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Present simple and continuous
Use
The present simple is used to talk about: 
1 Habits, routines and things that occur regularly.
 I do exercise every day.
 It often rains in April.
2 Facts, general truths and permanent situations.
 paris is the capital of France. 
 Water boils at 100˚C.
3 Mental or emotional states, including likes and 

dislikes.
 I feel happy today.
 Do you believe in ghosts?
 I prefer jazz to rock.
Adverbs of frequency and time expressions like 
every morning, once a week and on Fridays are 
often used with the present simple.
The present continuous is used to:
1 Describe actions in progress and actions which 

happen at the moment of speaking.
 I’m writing an email to my best friend.
 ‘Where’s Hakan?’ ‘He’s talking on the phone.’
 Is Claudia doing her homework now?
Time expressions like now, at the moment and 
today are often used with the present continuous.
2 Talk about arrangements with a fixed date or 

time in the future.
 I’m having lunch with my grandparents tomorrow.
 Are you meeting Sebastian after school?
Remember that stative verbs are not usually 
used with the present continuous. These include: 
believe, belong, own, have (possess), hate, 
imagine, know, like, love, prefer, remember, think, 
understand and want.

Verbs + -ing / to
The -ing form is used after the following verbs and 
expressions: enjoy, love, like, prefer, hate, don’t 
mind, can’t stand, be into and finish.
I love reading ghost stories. 
He can’t stand watching horror films.
Do you enjoy swimming?
Note that we don’t usually use love or prefer in 
negative sentences.
The infinitive with to is used after the following 
verbs and expressions: want, decide, need, would 
like, would prefer.
I want to download some music from the internet.
She doesn’t need to go home now.
Would you like to have a party for your birthday?

Past simple
Affirmative negative

I / You / He / She / It / 
We / You / They danced.

I / You / He / She / It / We / 
You / They didn’t dance.

I / You / He / She / It / 
We / You / They sang.

I / You / He / She / It / We / 
You / They didn’t sing.

Questions

Did I / you / he / she / it / we / you / they dance?

Did I / you / he / she / it / we / you / they sing?

Regular and irregular verbs
For most regular verbs, we add -ed: look ➝ looked.
If the verb ends in -e, we add -d: smile ➝ smiled.
If the verb has one syllable and ends in a 
consonant preceded by a vowel, we double the 
consonant before adding -ed: plan ➝ planned.
In British English, we always double the consonant 
l: travel ➝ travelled.
If the verb ends in -y preceded by a consonant, we 
delete the -y and add -ied: study ➝ studied.  
There are no rules for the formation of irregular 
verbs. See the list of irregular verbs on page 104.

Use
The past simple is used to talk about a finished 
action or a period of time in the past. It is often 
used with past time expressions which pinpoint 
specific moments in the past: yesterday, last night, 
two years ago, on Tuesday, in 2010.
Natalie spoke to your brother last night.
I didn’t send you a text message on Tuesday.
Did you go on holiday in 2010?

Object and subject questions
In the sentence below, John is the subject, while 
Mary and a red rose are both objects.
John gave Mary a red rose. 

Object questions
An auxiliary verb is used when the question refers 
to the object of the verb:
Who did John give a red rose to? What did John give 
Mary? How many roses did he give her?

Subject questions
No auxiliary verb is used when the question refers 
to the subject of the verb:
Who gave Mary a red rose?
What happened on 21 July 1969?
Which bus goes to the station? 
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used to
Affirmative negative

I / You / He / She / It / 
We / You / They used to 
live in Oxford.

I / You / He / She / It / 
We / You / They didn’t 
use to live in London.

Questions Short answers

Did you / he / she / it /
you / they use to live in 
Edinburgh?

Yes, we did. 
No, they didn’t.

Use
The structure used to + verb is often used to 
describe habits, states, or repeated actions in the 
past which are now finished.
I used to live in Madrid. Now I live in New York.
I used to like gadgets. Now I prefer fashion. 
I used to go to work by bus. Now I cycle.

