about an action that was completed before another action in the
past. It shows which event happened first.

Affirmative Subject + had + past participle She had finished her
homework.
Negative Subject + had not (hadn't) + past He hadn't eaten breakfast.
participle
Interrogative | Had + subject + past participle? Had you seen that movie
before?

Key point: The auxiliary verb is always had for all subjects (I, you, he, she, it, we, they). The
contraction is 'd (I'd, she'd, they'd).

Past Perfect: Usage

Use the Past Perfect when you want to make clear that one past action happened before another
past action.

« Action 1 (earlier): Past Perfect (had + past participle)

« Action 2 (later): Simple Past
Think of a timeline:
Past Perfect — — — Simple Past — — «— Now

(happened first) — (happened second) — (present)
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Examples: Two Past Actions

ACTION 1 BEFORE ACTION 2
When I arrived at the station, the train had already left.

Quando eu cheguei na estacdo, o trem ja tinha partido.

First: train left. Then: I arrived.

ACTION 1 BEFORE ACTION 2
She had studied English for three years before she moved to London.

Ela tinha estudado inglés por trés anos antes de se mudar para Londres.

First: studied English. Then: moved to London.

ACTION 1 BEFORE ACTION 2

By the time we got to the cinema, the film had started.

Quando chegamos ao cinema, o filme ja tinha comecado.

First: film started. Then: we got to the cinema.

ACTION 1 BEFORE ACTION 2
He hadn't finished his report when the boss asked for it.

Ele nao tinha terminado o relatério quando o chefe pediu.

First: didn't finish report. Then: boss asked for it.

QUESTION FORM
Had you ever visited Brazil before your trip last year?

Vocé ja tinha visitado o Brasil antes da sua viagem do ano passado?

Asking about an experience before another past event.

ACTION 1 BEFORE ACTION 2
They had never seen snow until they traveled to Canada.

Eles nunca tinham visto neve até viajarem para o Canadd.

First: never saw snow (all their life). Then: traveled to Canada.
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"When I arrived at the station, the train had already left."

Tip:

» before — She had left before I called.

» after — After he had eaten, he went out.

These signal words often appear with the Past Perfect:

» by the time — By the time we arrived, they had gone.

« already — I had already finished.

« when — When she got home, he had cooked dinner.

o until — They hadn't met until that party.

m_

had already Jja tinha

had never nunca tinha

had just tinha acabado de

by the time quando / até o momento em que
before antes de
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I had never tried sushi before.

He had just arrived when it started raining.

By the time I woke up, she had left.

He had eaten before the meeting started.



Incluir English Workbook — B4

m_

after depois de /que After they had finished, they went home.
until até I hadn't known the truth until she told me.
as soon as assim que As soon as I had packed, we left for the airport.

Exercise 1 Complete with the Past Perfect

Fill in the blanks with the Past Perfect form (had + past participle) of the verb in parentheses.

1. When we arrived at the restaurant, our friends dinner. (already / order)
2. She was tired because she well the night before. (not sleep)
3. By the time the teacher came, the students the exercise. (finish)
4. He didn't recognize the city because it so much. (change)
5. you ever abroad before that trip? (travel)
6. They Brazilian food before they visited Sao Paulo. (never / eat)
7. I couldn't get into the house because I my keys. (lose)
8. After she the book, she watched the movie adaptation. (read)
9. The match when we turned on the TV. (already / start)
10. We each other before the party last Saturday. (not meet)
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Exercise 2 Simple Past or Past Perfect?

Choose the correct option to complete each sentence.

1.  When I got home, my mother dinner.

O a) already cooked
O b) had already cooked
O c¢) has already cooked

2. She her keys, so she couldn't open the door.

@ a) lost
O b) hadlost
O ¢) haslost

3. After they lunch, they went for a walk.
Oa) had
Ob) hadhad

O ¢) havehad
4. 1 the book, so I knew the ending of the film.

O a) read
Ob) hadread
O c¢) wasreading

5. By the time the ambulance , the patient had recovered.

O a) arrived
O b) had arrived
O ¢) has arrived
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6. They never to a concert before that night.

O a) had... been
O b) have... been
O c¢) were... being
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UNIT 5.2

Past Perfect in Context

Past Perfect vs Simple Past: Choosing the Right One

Both tenses talk about the past, but they describe different moments:

Simple Past Past Perfect

A completed action in the past An action completed before another past action
The "main" past event in a story The "background" or "earlier" event

I arrived at 8 p.m. She had left at 7 p.m. (before I arrived)

We watched the film. I had read the book before we watched the film.

When do you NOT need the Past Perfect?

« When events are in chronological order and the sequence is clear: "I woke up, ate
breakfast, and went to school." (all Simple Past is fine)

« When only one past event is mentioned: "She left at 7." (Simple Past)
When DO you need the Past Perfect?

« When you mention the later event first: "When I arrived, she had already left."

« When you want to emphasize which event happened first: "I was sad because I had failed
the test."
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Dialogue: A Story About Last Weekend

Two Friends Catching Up on Monday

Lucas:

Mariana:

Lucas:

Mariana:

Lucas:

Mariana:

Lucas:

Mariana:

Hey, Mariana! How was your Saturday?

It was a disaster! When I arrived at the shopping centre, my friend had already
left.

Oh no! Why?

She waited for 30 minutes, but I didn't see her messages because my phone had
died.

Why did it die?

I forgot to charge it the night before. I felt so bad because she planned the whole
afternoon for us.

Did you call her later?

Yes! I charged my phone, called her, and we met up for dinner instead. It turned
out fine in the end.

Comparing Simple Past and Past Perfect

SIMPLE PAST (CHRONOLOGICAL)

She finished her work and then went home.

Ela terminou o trabalho e depois foi para casa.

Events in order — Simple Past is enough.

PAST PERFECT (LATER EVENT FIRST)

She went home after she had finished her work.

Ela foi para casa depois que tinha terminado o trabalho.

Later event mentioned first — Past Perfect shows which happened first.
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SIMPLE PAST (CHRONOLOGICAL)
He ate breakfast and drove to work.

Ele tomou café da manha e dirigiu para o trabalho.

Events in order — Simple Past is natural.

PAST PERFECT (EMPHASIZING SEQUENCE)
He drove to work after he had eaten breakfast.

Ele dirigiu para o trabalho depois de ter tomado café da manha.

Past Perfect clarifies the sequence.

PAST PERFECT (CAUSE AND EFFECT)
I was hungry because I hadn't eaten all day.

Eu estava com fome porque nao tinha comido o dia todo.

The Past Perfect explains the cause (earlier event) of the past situation.

THEN

[N U A

First: He had studied hard. Then: He passed the exam.

Remember:
The Past Perfect is the "past of the past". When you are telling a story in the Simple Past
and need to go back even further in time, use the Past Perfect. Think of it as a "flashback" in

a film.
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1.

