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The Peacekeeping English Project is a major British government
project in 24 countries in central and eastern Europe and Central Asia. It
is funded by the Ministry of Defence and the Foreign and
Commonwealth Office

The aim of the programme is to enhance political and military stability
through improving the English language communication skills of the
police and armed forces, and so improve international co-operation in
NATO peacekeeping operations and other areas. 
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Introduction

This is your book of your English. 

Use it to keep a record of the English you want to learn and use.

It is an 'active' notebook for you to use at work but it will only be as
good as the notes you make. Use it to record important grammar and
words and actively use it and learn from it.

________________________________________

Name: ________________________________________________________

Address: ______________________________________________________

 ____________________________________________________________

 ____________________________________________________________

e-mail: ________________________@______________________________

________________________________________

"Information is the oxygen of the modern age. It seeps
through the walls topped by barbed wire, it wafts across the
electrified borders. "

Ronald Reagan
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Self-
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These pages are designed to help you assess your level of
English.

Use a pencil and starting at the bottom of the grids, read up
through the descriptions and shade in what you feel you can do. 

Stop shading when you feel you cannot do something.

You will then have a profile of what you can do in English.
Review this regularly.

C2
C1
B2
B1
A2
A1

You will also be able to see from the grid what you need to
learn. Use this to set your learning targets.

"This above all: to thine own self be true"
Hamlet

William Shakespeare



Listening Questioning Presenting

I can understand any kind of spoken
language at fast native speed.

I can understand and use idiomatic
language. I can express complex
questions precisely.

I can make clear, smooth-flowing
presentations and give effective briefings.

C2
I can understand everything except
heavily idiomatic language.

I can use language flexibly when
interacting with other proficient users
of English.

I can give a short impromptu speech of
welcome or thanks.

I can understand two people having a
conversation together.

I can ask detailed questions about my
field and other areas.

I can present a clear description of
complex processes or events in a well
structured presentation.C1

I can understand most everyday
conversations, films, TV news and
current affairs programmes.

I can interrupt and ask questions
during a presentation.

I can present advantages and
disadvantages of a proposal on a number
of subjects related to my field of interest.

I can understand the main points of a
conversation, radio or TV
programmes on topics I am familiar
with.

I can obtain most information I need I can present on a project or subject
closely related to my work.

B2

I can understand the main points of
clear speech on familiar topics in
work and leisure.

I can ask general questions about
familiar topics and situations.

I can comment on experiences and events.
I can retell a story or a film and give my
opinion on it.

I can understand most everyday
vocabulary.

I can ask simple questions on the
telephone.

I can present the outline of a project.
B1

I can understand a story in the past. I can ask someone about their work
and family.

I can tell a story set in the past. I can
describe my family, education and work in

simple terms.

A2
I can understand simple sentences. I can ask questions about a person’s

daily life.
I can describe my daily activities or

routines.
A1 I can understand basic phrases and

words.
I can find out prices and travel

information.
I can describe a simple picture, describe
where I live and work in simple phrases.



Persuading Writing Reading Socializing

I can chair a meeting or
negotiate successfully.

I can write reports, letters etc which
present a case in a logical way.

I can understand almost all
forms of written language.

I can be the host at
any social gathering.

C2 I can argue my point of
view easily.

I can write summaries of complex
reports.

I can understand factual texts
and specialised articles even
outside my field. 

I can tell stories and
jokes.

I can present my
opinions easily.

I can write specialist reports in an
appropriate style, highlighting the
salient points.

I can understand long and
complex fiction and non-fiction
texts.

I can be a good
dinner guest.

C1 I can make suggestions
and proposals.

I can write short reports, long memos
and e-mails. I can give reasons to
support my arguments.

I can understand specialised
articles and texts related to my
field.

I feel at ease in
social event, parties
etc.

I can discuss
alternatives.

I can write standard professional
letters and e-mails with few mistakes.

I can understand reports and
articles on current issues.

I can maintain a
conversation at a
social event.B2 I can discuss things but

sometimes need more
vocabulary.

I can write personal letters and e-
mails describing experiences and
impressions.

I can understand standard
professional letters and e-mails.