Past perfect and past simple
Past perfect
Affirmative negative

I / You / He / She / It / 
We / You / They had 
finished.

I / You / He / She / It / 
We / You / They hadn’t 
changed.

Questions Short answers

Had I / you / he / she / it / 
we / you / they arrived?

Yes, they had. 
No, I hadn’t.

Use
The past simple is used to talk about a finished 
action which happened at a specific time in the 
past.
Two months ago Laura gave Fred an mp3 player for his 
birthday.
The past perfect is used to talk about an action 
in the past which happened before another more 
recent past action. The events do not need to be 
presented in chronological order as the tense 
shows which happened first.
Last week Fred lost the mp3 player that Laura had given 
him for his birthday.
First action: Laura gave Fred an mp3 player.  
Second action: Fred lost the mp3 player.
The programme had started when I turned on the TV.
First action: The programme started.  
Second action: I turned on the TV.
Arnold celebrated after he had passed his exams.
First action: Arnold passed his exams.  
Second action: He celebrated.

Note that we can also use after and before 
with two past simple verbs to link events 
chronologically, and to say that one action follows 
another. 
I turned off the light before I left the room.

Past simple and continuous
Past continuous
Affirmative negative

I was singing. I wasn’t singing.

You were singing. You weren’t singing.

He / She / It was singing. He / She / It wasn’t 
singing.

We / You / They were 
singing.

We / You / They weren’t 
singing.

Questions Short answers

Was I singing? Yes, you were.

Were you singing? No, I wasn’t.

Was he / she / it singing? Yes, he / she / it / was.

Were we / they singing? No, we / they weren’t.

Use
The past simple is used to talk about a finished 
action or a period of time in the past.
I got a new job last week.
The past continuous is used to talk about an 
action that was in progress in the past.  
‘What were you doing at 6.30 this morning?’ ‘I was 
having breakfast.’ 
The past continuous and the past simple are often 
used together in the same sentence when one 
action interrupts another. The past continuous is 
used for the long action and the past simple for 
the action that interrupts the long action. Note 
that while is usually used with the past continuous 
and when with the past simple. 
We had a coffee while we were waiting for the train. 
I was watching TV when my mum got home. 
Two past simple verbs are used when one action 
follows another. 
I came home at 6.30 and I cooked dinner.
Two past continuous verbs are used to talk about 
two simultaneous actions that were in progress in 
the past.
I was doing my homework while my mum was cooking 
dinner.
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Present perfect + just, still, already  
and yet
Just is used to reinforce the idea that an action 
has only been completed very recently. It is used 
in affirmative sentences, and comes between the 
auxiliary has / have and the past participle.
We’ve just seen a terrifying film. 
Still is used to reinforce the idea that something 
has not changed. It is used in negative sentences, 
and comes before the auxiliary has / have.
It’s 10.30 and you still haven’t finished your homework! 
Already is used when an action is completed 
sooner than we expected. It is used in affirmative 
sentences, and comes between the auxiliary has / 
have and the past participle.
Dominic isn’t here. He’s already gone to the bus stop. 
Yet is used to talk about something which has not 
happened, or when we do not know if something 
has happened. It is used in questions and in 
negative sentences, and always comes at the end 
of the phrase.
Has William met your parents yet? 
Carla and ollie haven’t arrived yet.

Present perfect + for and since
For can be used with the present perfect or the 
past simple. With the present perfect, for describes 
the duration of an action or event which started 
in the past and continues into the present. It is 
followed by a period of time: for three months, for 
five days, for ages.
They’ve lived in this street for two years. = They moved 
two years ago and they still live here.
With the past simple, for describes an action 
which started and finished in the past.
He worked here for three years. = He doesn’t work 
here now.
Since is used with the present perfect, and it 
indicates when an action started.
We’ve known Kate since June.

Present perfect and past simple
The past simple is used to talk about a finished 
action which happened at a specific time in the past.
She caught the train at three o’clock. 
The present perfect is used to describe events which 
started in the past and continue in the present.
I’ve had this mountain bike for two years. 