Exercise 3 Put the Events in Chronological Order

Read each sentence carefully. The Past Perfect tells you which event happened first. Number the
events in the order they actually happened (1 = first, 2 = second).

"When Maria arrived at the airport, the plane had already taken off."

a) Maria arrived at the airport.

b) The plane took off.

"He passed the exam because he had studied very hard."

a) He studied very hard.

b) He passed the exam.

Al

"After the children had gone to bed, the parents watched a movie.'

a) The parents watched a movie.

b) The children went to bed.

"The streets were wet because it had rained all night."

a) The streets were wet.

b) It rained all night.

"By the time I called her, she had already heard the news."

a) I called her.

b) She heard the news.
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6.

"She couldn't pay for dinner because she had forgotten her wallet at home."

a) She forgot her wallet at home.

b) She couldn't pay for dinner.

Exercise 4 Simple Past or Past Perfect?

Complete the sentences with the correct form: Simple Past or Past Perfect. Think about which
action happened first.

1. Whenl (arrive) at the cinema, the film (already / start).
2. She (be) very happy because she (pass) the driving test.
3. After they (eat) lunch, they (go) to the park.
4. He (not know) the answer because he (not study) for
the test.
5. By the time we (get) to the party, most people (leave).
6. 1 (recognize) her because I (see) her photo online.
7. The garden was beautiful because my grandmother (plant) flowers all
spring.
8. Assoon as the rain (stop), the children (run) outside to
play.
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Exercise 5 Combine the Sentences

Combine each pair of sentences into one sentence using the Past Perfect and the word in
parentheses. The first event should be in the Past Perfect.

1. The train left. We arrived at the station. (when)

2. She finished her homework. She went out to play. (after)

3. They ate all the cake. I got to the party. (by the time)

4. He saved enough money. He bought a new phone. (before)

5. The concert ended. We found a taxi. (when)

6. Inever visited Paris. I went there last summer. (before)
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UNIT 5.3

Reading: The Missing Necklace

Detective Oliveira investigates the scene of the crime.
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The Missing Necklace

Read the story carefully and answer the questions below.

Detective Oliveira arrived at the Silveira mansion at exactly 9 p.m. on a cold Friday evening.
Mrs. Silveira had called the police an hour earlier because her diamond necklace was missing

from the bedroom safe.

When the detective entered the house, he noticed that the living room was in perfect
order. Mrs. Silveira explained that she had locked the necklace in the safe before going to a
dinner party at 6 p.m. When she returned at 8 p.m., the safe was open and the necklace was

gone.

The detective interviewed the three people who were in the house that evening. The
housekeeper, Dona Rosa, said she cleaned all the rooms before 5 p.m. and did not enter the
bedroom after that. The gardener, Carlos, said he finished his work at 4 p.m. and went home.

However, a neighbor told the detective that she saw Carlos near the back door at 7 p.m.

The detective examined the safe carefully. He noticed that someone had opened it without
forcing the lock. Only three people knew the combination: Mrs. Silveira, her husband (who was

traveling abroad), and Dona Rosa, who sometimes put away the jewelry.

After checking all the rooms, the detective found something interesting: there were fresh
muddy footprints near the bedroom window. It rained that afternoon, and the garden was wet.

He also discovered that someone had moved a ladder to the wall below the window.

Detective Oliveira called everyone to the living room. He explained that Carlos lied about
going home at 4 p.m. — the neighbor saw him at 7 p.m. Carlos had placed the ladder against
the wall and climbed through the window. But how did he open the safe without the
combination? The detective looked at Dona Rosa. She turned red. She admitted that she had
told Carlos the combination the week before. They planned the robbery together.

The mystery was solved. The necklace was found in Carlos's garden shed, where he had

hidden it under a pile of tools.
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Original story for Incluir English Workbook

Past Perfect in the Story — Why?

Past Perfect (earlier event) Simple Past (later event)

Mrs. Silveira had called the police The detective arrived at 9 p.m.

She had locked the necklace in the safe She went to a dinner party at 6 p.m.
Someone had opened the safe The detective examined it
Someone had moved a ladder to the wall The detective found the footprints
Carlos had placed the ladder He climbed through the window
Dona Rosa had told him the combination Carlos opened the safe

He had hidden the necklace The police found it in the shed

Exercise 6 True or False

Read each sentence. Write T (True) or F (False) based on the story.

1. Mrs. Silveira had locked the necklace in the safe before going to the dinner party.

2. The detective arrived before Mrs. Silveira called the police.

3. Carlos had told the truth about going home at 4 p.m.

4. Someone had forced the lock on the safe to open it.

5. Dona Rosa had given Carlos the safe combination before the robbery.
6. The detective found the necklace inside the house.
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Exercise 7 Answer the Questions

Answer the questions in complete sentences. Pay attention to the sequence of events.

1.  What had Mrs. Silveira done before going to the dinner party?

2. How did the detective know that Carlos had lied?

3. What evidence had the detective found near the bedroom window?

4. How had Carlos been able to open the safe?
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REAL USE

Mission Lab: Rebook the Journey

o
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Explain the sequence, then find the next option

Model Exchange

Traveler: My bus had broken down before I reached the station.
Worker: Had the train already left when you arrived?
Traveler: Yes. By the time I arrived, it had left. What should I do now?

Worker: You can use the same ticket on the next train at 8:20.
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Final Task Travel Help Desk

Choose a disruption: delayed flight, broken-down bus, long security line, or wrong platform.
Work in pairs and switch.

A. Traveler: explain three events in order, give the result, and ask for a solution.

B. Worker: ask what had happened first, confirm one detail, and offer two possible next steps.

v Mission success: the worker understands the cause and the traveler leaves with a clear new
plan.

@ Repair Challenge:
~ If the sequence becomes confusing, pause and say: Let me explain the order. First..., then...,
by the time...

2, Al Mission — Missed Connection:
In ChatGPT Voice, say: “Act as a station worker. I missed my connection. Ask me what had
happened before I arrived, then offer two solutions. Speak slowly and ask one question at a
time.” Offline: draw a three-event timeline and use it to explain the disruption to a partner.

Exit Check My Can-Do Checklist

O Ican explain which past event happened first.
O 1 can connect events with before, after, and by the time.

O 1 can ask a worker for the next option.
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CHAPTER 6

Customer Service: What Was Lost,
Canceled, or Declined

Use the Passive Voice to report what happened to a payment, reservation, order, or
personal item and request a practical solution.

ACTIVE PASSIVE

VERB
SUBJECT

Wt
NG

\,

chef cooks meal meal is cooked by chef

Active Voice vs Passive Voice — Who does the action? Who receives it?

