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Business English 20: Past Simple

1. Match the verbs on the left with the nouns on the right.

1. found c a. a break

2. take a b. a lot of money
3. attend e C. a company

4. earn b d. an email

5. receive d e. a meeting

2. Fill in the gaps below with the matched phrases from exercise 1.
1.1 am so tired! | need fo ftake a break . I'll see you in an hour.

2. Jack lives in Switzerland. Switzerland is so expensive, but Jack works as a
lawyer there and he makes a lot of money so he lives very well.

3. It can be risky to found a company . However, if you enjoy what you do, it can be
amazing.

4. Are you available to attend a meeting on Friday afternoon? We need to discuss
the Paris project.

5. Hi Jon, did you receive an email from me today? | need you to send me back a
signed copy of the contract as soon as possible.

3. Work with a partner and discuss the following questions.
a. How long do people usually take breaks for in your country?
b. What are some examples of jobs which earn a high salary?

c. How many face-to-face meetings do you usually attend per
week?

d. Do you know anyone who founded their own company?

e. How many emails did you receive yesterday?

K Past Simple

In English we have regularverbs and irregularverbs. Regularverbs are easy! When putting a
regularverb in the past, add -ed to the end of the verb.

For example: work - worked, receive - received
1
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/ ‘~ed’ Pronunciation \

“ed” has 3 different pronunciations. The first two pronunciations are very similar, and mixing
them up is not a serious mistake. In the word “stopped”, the letters “ed” are pronounced as a
very small “t” sound. The pronunciation is “stop-t.” In the word “tired”, the letters “ed” are
pronounced as a very small “d” sound. The pronunciation is “tire-d.”

The third pronunciation of “ed” is quite different. When words end in a “t” or a “d” sound (for
example “want” or “decide”) the ed is pronounced “id.” The word “wanted” is pronounced

Q/vant-id" /

4. Fill in the gaps with the correct verb from the box. All verbs are regular and
should be put into the past form.

decide work love
bake found move
start need realise
hire receive learn

Valerie is the CEO of Cakeat. She foundedthe company %
from her house six years ago. Valerie /oved making cakes
for her friends’ birthdays. Finally, she decidedto make a
business out of it. She workedfrom home and baked
cakes out of her small kitchen for 3 years. One week she
received 10 orders! That's when she realised she needed a
bigger kitchen. Valerie moved her business to a new
location in the city. She sfarfedto take orders from people
on the street too. The business was so successful that
Valerie needed people to help her with the baking and the
customer service. So, she hiredtwo employees, Angela
and Simon, who /earnedbaking at culinary college.
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9. Answer the following questions about Valerie and her business.

1. When did Valerie found her business?

...... She founded her BUSINESS SiX YEAIS QQO. . smssss s smssssess sesssssssssssissss s
2. Where did Valerie start her business?

...... She started her business at home in her KitCREN. .ot ee s
3. How long did she work from home?

......... She Worked from ROME fOI tNI€E YOAIS. . s creeees s sesersssssssesnsissessensssses s sesses s s
4. Why did she move her business to the city?
......... Because received too many order and she needed a bigger kitchen...................
5. Why did she hire two new people?

......... BEOCAUSE SNE NEOOUEA NOUP e o ser s ses s ses s sessen s ssn s senssssnssessns s sessssses s s s e s ses s o

Past Simple
Questions:

To form questions in the past simple we use the auxiliary verb ‘did’ followed by the -

- of the verb.

For example:

Where did you g last week? (open question)

Did you o to the meeting? (closed questions)
*Note: Closed questions are ‘yes’ or 'no’ questions.

Negatives:

To form negatives in the past simple we use the auxiliary verb ‘did', this time we put it into
the negative. ‘did’ becomes ‘did not’ or ‘didn’t’ for short and is followed by the _ of
the verb.

For example:

Jane didn't . to the meeting last week.
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6. Fill in the gaps using the verb in brackets to ask questions, and make positive and
negative sentences (all the verbs are regular verbs).

1. The company ......../ncreased....... profits by 20% this quarter. (increase)

2. Where ..o @flnneie YOU eoeeeesereresnee WO Koo in 20012 (Work)

3. When ... idn........ YOU ....../MOVE............. 10 Paris? (move)

4. Unfortunately, we .......dJiadN . ceies wevreee SIG s th@ contract. (not/sign)
5.1 really ......enjoyed..... ... listening to your presentation last week. (enjoy)
6. e Do the company ....... Aire.ssewe... more people? (hire)

7. They .........recruited........ 10 people from my university. (recruit)

8. We ... AN e serrerrerssrii US B the projector for the presentation. (not/use)
9. vreeeiees Dl ... the manager ..............like................ your idea about the

new project? (like)

10. Jennifer ... didN s v 1€ e ME 0N this project.
(not/help)

Irregular Verbs

_ Past Simple _ Past Simple

be was/were forget forgot
begin began get got
break broke give gave
bring brought go went
choose chose have had
come came hear heard
cost cost leave left
drive drove make made
eat ate send sent
fly flew write wrote
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||:E|| 7. Read the email below and fill in the gaps with the correct form of the verb.
*Note: If the verb isn't in the ‘irregular verbs list’ than it is a regular verb, finishing in
-ed.

