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Lexical Area and 
Photocopiable 
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Vocabulary

Grammar and 
Language 
Functions

Level Learner Types Grouping

In the Office	 pp. 15-44

1 Daily Office 
Activities
Daily Activity 
Picture Cards
Daily Activity 
Name Cards

1.1 Matching
1.2 Memory
1.3 Bingo
1.4 When do 
you do it?
1.5 What is he/
she doing?

Everyday office 
activities

1.2 Present 
Progressive
1.4 Present Simple
1.5 Present 
Continuous

1.1 A1-A2
1.2 A1-A2
1.3 A1-A2
1.4 A1-B1 
1.5 A2-B1

1.1 V,A,KM / G
1.2 V,A,KM / G
1.3 V,A,KM / G
1.4 V,A,KM / G,A
1.5 V,A,KM,KE / 
G,A

1.1 1-1, PW, 
small groups
1.2 1-1, PW, 
small groups
1.3 whole class
1.4 1-1, small 
groups
1.5 1-1, whole 
class

2 Daily Office 
Activities 
Daily Activity 
Picture Cards
Daily Activity 
Name Cards
Adverbs of 
Frequency Cards
Adverbial Time 
Phrases Cards
Board Game

2.1: How often 
do you do it? 
When do you 
do it?
2.2: Office 
Routines Board 
Game

2.1 Everyday 
office activities
2.2 Everyday 
office activities 

2.1 Present Simple
Adverbs of 
Frequency & 
Adverbial Time 
Phrases
Times of the Day
2.2 Present Simple
Adverbs of 
Frequency & 
Adverbial Time 
Phrases
Times of the Day
Questions in 
Present Simple, 
Word Order 

2.1 A2-B1 
2.2 B1-B2

2.1 V,A,KM / G,A
2.2 V,A,KM / G,A 

2.1 1-1, small 
groups
2.2 1-1, small 
groups

3 Office 
Activities 
Find Everyone 
Who ...cards

3 Find 
Everyone Who 
...

3 Everyday and 
specialised 
office activities

3 Present Simple 3 B1-B2 3 V,A,KM / G,A 3 1-1, whole 
class

4 Office 
Supplies 
Office Supply 
Picture Cards
Office Supply 
Name Cards 

4.1 Matching 
Game
4.2 What am I?
4.3 How often 
do you use this 
item? 

4.1 Office 
supplies and 
office articles
4.2 Office 
supplies and 
office articles
4.3 Office 
supplies and 
office articles

4.1 Present Simple
4.2 Present Simple 
Questions and 
Answers, Adjectives
4.3 Present 
Simple & Adverbs 
of Frequency, 
expansion: mixed 
tenses, modals

4.1 A2-B1
4.2 A2-B1
4.3 B1-B2

4.1 V,A,KM / G
4.2 A,KM / G,A
4.3 V,A,KM,KE / 
G,A

4.1 1-1, small 
groups
4.2 whole class
4.3 1-1, whole 
class

5 Office Supplies
Domino Cards

5 Office 
Supplies 
Dominoes 

5 Office supplies 
and uses 

5 Present Simple 
Future Tenses 
Past Tense

5 A2 5 V,A,KM / G,A 5 1-1, small 
groups

6 In the Office
Pictures A & B

6 What are the 
differences?

6 Articles and 
furniture in the 
office

6 Present 
Continuous Present 
Simple
Spatial Prepositions

6 A2-B1 6 V,A / A 6 1-1, pairs
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