+ Today's Mission:

Report a payment, booking, delivery, or lost-item problem, answer follow-up questions, and
request a solution politely.
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£ Survival Phrase Kit

Report the problem My card was declined. / My reservation has been canceled.

Describe an incorrect I was charged twice. / I was served the wrong dish.

result

Request action Can the payment be checked? / Could a new room be arranged?

Repair communication Could you explain why it was canceled? / What do you mean by
“pending”?

Teacher Read-Aloud: Canceled Hotel Booking
Listen for what was canceled, what was processed, and the solution.

Mission Warm-up What Happened to the Booking?

Listen twice and write short answers.

1. What was canceled?

2. What had already been processed?

3. How was the problem resolved?
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UNIT 6.1

Passive Voice — Formation

Active vs Passive — Structure

In an active sentence, the subject performs the action. In a passive sentence, the subject
receives the action.

Active Subject + verb + object The chef prepares the meal.

Passive | Subject + be + past participle (+ by agent) | The meal is prepared by the chef.

Key formula: Subject + form of be + past participle (+ by + agent)

« The object of the active sentence becomes the subject of the passive sentence.
» The subject of the active sentence becomes the agent (introduced by "by").

« The verb changes to be + past participle.

Passive Voice in Different Tenses

The form of be changes according to the tense, but the main verb is always in the past
participle form.

Present Simple am/is/are + past participle Coffee is grown in Brazil.
Past Simple was/were + past participle The letter was written yesterday.
Present Perfect has/have been + past The report has been finished.
participle
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Future (will) will be + past participle The results will be announced
tomorrow.

Present Continuous am/is/are being + past The road is being repaired right now.
participle

Past Continuous was/were being + past The house was being painted when I
participle arrived.

Modal modal + be + past participle This form must be signed by a parent.

(can/must/should)

[0,
OB iEl Eiﬁli [ @ @
Ihls fliny e
® & % »
PAST PRESENT FUTURE
was built is being repaired will be opened

The passive voice across tenses — the form of "be" changes, but the past participle stays the same.

Active to Passive — Transformation Examples

PRESENT SIMPLE

Active: Millions of people speak English worldwide.

Passive: English is spoken by millions of people worldwide.

PAST SIMPLE
Active: Alexander Graham Bell invented the telephone.

Passive: The telephone was invented by Alexander Graham Bell.
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PRESENT PERFECT
Active: Someone has stolen my bicycle.

Passive: My bicycle has been stolen.

FUTURE (WILL)

Active: The company will deliver the package tomorrow.

Passive: The package will be delivered tomorrow.

PRESENT CONTINUOUS
Active: Workers are building a new bridge.

Passive: A new bridge is being built.

MODAL (MUST)

Active: Students must complete the assignment by Friday.

Passive: The assignment must be completed by Friday.

STEP 1: Active Voice
The cat chased the mouse.

SUB.JECT VERB OBJECT Q

STEP 2: Transform

OBJECT moves to SUBJECT position
SUBJECT becomes BY + AGENT

STEP 3: Passive Voice
The mouse was chased by the cat.
~ suekct BE+PASTPARTICIPLE | BY + AGENT

How to transform a sentence from active to passive voice — step by step.
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Tip:
Use the passive voice when:

» The agent is unknown: "My car was stolen last night." (We don't know who did it.)

« The agent is unimportant: "The windows are cleaned every week." (It doesn't
matter who cleans them.)

» The agent is obvious: "The suspect was arrested." (Obviously by the police.)

+ You want to emphasize the action or result: "A new hospital has been built in the
city center."

119

1197181



Incluir English Workbook — B4

Exercise 1 Rewrite in the Passive Voice

Rewrite each active sentence in the passive voice. Keep the same tense.

1. They clean the classrooms every day. (Present Simple)

2. A famous architect designed this building. (Past Simple)

3. The government has approved the new law. (Present Perfect)

4. They will announce the winner next week. (Future)

5. Someone broke the window during the storm. (Past Simple)

6. People speak Portuguese in Brazil. (Present Simple)

7. The police have arrested two suspects. (Present Perfect)

8. Workers are repairing the road right now. (Present Continuous)
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Exercise 2 Complete with the Correct Passive Form

Fill in the blanks with the correct passive form of the verb in parentheses. Pay attention to the
tense indicated.

1. English in many countries around the world. (speak — Present Simple)
2. The pyramids thousands of years ago. (build — Past Simple)
3. The homework by Monday. (must / submit)
4. A new shopping center near our school. (build — Present Continuous)
5. The email to all employees yesterday. (send — Past Simple)
6. Three new teachers this year. (hire — Present Perfect)
~. The concert at the stadium next Saturday. (hold — Future)
8. This song for free. (can / download)
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UNIT 6.2

Passive Voice — Usage and Practice

Passive with "by" Agent vs Without

In passive sentences, the agent (the person or thing doing the action) is introduced by "by".

However, the agent is often omitted.

Include
Ilbyll?
Agent is important or Yes This novel was written by George Orwell.
specific
Agent is unknown No My phone was stolen. (We don't know who
did it.)
Agent is obvious No The criminal was arrested. (Obviously by the
police.)
Agent is people in general | No Rice is eaten all over Asia. (By people in
general.)

Passive in Formal and Academic Writing

The passive voice is very common in:

+ News reports: "Three people were injured in the accident.”

« Academic writing: "The experiment was conducted over six months."

L[]

Official documents: "Applications must be received by December 1st."

» Signs and notices: "Smoking is not permitted in this area."

Using the passive makes the writing sound more objective and impersonal.
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A city tour — the passive voice is often used to describe historical facts and landmarks.

Dialogue: A City Tour

A Tour Guide Describes the City

Guide:

Tourist:

Guide:

Tourist:

Guide:

Tourist:

Guide:

Tourist:

Welcome to Ouro Preto! This city was founded in 1711 and was named a UNESCO
World Heritage Site in 1980.

It's beautiful! Who designed these churches?

Most of the churches were designed by Aleijadinho. The sculptures were also
carved by him.

What about this bridge? When was it built?

This bridge was built in the 18th century. It has been restored several times over
the years.

And that building over there? It looks like it is being renovated.

Yes, it is being restored right now. The project will be completed by next year. The
building will be turned into a museum.

That's wonderful! This city should be visited by everyone!
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1 Common Mistakes:

 Wrong past participle: "The book was wrote" — "The book was written"
 Wrong form of "be": "The letters was sent" — "The letters were sent"

« Using active form instead of passive: "The cake made by my mother" — "The cake
was made by my mother"

« Double passive: "It was been done" — "It was done" or "It has been done"
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1.

Exercise 3 Choose the Correct Passive Form

Select the correct option to complete each sentence.

The Mona Lisa by Leonardo da Vinci.

O a) painted
O b) was painted
O ¢) is painted

The new hospital next year.

