Life Skills Video Practice
My Schedule Is Crazy

I\ BEFORE Discuss the questions with a partner.

1. Tell your partner your schedule next week. 2. Where is your favorite place to study?
Who has a busier schedule? Why?

] WHILE Watch the video and complete the parts of the conversation.

Naomi: Treat your studies in the same way, and your grades will (1) ___imMprove
Hector: That's a great (2) , thanks.

Naomi: If you get (3) , you'll feel more productive.

Hector: (4) give it a try. What have | got to lose, right?

AFTER Circle the correct word to complete each sentence.

1. There's too much noise and it’s difficult for Hector to (communicate / concentrate).
2. Naomi suggests that Hector should (make time / write down) where and when he’s going to study.

3. Naomi tells Hector a schedule will make him (productive / smarter).

It's Faster - and More Expensive.

FN BEFORE Discuss the questions with a partner.

1. What type of computer do you use at 2. Do you prefer to use a laptop or a desktop
home, work, or school? computer? Why?

Il WHILE Watch the video and complete the parts of the conversation.

Mr. Sanchez: Compare the laptop to a (1) _desktop computer.
Mrs. Sanchez: The desktop computer is a lot bigger and heavier than the (2)

Mrs. Sanchez: The laptop is smaller than the desktop, but it's also (3) than
the desktop.
Mrs. Sanchez: Whichonehasthe(4)____ memory?

AFTER Show the correct order of events by writing a number next to each sentence.

a. Mr. Sanchez says the laptop is b. —__ Mr.Sanchez says Hector needs
on sale. a computer.

(o Hector comes home. d. ______The Sanchez’s agree to surprise

e. The Sanchez's compare laptops Hector.

and desktops.
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How Much Is the Rent?

I\ BEFORE Discuss the questions with a partner.

1. What do you like about your house or 2. What don't you like about your house or
apartment? apartment?

2] WHILE Watch the video and complete the parts of the conversation.

Naomi: Thisis a lot (1) bigger than the other apartment.
Landlord: And it’s a little (2) expensive too.

Naomi: How much is the (3) ?

Landlord: It's $1,700 a (4)

Landlord: | don't think you'll find anything (5) around here.

AFTER Circle the answer to complete each sentence.

1. The landlord is showing them an 2. The master bedroom is (smaller / bigger)
(apartment / house). than the other bedrooms.

3. The rent doesn't include 4. There's another apartment
(garbage / electricity). (downstairs / upstairs) for less rent.

I'd Like to Open an Account.

N BEFORE Discuss the questions with a partner.

1. What type of bank account(s) do you 2. What do you need to open a bank
know about? What are they for? account? Make a list with your partner.

] WHILE Watch the video and complete the parts of the conversation.

Naomi: By the way, when will the moneybe (1) —___ ?

Mr. Sanchez: Sinceyou (2) _—___ cash, the money’s available now.
Naomi: Lateron,canlopena(3)_—_ accountonline?

Mr. Sanchez: Youcan(4) — money from your checking account.

AFTER Put the sentences in order to make a conversation.

Customer: A savings account.

_ Clerk: What kind of account would you like to open?

Customer: Hello. I'd like to open an account.

Clerk: How much money would you like to deposit?
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Exercise Is Good for You.

I\ BEFORE Discuss the questions with a partner.

1. How can you stay healthy at work? 2. What are your healthy and unhealthy
habits at work or school?

] WHILE Watch the video and complete the parts of the conversation.

Mr. Patel: What's (1) on here?

Mateo: We're (2) Mr. Patel. Why don't you join us?

Mr. Patel: | can't do that. | haven't touched my (3) in years.
Mateo: It's (4) for you. C'mon, try it.

AFTER Match the parts to complete the sentences.

1. Mateo a. are bad for you because they have a lot of calories.
2. Exercise b. can create some serious health problems.

3. Too much sugar ¢. has a healthy lifestyle.

4. Soda and candy d. will prevent your muscles from getting tight.

How’s Your New Job, Hector?

N BEFORE Discuss the questions with a partner.

1. What information should you put on 2. What are some good ways to prepare for
aresume? a job interview?

5] WHILE Watch the video and complete the parts of the conversation.

Hector: | just feel | could be (1) doing something more.

Naomi: Wow, that's really (2)

Hector: Well, I'd have to (3) on my hours at the store. Mr. Patel
might not like that.