The past simple is used with time expressions 
which pinpoint specific moments in the past: 
yesterday, last month, at nine o’clock, two years ago.
The present perfect is used with expressions which 
describe the point at which an action started, or a 
period of time: for three years, since 1997.

Present perfect simple and continuous
Present perfect continuous
Affirmative negative

I / You / We / They’ve 
been playing.

I / You / We / They haven’t 
been playing.

He / She / It’s been 
playing.

He / She / It hasn’t been 
playing.

The present perfect continuous is made with have 
or has + been followed by the -ing form of the 
main verb.

Questions
Short answers
Affirmative negative

Have I / you /
we / they been 
waiting?

Yes, I / you 
/ we / they 
have.

No, I / you / we /
they haven’t.

Has he / she / it 
been waiting?

Yes, he / she /
it has.

No, he / she / it 
hasn’t.

Use
The present perfect simple implies that an action 
is complete.
I’ve read this hilarious book. (= I’ve finished it) 
The present perfect continuous implies that an 
action is not complete and might continue.
I’ve been reading this hilarious book. (= I haven’t 
finished it and I’ll continue reading it) 
Verbs that have the idea of a very long time or 
repeated action are often used in the present 
perfect continuous: wait, learn, try, rain, play, work. 
I’ve been waiting for ages! 
Verbs that have the idea of a short time or single 
action are often used in the present perfect 
simple: cut, stop, finish, start, break, die, lose, buy.
She’s cut her finger.
Remember that stative verbs are only used with 
the simple form. These include: believe, belong, 
own, have (=possess), hate, imagine, know, like, 
love, prefer, remember, think, understand, want.
I’ve known Helena for three years.
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Introduction to modal auxiliary verbs
Modal auxiliary verbs like can, could, may, might, 
must and should are always followed by the 
infinitive without to. They have got the same form 
for all subject pronouns.
I / You / He / She / It / We / They might be late.
With may and might, we do not use contracted 
negative forms.
You mightn’t be lucky.  You mayn’t be lucky.

could, can, will be able to
Affirmative
Past Present future
We could go 
without lunch. 

I can play the 
piano.

He’ll be able to 
see them.

negative
Past Present future
We couldn’t go 
without lunch.

I can’t play the 
piano.

He won’t be able 
to see them.

Use
Could, can and will be able to are used to express 
ability in the past, present and future. 
Past: I couldn’t swim when I was six.
Present: I can’t answer the phone now. I’m cooking. 
Future: I won’t be able to come tonight because I’m busy.

may, might, could, must, can’t
Possibility
Affirmative negative
I may / might come later.
They could be in the classroom.

I may / might not 
arrive on time.

Certainty
Affirmative negative

She must be the new teacher. You can’t be 
hungry already.

Use
May, might and could have got the same meaning. 
They are used to say that something is possible, 
but not certain. 
This may / might/ could be John’s new car, or it  
may / might / could be the black one over there. I’m not 
sure.
Must is used to say that something is certain. 
This must be John’s new car. It’s in front of his house. 
Can’t is used to say that something is impossible.
This can’t be John’s new car. He wouldn’t buy a pink one! 

The negative forms couldn’t and mustn’t are not 
used to talk about certainty or possibility in the 
present.

Past modals
Possibility
Affirmative negative

I may / might / could 
have had flu.

I may / might not have 
had flu.

Certainty
Affirmative negative

She must have had flu. You can’t / couldn’t have 
had flu.

Past modals are always followed by have and the 
past participle of the main verb.
It might have rained. She must have survived.