O a) will be opened
O b) will opened
O ¢) isopened

Several mistakes in the report.

O a) hasbeen found
O b) have been found

O ¢) were been found
The windows every Friday.

O a) are cleaned
O b) iscleaned
O ¢) cleaned

The road when we drove past.

O a) is being repaired
O b) was being repaired
O ¢) has been repaired
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6. This form in black ink.

O a) should be filled in
Ob) should filled in
O ¢) should be fill in

Exercise 4 Match Active and Passive Sentences

Match each active sentence (left) with its correct passive version (right). Write the letter in the
box.

1. Shakespeare wrote Hamlet. a) The tests were corrected by the
teacher.
2. They make cars in Japan.
b) Cars are made in Japan.
3. Someone has eaten my sandwich.
¢) A new park is being built.
4. They will publish the book next
month. d) The book will be published next
month.
5. People grow coffee in Colombia.
e) My sandwich has been eaten.
6. The teacher corrected the tests.
f) Hamlet was written by
7. You must wear a helmet. Shakespeare.

8. They are building a new park. g) Coffee is grown in Colombia.

h) A helmet must be worn.

1 2. 3
4 5. 6
7 8.
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Exercise 5 Rewrite the Passage in the Passive Voice

Read the paragraph below. It is written in the active voice. Rewrite it using the passive voice
where possible. You may omit the agent when it is not important.

Active version:
Workers built the new school in 2020. The government funded the project. An Italian architect
designed the building. They painted the walls white and blue. They planted trees around the

school. People consider it one of the best schools in the city.

Write the passive version:
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READING

The Story of Machu Picchu

Machu Picchu — the Lost City of the Incas, rediscovered in 1911.
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Machu Picchu: The Lost City of the Incas

Read the text carefully, then complete the exercises below.

Machu Picchu is an ancient Incan city located high in the Andes Mountains of Peru. It was
built around 1450, during the height of the Inca Empire, but it was abandoned about a
hundred years later when the Spanish conquered the region. For centuries, the city was hidden

by thick jungle and was forgotten by the outside world.

The city was rediscovered in 1911 by the American explorer Hiram Bingham. He was led to
the site by a local farmer who knew about the ruins. When Bingham arrived, the buildings were
covered with vegetation, but the stone walls were still standing. The discovery was reported in

newspapers around the world, and Machu Picchu quickly became famous.

Since then, the site has been studied by archaeologists and historians. It is believed that
Machu Picchu was used as a royal estate for Inca emperors. The city was designed with great
skill: the stones were cut so precisely that no mortar was needed to hold them together. Water

was brought to the city through a system of channels that were carved into the mountain.

Today, Machu Picchu is visited by more than a million tourists every year. It was named a
UNESCO World Heritage Site in 1983, and in 2007 it was chosen as one of the New Seven
Wonders of the World. However, the site is being damaged by the large number of visitors.
New rules have been introduced to protect it: the number of daily visitors has been limited, and

certain areas have been closed to the public.

Machu Picchu is considered one of the most important archaeological sites in the world. It
must be preserved for future generations so that the incredible achievements of the Inca

civilization can be appreciated by all.

Original text for Incluir English Workbook
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Exercise 6 True or False

Read each sentence. Write T (True) or F (False) based on the text.

1. Machu Picchu was built by the Spanish.

2. The city was rediscovered in the 20th century.

3. Hiram Bingham found the ruins completely alone.

4. The stones at Machu Picchu were held together with mortar.

5. Machu Picchu was named a UNESCO World Heritage Site in 2007.
6. New rules have been introduced to protect the site from damage.
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Exercise 7 Find the Passive Voice

Read the text again. Find and write down 8 examples of passive voice structures from the text.
Include the full passive verb phrase (e.g., "was built").
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REAL USE

Mission Lab: Solve a Service Problem

State what happened and ask for a concrete next step

Model Exchange

Customer: I was charged twice for this order.
Agent: Was the same card used both times?
Customer: Yes. Can the second charge be refunded?
Agent: Yes. The refund will be processed today.

Customer: Could you write down the reference number?
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Final Task Customer Service Roleplay

Choose one problem: card declined, charged twice, reservation canceled, wrong dish served
despite an allergy, wrong item delivered, or bag stolen. Work in pairs and switch.

A. Customer: state the problem, give two details, answer follow-up questions, and ask for a

concrete solution.

B. Agent: confirm what happened, ask two questions, explain what can be done, and give a
reference or time frame.

v Mission success: both people agree on the problem, action, and next step.

~] Repair Challenge:
- Ask for a clearer explanation or proof: What do you mean by “pending”? / Could that be
written down?

% Al Mission — Customer Service Problem:
In ChatGPT Voice, say: “Act as a customer service agent. My payment or reservation has a
problem. Ask one question at a time, then offer a solution and a time frame. Speak slowly.”
Offline: choose a receipt or imaginary booking and practice explaining the problem to a

partner.

Exit Check My Can-Do Checklist

O Ican report what happened to a payment, reservation, order, or item.
O I can answer service follow-up questions.

O Ican request and confirm a solution.
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CHAPTER 7

Finding What You Need: People, Places, and
Purpose

Use relative clauses and for/to to identify the right person, place, object, or service
when you do not know its exact name.

—

RELATIVE PRONOUN REFERS TO
WHO people
WHICH things
WHERE places
WHEN time
WHOSE possession

Relative pronouns and what they refer to

+ Today's Mission:

Ask for a person, place, or object when you do not know its name, explain its purpose, and
confirm that you found the right one.
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£ Survival Phrase Kit

Identify a person I need someone who can help with my booking.
Identify a place Where is the place where I can buy a bus card?
Identify an object I need medicine that helps with headaches. / I need food that doesn't

contain peanuts.

Explain purpose Is this medicine for a sore throat? / I need a key to open the locker.
Repair Is that the building which is beside the bank? / Could you point to it?
communication

Teacher Read-Aloud: Community Information Desk

Listen for the person, place, object, and purpose.
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Mission Warm-up Find the Right Service

Listen twice and complete the information.

1. Which person does Elena need?

2. Where should she go?

3. What is the blue form for?

UNIT 7.1

137

137 /181



Incluir English Workbook — B4

Defining Relative Clauses

Relative Pronouns

Relative pronouns introduce relative clauses. They connect extra information to a noun in the

main sentence.

who people The teacher who teaches us English is from London.
which things / animals The book which I bought is very interesting.

that people or things The movie that we watched was exciting.

where places The city where I was born is very small.

when time I remember the day when we first met.

whose possession The girl whose bag was stolen called the police.

Defining Relative Clauses: Essential Information

A defining relative clause gives essential information about the noun. Without it, we don't
know which person, thing, or place we are talking about.