Mateo: He won't (4) you. He'll love you even more.

Naomi: If that's what you want to do, you (5) go for it.

AFTER Write newspaper or clothing store next to the pros.

1. going different places

2. working with Mateo

3. meeting interesting people and getting paid for it

4. getting discounts on nice clothes
5. leading to a career
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No Wonder | Need to Save!

I\ BEFORE Discuss the questions with a partner.

1. What deductions can you usually see on a 2. What job benefits are important to you?
paycheck?

2] WHILE Watch the video and complete the parts of the conversation.

Mateo: You pay about $50 for health (1) , right?

Hector: And another $50 goes into my (2)

Mateo: That's good. That’s another (3) Anything else?
Hector: Well, there’s (4) , dental insurance, and transportation.

Mateo: As you can see, almost one-third of your check is (5)

AFTER Write T for True and F for False.

1. Mr. Patel gives Hector and Mateo their paychecks every Thursday. R
2. Hector pays about $50 in health insurance each week. .
3. Mateo pays $50 into his 401K every week. —
4, Hector has dental insurance, but Mateo doesn't. -
5. Mr. Patel gives a bonus at the end of the year. T

Let's Get Ready to Play

PN BEFORE Discuss the questions with a partner.

1. Which subject do you know more about; 2. With a partner write as many US states as
History, Geography, or Science? Why? you can. Do not look in your student book.
Compare your list with the rest of the class.

2] WHILE Watch the video and complete the conversation.

Naomi: OK, here’s the first question. Which state is in the center of the country:

(1) , Colorado, or Kansas?

Hector: | know—um, (2) ?

Mateo: Colorado and Arizona are both in the Southwest. So it must be (3)

Naomi: Kansas is in the central United States. It's in a region called the (4)

AFTER Write T for True and F for False.

1. Mateo’s specialty is history. —_— 2. New York City is the oldest city E—

3. Colorado is in the center of in the United States.

the country. - 4. Naomi answered the second -
guestion correctly.
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Stand Out Vocabulary List

PRE-UNIT pp. 2-11

Registration

date of birth

first name

last name

middle initial
occupation
Education
achieve

college
community college
elementary school
formatting

GED

goal

graduate school
high school
indent
kindergarten
margins

middle school
paragraph
preschool
successful

Trade / Vocational school
university
vocational

UNIT 1 pp. 12-37

accomplish

ambitious

Arts & Communication

balance

beneficial

benefits

Business, Management &
Technology

calm

career clusters

character traits

concentrate

conclusion

detail-oriented

distractions

frequency adverbs

goals

hard-working

harmful

Health Services

Human Services

improve

Industrial & Engineering

Technology
obstacle
occupational
personal
reserved
routine
schedule
solution
study habits
support
task
tech-savvy
time slot
topic

UNIT 2 pp. 38-63

ad

adjectives

advantages

advertisement

bank

brand

brand awareness

car wash

cash

check

comparative and
superlative

comparison shopping

consumer

copywriter

credit card

debit card

department store

disadvantages

discount

dry cleaners

expire

gas station

goods

grocery store

guarantee

hard drive

installation

irregular adjectives

jewelry store

keyboard

laundromat

marketing

marketing specialist

memory
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must

offer

pharmacy

post office

product

regular

retail sales associate
sale

sales

sales managers
save

sequence transitions
services

smart consumer
social media manager
tailor

target audience
telemarketer
touchscreen
touchpad

warranty

UNIT 3 pp. 64-89
air conditioning
arrange
average
balcony
baseline

base salary
cancel
carpeting
carport
charming
classified ad
earnings
electrician
entry-level
equivalent
exterminator
fix

garage

graph
handyman
industry statistics
leasing
maintenance
median pay

maintenance technician

mouse
plumber
pool
preferences

property management
repairs
roaches
security guard
salary

stable

tennis courts
therms

total

utility

wage

yard

UNIT 4 pp.90-115

ATM

banking

credit counselors

customer service
representatives

chief executive

deposit

direct deposit

dry cleaning

entry-level

errands

far

fee

financial managers

job outlook

minimum daily balance

on-the-job training

permit

renewal

replacement

run

service fee

teller

transactions

unlimited

valid

UNIT 5 pp. 118-143

% daily value
aerobics
allergies
amount
athletic trainer
backache
balance
calories
carbohydrate
cardiovascular



