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Lesson	5	

Syntax:	direct	and	indirect	(polite)	questions.	Review	
Semantics	review:	idioms,	false	friends	and	verbal	phrases	

Writing	/	reading	texts:		

Emails,	CV,	résumés		
Letters	

Summaries		
Articles	
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Syntax	issues:	

Direct	Questions	

1.  Where	can	I	buy	a	ticket	for	the	evening	show?	
2.  What	time	is	it	in	the	United	Arab	Emirates?	
3.  Where	can	I	buy	interesting	illustrated	books	for	my	children?	
4.  Where	is	the	new	science	museum	for	children?	
5.  How	far	is	the	station	from	my	new	neighborhood?	
6.  When	does	the	new	train	for	London	leave?	
7.  Why	were	Tom	and	Andrea	late	for	the	meeting	yesterday?	
8.  How	long	will	it	take	to	travel	from	Los	Angeles	to	Washington?	
9.  When	does	the	sales	presentation	for	the	new	product	start?	
10. 	When	does	the	meeting	for	the	new	members	in	the	team	

start?	
11. 	How	much	will	the	flight	to	Edinburgh	cost?	



Do	you	know													
Could	you	tell	me		
Do	you	happen	to	know	
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Indirect Questions: a way of being polite 

How... 
Where… 
How many… 
Which… 
What.. 
When… 
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										EXERCISE	

					Rewrite	the	following	questions	using	indirect	questions	
				correctly.	

1.  Do	you	know	where	can	I	buy	a	ticket	for	the	evening	show?	
2.  Could	you	tell	me	what	time	is	it	in	the	United	Arab	Emirates?	
3.  Do	you	know	where	can	I	buy	interesting	illustrated	books	for	my	children?	
4.  Do	you	know	where	is	the	new	science	museum	for	children?	
5.  Could	you	tell	me	how	far	is	the	station	from	my	new	neighborhood?	
6.  Could	you	tell	me	when	leaves	the	new	train	for	London?	
7.  Do	you	know	why	were	Tom	and	Andrea	late	for	the	meeting	yesterday?	
8.  	Do	you	know	how	long	will	it	take	to	travel	from	Los	Angeles	to	

Washington?	
9.  	Do	you	know	when	starts	the	sales	presentation	for	the	new	product?	
10. 	Could	you	tell	me	When	starts	the	meeting	for	the	new	members	in	the	

team?	
11. 	Could	you	tell	me	how	much	will	the	flight	to	Edinburgh	cost?	
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• Where	can	I	buy	a	ticket	for	the	evening	
show?	(direct	style,	with	people	you	know).	

•  *Do	you	know	where	can	I	buy	a	ticket	for	
the	evening	show?	(WRONG!!!)	

•  Do	you	know	where	I	can	buy	a	ticket	for	the	
evening	show?	(in	the	street,	with	people	you	don’t’	
know)	

https://www.perfect-english-grammar.com/indirect-
questions.html	
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https://www.perfect-english-grammar.com/indirect-questions.html 

Barbara Mackay, Tim Bowen, 
et al. 

AUDIO GRATIS ON LINE: 

www.dkefe.com 

Exercises	here:		
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IDIOMS	



11/15/22	 Lourdes	Gonzalez-Valera	 9	

VERY	COMMON	IDIOMS	

https://www.dk.com/uk/article/15-common-idioms-english-phrases-for-
everyday-use/	

• 	A	piece	of	cake	
• 	Let	the	cat	out	of	the	bag	
• 	Judge	a	book	by	its	cover	
• 	Break	a	leg	
• 	Under	the	weather	
• 	By	the	skin	of	your	teeth	
• 	I	could	eat	a	horse	
• 	Beat	around	the	bush	
• 	Once	in	a	blue	moon	
• 	Have	butterflies	in	your	stomach	
• 	A	tough	cookie	
• 	See	eye	to	eye	(be	on	the	same	page)	
• 	Cost	an	arm	and	a	leg		
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VERY	COMMON	IDIOMS	

• 	A	piece	of	cake 	 	 	 	 	 	(very	easy)	
• 	Let	the	cat	out	of	the	bag 	 	 	(reveal	a	secret)	
• 	Judge	a	book	by	its	cover 	 	 	(be	deceived?)	
• 	Break	a	leg 	 	 	 	 	 	 	(good	luck)	
• 	Under	the	weather 	 	 	 	 	(slightly	ill)	
• 	By	the	skin	of	your	teeth	 	 	 	(at	the	last	instant)	
• 	I	could	eat	a	horse 	 	 	 	 	(very	hungry)	
• 	Beat	around	the	bush 	 	 	 	(be	imprecise)	
• 	Once	in	a	blue	moon 	 	 	 	(seldom)	
• 	Have	butterflies	in	your	stomach 	 	(be	nervous)	
• 	A	tough	cookie 	 	 	 	 	 	(a	determined	person)	
• 	See	eye	to	eye	/be	on	the	same	page 		(think	alike)	
• 	Cost	an	arm	and	a	leg 	 	 	 	(be	very	expensive)	
• 	Steal	someone’s	thunder 	 	 	(divert	attention)	
• 	On	the	ball 	 	 	 	 	 	 	(be	alert	/efficient)		
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ITALIAN	IDIOMS	