I can participate in
informal
discussions.

I can tell people what
will happen.

I can write informal letters. I can understand informal
letters.

I try to keep a
conversation going.

B1 I can take part in simple
discussions.

I can write short e-mails but I have to
use a spell-checker.

I can understand short e-mails. I can answer polite
requests.

A2
I can make simple
suggestions.

I can write very simple personal
letters.

I can understand short, simple
texts eg menus, timetables and
short personal letters.

I can offer to buy
someone a drink.

A1
I can give simple
information.

I can write postcards and  fill out
simple forms

I can understand simple notices
and posters.

I can give my name,
rank and serial
number.
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Council
of

Europe
ALTE Extracts from Common

Framework Descriptors Coursebook

C2 5

Can understand with ease virtually everything
heard or read. Can express him/herself
spontaneously, very fluently and precisely,
differentiating finer shades of meaning even in
more complex situations.

Proficiency

C1 4

Can understand a wide range of demanding, longer
texts, and recognise implicit meaning. Can express
him/herself fluently and spontaneously without
much obvious searching for expressions. Can use
language flexibly and effectively for social,
academic and professional purposes. 

Advanced

B2 3

Can understand the main ideas of complex text on
both concrete and abstract topics, including
technical discussions in his/her field of
specialisation. Can interact with a degree of fluency
and spontaneity that makes regular interaction with
native speakers quite possible without strain for
either party. 

Upper
Intermediate

B1 2

Can understand the main points of clear standard
input on familiar matters regularly encountered in
work, school, leisure, etc. Can deal with most
situations likely to arise whilst travelling in an area
where the language is spoken. 

Intermediate

A2 1

Can understand sentences and frequently used
expressions related to areas of most immediate
relevance (e.g. very basic personal and family
information, shopping, local geography,
employment). Can describe in simple terms aspects
of his/her background, immediate environment and
matters in areas of immediate need.

Pre-
Intermediate

A1 0

Can understand and use familiar everyday
expressions and very basic phrases aimed at the
satisfaction of needs of a concrete type. Can
introduce him/herself and others and can ask and
answer questions about personal details such as
where he/she lives, people he/she knows and things
he/she has. Can interact in a simple way provided
the other person talks slowly and clearly and is
prepared to help.

Elementary

Note: ALTE is the Association of Language Testers in Europe



You and
Your Work
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These pages are designed for you to write down how you will
describe yourself and your work to border officials from other
countries.

Use them to help you prepare for meeting and communicating
with people.

__________________________________

"If A is a success in life, then A equals x plus y plus z. Work
is x, y is play; and z is keeping your mouth shut"

Albert Einstein 
1950
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You
What do you do?

Which department do you work in?

What are you responsible for?

How long have you been working there?

What are you interested in?
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Where do you live?

What is your home town like?

Are you married?

Do you have any children?

What do you like doing in your free time?
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Your Life History

I was born in (place)…………………………………………….….….. 

in (year) …………..…..

My parents come from (place) ……………………….…..…...………

I went to school in (place) …………..…….……...….………………...

After leaving school I studied (subject) ……………………………….

at (place) ………...………..…………………….……………………...

or 

I did a degree in (subject) …………………...…………………….…...

After leaving school/university I started worked as/in/for

………………………………………………………………………….

After that I …………………………………………………………..…

My first job was …………………………………………………..…

More recently I have been working as ……………………………..… 
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Your Daily Routine
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The Most Interesting Aspects of Your Work
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HM Customs and Excise

Britain does not have a Border Guard as such: it has HM Customs
and Excise.

Here are some extracts from the HM Customs website:
http://www.hmce.gov.uk

HM Customs and Excise is a Government department with
responsibility for collecting billions of pounds in revenue each
year in VAT, other taxes and customs duties. We also have a
vital front-line role in protecting our society from illegal
imports of drugs, alcohol and tobacco smuggling and tax
fraud.

Our fight against smuggling, tax fraud & crime 
Customs & Excise is the UK’s first line of defence against
some of today’s most serious and organised criminals. It is
our job to prevent illegal goods, such as some drugs,
firearms, and child pornography, from entering the country.
We play a major role in breaking up and jailing the
sophisticated criminal organisations at the centre of these
crimes.