Use
May / might / could have + past participle are used to 
say that something was possible, but not certain. 
It may / might / could have been Ann on the phone. 
Must have + past participle is used to express 
certainty about the past.
The ambulance has gone. It must have taken the patient 
to hospital. 
Can’t / couldn’t have + past participle are used to 
express certainty in negative sentences.
It can’t / couldn’t have been Jo you saw at the party last 
night. She’s still in hospital.

should, must, have to
Use
Should is used to ask for or give advice.
‘What should I do?’ ‘You should have a vaccination.’
Must and have to refer to rules, laws and obligations.
Students at this school must / have to wear ties.
Must is often used to refer to something that the 
speaker thinks is necessary.
I must be at home by 8.45. My favourite show starts at 
nine o’clock and I don’t want to miss it.
Have to is often used when the circumstances 
make something necessary.
I have to be at home by nine o’clock. My parents don’t let 
me stay out late during the week.
Mustn’t means that something is prohibited.
You mustn’t lie and you mustn’t steal.
Don’t have to means that something is not necessary.
I don’t have to get up early on Sundays.
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be going to
Affirmative negative

I’m going to 
walk. I’m not going to walk.

You’re going to 
walk. You aren’t going to walk.

He / She / It’s 
going to walk. He / She / It isn’t going to walk.

We / You / 
They’re going 
to walk.

We / You / They aren’t going to 
walk.

Questions
Short answers

Affirmative negative

Am I going to 
wait? Yes, I am. No, I’m not.

Are you going 
to wait? Yes, you are. No, you aren’t.

Is he / she / it 
going to wait?

Yes, he / she /
it is. 

No, he / she / it 
isn’t. 

Are we / you / 
they going to 
wait?

Yes, we / you /
they are.

No, we / you /
they aren’t.

It is common to use the contracted forms in 
negative short answers. However, the contracted 
forms are never used in postive short answers.

Use
The future form be going to is used to describe 
plans and intentions for the future.
We’re going to fly to Berlin next Friday. We’ve booked our 
tickets already.
I’m not going to marry you!
What are you going to do this weekend?

will and be going to
will
Affirmative negative
I / You / He /  
She / It / We / 
You / They will 
fly.

I / You / He / She / It / We / You / 
They won’t fly.

Questions
Short answers
Affirmative negative

Will I / you /  
he / she / it /  
we / you /  
they fly?

Yes, I / you / 
he / she /  
it / we / you / 
they will.

No, I / you /  
he / she / it /  
we / you /  
they won’t.

Will is always followed by the infinitive without to.
They’ll visit all the famous places in Rome.
You’ll enjoy this new travel book.
The negative will not is usually contracted to 
won’t.
She won’t get to the airport on time.
We won’t set off early tomorrow.

Use
Will is used to make a prediction or give an  
opinion about the future, especially after  
I (don’t) think … and I’m sure ... .
I think the trip will be really interesting.
I’m sure you’ll like the hotel.
The future form be going to can also be used to 
make predictions, but only when the prediction is 
based on some evidence.
Adam is standing next to the pool. He’s going to jump in.
The sky is very dark. It’s going to snow soon.

Present simple and continuous  
for future
The choice of which tense to use for the future 
depends on the event being described and on the 
way the speaker sees the event.
The present simple is used to talk about 
timetables or schedules in the future.
The plane from London arrives at eight o’clock.
The film starts at seven o’clock.
The present continuous is used to talk about 
events that have been arranged for the future, 
usually at a specific time or on a particular day.
I’m playing tennis with Jodie on Sunday.
‘What are you doing tonight?’ ‘We’re meeting Sam and 
Josh.’

will for spontaneous decisions
Will is used to express a spontaneous decision, 
when people decide to do something at the 
moment of speaking. It is also used to express 
offers of help and promises.
‘It’s very hot in here.’ ‘Don’t worry. We’ll open all the 
windows.’
‘I’m very thirsty.’ ‘I’ll get you some water.’
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Reflexive pronouns; each other
Reflexive pronouns are used when the subject and 
the object of the verb are the same.
I hurt myself while I was playing hockey.
Reflexive pronouns show that the person who 
does the action is also the person who is affected 
by it. This is called a ‘reflexive’ action. 
I often talk to myself.
She bought herself a silver necklace.
Richard taught himself to play the violin.

Singular Plural

I hurt myself. We hurt ourselves.

You hurt yourself. You hurt yourselves.

He hurt himself.

They hurt themselves.She hurt herself.

The dog hurt itself.