cause

cavities

cholesterol

cold

conditions

dietitian

digestion

diseases

dizzy

effect

fat

grain

fiber

habit

headache

health-related careers

healthy weight

iliness

liver

lungs

maintain

massage therapist

nutrients

nutritionist

occupational therapist

parts of the body (internal
and external)

physical fitness

physical therapist

physical therapist
assistant / aide

protein

recreational

saturated fat

serving size

sick

sodium

sore

stress

sugar

sunscreen

vitamins

UNIT 6 pp. 144-169

assemble
abbreviations
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average salary

career

character traits

communication skills

connection

critical thinking skills

custodian

elderly

employment agency

enthusiasm

general management
careers

general manager

hiring

insurance forms

job

job application

job titles

leadership skills

nursing home

organizational skills

operate

personality

position

practice

recruit

resume

self-confidence

sensitivity

sew

skills

starting salary

supplies

technical skills

technician

title

training

warmth

UNIT 7 pp. 170-195

401K

ambitious

back support belt
behavior

bonus

check number

compliment

conduct

continuing education

courteous

coworker

criticism

demanding

dental insurance

disability insurance

earnings

earplugs

easygoing

family leave

federal

fire

gloves

gross pay

hairnet

hard hat

hire

health insurance

Human Resources (HR)

Human Resources
Department

ideal

marital status

maternity leave

medical leave

Medicare

net pay

number

overtime

patient

payroll

personal days

pre-tax deductions

processes payroll

rate of pay

request

retirement

safety goggles

safety items

seat belt

sick days

social security (SS)
state

state disability

strict

tax deductions

total amount

updates policies
vacation days
year-to-date
year-to-date (YTD) total

UNIT 8 pp. 196-221

cabinet

capital

casinos

city officials

colony

Congress

curfew

death penalty

elementary and secondary
education

executive

fine

House of Representatives

incentives

judicial

legal

legislative

local government

names of states

overcrowded

parks & recreation

port

president

producer

resident

retirement

Senate

Supreme Court

tickets

transit

tuition

vice president

wage

wealthy
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Stand Out Grammar Reference

UNIT 1
0% 50% 100%
never rarely sometimes usually always
Placement Rules for Frequency Adverbs | Examples
Before the main verb Luisa always / usually / often goes running.

She sometimes /rarely / never does yoga.

After the main verb be She is usually busy on the weekends.
Sometimes / usually / often can come at the Usually / Sometimes Luisa starts work
beginning or at the end of a sentence in the morning.

Luisa starts work in the morning sometimes / often.
Between the subject and the verb in short answers | Yes, she always does. / No, she usually isn't.

Rarely and never are negative words. Do not use | Correct: She never plays tennis.
not and never in the same sentence. Incorrect: She deesn’t never plays tennis.

Future Time Clauses with When

When + Subject | Verb (Present) Subject + Will | Base Verb
When Bolin graduates, he will apply for a new position at work.*
When his parents | come to the United States, | he will buy a house.

*Note: Place a comma after the when clause when it begins the sentence. The order of the clauses
does not matter. You can also say, Bolin will apply for a new position at work when he graduates.

UNIT 2

Subject | Get | Object Past Participle Example Sentence

| get my hair cut. | get my hair cut every month. (present)

She got her clothes | cleaned. She got her clothes cleaned yesterday. (past)
Adjective | Comparative | Rule Example Sentence

Short Add -er to the end | Your computer was cheaper

adjectives cheap clvgapar of the adjective. than my computer.

Long . more Add more before The new computer was more

adjectives st lcded expensive the adjective. expensive than the old one.

Irregular good better These adjectives The computer at school is

adjectives bad worse are irregular. better than this one.

Remember to use than after a comparative adjective followed by a noun.
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Superlatives

Adjective |Superlative Rule Example Sentence

Short Add -est to the end ;
Sdlecives cheap the cheapest of thie adjertive. Your computer is the cheapest.
Long 2 the most Add most before He bought the most expensive

il expensive . i .
adjectives expensive the adjective. computer in the store.
Irregular | good the best These adjectives The computers at school are
adjectives | bad the worst are irregular. the best.

Always use the before a superlative.

Must vs. Have to

Subject Modal Base Verb Example Sentence
I/You/We /They |haveto |save | have to save money for a vacation.
must pay off | must pay off my credit card every month.
He /She /It has to keep She has to keep track of her money.
must He must keep track of his money.
UNIT3

Comparatives Using Nouns

Use more or fewer to compare count
nouns.