We also collect around £9 billion in VAT, duties and other
taxes every year - helping businesses to pay the right
amount of tax at the right time and fining or prosecuting
those who deliberately break the law.

Public & Travel - Information for travellers

HM Customs and Excise has a duty to protect the UK from
drugs, firearms and other harmful goods, and to stop
smugglers evading taxes that fund vital public services. To
do this we carry out checks on some travellers. If we stop

http://www.hmce.gov.uk/


20

you and ask you about your baggage, please co-operate as
we need your help to prevent smuggling. 

Protecting society

You have a vital role to play in helping us safeguard our
society and taxpayers' money from the effects of crimes such
as drug smuggling and illegal alcohol and tobacco imports. 

Criminals like drug smugglers and alcohol and tobacco
bootleggers are often organised in sophisticated national and
international gangs. They are not only breaking the law - they
are posing a serious threat to our society and draining
millions of pounds of taxpayer’s money which could be spent
on vital services such as healthcare and education. 

No piece of information, however small, is trivial. Your clue
could be the vital one. 

Customs & Excise plays a frontline role in protecting the UK
from these threats. We know we have a battle on our hands
and it's one we can only win with YOUR help and YOUR
information.
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Make notes on your role in the Border Guards
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Skills
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These pages have key words and phrases to help you make
effective presentations, write reports and question people and
spaces for you to collect more useful language.

“I keep six honest serving-men, (They taught me all I knew);
Their names are What and Why and When, And How and
Where and Who.”

     Rudyard Kipling
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Presentations
These pages give you an outline of a presentation. The boxes show
places where you have to add details. It is important to practise your
presentation and to think carefully about how you will say it.

Introduction

Can everyone see?
Well, good morning ladies and gentlemen.
Thank you for coming.
Before we start I’d like to introduce myself.

My name is

And I’m

I’m here today to talk about

I’m going to look at three main areas.

First, I’ll talk about

After that I will

And finally
 
My presentation will take around 10 minutes. If you have any
questions, I’ll be happy to answer them at the end of my talk.
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Main Presentation

First of all, I’d like to look at

Secondly,

This brings me to my last point, which is

Conclusion

In conclusion, let me briefly go through the main points again.

First I talked about

Then I described

And finally I

Right, I think that’s everything. Let me finish by thanking you very
much for your attention. And now, if you have any questions, I’ll be
happy to answer them.
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Other Useful Language

I’d like you to look at……
As you can see from the graph……
As I was saying….
The figures show that……
You will see that…..
As you know…….
As I mentioned earlier…….
I must emphasize that……
The question is…….
In general………..
On the other hand………
That’s a very good question.

Pronunciation

It is very important to say your presentation right. You have to pause
in the right places and stress the right words.

In conclusion,  (Pause) let me briefly go through the main points
again. (Pause)
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Presentations
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Meetings

The language presented below is to help you be successful in
meetings. Practise using the phrases before you use them in an
important meeting!

Using 'would' makes your comment seem less strong.

Money is no problem.  Money would be no problem.
We need to discuss this more.      We would need to discuss this more.

Continuous forms are also used to be more flexible or polite.

I was wondering if you could say a few words.

Presenting an argument

I would like to begin by…..
Firstly,…secondly….
On the whole

Asking for an opinion

What's your opinion on this….?

Giving an opinion

In my opinion…
I believe/think/feel that…

Agreeing

I agree completely.
I agree to some extent but…
I agree with most of what you say but…
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Disagreeing

I agree up to a point..
I'm afraid I don't agree.
I'm afraid I can't agree at all.

Interrupting

Could I just interrupt here?
May I interrupt here…

Saying nothing

I'm afraid I can't comment on this at the moment.

Expressing your view

I suggest that…
I propose that…
Why don’t we…
I'd like to emphasize that…
I'd like to point out that…

Summarising

To sum up… .
Finally,….
Let me conclude by summarising what has been said/agreed
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Questions

Use these pages to write down the questions you might ask people in
different situations.

