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Read this information about the search engine Google.

a Which of the verbs in italics give you facts?

b Which verbs tell you to do something? 

Imperative and present simple 
11

 A Forming imperatives
A1 When the subject is you, use (don’t +) infi nitive without to.

+ infi nitive without to
Call me tomorrow for a chat.

–

don’t / do not + infi nitive without to
Don’t be late for the meeting.
Do not forget to ask participants for feedback.
(Do not is generally used in writing)

A2 When the subject is we, use let’s (not).

+ let’s + infi nitive without to
Let’s talk about their proposal now.

– let’s not + infi nitive without to
Let’s not do it so soon.

 B Using imperatives
B1 You usually use the imperative to tell people to do 

something.

Don’t wait for customers to contact you. Phone them.

B2 In spoken English, imperatives can sound very direct so 
you can add just or please to soften the message. 

Please have a seat.  Just send me an email. 

! Don’t use imperatives to waiters, receptionists, shop 
assistants, etc. if you want to sound polite. 

Could we see the menu, please? (not Give us the menu.) 

 See Unit 15 (Modals 3).

B3 You can also use imperatives to make off ers or invitations. 

Come and see the new offi  ce when you’re in town.

 C Forming the present simple
C1 

C2 The verb be is irregular.

+

I ’m/am late.

He/She/It ’s/is late.

You/We/They ’re/are late.

–

I ’m not / am not late.

He/She/It ’s not / isn’t / is not late.

You/We/They ’re not / aren’t / are not late.

?

Am I
late?

Why is he/she/it

Where are you/we/they?

 See Appendix 1 (Spelling).

 D Using the present simple
D1 You use the present simple for things that are generally 

true and permanent situations.

She comes from Stuttgart. (not She is coming from Stuttgart)
I don’t live far from the offi  ce.

D2 You use the present simple for actions that happen 
regularly (e.g. habits and routines). You can use time 
adverbs (e.g. always, usually, regularly, often, sometimes, 
never, every day, twice a week) with the present simple. 

He always takes the underground to work. (not He takes 
always)
How often do you check the accounts?

  See Unit 30 (Adverbs).

D3 You often use the present simple with state verbs (e.g. feel, 
hear, like, see, think, understand).

I hear you’re opening a new offi  ce in Madrid. 
What do you think? Is it a good idea to invest in a new logo?

 See Unit 3 (Present simple and continuous).

+
I/You/We/They work there.

He/She/It works there.

–
I/You/We/They don’t work there.

He/She/It doesn’t / does not work 
there.

?
Where do I/you/we/they work?

Does he/she/it work there?

Google provides interactive maps, images, news and 

videos and helps you fi nd information fast. Search by 

keyword, such as type of business, or browse images 

to fi nd the information you want.
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Practice
A, B

A, B

1 Read this extract from a charity leafl et supporting Fairtrade. Match each imperative with the rest of 
the sentence. 

2 Complete these sentences using an imperative form of the verbs in the box. 

not call  check  not forget  get  have  leave  think  try  walk  not worry

 1  the fi gures on my desk and I’ll put them into the spreadsheet for you.

 2  a look on the computer. His email address should still be on there somewhere.

 3  there’s a health and safety training session tomorrow. 

 4 We need to contact Owain urgently.  calling his mobile.

 5  me between two and fi ve this afternoon. I’ll be in a meeting.

 6 I need some fresh air after being at the conference all day.  back to the hotel.

 7  with Jenny to make sure the invoices are ready.

 8  – we’ve got lots of time. The meeting doesn’t start until 10.30.

 9 We need something to wake us up!  a coff ee.

 10 We’re all tired.  about it overnight and make the decision tomorrow. 

3 Complete these FAQs (Frequently Asked Questions) using the verbs in brackets in the present simple.

Leave

What 1  (be) Skype? 

Skype 2  (be) a software programme that 3  (allow) users 
to make telephone calls over the Internet. 

4  (Skype / have) any advantages over the usual telephone 
providers? 

Yes. Calls to other users of the service 5  (not cost) anything. It also 
6  (include) other features that normal telephone connections 
7  (not have).

What other features 8  (Skype / have)? 

Instant messaging, where one person 9  (write) texts to communicate 
with other people. And video conferencing, where people 10  (talk) to 
each other on a headset with a video link-up.

Q

Q

Q

A

A

A

is

some wonderful presents for yourself and those you love.

lots of games and fun activities.

some great prizes in our raffl e to raise funds for Afghan women.

a real difference to many of the world’s poorest people.

how you can improve the lives of farmers in developing countries.

to our guest speakers talking about Fairtrade and development issues.

to our fi rst Fairtrade market on 16 July at Cutty Sark Gardens.

your chance to support Fairtrade.

1 Don’t miss 

2 Come  

3 Listen  

4 Learn  

5 Take part in 

6 Win  

7 Buy  

8 Make  

 C
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10 Imperative and present simple

C, D

A–D

4 a Colin is answering questions about his job. Write the questions. 

1 What / you / do? 

 I’m a graphic designer. I help customers with corporate branding.

2 Who / you / work for? 

 Greentrees Graphics Ltd. 

3 Your offi  ce / be / near your home? 

 

 Yes, it is. It only takes me 15 minutes to walk to work.

4 How many offi  ces / your company / have? 

 Three. Our main offi  ce is in London and the others are in Brighton and Bristol.

5 Where / you / work? 

 I usually work in Bristol but go to the London offi  ce once or twice a month.

6 You / like / your job? 

 I love it, especially designing logos and other aspects of corporate identity.

7 How often / you / travel? 

 I don’t travel very much these days, maybe two or three times a year.

8 How many days’  holiday / you / get? 

 Eighteen, excluding bank holidays.

    1.1 Listen and check your answers.

  b   1.1 Listen again and reply to the questions with answers that are true for you.

5 Read this extract from some advice on giving presentations. Complete the extract using the verbs in the 
box in the present simple or imperative.

be  not forget  help  not like  make  need  start  suggest  not tell  think  try  warm up

Before your presentation, 1  your brain. Our brain, like our muscles, 2  warming up 
to help it work. Before presentations, I often 3  of numbers between one and ten and then 
4  to remember a professional athlete who wore each number. 

A good beginning 5  relax the audience, so 6  by thanking your audience for 
coming. Then 7  a nice comment about the town or area, but 8  careful: audiences 
9  listening to this for too long.

Many people 10  you start with a joke, but 11  that humour can be diffi  cult. 
12  any jokes that could off end people.

Make it personal
1 Write an advertisement for an event your company is having. Use Exercise 1 to help you.

2 Write a short list of FAQs with answers about your company and the products or services it provides. 
Use Exercise 3 to help you.

1
What do you do?

warm up
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