Our new apartment has more bedrooms than our old one.
Our old apartment had fewer bedrooms than our new one.

Use more or less to compare noncount
nouns.

Rachel’s apartment gets more light than Pablo’s apartment.
Pablo's apartment gets less light than Rachel’s apartment.

Superlatives Using Nouns

Use the most or the fewest for
count nouns.

Rachel’s apartment has the most bedrooms.
Phuong's apartment has the fewest bedrooms.

Use the most or the least for
non-count houns.

Rachel’s apartment has the most light.
Phuong's apartment has the least light.

Review: Yes /No Questions and Answers with Do

Questions

Do Subject Base Verb | Example Question Short Answers

Do I/You/We /They | have Do they have ayard? | Yes, they do./ No, they don't.

Does |he/she/it want D.OES She. ?Nar_]t Yes, she does. / No, she doesn't.
air-conditioning?
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Information Questions

Question Words | Example Questions

How How may | help you?

What What is your current address?

When When would you like your service turned off?

Past Continuous

Subject Be Verb + ing Example Sentence
I/ He/She /It was making | was making breakfast.
You /We / They were studying They were studying.

Use the past continuous to talk about things that started in the past and continued for a period of time.

Past Continuous Using While

Subject Be Verb +ing Example Sentence
I/ He/She/lt was making While | was making dinner, | saw a mouse.
You /We / They were studying The electricity went out while we were studying.

To connect two events that happened in the past, use the past continuous with while for the
longer event. Use the simple past for the shorter event.
Note: You can reverse the two clauses, but you need a comma if the while clause comes first.

UNIT 4
Information Questions
Where is the bank?
Location How far is the school from here?
What is the address?
When does the library open?
Time What time does the restaurant close?
How often do the buses run?
Cost How much does it cost?

Rule

Adverbial Clauses with Before, After and When

Example

A comma separates an
adverbial clause that comes
before the main clause.

Before | went grocery shopping, | stopped by the cleaners to pick up
some skirts.

After | returned the books, | stopped by the bank to make a deposit.
When everyone left the house, | made my list of errands.

A comma is not used when
the adverbial clause comes
after the main clause.

| stopped by the cleaners to pick up some skirts before | went grocery
shopping.

| stopped by the bank to make a deposit after | returned the books.

| made my list of errands when everyone left the house.
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UNITS5

Present Perfect

Past
Subject Have | Participle | lliness Time Example Sentence
| /You/We/ have been sick Sihcemicsda | have been sick since
They felt ill £ Tuesday.
She/Helit Ihas fad a backache oo el She has had a backache for
a headache two weeks.

Use the present perfect for events starting in the past and continuing up to the present.

Future Conditional Statements

Cause: If + Present Effect: Future
If you are very stressed, you will have high blood pressure.
If you don’t get enough calcium, you won’t have strong bones.

We can connect a cause and an effect by using a future conditional statement. The if-clause (or the
cause) is in the present and the effect is in the future.

Effect: Future Cause: if + Present
You will have high blood pressure if you are very stressed.
You can reverse the clauses, but use a comma only when the if-clause comes first.

UNIT6

Infinitives and Gerunds

Infinitive = to + Verb Gerund =Verb + ing

Infinitive or Other Verbs That Follow
Verb Gerund Example Sentence the Same Rule
want infinitive He wants to get a job. plan, decide
enjoy gerund He enjoys fixing bicycles. finish, give up
like both He likes to talk. love, hate
He likes talking.

Some verbs take the infinitive and some verbs take the gerund. There are some verbs that take both.

Gerunds and Nouns after Prepositions

Subject Verb | Adjective Preposition | Gerund/Noun | Example Sentence
I am good at fixing | am good at fixing bycicles.
She is good at math She is good at math.