Remember the word order for questions:

Do you like him?                   What do you think about him?
When did you last see her?                     What is your name?
What kind of car was it?                            Can you help me?
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Situations and Questions
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Situations and Questions
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Reports
Reports usually have some or all of these elements:

Title page
Contents 
Executive Summary
Introduction
Discussion
Conclusion
Recommendations
Annexes

Whenever you read a report in English look for useful phrases and use
these pages here to note this useful language. Then use these words
and phrases in the reports you write.

Executive Summary
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Introduction
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Discussion
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Conclusion
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Recommendations
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Telephoning

Telephoning in English can be difficult. Try to use these phrases to
help you. Know exactly whom you want to talk to and what you will
say if they are not available.

Introduction

This is…… Could I speak to……please?

Messages

Could I leave a message please?

Could you ask him to call me back please?

Responses you might hear

Just a minute, I’ll put you through.

Please hold.

I'm sorry he's  not in the office at the moment.
 in a meeting at the moment.

Can someone else help you?

Can I take your name?
Can I take a message?

Would you like to leave a message?
Shall I ask him to call you back?

Other useful phrases

It’s a very bad line. Can I call you back?
I'm sorry, I think you have the wrong number.
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Letters

These notes are for letters in a British English style.

• You should always write the name and address of the person 
     you are writing to

• Date: 1 March 2004 or 1st February 2003

Salutations Closure

Dear Sir
Dear Madam
Dear Sir or Madam
Dear Sirs

Yours faithfully

Dear Mr Smith
Dear Ms Smith Yours sincerely 

Dear John
Dear Julie Best wishes/Best regards

• Enc. Means ‘enclosure’ and is sometimes written at the
bottom of a letter to indicate other documents are included in the
same envelope

• c.c is used to show that a copy of the letter is being sent to the
person named

c.c. John Smith
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Standard Layout

It is not necessary to follow this layout exactly.

Concentrate on the salutations and closure and organising the
information logically in the letter.

Your ref: XYZ                     Your Address
Our ref: ABC

Title and Name
And Address of Addressee                     Date

Dear Mr Smith

Introduction paragraph

Main paragraph(s)

Closing paragraph

Yours sincerely

Your name
Title/Position

Enc.
c.c. James Bond
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Letter Phrases
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Exploiting
Texts
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Texts are a good source of language for you to learn and use.
You need to be able to find useful language in texts, remove it
and then use it for yourself.

The examples below show you some techniques for exploiting
texts. When you have found useful language in texts you have to
add it to the correct pages in this book so that you can easily
find it again and use it.
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Extracts from ‘Analysis: EU plans border guard 'lite'’

http://washingtontimes.com/upi-breaking/20031112-114050-2856r.htm

Extract 1

(The European Commission) announced plans to set

up the agency Tuesday, but the modest scale of its

plans shows what a political hot-potato immigration

has become in the bloc.

If given the green light by EU governments, the new

body will have a staff of only 30 national experts and

a budget of just $6.5 million in its first year of

activity. Its scope will be as limited as its resources.

Notice

Idioms: green light          a political hot-potato

Phrasal verb: to set up

Phrases: a staff of       
    a budget of
    as limited as

http://washingtontimes.com/upi-breaking/20031112-114050-2856r.htm
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Extract 2

In a news release, the Commission was at pains to

point out: "It will not have a policy-making role, nor

would it make legislative proposals or exercise

implementing powers."

Instead, the agency will help train national border

police to guard the EU's common frontiers, provide

back-up for member states during mass influxes of

refugees or asylum seekers and coordinate the

removal of illegal immigrants by charter planes. It

will also loan member states expensive equipment

such as infrared scanners, used for detecting

stowaways in cars and trucks.

This text has good examples of collocations:

expensive equipment charter planes 
illegal immigrants asylum seekers 
member states common frontiers 
national border police implementing powers 
legislative proposals news release

Notice the use of Instead to structure the text.
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Extract 3

With more than half a million illegal immigrants

entering the EU each year, in addition to 400,000

asylum seekers, guarding the EU's borders has

become one of the key challenges for the bloc………

Countries such as Poland, Lithuania and Slovakia

have upgraded their border controls ahead of next

year's historic enlargement…………………

Some features have been highlighted in this text.