• 	Ogni	morte	di	papa	(once	in	a	blue	moon)	
• 	Un	pezzo	grosso	(a	big	shot)	
• 	Chiudere	bottega	(give	up)	
• 	Un	occhio	della	testa	(an	arm	and	a	leg)	
• 	Sputare	il	rospo	(to	speak	up)	
• 	Stare	a	pennello	(to	fit	perfectly)	
• 	Capita	a	fagiolo	(at	the	right	moment)	
• 	In	bocca	al	lupo	(break	a	leg)	
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False	friends	-------à		Similar	forms,	different	meaning		

Phrasal	verbs	-----à	Common	verbs	+	prepositions	that	
generate	new	meanings	

Idioms	 	 	------à		Set	of	words	whose	global		meaning	is	
not	related	to	the	sum	of	individual	meanings					

Summary	of	meaning	(semantics)		



	Reviewing	the	Syllabus	
Obiettivi	

Il	corso	si	propone	di	fornire	agli	studenti	le	
seguenti	competenze	conoscitive	e	capacità:		

• Preparazione	per	uno	scambio	verbale	di	idee	
con	fluidezza	e	spontaneità,	particolarmente	
nel	campo	della	specializzazione	
professionistica.	

• Capacità	di	comprensione	delle	idee	principali	
di	testi	complessi	su	argomenti	concreti	o	
astratti,	includendo	discussioni	tecniche	del	
campo	della	specialità	dell’alunno.	

• Abilità	per	la	produzione	scritta	di	testi	
riguardanti	il	campo	accademico,	
professionistico		dell’ingegneria	con	chiarezza	e	
minuziosità.	

Objectives	

English	259	aims	to	provide	students	with	the	
following	cognitive	skills	and	abilities:	

• 	Preparation	for	a	verbal	exchange	of	ideas	
with	fluidity	and	spontaneity	particularly	in	the	
field	of	professional	specialization.	

• Ability	to	understand	the	main	ideas	of	
complex	texts	on	concrete	or	abstract	topics,	
including	technical	discussions	of	the	field	of	
the	student's	specialty.	

• Ability	for	the	written	creation	of	texts	
concerning	the	academic	and	professional	field	
of	engineering	with	clarity	and	meticulousness.	
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Writing FORMAL emails 



• Email tends to be brief 

• Email is generally less formal than communication on paper 

• Email does not communicate emotions  as successfully as face-
to-face or even telephone conversations. The reader of your 
email may not be able to tell from your words if you are serious 
or joking, angry or just surprised. 

• �Emails, especially very short emails, can sound angry, unfriendly 
or rude when this is not intended by the writer. 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  
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Formal or work email general features 
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�Key point to remember 

Emails that are written very quickly and 
carelessly can sound unfriendly and rude. 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins 
Publishers. Kindle Edition.  
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1. Salutation:  

�It is generally a good idea to start an email with a 
greeting rather than beginning the message 
immediately. Just like a face-to-face exchange of 
greetings, email greetings: 

  • show that you are friendly and pleasant  
  • show respect for the reader. 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  
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Different cases 

• You know the person: Hi, Hello, Hi Paul, Hello Cindy. 

• It’s a second (third, etc.)  email within a series of messages to the 
same person: you may omit salutation) 

• You don’t know the person: Hello Mr Smith. Hi Ms Smith  

• The person is much older than you. Hello Ms Smith 

• The person is higher in rank (your employer, your boss, your 
teacher, etc.) Dear Ms Smith. Dear Dr. Smith, Dear Prof. 
Smith 

• The person is from a country more formal than you (?). Dear Dr 
Smith, Dear Prof. Smith 
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   2. Subject 

•   It must show the main point of an email 

• �   It gives you the chance to tell the reader of your 
email why you are emailing them before they have 
even opened opened  your message. 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. Kindle Edition.  
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�Bad Subjects !!! 
Subject: Hi 
Subject: Another thing 
Subject: (empty) 
Subject: same subject of your last mail 

Good Subjects 

Subject: Meeting Room changed to 307 
Subject: Lunch (Fri 9 Oct) canceled 
Subject: REQ: Feb sales figures  
Subject: Reminder: conference agenda due 

HarperCollins Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  



11/15/22	 Lourdes	E.	Gonzalez-Valera	 21	

 3. Content and length 

•  Write in short paragraphs.  
•  Separate paragraphs 
• � Use headings within the body of your message if the message   

 relates to several different subjects. 
• � Consider numbering your points. The reader will find this 

 useful when responding to particular points. 
• � Use short sentences. Try to keep your sentences to a maximum 

 of 20 words.  
•  If possible, try to fit your message onto one screen so that the 

 reader does not have to scroll down to see the rest of it. 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. Kindle 
Edition.  
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 4. Punctuation and abbreviations 

�Generally, the rules for spelling, grammar, and punctuation 
that apply to letter-writing also apply to formal or work 
emails. 
•   Contractions are acceptable in formal emails: �(I’m, he’s, can’t, 

 etc.). 
• �  Other abbreviations, such as “U” for “you,” “plz” for “please,” 

 and “thx” for “thanks,” though often used in personal email, 
 are generally not acceptable in formal or work emails.  