A gerund or a noun follows an adjective + a preposition. Some other examples of adjectives
+ prepositions are interested in, afraid of, tired of, bad at, and worried about. When a noun is plural,
itis also common to use the preposition with: | am good with customers.
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Would Rather

Subject Would Rather |Base Form |Than |Base Form Example Sentence

| /You would ('d) work with | would rather work alone
she [Hed/lt rather Workdlone: |than eople than work with people

We /They PEOP peepie:
Note: You can omit the second verb if it is the same as the first verb: | would rather work nights than
(work) days.
UNIT 7

R EEH

Possessive Adjectives and Possessive Pronouns

Possessive Adjectives Rule
iy . yourjf Possessive adjectives show possession of
his / her / its :
. an object and come before the noun.
our / their
Example Sentence
Subject Verb Possessive Adjective Object
This is her office.
Possessive Pronouns Rule

mine / yours /
his / /hers / its
ours / theirs

Possessive pronouns show possession of an

object and act as a noun.

Example Sentence

Subject

Noun Verb

Possessive Pronoun

This

office is

hers.

Modals: Could and Might

Subject Modal Verb Example Sentence
|/ You / He / She could fall. You could fall.
It/ We / They might miss. | might miss work.

The modals could and might are used interchangeably because they have a similar
meaning when predicting future possibilities. We use them to say that there is a
chance that something will happen in the future.
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UNIT8

Comparing and Contrasting Ideas

If two people share the same opinion, use both .. .and or neither ... nor.
Both Enrico and Liz want to increase the number of students in our class.
Neither | Suzanna nor Ali wants to increase the number of students in our class.

If two people don’t share the same opinion, use but or however.

Enrico agrees with bilingual education,

but Liz doesn't.

Ali doesn't agree with bilingual education;

however, Suzanna does.

Punctuation Note: Use a semicolon (;) before and a comma (,) after however.

Modal Should

Subject Should Base Verb
The city council |should set a curfew for teenagers.
People should clean up after their pets.

Contrary-to-Fact Conditional Statements

Subject | Simple Past Verb + Noun | Subject | Modal | Base Verb + Noun
if |1 had more money, | would | buy a house.
If | you didn’'t have the flu, you would | go to work.
If |he had more time, he would | take more classes.
If |she were rich, she could help her parents.
If |we gave food to charities, we could help our community.
If |they weren't so tired, they could come to the movies.

Contrary-to-fact (or unreal) conditional statements are sentences that are not true and that the
speaker thinks will probably never be true.

Note: In written English, we use were instead of was in contrary-to-fact statements, but in
spoken English, we often use was with the following subjects: |, he, she, and it.
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Stand Out Skills Index

ACADEMIC SKILLS

Active Listening, 35,61, 87,113,
141,167,193, 219
Charts, tables, and maps, 4-5,
9-11, 14-16, 19, 26, 28,
30, 32-33, 40-41, 45-48,
50-51,55-57, 67,70, 74,
76,79,82-83, 88,93-94,
97-99, 102, 107-108, 113,
124-125, 127-130, 135-137,
140, 149-151, 153, 159-162,
172-173,178,182, 185,
187-188, 198-199, 201-202,
206,208,211-217
Collaborate, 35,61, 87,113, 141,
167,193,219
Critical thinking
analyze, 7, 14, 20, 22, 36, 55,
80, 88, 102, 107, 126, 130,
142,146,156, 163, 172, 174,
179,214,220
apply, 5, 19,42, 45, 48,51, 53-54,
77,80,94,103, 151, 157
assess, 163
brainstorm, 213
calculate, 177
categorize, 187
choose, 220
classify, 19, 40
collaborate, 87, 167
compare, 8, 10, 23, 25, 50, 55,
67,83,109, 172,201,203
compose, 8, 11, 54, 106
construct, 70
create, 16, 97, 154
decide, 95, 167
demonstrate, 92
determine, 78, 80, 92, 94,
154-155, 159, 199, 204
describe, 46, 125, 199, 204
discuss, 27
evaluate, 44, 47, 74, 82, 88, 128,
130, 149, 151,154,178, 206
expand, 62
explain, 41, 66, 134, 158, 201
find out, 3, 43, 202
formulate, 105, 209
generate, 180, 208
identify, 18, 46, 49, 148
illustrate, 7677
infer, 88, 96, 162, 168, 194
interpret, 15, 24, 29,43, 57, 69,
72-73,75,108, 153, 184, 189
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justify, 45
locate, 198
plan, 131,210
predict, 9, 36,62, 142, 183-184
prepare, 160
put in order, 101
recall, 120
reflect, 28, 30, 36, 56, 163, 168,
189,213
restate, 6
scan, 68, 220
sequence, 52,62, 104
skim, 31
suggest, 12, 150
summarize, 134
survey, 4
visualize, 71, 212
Drawing
Maps, 111
Grammar
Adverbial clauses, 102-103, 111
be, 79
Comparative adjectives,
46-48, 51
Conditional statements,
127-128, 211,218
Contrary-to—fact conditionals,
211,218
could and might, 182-183
Frequency adverbs, 15-16, 32
Future conditional statements,
127-128
Future time clauses, 19
Gerunds, 150-151
Infinitives, 150
Information questions, 74, 93
Modals, 182
must vs. have to, 50-51, 60
Past continuous, 79, 86
Possessive adjectives, 173
Possessive pronouns, 173-174
Prepositions, 151
Present perfect, 124-125, 138
Requests, 185-186, 192
Sequencing transitions,
53-54, 60
should, 208, 217
Superlatives, 48, 67-68
while, 79
Yes / No questions, 70-71, 85
Group activities, 19, 29, 54-55,
97,107, 148,162, 174, 180,
183, 194, 206, 208-209, 220