Exploiting Texts Procedure.

1. Read a text to understand it.
2. Check any new vocabulary.
3. Notice how the text is structured.
4. Highlight interesting vocabulary you want to

learn.
5. Transfer the vocabulary into this book.

Remember it is better to write down an example sentence than
just one or two words. 
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Collocations

In English words are often found together with other words. These are
the words ‘collocates’.

Example 1 Criminal 

            hardened
           convicted         criminal

              justice system
offence
proceedings
damage
law

         criminal

record

Example 2 Justice

                               social
               a miscarriage of
   to pervert the course of justice
         to bring someone to
                                rough

 

In the Topic and Key Word Pages you should collect key
collocations to re-use when writing or speaking.
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Key
Words
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Use these pages to record words associated with the key words
you select as in the example. 

Use the other page to make notes, record phrases and
collocations related to the key word.

'The only dumb question is a question you don’t ask'

Paul MacCready



    border

green

security

guard

guard the
regime

crossing

patrol the

checkpoint

blue

Estonian

dispute

zone

officials

seal the

external

controls
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Key Words
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Key Words





Key Words





Key Words





Key Words
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 Key
Verbs
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There is a set of very common and useful verbs which are used
in a lot of expressions. Use these pages to collect expressions
with these verbs, like in the examples below.

Do Do me a favour!

Get Get lost!

Give Give me a break!

Go He’s going mad.

Have I haven’t had dinner yet.

Make Make my day!

Put Put these things away please

Take Take care of yourself.

Turn Turn off the lights please.
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Do 



101

Get 



102

Give 



103

Go



104

Have 



105

Make 



106

Put



107

Take 



108

Turn 



Topic
Vocabulary



110



111

Use these pages to collect key words, phrases and
collocations about important topics.

Think carefully about the words you choose.

Try to make good notes and to learn and use the
words you collect.
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic:_____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Topic:_____________________________________
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Topic Vocabulary
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Topic: _____________________________________



149

Topic Vocabulary
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Topic: _____________________________________
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Topic Vocabulary
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Spotlight: The Estonian
Border Guard

http://manila.djh.dk/case/stories/storyReader$47

Finnish Frontier Guard http://www.rvl.fi/rvl/home.nsf/pages/index_eng

Lithuanian Border Guard http://www.pasienis.lt/english/

CIA – The World
Factbook

http://www.cia.gov/cia/publications/factbook/geos/en.html

Centre of European
Reform

http://www.cer.org.uk/

Travel Document System http://www.traveldocs.com/

Glossary (Travel
Document Jargon)

http://www.visaadvisors.com/vglossary.html

The United Kingdom
Passport Service http://www.ukpa.gov.uk/

Apply for a U.S. Passport http://passports.cincinnatilibrary.org/

First Choice – Travel Info http://www.firstchoice.co.uk/info/travelinfo/passports.cfm

Passports – What you
need to know http://gocanada.about.com/cs/bordercrossing/a/passportsfaq.

htm

Adult Passport
Application - Canada http://www.ppt.gc.ca/online_forms/pdfs/ppt040.pdf

Indian Visa Application http://www.indianembassy.org/consular/passport.pdf

Passports and Visas http://www.travel-library.com/rtw/html/rtwpassports.html

http://manila.djh.dk/case/stories/storyReader$47
http://www.rvl.fi/rvl/home.nsf/pages/index_eng
http://www.pasienis.lt/english/
http://www.cia.gov/cia/publications/factbook/geos/en.html
http://www.cer.org.uk/
http://www.traveldocs.com/
http://www.visaadvisors.com/vglossary.html
http://www.ukpa.gov.uk/
http://passports.cincinnatilibrary.org/
http://www.firstchoice.co.uk/info/travelinfo/passports.cfm
http://gocanada.about.com/cs/bordercrossing/a/passportsfaq.htm
http://gocanada.about.com/cs/bordercrossing/a/passportsfaq.htm
http://www.ppt.gc.ca/online_forms/pdfs/ppt040.pdf
http://www.indianembassy.org/consular/passport.pdf
http://www.travel-library.com/rtw/html/rtwpassports.html
http://www.camouflagepassports.net/bankpp.html
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Banking Passport http://www.camouflagepassports.net/bankpp.html