Dear Jeff,

| hope you are well. | am writing to you about
last week’s meeting with the potential client.

How ...... did.......... the meeting ....go.....

(go)? | ..wanted.......... (want) to be there but
my flight to Paris ... WaS....... (be) cancelled
so | ... drove........ (drive) to Berlin

and ....worked........... (work) from our offices
there. Janet ....gave.......... (give) me a short
update on the meeting, she thinks

it ... went........... (go) well. Do you feel the
same?

As you know, this is a very important potential
client. The company ....madce......... (make)
over €5 million last quarter. Getting them as a
client would be a game changer for our
company. They ..../left........ (leave) their last
IT support company because the
communication .....was........... (be) not good.

It ..cost............ (cost) them a lot of money to
leave their contract, but they want to work
with an IT support company that has excellent
communication and IT skKills. | think we are the
perfect fit for what they need!

It would be great if we could have a chat about
the meeting sometime this week. Let me know
when you're available.

Enjoy the rest of you day.

Regards,

Tim
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||:E|| 8. Look at the list of irregular verbs. Select as many verbs as you like to write at
least six sentences in the past. Use the examples of time phrases below at the start
or the end of your sentences. Feel free to change the dates.

yesterday last night/week/month/year
last summer/autumn/winter/spring in 1997/March
3 day/weeks/months/years ago the day before yesterday

For example. Last sumumner | went to Spatn for a business meeting.

[ ate Lunch with wmy colleague yesterday.

Past Simple

Questions with the verb ‘Be’ (was/were):

To form questions in the past simple with the verb ‘be” we do not use the auxiliary verb ‘did".
Instead we move the verb to the first part of the sentence.

For example: Was she in Hamburg yesterday?
Where were they?

Negatives with the verb ‘Be’ (was/were):

To form questions in the past simple with the verb ‘be” we do not use the auxiliary verb ‘did".
Instead we add ‘not’ to the verb.

For example: She was not in Hamburg. / She wasn't in Hamburg.

They were not happy. / They weren’t happy.
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9. Put the following sentences into the negative form.

1. Jane called me last week.

e dANE QUANE CAUl 1110 [AST WOOK. e es s s ees s sen e e sen e ses sen e ses s e s sen s ses s ses st et st

2. | went to the meeting this morning.

...... 1 didn’t go {0 the MEEEING ENIS MOITIING. ...eeeeeeeeeeescvsreeaveeensesvossesseeeensessossessessensesssessessessessessesssssessees

3. We were happy with your presentation.

...... We weren’'t happy With YOUr PreSENIQEION. ... e ses o s et sesass s e sssses s

4. They came to Japan for a team building event.
...... They didn’t come to Japan for a team building event.

5. We want to sign a contract with your company.

...... We didn’t want to sign a contract With your COMPANY. . wueeweessossssssssssssssesssesessssssnes

6. Mr. Yoko was in London for a networking event.

...... Mr. Yoko was not in London for @ NEIWOIKING @VENL. ... essees s sussesssssssssssssns s

7. The manager sent an email to all the employees.

...... The manager didn’t send an email to all the employees. ... eeveeeccereees s

8. They installed a new system yesterday.

...... They didn’t install @ NeW SYStem YESIEraay. ... eeessssssenesesses s s sesssesses s

9. Peter got the new job with Tesla.

Peter didn’t get the NEW JOD WIth TOSIQ. ..ot eet s en s s s

10. They were very hard working.

...... They Weren't VEry NArd WOIKING. ..o ees s eesssssensssssssessessosses s sessossss s sss s s sessasses s

11. We got the new budget this morning.

...... We didn’t get the new budges tHiS MOITIHNG. ... ereescosesseessesenssseessessesssssessossessossesssesson

12. We began talking about the project early last year.

.. We didn’t begin talking about the project early [aSt YEar. ... seeeessseesssssesin

13. We were disappointed with the quality of your work.

...... We were not disappointed with the quality Of YOUIr WOIK. .o ensssssnne

12. | was at the meeting last week.

e WAS NOE QE ENE MEEEING [GSE WEEK. oo res s svvs s ssss s sss s snn s ssssessss s s s s s s
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||:E|| 10. Write down the questions to the answers.

1. where did you go to university?

| went to university in London.

2. ...What did you do after UnivVersity... .

After university | got an internship in the IT department at Amazon.

3. ..How long did you WOrk for AMQZON? ... eee s enes

| worked for Amazon for 10 years.

4. ....Where did you work after Amazon? What did you do after Amazon? ..........
After Amazon | got a job at Google.

. s What did yoU dO Qt GOOGLE .. en s

| worked as a project manager.

6. ... Did you lIKe WOIKING FOI GOOGIE? e cvsrer s cvesssssss s ssssessessenssssns s sns s snssesses s s s

Yes, | liked working for Google.

1. e Why did you StOp WOIrKiNG FOI GOOGIE? ... eeeeeeeeereeeeerseseesssssensssses sossessosses sosses s s sesssssss s

| stopped working for Google because | wanted to work for a smaller company.

8. .....When did you work for Google? / How long did you work for Google? ...

| worked at Google between 2012 and 2021.
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