Listening

Banking habits, 95

Bill paying, 75

Communication at work, 186

Company benefits, 179

Conversations, 73-74,
172,186

Goals, obstacles, and
solutions, 18

Greetings, 5

Housing, 69

Job interviews, 158

Nutritional information, 130

Purchasing methods, 50

Property management, 81

Study habits, 23

Time management, 26-27

To Do list, 92

US geography, 200

US government, 204, 206

Matching

Diseases, 122

Doctors, 121, 138

Employee benefits, 190

Health habits, 126

Job applications, 155

Job descriptions, 147

Job statistics, 81

Paragraph components, 33

Problems and solutions, 78, 208

Questions and answers,
93-94

Study habits, 25

Symbols, 98

US geography, 200

Partner activities, 4-5, 8, 10, 16,

20,23, 25,32, 36,42,47-48,
50, 55-56, 66-72, 74-76,
78,80, 83, 92-95, 99-100,
102-103,109,111-112, 114,
120-122,128,130-132, 134,
136-137, 140, 146, 148-149,
151,155, 158, 160-161, 166,
172,174,176,178, 181, 186,
188,190, 192, 199, 201-202,
208,211,213

Presentation, 35,61, 87,113,

141,167,193, 219

Pronunciation

Contractions, 4
Information questions, 93
Making requests, 175j
Pausing, 103
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Rising intonation for polite
requests, 185
Word stress, 15

Yes / No Questions, 70

Reading

A story, 6

Advertisements, 31, 43, 45, 58,
83,152,163, 165, 189

Banking habits, 110

Bills, 73

Careers, 55

Community issues, 207, 209

Comparing information, 201

Conversations, 74, 123, 155, 182

Daily activities, 95

Directions, 93-94

Email, 80

Employee benefits, 179

Fitness information, 132-134,
139

Goals, obstacles, and
solutions, 17, 21

Help wanted ads, 83, 152, 163,
165, 189

Housing, 69

llinesses and symptoms, 123

Job applications, 156

Job descriptions, 81

Job interviews, 158

Lists, 92, 104, 133, 149, 178

Maps, 100, 111

Nutrition labels, 130-131

Outlines, 27

Pay stubs, 175,177

Purchases, 52

Reading Challenge, 37, 63, 89,
115, 143,169, 195, 221

Schedules, 14

Speech, 210

State abbreviations, 199

Study habits, 24

Time management, 26

Tips, 130

US government, 204-205

Website, 97

Speaking

Asking questions, 4-5, 14-15,
29, 42-43, 48, 67-68,
70-72,85-85, 93, 95,
98-99,110,112,132, 134,
140, 158,161, 176, 181,
194, 199, 200, 202

Bill paying, 74

Community issues, 208

238 SKILLS INDEX

Af ag-1 c. con

Conversations, 14, 32, 50, 66,
74,78, 85,92, 94-95, 100,
123,125,130, 138, 140,
142, 148, 155,174,178,
185-186, 220

