Forms @ Workplace English

Take Home — Unit |: Breaking the Ice

\\
REAL WORDS (PALABRAS REALES)

Greetings (Saludos)
Hello (Hola)

Hi (;Qué tal?)

Good morning
(Buenos dias)

Good afternoon
(Buenas tardes)

Good evening
(Buenas noches)
Departures
(Despedidas)
Good-bye (Adiés)
‘Bye (Chao)

Good night (Buenas
noches)

See you later (Hasta
luego)

Until tomorrow (Hasta
mafana)

Z__ N\

Repeat and remember:

@j SAY IT RIGHT (DiGALO
/4

Introductions
(Presentaciones)

| am Maria. (Me llamo Maria.)
This is Juan. (Este es Juan.)

(I’'m) pleased to meet you.
(Encantado de conocerlo.)

(It’s) nice to meet you.
(Un gusto conocerte.)

How are you (doing)?
(¢:Como estd?)

I’m fine / well. (Estoy bien.)
I’'m O.K. (Estoy O.K.)

I’m So-so. (Estoy regular.)
How’s it going?

(;Qué tal va todo?)

It’s going fine / well.

(Todo va bien.)

Repita y recuerde:

A.“Thanks a lot.”

. “Muchas gracias.”

B. “Hello.”

. “Hola.”

C. “You’re welcome.”

. “De nada.”

D.“How are you?”

E. “Good morning.”

. “Buenos dias.”

F. “Excuse me.”

“Disculpe.”

G. “Good night.”

. “Buenas noches.”

H.“My name is

”»

A
B
C
D. “;Cémo esta?”
E
F.
G
H

. “Mi nombre es
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Expressions of Courtesy
(Expresiones de Cortesia)
Please. (Por favor.)

Thank you. (Gracias.)

Thanks. (Gracias.)

You’re welcome. (De nada.)

My pleasure. (Un placer.)

No problem. (No hay problema.)
Excuse me. (Disculpe.)

Pardon me. (Perdén.)

Family (Familia)

Wife (Esposa)

Husband (Esposo)

Son (Hijo)

Daughter (Hija)

Are you married? (;Estd casado?)
Yes, I’m married. (Si, estoy
casado.)

Are you single? (;Es soltero?)
No, I’m not single. (No, no soy
soltero.)

Do you have children? (;Tiene

hijos?)
Yes, | have children (Si, tengo
hijos)
| have ( one son. (un hijo.)
(Tengo) two sons.
(dos hijos.)
one daughter.
(una hija.)
two daughters.
(dos hijas.)
.



Forms @ Workplace English

Take Home — Unit 2: Numbers

Cardinal Ordinal

0 — zero 17 — seventeen

1 —one 18 — eighteen 15t — first

2 —two 19 — nineteen 2™ — second

3 — three 20 — twenty 3 — third

4 — four 21 — twenty-one 4t — fourth

5 — five 22 — twenty-two 5% — fifth

6 — six 23 — twenty-three 6" — sixth*

7 — seven 24 — twenty-four 7% — seventh

8 — eight 25 — twenty-five 8™ — eighth

9 — nine 26 — twenty-six 9™ — ninth

10 — ten 27 — twenty-seven 10" — tenth

11 — eleven 28 — twenty-eight 1™ — eleventh
12 — twelve 29 — twenty-nine 12 — twelfth
13 — thirteen 30 — thirty 13 — thirteenth
14 — fourteen 31 — thirty-one 14™ — fourteenth
15 — fifteen 15" — fifteenth

16 — sixteen

Money Terms

(Términos de dinero)
dollar (délar)

buck (délar)

single (Ibillete de un délar)
cent (centavo)

bill (billete)

coin (moneda)

16" — sixteenth

dime (moneda de 10c)
nickel (moneda de 5¢)
penny (moneda de 1c)
cash (efectivo)

credit (crédito) hour

SAY IT RIGHT (DiGALO BIEN)

Repeat and remember (Repita y recuerde):

17" — seventeenth
18" — eighteenth

19™ — nineteenth
20" — twentieth

21 — twenty-first
22" — twenty-second
23" — twenty-third
24" — twenty-fourth
25" — twenty-fifth
26™ — twenty-sixth
27" — twenty-seventh
28" — twenty-eighth
29" — twenty-ninth
30" — thirtieth

31* — thirty-first

Time Terms
(Términos de tiempo)
quarter (moneda de 25c) 12:00 — Twelve o’clock (Doce en punto)
8:30 — Eight thirty (Ocho y media)
2:15 — Two fifteen (Dos y quince)
5:45 — Five forty-five (Cinco y cuarenta y cinco)
It is 11:00 (Son las 11:00)

(hora)

More Cardinal

20 — twenty

30 — thirty

40 — forty

50 — fifty

60 — sixty

70 — seventy

80 — eighty

90 — ninety

100 — one hundred

1,000 — one
thousand

minute (minuto)

after (y ...)