The pronoun each other is used to talk about 
reciprocal actions. Unlike reflexive actions, 
reciprocal actions always involve more than one 
person.
We always send each other postcards. 
You’ve known each other since 2010. 
They smiled at each other and shook hands.

Active or passive: introduction
The active voice is used when we are interested 
in the agent (the person or thing who does the 
action). 
Sarah Burton designed this dress.
The passive voice emphasizes the action itself.  
The action is more important than the person  
who does the action.
These jeans weren’t manufactured in Japan.
If we want to ask about or say who does the 
action, we use by.
The first collection was designed by Ralph Lauren.
Who are these clothes made by? 
When a sentence is changed from active to 
passive, the object of the active sentence becomes 
the subject of the passive sentence.
people make these trainers in China. ➝ These trainers 
are made in China. 
They invited Kate to Fashion Week. ➝ Kate was invited 
to Fashion Week.

Note that the pronouns often need to change.
Sonia gave me an mp3 player for my birthday. ➝
I was given an mp3 player for my birthday.
We made the birthday cake. ➝ The birthday cake was 
made by us.

Passive: past, present and future
Past passive
The affirmative form of the past passive is made 
with subject + was / were + the past participle of 
the main verb.
You were invited to the party.
The negative form of the past passive is made 
with subject + wasn’t / weren’t + the past 
participle of the main verb.
You weren’t invited to the party.

Present passive
The affirmative form of the present passive is 
made with the subject + am / is / are + the past 
participle of the main verb.
I am invited to the party.
The negative form of the present passive is made 
with the subject + am not / isn’t / aren’t +  the past 
participle of the main verb.
I’m not invited to the party.

Future passive
The affirmative form of the future passive is made 
with subject + will be + the past participle of the 
main verb. 
He will be invited to the party.
The negative form of the future passive is made 
with subject + won’t be + the past participle of the 
main verb. 
He won’t be invited to the party.

Passive: questions
Present and past passive questions are made with 
be + subject + past participle. The short answer 
uses the corresponding form of be.
‘Are you invited to the party?’ ‘Yes, I am.’
Future passive questions are made with will + 
subject + be + past participle. The short answer 
uses will but not be.
‘Will they be invited to the party?’ ‘No, they won’t.’ 
How much will they be paid?
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make and let
The verbs make and let are followed by object 
pronoun / noun + infinitive without to.
I’ll make him promise.
Did they let you go out last night?
Both make and let are irregular verbs: 
make – made – made let – let – let

Use
Make means ‘to force someone to do something’.
I won’t make you eat it. = I won’t force you to eat it.
Let means ‘to allow someone to do something’. 
My dad let me go out. = He allowed me to go out.

First conditional + if or unless
Affirmative
If I / we / you / they win, I / we / you / they’ll be 
happy.
If he / she stays at home, he / she’ll watch TV.
negative
If I / we / you / they don’t call, I / we / you / they 
won’t visit.
If he / she doesn’t listen, he / she won’t understand.
Questions
If you / they’ve got money, will you / they pay for me?
If he / she forgets, will he / she be in trouble?

The first conditional is formed with if / unless + 
subject + present simple + comma (,) + will / won’t 
+ infinitive without to.
The if / unless clause can also come in the second 
half of the sentence. If the if / unless clause comes 
second, we don’t use a comma.
I’ll go to Sam’s party if I finish my homework early. = If I 
finish my homework early, I’ll go to Sam’s party.
Unless means if not.
She won’t be happy unless she wins. = She won’t be happy 
if she doesn’t win.

Use
The first conditional is used to talk about possible 
situations and the probable results of actions. 
If you lose his camera, he’ll be really angry.
I won’t help you unless you tell me the truth.

Second conditional
The second conditional is formed with if / unless 
+ subject + past simple + comma (,) + would / 
wouldn’t + infinitive without to.

The if / unless clause can go in the first or the 
second half of the sentence. If the if / unless clause 
comes second, we don’t use a comma.
We’d have better students if we invested more in 
schools. = If we invested more in schools, we’d have 
better students.