« No commas around the clause
¢ You can use who, which, or that

» The clause cannot be removed without changing the meaning
Structure: noun + relative pronoun + rest of clause

The woman who lives next door is a doctor. (Which woman? The one who lives next door.)
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> Defining Clause

THE WOMAN WHO
WEARS GLASSES

Example: The woman who wears glasses is my teacher.

A defining relative clause tells us exactly which person or thing we mean

Examples: Defining Relative Clauses

WHO (PEOPLE)
The students who study hard usually get good grades.

Os alunos que estudam bastante geralmente tiram boas notas.

WHICH (THINGS)
The phone which I lost was brand new.

O celular que eu perdi era novo.

THAT (PEOPLE OR THINGS)
She is the friend that helped me with the project.

Ela é a amiga que me ajudou com o projeto.

WHERE (PLACES)
This is the park where we play soccer.

Este é o parque onde jogamos futebol.

WHEN (TIME)
Do you remember the summer when we went to Bahia?

Vocé lembra do verao em que fomos para a Bahia?
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WHOSE (POSSESSION)
The man whose car broke down called a mechanic.

O homem cujo carro quebrou chamou um mecanico.

Tip:
°  "that" vs "which" — when are they interchangeable?

« In defining clauses, you can use that or which for things: "The book that/which I
read was great."

« In non-defining clauses (Unit 7.2), you must use which, never that.

» For people, use who or that in defining clauses.

Exercise 1 Choose the Correct Relative Pronoun

Fill in the blanks with the correct relative pronoun: who, which, that, where, when, or

whose.
1. The girl sits next to me speaks three languages.
2. The movie we watched last night was really funny.
3. Thisis the restaurant my parents had their first date.
4. The boy father is a pilot wants to fly planes too.
5. Iremember the day I started learning English.
6. The cake she made for the party was delicious.
The people live in that building are very friendly.
8. The school I study has a big library.
9. The woman dog ran away is looking for it everywhere.
10. December is the month we celebrate Christmas.
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Exercise 2 Combine the Sentences

Combine each pair of sentences into one sentence using a relative pronoun (who, which, that,
where, when, or whose).

1. The teacher is very kind. She teaches us science.

2. Ibought a book. The book has 300 pages.

3. That is the hospital. My mother works there.

4. The boy won the prize. His essay was the best.

5. July is the month. Schools are on holiday then.

6. The dog is very playful. It lives next door.
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UNIT 7.2

Non-Defining Relative Clauses

Non-Defining Relative Clauses: Extra Information

A non-defining relative clause gives extra, non-essential information about the noun. The
sentence still makes sense without it.

« Commas before and after the clause
¢ You can use who or which, but NOT "that"

» The clause can be removed without changing the main meaning
Structure: noun + , + relative pronoun + rest of clause + ,

My sister, who lives in Rio, is visiting us next week. (We already know which sister.)

DEFINING NON-DEFINING

The book that | My sistery who

bought is great. lives in Londong,
is doactor.

Defining clauses identify; non-defining clauses add extra information
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Defining vs Non-Defining: See the Difference

DEFINING (ESSENTIAL)

The brother who lives in London is a doctor.

Meaning: I have more than one brother. This identifies WHICH one.

NON-DEFINING (EXTRA INFO)
My brother, who lives in London, is a doctor.

Meaning: I have one brother. The London detail is bonus information.

DEFINING (ESSENTIAL)

The car that was parked outside belongs to my neighbor.

Meaning: Which car? The one parked outside.

NON-DEFINING (EXTRA INFO)
My car, which is a blue Toyota, needs a new tire.

Meaning: I have one car. The blue Toyota detail is extra.

NON-DEFINING WITH "WHERE"

Salvador, where my grandmother lives, is a beautiful city.

Meaning: Salvador is already identified. The grandmother detail is extra.

1 Warning:
Commas matter! They change the meaning completely:

« My brother who lives in London = I have several brothers; this one lives in
London.

« My brother, who lives in London, = I have one brother; he happens to live in
London.
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, |
rTOP: My brother who lives in Paris is
visiting.
l—> (NOTE: | have more than one brother.)

BOTTOM: My brother, who lives in Paris, is
visiting.
iy (NOTE: | have only one brother.)

Commas signal non-defining clauses -- they hold the extra information

Remember:
Non-defining = extra info you could remove and the sentence still works. Try

removing the relative clause: if the sentence still makes sense and identifies the noun clearly,

<%

it is non-defining and needs commas.
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Exercise 3 Add Commas Where Needed

Read each sentence. If it contains a non-defining relative clause, rewrite it with commas in the
correct places. If it is defining, write "No commas needed."

1. My mother who is a nurse works at the hospital.

2. The students who passed the exam will receive a certificate.

3. Brazil which is the largest country in South America has many beautiful beaches.

4. The boy who broke the window has to pay for it.

5. Our English teacher who is from Canada is very patient.

6. The restaurant where we ate last night was very expensive.

7. The Amazon River which flows through Brazil is the longest river in the world.

8. People who exercise regularly tend to be healthier.
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1.

Oa)
Ob)
Oc)

Oa)
Ob)
Oc)

Exercise 4 Choose the Correct Option

Select the correct sentence in each group.

My sister, that lives in Brasilia, is a lawyer.
My sister, who lives in Brasilia, is a lawyer.

My sister who lives in Brasilia, is a lawyer.

The students who study hard get better results.
The students, who study hard, get better results.

The students which study hard get better results.

The Eiffel Tower, that is in Paris, is very famous.
The Eiffel Tower which is in Paris is very famous.

The Eiffel Tower, which is in Paris, is very famous.

The man whose wife is a dentist lives on our street.
The man who's wife is a dentist lives on our street.

The man whom wife is a dentist lives on our street.

The city where I grew up is near the coast.
The city which I grew up is near the coast.

The city when I grew up is near the coast.

Portuguese, that is spoken in Brazil, is a beautiful language.
Portuguese, which is spoken in Brazil, is a beautiful language.

Portuguese which is spoken in Brazil is a beautiful language.
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Exercise 5 Complete with the Correct Relative Pronoun and Commas

Fill in the blanks with who, which, that, where, or whose. Add commas where necessary for
non-defining clauses.

1. The teacher gave us homework is absent today.

2. My best friend lives in Curitiba is coming to visit.

3. The laptop I use for school is very old.

4. The Amazon rainforest covers a huge area is home to

millions of species.

5. The park we play soccer is closed today.

6. My grandmother cooking is famous in the family taught

me how to make brigadeiro.

7. The people arrived late missed the beginning of the show.
8. Carnival is celebrated every year is the biggest festival
in Brazil.
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UNIT 7.3

Forvs To

Why is this confusing?

In Portuguese, "para" translates to both for and to in English. But they are used in different
situations!