Doctors, 121

Goals, obstacles, and
solutions, 206

Government officials, 206

Health, 134, 142

llinesses and symptoms,
123,125

Introductions, 4

Job applications, 155

Jobs and careers, 29-30, 55, 161

Making comparisons, 48

Making requests, 186, 192

Purchasing methods, 50

Schedules, 35

Study habits, 23

Yes / No questions, 70-71, 85

Writing

About yourself, 8, 36

Adverbial clauses, 103, 111

Answering questions, 56

Budgeting, 87

Classified Ads, 68, 84, 87

Community issues, 201, 203,
210,217

Comparative adjectives, 68

Comparisons, 59, 61, 83, 201

Conditional sentences, 211

Directions, 111

Educational goals, 11

Experiences, 114

Explanations, 114, 220

Future conditional statements,
128

Formal letter, 80, 86

Goals, obstacles, and
solutions, 19, 22

Help wanted ads, 167

Health, 128

llinesses and symptoms, 125

Job applications, 189

Job skills and preferences,
149,151,154

Jobs and careers, 136, 148,
161,168, 174,193, 206

List making, 94, 35, 113, 141

Paragraphs, 8, 11, 22, 51,
53-54, 60, 105-106, 112,
114,136, 151, 168, 189, 194,
201, 206, 212,218, 220

Places, 105-106, 111,112
Purchases, 53-54, 60
Purchasing methods, 51, 61
Questions, 3,48, 94, 110, 166
Sentence creation 16, 32, 33,
60, 68, 83,85,103, 111,112,
137,183,201, 203,216
Sequencing transitions, 53-54,
60,62, 103, 106, 112
Speeches, 212,218,219
States and cities, 198-199, 216
Study habits, 25
Time management, 35
Workplace safety, 183, 194
Yes / No questions, 70, 71, 85

LEARNER LOGS, 32-34, 58-60,

84-86, 110-112, 138-140,
164-166, 190-192, 216-218

LIFE SKILLS

Advertisements, 43-45
Asking for information, 92-94
Bill paying, 72-74
Budgeting, 75-77
Communication at work,
184-186
Community issues, 207-209
Daily activities, 101-103
Educational goals, 9-11
Employee behavior and
attitudes, 178-180
Employee benefits, 178-180
Employment history, 155-157
Fitness information, 132-134
Goals, obstacles, and
solutions, 17-22
Greetings, 3-5
Health habits, 126-128
Help wanted ads, 152-154
House hunting, 66-68
Housing decisions, 69-71
Human body, 120-122
llinesses and symptoms,
123-125
Interpreting maps, 98-100
Introductions, 3-5
Job interviews, 158-160
Job skills and preferences,
149-151
Jobs and careers, 146-148
Making comparisons, 46-48
Making schedules, 14-16
Making smart purchases,
52-54
Nutrition labels, 129-131



Pay stubs, 175-177

Places, 92-100

Purchasing methods,
49-51

Shopping for goods and
services, 40-42

Speech writing, 210-212

Study habits, 23-25

Tenant rights, 78-80

Time management, 26-28

US geography, 198-200

US government, 204-206

Workplace safety, 181-183

DICTIONARY, 112, 140, 166, 192
TEAM PROJECTS, 35, 61, 87,113,

141,167,193, 219

TOPICS

Balancing your life 12-37

Goals, obstacles, and
solutions, 17-22

Making schedules, 14-16

Study habits, 23-25

Time management, 26-28

Citizens and community,
196-221

Community issues, 207-209

Political candidates, 201-203

Speech writing, 210-212
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US geography, 198-200

US government, 204-206

Consumer smarts, 38-63

Advertisements, 43-45

Making comparisons, 46-48

Making smart purchases,
52-54

Purchasing methods,
49-51

Shopping for goods and
services, 40-42

Explore the Workforce,
29-31, 55-57,81-83,
107-109,135-137,161-163,
187-189, 213-215

Getting hired, 144-169

Employment history,
155-157

Help wanted ads, 152-154

Job interviews, 158-160

Job skills and preferences,
149-151

Jobs and careers, 146-148

Getting to know you, 2-11

Goals, 9-11

Introductions and greetings,
3-5

Life story, 6-8

Health, 118-143

Fitness information, 132-134

Health habits, 126-128

Human body, 120-122

llinesses and symptoms,
123-125

Nutrition labels, 129-131

Housing, 64-89

Bill paying, 72-74

Budgeting, 75-77

House hunting, 66-68

Housing decisions, 69-71

Tenant rights, 78-80

On the job, 170-195

Attitudes at work, 172-175

Communication at work,
184-186

Employee benefits, 178-180

Pay stubs, 175-177

Workplace safety, 181-183

Our community, 90-117

Daily activities, 101-103

Finding places, 98-100

Places in the community,
92-97

Writing about places, 104-106
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