ICAO http://www.icao.int/mrtd/guidance/IssExplanation.cfm

Identity documents of
Estonia http://www.mig.ee/eng/asylum/asylum/

World’s Vehicle
Documents http://www.vehicle-documents.it/index-inglese.htm

MVA Documents for
Download http://www.mva.state.md.us/OnlineServ/DOCS/default.htm

License Plate of the World http://www.worldlicenseplates.com/

International Ovals http://www.io.com/~dork/bolthole/ovals.html

Karen’s Linguistics Issues http://www3.telus.net/linguisticsissues/

Interpol http://www.interopl.int

Schengen http://www.eurovisa.info

Europol http://www.europol.eu.int

News Organisations

CNN http://www.cnn.com

The BBC http://www.bbc.co.uk

http://www.icao.int/mrtd/guidance/IssExplanation.cfm
http://www.mig.ee/eng/asylum/asylum/
http://www.vehicle-documents.it/index-inglese.htm
http://www.mva.state.md.us/OnlineServ/DOCS/default.htm
http://www.worldlicenseplates.com/
http://www.io.com/~dork/bolthole/ovals.html
http://www3.telus.net/linguisticsissues/
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Your Web Sites
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Mini
Dictionary
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A
abuse of rights v misuse of somebody’s (human) rights

access n way of approach or entry

accident n unintentional or unfortunate harmful event

accurate adj precise

addicted (to) adj dependent on (a drug) as a habit

aim n purpose

alien adj unfamiliar, foreign

alignment n the way something is in line

amendment  n minor alteration or addition in document

appeal v make earnest or formal request; apply to higher court for

revision of judicial decision

application form n formal document used to request something

apply for v ask formally for something

apprehend v arrest; understand

arrest v lawfully seize; stop

arrival n person or thing arriving

arson n crime of deliberately setting property on fire

assault n violent physical or verbal attack

asylum n protection that a government gives to people who have

left their own country, usually because they were in

danger for political reasons

attack v an act of using violence to try to hurt or kill somebody

authentic adj known to be real and genuine and not a copy

authenticity n the quality of being genuine or real

authority n organization; official permission



162

B
baton n a short, heavy stick, carried by a policeman as a weapon

bearer’s photo n picture of document owner

binding n the cover that holds the pages of a book together

black list n a list of persons who are not allowed to cross the border

blackmail n demanding money from someone by threatening to

reveal a secret about them

blame (someone for

something) v

to consider someone or something responsible for

something bad or wrong

blurred adj not clear, without a clear outline or shape

book a ticket  v to buy or reserve a ticket in advance

border n the edge of a particular thing; the boundary of a country

border crossing point n a place where people and vehicles can legally cross a

border

bribe n a gift offered to persuade a person to do something,

usually dishonest

burglary n the crime of entering a building illegally to commit a

crime

C
capital letters n THESE ARE CAPITAL LETTERS

cargo n load of goods carried by a ship, lorry etc

case n crime which the police are investigating; investigation

cash n coins or paper money, not cheques, credit cards etc

cell n a small room (especially in a prison or monastery)
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certificate n a written official declaration of some fact

charge with v to accuse someone of something illegal

cheque n a written order on a printed form telling a bank to pay

money to the person named

Christian name n personal name given in addition to the surname

citizen n an inhabitant of a city or town or country

citizenship n the status, rights and duties of a citizen, esp. of a

particular country

civilian n a person who has a civil job, not in the armed forces

close 
examination  n

thorough check of a document

commit a crime v do something illegal

community 
service n

unpaid work, as a punishment instead of being sent to

jail

compare v to put something side by side in order to see to what

extent they are the same or different

complaint n a statement of one’s dissatisfaction

complete adj whole; with nothing missing; finished

consist of v to make up or compose

contain v to keep or have inside

consulate n a section within a foreign government's embassy which

is responsible for the issuance of visas 

court n a place where justice is administered

counterfeit adj copied or made in imitation, especially with a dishonest

purpose

crew-list n a list of people working on the same ship

crime n a violation of criminal law; an illegal activity or action

(in) custody n in the care of police or prison authorities

customs n the government department that collects taxes paid on

goods coming into a country
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D
daily salary n an amount of money one gets for work in one day