• �  Likewise, emoticons or smileys  are not generally used  in 
 formal or work emails 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  
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 5. Ending a formal email (1) 

a.   Before Signoff: 

�  • I hope to hear from you soon. 
 • I look forward to hearing from you.  
 • I look forward to your response.    
 • Many thanks for your time.  
 • Thanks again for this.  
 • Many thanks in advance. 
• Thank you for taking the time to answer my questions.  
 • I hope this helps.  
 • Please get in touch if you have any more queries. 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  
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 5. Ending a formal email (2) 

 b. Signoff:  An email that ends without a signoff can sound a little 
rude, especially if the content of the email has included a disagreement 
or problem. 

   Common signoffs: 
 �     • Many thanks  

  • Thank you  
  • Thanks again  
  • Best  
  • Regards  
  • Best regards  
  • Kind regards  
  • Warm regards  
  • Best wishes  
  • With best wishes 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  

�   
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Informal email general features 

•   Friendly greetings or salutations 
•   Loose use of punctuation 
•   Use of smileys, emoticons and abbreviations:  

�AFAIK As Far As I Know 
AKA Also Known As  
ASAP As Soon As Possible  
B4 Before  
BTW By The Way  
CUL8R See You Later  
CYA See Ya  
CYU See You  

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  
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�   
Before signoff (informal) 

 • Talk to you later.  
 • Hope you’re doing okay/well. 
 •Hope you’re all well.  
 • See you soon.  
 • Better go now.  
 • Tell you more when we speak.  
 • Have a good weekend.  
 • Hope to see you soon. 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  
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 Signoff (informal) 

• Love  
• Lots of love  
• Take care  
• Ciao  
• Later 
• �See you  
• See ya!  
• Cheers 

HarperCollins. Writing (Collins Webster’s Easy Learning) . HarperCollins Publishers. 
Kindle Edition.  



11/15/22	 Lourdes	E.	Gonzalez-Valera	 28	

Real email 
example 

Analise an 
comment 
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culture 
= 

 1) cultura 

 2) coltura 



Curriculum	Vitae	
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�A standard document that gives details of 
your work experience, education, and 
background. It also gives your full name and 
contact details. 

HarperCollins. Writing (Collins Webster’s Easy Learning) . 
HarperCollins Publishers. Kindle Edition.  



• Résumé 
• Resume 
• Curriculum Vitae 
• Vitae 

• CV 
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�   In American usage, a �CV is much more detailed, longer, and 
presented in a different format than a résumé.  

People usually send a cover letter with their résumé or CV. You will 
find help with this type of letter in the part of this book on writing 
letters.  

 A résumé should be as short as possible without leaving out 
essential information. Job advertisements sometimes specify the 
maximum length of résumé that is acceptable, but in any case your 
résumé should rarely be longer than three pages, and if you can get 
everything important on one or two pages that is best. 

HarperCollins. Writing (Collins Webster’s Easy Learning). HarperCollins 
Publishers. Kindle Edition.  
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1. Quick and easy to read 

2. Clear and concise 

3. Pleasant to look at 

HarperCollins. Writing (Collins Webster’s Easy Learning). 
HarperCollins Publishers. Kindle Edition.  

The ideal CV must be: 



CV defects  to avoid (jobs.ac.uk): 

1.    Applying for a position for which you're not qualified.
2.    Providing irrelevant personal information.
3.    Burying important information.
4.    Spelling errors, typos and poor grammar.
5.    Unexplained gaps in employment.
6.    Lying or misleading information.
7.    A long, waffly CV.
8.    Badly formatted CV.
9.    Meaningless introductions.
10.   The 'So What’ test.
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“Recruiters are not stupid. They can spot 
information that doesn't stack up. For 
example, they're always on the look out for 
inflated: 

•     Qualifications 
•     Salaries 
•     Job titles 
•     Achievements” 

LYING or Misleading Information 
(jobs.ac.uk) 
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https://careerattraction.com/resume-pass-test/ 

Does your CV or résumé pass the “so what” 
test? Recommended link: 
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CV	Templates?	
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outdated ??? 

It all depends… 
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Curriculum Vitae 

italianmachoman@hotmail.com    

sweetkitty@hotmail.com 

Do not use 
funny email 
addresses!!! 
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Exercise:	
Elaborate	your	own	curriculum	following	the	
recommendations	provided	in	class	and	formatting	it	
according	to	the	EU	model.				