TO — Direction, Destination, or Purpose (with a verb)

Use to when talking about:

« Direction / destination: where someone or something goes
o Purpose with a verb: why someone does something (to + verb)

« Giving / telling / sending: the person who receives

DIRECTION / DESTINATION
I go to school every day.

Eu vou para a escola todos os dias.

DIRECTION / DESTINATION

She moved to Sao Paulo last year.

Ela se mudou para Sao Paulo no ano passado.

PURPOSE (TO + VERB)
I study English to get a better job.

Eu estudo inglés para conseguir um emprego melhor.

PURPOSE (TO + VERB)
He went to the shop to buy milk.

Ele foi a loja para comprar leite.

148

148 /181



Incluir English Workbook — B4

GIVING / RECEIVING
I gave the book to my sister.

Eu dei o livro para a minha irma.

FOR — Benefit, Duration, or Purpose (with a noun)

Use for when talking about:

« Benefit / who it's meant for: the person who benefits
« Purpose with a noun: what something is used for (for + noun)
« Duration: how long something lasts

« Reason: the reason for something (for + noun / -ing)

BENEFIT
This present is for you.

Este presente é para vocé.

BENEFIT
I made dinner for the family.

Eu fiz jantar para a familia.

PURPOSE (FOR + NOUN)
This bag is for books.

Esta bolsa é para livros.

DURATION
I lived in Recife for five years.

Eu morei em Recife por cinco anos.

REASON
Thank you for helping me.
Obrigado(a) por me ajudar.
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! The Key Purpose with a VERB — TO: I came here to study. (to + verb)

Difference Purpose with a NOUN — FOR: This knife is for cutting bread. (for +

noun/-ing)
Destination — TO: I'm going to the park.

Benefit — FOR: I bought flowers for my mother.

Exercise 6 For or To?

Complete each sentence with for or to.

1. I 'went to the supermarket buy some fruit.

2. This cake is your birthday.

3. She traveled Rio de Janeiro last weekend.

4. Iwaited two hours at the bus stop.

5. He called the restaurant make a reservation.

6. Thank you coming to my party.

7. Ineed apen write my name.

8. This room is meetings.

9. Can you send this email the teacher?

10. I've been studying English three years.
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UNIT 7.4

Reading: My Neighborhood
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Vila Nova -- a peaceful Brazilian neighborhood
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The Place Where | Live

Read the text and answer the questions below.

I live in a neighborhood called Vila Nova, which is in the south of Belo Horizonte. It is a quiet
area where many families have lived for generations. The street where my house is located has

tall mango trees that give shade in the summer.

My next-door neighbor is Dona Rosa, who has lived here for over forty years. She is the
person whose garden is always full of flowers. Everyone in the street knows Dona Rosa, who
makes the best cheese bread in the neighborhood. On Sundays, the smell that comes from her

kitchen is incredible.

There is a small bakery on the corner which opens at six in the morning. The baker, whose
name is Seu Jorge, is a man who wakes up at four every day to prepare fresh bread. The bread
that he makes is famous in our area. People who live in other neighborhoods sometimes come

just to buy his pao de queijo.

The local school, which was built in 1985, is where most children in the area study. The
playground where the kids play after school has a big mural that was painted by the students.
My favorite place in the neighborhood is the small square where old men play dominoes in the

afternoon. It is a peaceful spot where time seems to slow down.

Vila Nova, which may not be the most modern neighborhood in the city, is a place where
people know each other and help their neighbors. It is the kind of community that makes you

feel at home.

Original text for Incluir English Workbook
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Exercise 7 Find and Classify

Find six relative clauses in the text. Write the clause and classify it as defining (D) or non-
defining (ND).

1. Clause:
Type:
2. Clause:
Type:
3. Clause:
Type:
4. Clause:
Type:
5. Clause:
Type:
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6. Clause:

Type:

Exercise 8 Answer the Questions

Answer the questions in complete sentences based on the text.

1. What is special about Dona Rosa?

2. Why do people from other neighborhoods visit the bakery?

3. What is the narrator's favorite place in the neighborhood, and why?

4. What kind of community is Vila Nova, according to the text?
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REAL USE

Mission Lab: Find the Right Person or Place

Describe what you need even when you do not know its name

Model Exchange

Newcomer: Iam looking for the place where I can renew my bus card.
Volunteer: You need the office that is inside Central Station.
Newcomer: Is that the station which is across from the museum?
Volunteer: Yes. Use the machine to print a queue number.

Newcomer: Isthe number for the service desk?
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A.

Final Task Information Desk Challenge

Student A chooses three needs without saying the exact service name. Student B identifies and
describes the right person, place, or object. Then switch.

Possible needs: find medicine for a headache, find food that is safe for an allergy, report a lost
phone, print a ticket, speak to a manager, charge a device, or complete a visitor form.

Give a useful description with who, which/that, or where, then explain what the service or
object is for.

Mission success: Student A identifies all three services and confirms the final location or

purpose.

Repair Challenge:
If you still do not understand, ask the speaker to point, draw, or compare: Could you point to
it? / Is it the place which is beside the bank?

Al Mission — Describe What You Need:

In ChatGPT Voice, say: “Act as a city information volunteer. I will describe a person, place, or
object without saying its name. Guess what I need, ask follow-up questions, and give simple
directions.” Offline: play the same guessing game with six service words on paper.

Exit Check My Can-Do Checklist

O Ican identify a person, place, or thing with a relative clause.
O Ican explain what an object or service is for.

O 1 can confirm that I understood the correct location or purpose.
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CHAPTER 8

A Day Abroad: Final Survival Mission

Use everyday phrasal verbs and natural word combinations to move through a
complete day of travel, services, instructions, and unexpected problems.

T rurn B &Qﬂ

LOOKUP  "or " [Lo| GIVEUP

Verb Particle Verb Particle Verb Particle

L\

\

A A

Phrasal verbs: when a verb meets a particle, a new meaning is born!

+ Today's Mission:
Complete a “day abroad” simulation: follow travel instructions, check in, fill out information,
solve a service problem, and keep communicating when something is unclear.
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% Survival Phrase Kit

W Useful language

Travel Where do I get off? / Where can I pick up my bag?

Arrival I need to check in. / Do I have to fill out this form?

Instructions Should I hand this in here? / I am trying to figure out the machine.
Problems We have run out of ____. / The system has broken down.

Repair Could we go over that again? / Which part should I fill in?

Teacher Read-Aloud: Morning Arrival Instructions

Listen for four actions and the order in which the traveler must do them.

Mission Warm-up Follow the Instructions

Listen twice. Number the actions from 1 to 4.

hand in the visitor form get off at Central Square fill out the form pick up a
badge

1. What phrase did Alex use when the instructions were unclear?

UNIT 8.1
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Phrasal Verbs

What Are Phrasal Verbs?