damage n injury or hurt, esp. to a thing

data page n a page in a passport where owner’s personal details are

written down, including data of document

defect n a fault or flaw

deformation n the process or result of changing and spoiling the normal

shape of something

departure n the act of leaving a place

deputy n a person who is the next most important person below a

head of a school, a political leader etc

destination n the place to which someone or something is going

deviation n to be not the same; different from the original

description n a piece of writing or speech that says what

somebody/something is like

detain v to keep somebody in an official place, such as a police

station

digit n any number between 0 and 9

distinguishing marks adj marks on a person which are visible such as moles,

scars etc

district n an area of a country or town

document n an official paper or book that gives information about

something

driving licence n a document which shows the right to drive a vehicle

drug n an illegal substance that some people smoke, inject etc.

to give them  pleasure or exciting feeling

dual citizenship n a citizen of two different countries
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duty n something that you feel you have to do because it is

your moral or legal responsibility

duty free adj goods that you can bring into a country without 

paying tax on them

E
embassy n the official representation of a foreign government, which

is staffed by an ambassador and his/her personnel

emergency passport n this document is issued when the previous passport has

been lost or stolen

escape v to get away from a place where you have been kept as a

prisoner or not allowed to leave

evidence  n the facts, signs or objects that make you believe that

something is true

expert n a person with special knowledge, skills or training in

something

expire v to be no longer valid because the period of validity has

ended

export v to sell and send goods to another country

extend v to make something last longer, e.g. passport, visa

eye-let n a hole with a metal ring around it in a piece of cloth or

leather normally used for passing a rope or string

through
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F
fake document n not genuine; appearing to be something it is not

false adj not correct or true

fault n a mistake; something for which one is to blame

fee n an amount of money that you pay for professional advice

or service

female adj being a woman or a girl

fill in (an application form) v to complete an application form etc

fine n a sum of money as an official punishment

fingerprint n a mark made by the tip of the finger, often used by the

police etc

firearm n a gun that can be carried (formal)

foreigner n a person who comes from a different country

forgery n the crime (and result) of copying money, documents etc

fraud n the crime of deceiving somebody in order to get money

or goods illegally

free of charge n without payment

full extent adv complete; with nothing missing

G
gaps in a text/line n small empty spaces in a text, document or other thing

gloss on the surface n brightness or shininess on the document paper

goal n something that you hope to achieve; purpose

goods n things that are produced to be sold
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guilty adj a juridical finding of guilt (of having done something

wrong)

H
handcuffs n a pair of metal rings joined by a chain, used by

policemen

hijacking n taking control of a plane by force usually to

make political demands

holder of passport n bearer of a document

hooligan n a young person who behaves in an extremely noisy and

violent way in public, usually in a group

I
identical adj similar in every detail

identification card n a document showing holder’s personal details and photo

identity n to recognize as being a certain person etc

illegal adj not allowed by the law; not legal

illegible data adj almost impossible to read; difficult to read

incident n an event or happening esp. something unusual or

unpleasant

include v to make somebody/something part of something; to

consider as part of a group, set etc

indistinct adj cannot be seen, heard or remembered clearly; 

infant n a baby or very young child

innocent adj not guilty of a crime; not having done something wrong
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irregularity n not correct; not according to the usual rules or

regulations

insurance n the promise of a sum of money in event of loss e.g. by

fire or other disaster

interruption n something that temporarily stops an activity, situation,

line etc

investigation n an official examination of the facts about a situation,

crime etc.

invitation n a spoken or written request to somebody to do

something or to go somewhere

issued by v to give or distribute a document officially 

item n a single article or object

J
jail n a prison

judge n a person in a court of law who has the authority to

decide how criminals should be punished or to make

legal decisions

jurisdiction n the authority that an official organization has to make

legal decisions about somebody or something

jury n a group of people summoned and sworn to decide on

the facts in issue at trial

justice n the fair treatment of people
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K
kidnapping v to take somebody away illegally and keep them as a

prisoner, especially in order to get money or something

else for returning them

L
latent image n a security feature which can only be observed when

facing the light and at a sharp angle. It is also called

‘ghost image’.