Affirmative
If I / we / you / they got 85%, I / we / you / they ’d pass.
If he / she cut taxes, he / she ’d be popular.
negative
If I / we / you / they didn’t have money, I / we / you / 
they wouldn’t buy a new car.
If he / she saw an alien, he / she would scream.
Questions
If you / they saw the president, would you / they 
recognize her?
If he / she voted, would he / she vote for you?

Use
The second conditional is used to talk about 
hypothetical, unreal or imaginary situations.
If I was the education minister, I’d ban science! = I’m not 
the education minister.
I’d go on holiday if I won the lottery. = I haven’t won the 
lottery and I don’t think that I will.
We also use the second conditional to give advice.
If I were you, I’d be quiet! 

First and second conditionals
Both the first and the second conditionals refer to 
the present or future. 
The first conditional is used to talk about possible 
situations and probable results. 
If I vote, I’ll vote for the Greens. = It’s possible I’ll vote, 
and if that happens, I’ll probably vote for the Greens.
The second conditional is used to talk about 
hypothetical, unreal or imaginary situations. 
If I was president, I’d build better schools. = I am not 
president.

Regrets about past and present
I wish + past simple is used to express regrets 
about an event or a situation in the present.
I wish I didn’t live in London. = I live in London now but 
I don’t want to live there.
I wish + past perfect is used to express regrets 
about an event or a situation in the past.
I wish I had told them about the accident. = I didn’t tell 
them about the accident and now I regret it.
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Comparing adjectives and adverbs
Adjectives modify nouns. Adverbs modify verbs.
Adam is a careful driver. Adam drives carefully.
Regular adverbs are formed by adding -ly.
polite ➝ politely confident ➝ confidently
If the adjective ends in -y, remove -y and add -ily.
happy ➝ happily lucky ➝ luckily
If the adjectives ends in -ic, we add -ally.
pessimistic ➝ pessimistically
Some adverbs are irregular: fast ➝ fast, hard ➝ 
hard, late ➝ late, good ➝ well

Formation of the comparative and 
superlative forms of adjectives and adverbs

1 Adjectives and adverbs with one syllable: add 
-er for the comparative and the + -est for the 
superlative. 

 weak ➝ weaker ➝ the weakest
 fast ➝ faster ➝ the fastest
2 Adjectives and adverbs ending in -e: add -r for 

the comparative and the + -st for the superlative.
 rare ➝ rarer ➝ the rarest
 late ➝ later ➝ the latest
3 Adjectives ending in a vowel followed by a 

consonant: double the final consonant and add 
-er or the + -est.

 big ➝ bigger ➝ the biggest
4 Two-syllable adjectives and adverbs ending
 in -y: remove -y and add -ier for the comparative 

and the + -iest for the superlative.
 healthy ➝ healthier ➝ the healthiest
 early ➝ earlier ➝ the earliest
5 Adjectives and adverbs of two or more syllables: 

add more for the comparative and the most for 
the superlative.

 dangerous ➝ more dangerous ➝ the most dangerous
 carefully ➝ more carefully ➝ the most carefully
6 Some adjectives are irregular:  good ➝ better ➝ 

the best, bad ➝ worse ➝ the worst,  little ➝ less ➝ 
the least

Use
The comparative is used to compare two people, 
places or things.
New York is bigger than Hamburg.
Jodie speaks more politely than Georgia.
The superlative is used to compare one person, 
place, or thing with a whole group. 
You are the kindest person I have ever met. 
Karl ran the most quickly out of all the students.

Third conditional
The clause which introduces the situation in the 
third conditional is formed with if + subject + past 
perfect. The clause which introduces the result is 
formed with subject + would have / wouldn’t have 
+ past participle.
If Mark had left earlier, he would have caught the train.
Gail wouldn’t have been late if she hadn’t overslept.

Use
The third conditional is used to talk about an 
unreal or hypothetical situation in the past. 
If I had known it was your birthday, I would have bought 
you a present. = I didn’t know it was your birthday 
so I didn’t buy you a present.