A phrasal verb is a verb combined with a particle (a preposition or adverb) that creates a new
meaning different from the original verb.

look look up search for information
give give up stop trying
turn turn on activate / start a device

You cannot guess the meaning of a phrasal verb from its individual words. Look up does not
mean "look at the sky" — it means "search for information."

Separable vs. Inseparable Phrasal Verbs

Separable phrasal verbs allow the object to go between the verb and the particle:

o Turn off the light. / Turn the light off. (Both correct)
« With pronouns, you must separate: Turn it off. (NOT "Turn off it.")

Inseparable phrasal verbs keep the verb and particle together — the object always comes after:

o Iran into my teacher at the mall. (NOT "I ran my teacher into.")

¢ She looks after her little brother. (NOT "She looks her little brother after.")
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SEPARABLE INSEPARABLE
CTU RN OFF the TV «/ CLOOK AFTER the baby </
TURN the TV OFF «/ LOOK the baby AFTER $%
ot

Separable vs. Inseparable: can you split the verb and the particle?

Common Phrasal Verbs

Daily Life

wake up stop sleeping acordar inseparable
turn on / turn off | activate / deactivate ligar / desligar separable
pick up lift; collect someone pegar; buscar alguém separable
put on wear; place on body vestir; colocar separable
take off remove (clothing); depart (plane) tirar (roupa); decolar separable
throw away discard; put in the bin Jjogar fora separable
run out of have no more of something ficar sem inseparable
Work & Study

look up search for information pesquisar; procurar separable
find out discover information descobrir separable
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figure out solve; understand entender; resolver separable
hand in submit (assignment) entregar (trabalho) separable
give up stop trying desistir inseparable
carry on continue continuar inseparable
Relationships

get along with have a good relationship se dar bem com inseparable
look after take care of cuidar de inseparable
run into meet by chance encontrar por acaso inseparable
let down disappoint decepcionar separable
bring up mention a topic; raise a child mencionar; criar (filho) | separable
come across find by accident encontrar por acaso inseparable

Examples in Context

SEPARABLE (NOUN OBJECT)
Can you pick up the kids from school today?

Vocé pode buscar as criancas na escola hoje?

SEPARABLE (PRONOUN — MUST SPLIT)
I forgot my jacket. I need to go back and pick it up.

Esqueci minha jaqueta. Preciso voltar e pegd-la.

INSEPARABLE
She looks after her grandmother every weekend.

Ela cuida da avoé todo fim de semana.
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WORK CONTEXT
I need to hand in my report by Friday.

Preciso entregar meu relatorio até sexta-feira.

NO MORE LEFT
We've run out of milk. Can you buy some?

Ficamos sem leite. Vocé pode comprar?

UNEXPECTED MEETING
I ran into my old teacher at the supermarket yesterday.

Encontrei meu antigo professor no supermercado ontem.

WAKE UP

PICK UP TURN OFF

Phrasal verbs in your daily routine: wake up, put on, pick up, turn off

Tip:
With separable phrasal verbs, both positions work with nouns: "Turn the light off" or "Turn
off the light." But with pronouns, you MUST separate:

e Turn it off. (CORRECT)
e Turn off it. (WRONG)
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Exercise 1 Complete with the Correct Phrasal Verb

Fill in each blank with the correct phrasal verb from the box. Use the correct form (tense and

10. The teacher asked us to

person).
WORD BANK
give up look up turn off run into find out pick up
get along with throw away look after carry on
1. Ididn't know the word, so I in the dictionary.
2. Please the TV. It's time to study.
3. Don't ! The exam is difficult, but you can do it.
4. 1 my old neighbour at the shopping centre yesterday.
5. Canyou some bread on your way home?
6. She that her flight was cancelled when she arrived at the airport.
7. My grandmother my little cousin every afternoon.
8. These old magazines are useless. Let's
9. Doyou your classmates?

with the exercise while she answered the phone.

164

164 /181




Incluir English Workbook — B4

Exercise 2 Match the Phrasal Verb to Its Meaning

Match each phrasal verb (left) with its correct meaning (right). Write the letter in the space

provided.

1. bringup a) disappoint someone

2. come across b) submit (an assignment)
3. letdown c¢) find by accident

4. figure out d) remove (clothing)

5. handin e) mention a topic

6. puton f) have no more of something
7. take off g) solve or understand

8. runoutof h) stop sleeping

9. wake up i) wear; place on body
10. turnon j) activate a device

1 2. 3

4 5 6

7 8. 9

10.
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Exercise 3 Choose the Correct Phrasal Verb

Select the correct phrasal verb to complete each sentence.

1. The plane at 6 a.m. and landed in London at noon.

O a) took off
O b) puton
O ¢) turnedon

2, 1 an interesting article about climate change while reading the newspaper.

O a) raninto

O b) came across
O c¢) looked up

3. He promised to help, but he me . He never showed up.

O a) let...down
Ob) gave ... up
OF) brought ... up

4. It took me a long time to the answer to the puzzle.

O a) handin
O b) carryon
O ¢) figure out

5. Mysister and I very well. We never fight.

O a) look after
O b) getalong
O ¢) bring up
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6. We sugar, so I need to go to the shop.

O a) threw away
O b) ran out of
Oo) picked up
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UNIT 8.2

Collocations

What Are Collocations?

Collocations are natural word combinations that native speakers use together. They sound
"right" to a native ear, even though other combinations might be grammatically correct.

Natural (Correct) Unnatural (Incorrect)

make a decision do a decision
take a shower make a shower
do homework make homework
have a conversation do a conversation

There is no grammar rule for collocations — they are learned through exposure and practice.

Types of Collocations

mm

Verb + Noun make/do/take/have + make a mistake, do a favour, take a
noun break
Adjective + Noun | adjective + noun heavy rain, strong coffee, fast food
Adverb + adverb + adjective highly unlikely, deeply concerned, fully
Adjective aware
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MAKE

DO

TAKE | HAVE

a decision | homework | a photo | a shower
a mistake | exercise | abreak lunch
progress | the dishes | notes fun

The Big Four: MAKE, DO, TAKE, and HAVE with their most common noun partners

Common Collocations

Collocation Example Sentence

MAKE + noun

make a mistake

make a decision

make friends

make progress

make an effort

DO + noun

do homework

do exercise

do business

do a favour

cometer um erro

tomar uma decisao

fazer amigos

fazer progresso

fazer um esforco

fazer licao de casa

fazer exercicio

fazer negocios

fazer um favor
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Everyone makes mistakes when learning.

We need to make a decision soon.

She made friends quickly at her new school.

You're making great progress in English!

He made an effort to arrive on time.

Have you done your homework yet?

I try to do exercise three times a week.

They do business with companies abroad.