to/‘till (para las ...)
noon (mediodia)
midnight (medianoche)

Say these quickly (Digalo rapido):

A. “There are three trees.” (“Hay tres drboles.”) tree / three (drbol / tres)
B. “Give me five bucks.” (“Dame cinco délares.”) five / fifth (cinco / quinto)
C. “This is her eightieth customer.” (“Este es su octavo cliente.”) | eight / eightieth (ocho / octavo)
D. “We are paid on the thirtieth of the month.” thirty / thirtieth
(“Nos pagan el treinta de cada mes.”) (treinta / trigésimo)
E. “I mean it! Come in one minute!” mean it / minute
“iHablo en serio! jHablemos un minuto!”) (en serio / minuto)
F. “53 cents, please.” (“53 centavos, por favor.”) since / cents (desde / centavos)
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Forms @ Workplace English

Take Home — Unit 3: Scheduling

REAL WORDS (PALABRAS REALES)
4

Be on time (Llegue a tiempo) To be paid (Recibir pago)
Don’t be late (No llegue tarde) Pay period (Periodo de pago)
Punch in/ out (Marcar la entrada / la salida) Break (Descanso)
Time clock (Reloj registrador) Overtime (Horas extra)
| need to take time off (Necesito tomar tiempo libre) Shift (Turno)
Z__ N\
@') SAY IT RIGHT (DiGALO BIEN)
4
Repeat and remember (Repita y recuerde): Say these quickly (Digalo rapido):
A. “Itis important to come on time.” on time
(“Es importante llegar a tiempo.”) (llegar a tiempo)
B. “Punch in on the time clock when you arrive.” punch in (Marcar la entrada)
(“Marque la entrada en el reloj registradorcuando llegue.”) time clock (reloj registrador)
C. “Take a break every four hours.” break
(“Témese un descanso cada cuatro horas.”) (descanso)
D. “Call when you are going to be late.” to be late

(“Llame a avisar cuando vaya a llegar tarde.”) (llegar tarde)
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Forms @ Workplace English

Take Home — Unit 4: Hygiene

REAL WORDS (PALABRAS REALES)

water (agua) wash (lavar) clean (limpio)

soap (jabén) rinse (enjuagar) dirty (sucio)

paper towel (toalla de papel) shower (ducharse) safe (seguro)

hair (pelo) wear (vestir) dangerous (peligroso)
hands (manos) handle (tocar) healthy (saludable)
face (cara) shave (afeitarse) uniform (uniforme)
jewelry (joyas) hairnet (red para el pelo)

7\
@') SAY IT RIGHT (DiGALO BIEN)
/4

Repeat and remember (Repita y recuerde): Say these quickly (Digalo rapido):
A. “Wash and rinse with water.” wash
(“Lave y enjuague con agua.”) (lavar)
B. “Shave and shower every day.” water
(“Aféitese y duchese todos los dias.”) (agua)
C. “Dirty hands are dangerous.” workers
(“Las manos sucias son peligrosas.”) (trabajadores)
D. “Wear a hairnet to be safe.” wear
(“Pongase la red para el pelo para estar seguro.”) (vestir)
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Forms @ Workplace English

Take Home — Unit 5: Safety

REAL WORDS (PALABRAS REALES)

wet (mojado)
careful (cuidadoso)
sharp (afilado)
heavy (pesado)
electric (eléctrico)

cart (carrito)

danger (peligro)
sign (aviso)
gloves (guantes)
shoes (zapatos)
knife (cuchillo)

accident (accidente)

fire (fuego)
hazard (riesgo)
caution (cautela)
safety (seguridad)
alarm (alarma)

unplug (desconectar)

carry (cargar)
lift (alzar)

fall (caerse)
slip (resbalarse)
spill (derramar)

rules (reglas)

injury (herida)

warn (advertir)

Repeat and remember (Repita y recuerde):

Say these quickly (Digalo rapido):

A.

“Report all safety hazards.” slip
(“Reporte todos los riesgos de seguridad.”) (resbalarse)
B. “Report all fire hazards.” spill
(“Reporte todos los riesgos de incendio.”) (derramar)
C. “Sharp knives are dangerous.” sharp
(“Los cuchillos afilados son peligrosos.”) (afilado)
D. “Heavy boxes are dangerous.” safety
(“Las cajas pesadas son peligrosas.”) (seguridad)
E. “Wet floors are dangerous.” sign

(“Los pisos mojados son peligrosos.”)