Defining relative clauses
A defining relative clause comes after a noun and 
gives important information about the noun. The 
sentence does not make sense or is not complete 
without the clause. The clause is introduced by a 
relative pronoun. Note the pronoun that can be 
used instead of who or which. 
I like people who / that have a good sense of humour.
This is the shop where I bought a new book.

Non-defining relative clauses
A non-defining relative clause comes after a noun 
and gives extra information about the noun. The 
non-defining relative clause is separated from 
the rest of the sentence by commas. In spoken 
language this is indicated by pauses. The sentence 
can still make sense without the clause.
Anna, who lives next door, is terrified of heights.
My friend told me her address, which I wrote in my diary.
In non-defining relative clauses it is not possible to 
use that instead of who or which.

Relative pronouns

defining non-defining

people who / that who

objects or ideas which / that which

places where where

possession whose whose

Remember not to confuse whose and who’s.
That’s the man whose car I borrowed last week. 
That’s the man who’s my neighbour.
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Indirect requests
Direct requests
Affirmative negative
‘Be quiet!’ the teacher said. ‘Don’t shout!’ she said.
‘Sit down, please,’ he said. ‘Don’t tell lies,’ he said.

Indirect requests
Affirmative
subject verb object infinitive
The teacher asked us to be quiet.
He told me to sit down.
negative
subject verb object not + infinitive
She asked us not to shout.
He told her not to tell lies.

Use
Indirect requests are used to report requests that 
people have made, without quoting their exact 
words. Both tell and ask can be used to report 
requests. They are always followed by an object.
He asked me to be quiet. I told him that I was sorry.

Reported speech: tense changes
direct speech Reported  speech

Present simple
‘I feel sad.’
Present continuous
‘We’re studying.’ 

be going to (present)
‘I’m going to tell the 
truth.’
Past simple
‘You played really well.’
 
Present perfect
‘I’ve made a mistake.’
 
Past perfect
‘I’d made a mistake.’
 
will / would
‘I won’t / wouldn’t break 
the law.’
can / could
‘I can / could come to 
your party.’

Past simple
He said that he felt sad.
Past continuous
They said that they were 
studying.
be going to (past)
He said that he was 
going to tell the truth.
Past perfect
She said that I had 
played really well.
Past perfect
He said that he had 
made a mistake.
Past perfect
He said that he had 
made a mistake.
would
She said that she 
wouldn’t break the law.
could
He said that he could 
come to my party.

must / have to
‘I must tell you a secret.’ 
‘They have to wear 
uniforms.’
 
mustn’t
‘You mustn’t go.’

had to
She said that she had to 
tell me a secret.  
He said that they had to 
wear uniforms.
mustn’t
He said that I mustn’t go.

Use
Reported speech is used to report what someone 
has said, without quoting their exact words.
Note that the pronouns often need to change.
‘I think you did the right thing,’ he said.
He said that he thought I had done the right thing. 

Reported questions
if / question 
word

subject
verb (with 
tense change)

She asked if I had told a lie.

He asked Jo where she lived.

We asked how many people had called.

Reported questions have the same word order as 
affirmative sentences. The rules for changing the 
verb tenses are the same as with affirmative and 
negative reported speech.

Use
Reported questions are used to report what 
someone has asked, without quoting their exact 
words. The reported words in yes / no questions 
are introduced by if or whether. 
‘Can you help?’ ➝ He asked me if / whether I could help.
With questions that contain a question word, we 
repeat the question word.
‘How old are you?’ ➝ She asked me how old I was.

Indirect questions
Indirect questions have the same word order as 
affirmative sentences. Unlike reported questions, 
indirect questions have the same tense as in the 
original direct question. 
‘Why did you lie?’ ➝ ‘Can you tell me why you lied?’
‘Is that my book?’ ➝ ‘I’d like to know if / whether that’s 
my book.’
‘Did you phone him?’ ➝ ‘I was wondering if / whether you 
phoned him.’

Use
Indirect questions are often used instead of direct 
questions because they sound more polite.