Can you do me a favour?
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Collocation Example Sentence

do research

TAKE + noun

take a break

take a shower

take notes

take a photo

take responsibility
HAVE + noun

have a conversation
have an experience
have a problem

have fun

have a go

fazer pesquisa

fazer uma pausa

tomar banho

fazer anotagées

tirar uma foto

assumir responsabilidade

ter uma conversa

ter uma experiéncia

ter um problema

se divertir

tentar; experimentar

Natural vs. Unnatural Combinations

CORRECT

Make a decision — NOT "do a decision"

Tomar uma decisdo

CORRECT

Do homework — NOT "make homework"

Fazer licdo de casa
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She's doing research on renewable energy.

Let's take a break and have some coffee.

I take a shower every morning.

Students should take notes during the lecture.

Can you take a photo of us?

You need to take responsibility for your actions.

We had a long conversation about the future.

I had an amazing experience travelling alone.

We're having a problem with the internet.

Did you have fun at the party?

I've never tried surfing, but I'd like to have a go.
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CORRECT
Take a photo — NOT "make a photo"

Tirar uma foto

CORRECT
Have fun — NOT "make fun" (which means "to mock"!)

Se divertir (cuidado: "make fun of" = zombar de)

CORRECT
Heavy rain — NOT "strong rain"

Chuva forte

CORRECT
Strong coffee — NOT "heavy coffee"
Café forte

1 Warning:
"Make" vs. "Do" — the classic challenge for Portuguese speakers!

« MAKE = creating or producing something: make a cake, make a mistake, make friends,
make a decision, make progress

« DO = performing an activity or task: do homework, do exercise, do business, do a
favour, do research

In Portuguese, both often translate to "fazer", which is why this is so tricky!

171

171/181



Incluir English Workbook — B4
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9.

10. The company

I need to

Exercise 4 Make, Do, Take, or Have?

Complete each sentence with make, do, take, or have in the correct form.

a decision about which university to attend.

me a favour and close the window?

Can you

We should

a break. We've been studying for three hours.

She

a lot of progress in her English this semester.

They

Have you

a long conversation about their holiday plans.

your homework yet?

Don't forget to

He

notes during the presentation.

We

friends easily when he moved to a new city.
so much fun at the music festival last weekend.

business with clients all over the world.
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Exercise 5 Match to Form Collocations

Match the word on the left with the correct word on the right to form a natural collocation.

1. make a) concerned
2. take b) an effort
3. heavy ¢) rain
4. do d) responsibility
5. strong e) unlikely
6. have f) research
7. highly g) coffee
8. deeply h) ago
1 2. 3
4 5. 6
7 8.
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Exercise 6 Fix the Collocation Errors

Each sentence contains a wrong collocation. Find the error and rewrite the sentence with the
correct collocation.

1. Ineed to do a decision about my career.

2. She always makes her homework before dinner.

3. Can you make a photo of us in front of the monument?

4. There was strong rain all afternoon, so the match was cancelled.

5. We did a lot of mistakes on the test.

6. Let'sdo abreak and come back in ten minutes.

174

174 /1181



Incluir English Workbook — B4

UNIT 8.3

Reading: An Informal Email

Lucas writes an email to his friend Camila, full of phrasal verbs and collocations
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Catching Up with a Friend

Read the email carefully and complete the exercises below.

From: lucas.silva@email.com
To: camila.santos@email.com

Subject: Long time no see!
Hey Camila,

How are you? I've been meaning to write to you for ages! So much has happened since we
last caught up. I finally made a decision about university — I'm going to study engineering in
Campinas! I found out last week when the results came out, and I couldn't believe it. My

parents were so proud.

Before I move, I need to take care of a few things here. I'm trying to do some research
about accommodation, but I haven't figured out where to live yet. I've come across a few
interesting flats online, but they're a bit expensive. I'll carry on looking and hopefully

something good will turn up.

By the way, I ran into your brother at the shopping centre last Saturday! He told me you
made friends with some people from your English course. That's great! Have you had fun in

the classes? I know you were worried about getting along with the other students.

I've been doing a lot of exercise lately — I took up running and I try to go three times
a week. I don't want to give up this time like I did with swimming! I'm also making an
effort to eat better. My mum says I should take responsibility for my own meals before I

leave home!

Anyway, I'd love to have a conversation properly. Let's not put off meeting up any

longer! Are you free next weekend? Let me know!

Take care,

Lucas
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Original text for Incluir English Workbook

Exercise 7 Find Phrasal Verbs and Collocations

Re-read Lucas's email and list the following from the text:

A. 6 phrasal verbs (write the phrasal verb and the sentence where it appears):

B. 4 collocations (write the collocation and the sentence where it appears):
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Exercise 8 Comprehension Questions

Answer the questions in complete sentences based on the email.

1.  What decision did Lucas make about his future?

2. What problem is Lucas having with accommodation?

3. What new activity has Lucas started, and why is it different from before?

4. What does Lucas suggest at the end of the email?
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REAL USE

Final Mission: A Day Abroad

Travel, participate, solve the problem, and keep going

<74 Mission Rules:

Complete all three stages in English. You may take notes, ask for repetition, and confirm
information. You may not read a complete prepared dialogue.
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Stage 1 Arrive and Find the Place

Ask where to get off, confirm the route, and explain which place you are looking for. Use at least
one phrase from Chapters 2 or 7.

v Iconfirmed the transportation, stop, and destination.

Stage 2 Check In and Follow Instructions

Check in, fill out or hand in a form, ask about one instruction, and report a message to a
partner. Use at least two phrasal verbs.

v Icompleted the process and passed on the important information.

Stage 3 Solve an Unexpected Problem

Choose a card: lost bag, declined card, canceled booking, wrong order or food allergy,
pharmacy symptoms, or missed connection. Explain what happened, answer two follow-up
questions, request a solution, and use repair language.

v Ireached a clear solution or next step.

Emergency Repair Toolkit

Repeat: Could you repeat that more slowly?
Clarify: What does mean? / Which part should I fill in?
Confirm: So I get off at Central Square and check in at Desk 4. Is that right?

Rephrase: Could you explain that another way?
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2, Al Mission — A Day Abroad:
In ChatGPT Voice, say: “Create a three-part beginner English survival roleplay for me:
transportation, check-in instructions, and one unexpected service problem. Play one worker
at a time, speak slowly, and do not give me the answer. At the end, correct my three most
important mistakes in Portuguese.” Offline: complete the three stages with a classmate

using folded situation cards.

B4 Exit Profile My Survival English Can-Do Checklist

O 1 can understand and confirm basic travel or service instructions.

O 1can explain what happened and what I have already tried.

O 1can identify the person, place, or object I need.

O Ican report a payment, booking, health, food, or lost-item problem.

O I can ask for repetition, clarification, slower speech, or written information.

O Ican stay in English long enough to complete a predictable mission.
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