(aviso)
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silverware (cubiertos)

fork (tenedor)

knife (cuchillo)

knives (cuchillos)

spoon (cuchara)

plate (plato)

measuring spoon (cuchara de medir)
cup (taza)

spatula (espdtula)

pot (olla)

wrapper(s) (envoltura/envolturas)

A\
@') SAY IT RIGHT (DiGALO BIEN)
/4

Forms @ Workplace English

Take Home — Unit 6: In the Kitchen

cover/lid (cubierta / tapa)
straw (pitillo)
napkin (servilleta)
soap dispenser (dispensadora de jabdn)
refrigerator (refrigerador)

freezer (congelador)
sink (fregadero / lavabo)
dishwasher (lavaplatos)
dish(es) (plato/platos)
tray(s) (bandeja/bandejas)

Repeat and remember (Repita y recuerde):

grill (plancha)

stove (estufa)

oven (horno)
microwave (microondas)
bowl (tazon)

bags (bolsas)

glass(es) (vaso/vasos)

pan (sartén)

Say these quickly (Digalo rapido):

A. “l need a clean fork.” fork
(“Necesito un tenedor limpio.”) (tenedor)
B. “Do you need cups?” cups
(“Necesita vasos?”) (vasos)
C. “Please fill the straw dispenser!” straw dispenser
(“Por favor, llene el dispensador de pitillos!”) (dispensador de pitillos)
D. “Stir the meat with a spoon.” spoon
(“Revuelva la carne con una cuchara.”) (cuchara)
E. “Can you wash the pots?” pots

(“;Puede lavar las ollas?”)

(ollas)
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Forms @ Workplace English

Take Home — Unit 7: Food

) REAL WORDS (PALABRAS REALES)
4

lettuce tomatoes medium cheese heat chop
(lechuga) (tomates) (algo picante) (queso) (calor) (bicar)
salsa beans drink rice grill pour
(salsa) (frijoles) (bebida) (arroz) (asar) (verter)
corn soft taco salad bowl | ground beef bake peel
(maiz) (suave) (tazén de ensalada | (carne molida) (hornear) (pelar)
de taco)
carrots hard hot sauce steak fry cut
(zanahorias) (duro) (salsa picante) (bistec) (fritar) (cortar)
onions mild sour cream chicken boil slice
(cebollas) (poco picante) (crema agria) (pollo) (hervir) (rebanar)

7\
@j SAY IT RIGHT (DiGALO BIEN)
4

Repeat and remember (Repita y recuerde): Say these quickly (Digalo rapido):
A. Grill and slice the chicken. corn
(Ase y taje el pollo.) (maiz)
B. Peel and slice the onions and carrots. cut
(Pele y rebane las cebollas y las zanahorias.) (cortar)
C. Wash and dry the tomatoes. carrots
(Lave y seque los tomates.) (zanahorias)
cheese
(queso)
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Forms @ Workplace English

Take Home — Unit 8: Cleaning

REAL WORDS (PALABRAS REALES)
4

broom soap
(escoba) (jabon)
water detergent
(agua) (detergente)
towels germs
(toallas) (microbios)
brush/ brushes bacteria
(cepillo/cepillos) (bacteria)
cutting board bleach
(tabla para cortar) | (lejia)

%) SAY IT RIGHT (DiGALO BIEN)

counter
(mostrador)

cabinets
(armarios)

griddle
(plancha)

bucket
(balde)

scrub
(restregar)

clean
(limpiar)
vacuum
(aspirar)
sweep
(barrer)

clear
(despejar)
wash
(lavar)

dust
(desempolvar)

mop
(trapear)

sanitize
(desinfectar)

wipe

(limpiar)

Repeat and remember (Repita y recuerde):

Say these quickly (Digalo rapido):

A. “I mopped the floor.” broom
(“Trapeé el piso.”) (escoba)
B. “l washed the counters.” brush
(“Lavé los mostradores.”) (cepillo)
C. "He vacuumed the customer area.” bleach
(“El aspiré el drea para clientes.”) (lejia)
D. “She took out the trash.” bucket
(“Ella sacé la basura.”) (balde)
E. “Mike scrubbed the sink.” board
(“Mike restregé el fregadero.”) (tabla)
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Forms @ Workplace English

Take Home — Unit 9: Customer Service

REAL WORDS (PALABRAS REALES)

smile

(sonreir)

look

(mirar)

speak

(hablar)

polite

(cortés)

service
(servicio)

)

&

J SAY IT RIGHT (DiGALO BIEN)
7

clean
(limpio)
neat
(pulcro)

appearance
(apariencia)

clear
(despejar)
sweep
(barrer)

order
(pedir)
serve
(servir)
take
(tomar)

Repeat and remember (Repita y recuerde):

“Thank you”
(“Gracias”)

“You’re welcome”
(“De nada”)

“Excuse me”
(“Disculpe”)
“I’'m sorry”
(“Lo lamento™)

“No problem”
(“No hay problema”)

Say these quickly (Digalo rapido):

A. Smile to every customer! “May | help you, sir?”
(jSonrian a todos los clientes!) (“;Le puedo ayudar, sefior?”)

B. Be clean and neat! “Right away, ma’am.”
(iSean limpios y pulcros!) (“En seguida, sefiora.”)

C. Always use polite words! “Certainly, sir.”

(jUsen siempre palabras corteses!)

(“Por supuesto, sefior.”)
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