law breaker n a person who does not obey the law

lawyer n a person who is trained and qualified to advise people

about the law and to represent them in a court of law

legal adj allowed by the law

length of stay n a period of time a person may stay legally in another

country

licence n an official document that shows that permission has

been given to do, own or use something

local adj belonging to or connected with the particular place or

area

lost property n items that have been found in public places and are

waiting to be collected by the people who lost them

luggage n bags, cases, etc. that contain somebody’s clothes and 

things when travelling
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M
machine readable adj in a form that a computer can understand

maiden name n a woman’s name before marriage

male adj belonging to the sex that does not give birth to babies

marital status n the fact of whether you are single, married etc. 

microprint n very small print which must be clearly legible under 

magnification

microscopic details adj extremely small details, tiny details

minimum salary n lowest amount of money that an employer is allowed to 

pay by law

minor n a person who is not yet legally an adult

miscellaneous expenses adj different kind of expenses, usually difficult to group 

under one name

misdemeanour n  an action that is bad or unacceptable, but not very

serious

misunderstanding n confusion or mistake

murder n an act of killing a person on purpose and illegally

multiple-entry visa n a visa which is granted for several entries into a country

mugging n the crime of attacking somebody violently or threatening

to do so, in order to steal their money, esp. in a public

place

N
narcotic n a powerful illegal drug that affects the mind in a harmful

way

nationality n the legal right of belonging to a particular nation
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necessary documents adj documents which are required by the law in order to

cross borders

need v to require something/somebody because they are

essential or very important, not just because you would

like to have them

O
obey v to do what you are told or expected to do

oblige v to force somebody to do something, by law, because it is

a duty etc

observation page n a page in a document which may contain additional

information about the bearer or the document

offence n an illegal act; the act of upsetting or insulting somebody

official passport n service passport 

orphan n a child who has lost his/her parents; a child whose

parents are dead

overlapping v going over the edge

owner n a person who owns something

P
parent n a person’s mother or father

passenger n a traveller

penalize v to punish somebody for breaking a rule or law by making

them suffer a punishment 

penalty n a punishment for breaking a law, rule or contract
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permanent adj lasting for a long time or for all the time in the future

permit v to allow somebody to do something or to allow

something to happen

 permit n an official document that gives somebody the right to do

something

personal  adj not belonging to or connected with anyone else 

pet n an animal, a bird etc that somebody has at home for

pleasure

pickpocket n a person who steals money etc from other people’s

pockets esp. in crowded places

press charges against v to start a legal process

prevent v to stop somebody from doing something; to stop

something from happening

procedure n way of doing something, especially the usual or correct

way

profession n a type of job that needs special training or skill,

especially one that needs a high level of education

prohibit v to stop something from being done or used especially by

law

prolong v to make something last longer

property n a thing or things that are owned by somebody

punishment n an act or way of punishing somebody

purpose n aim or goal of somebody’s trip; intention

Q
qualified adj having passed the exams or completed the training that

are necessary in order to get a particular job

quarter n one of four equal parts of something; 15 minutes

quay n a platform in a harbour where boats come in to load, etc
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R
reason n a cause or an explanation for something that has

happened or that somebody has done

recognize v to see, hear etc and know who or what that person, thing

etc is, because one has seen or heard him before

record n the collected facts from the past of a person, institution

etc

refugee n a person who seeks shelter in another country from war,

disaster etc

registration number n the letters and numbers which a car, bus etc has on a

plate at the front rear

relative n a person who is in the same family as somebody else

remark n a comment

removal n the act of removing or the state of being removed; to

take something off

renew v to cause to continue for another or longer period of time

rental  n the act of renting something or an arrangement to rent

something 

reply v to answer

report n a statement or description of what has been said, seen,

done etc

require v to need; to ask or order to do something

residence n the state of living in a particular place

residence permit n permission for a foreigner for living legally in another

country

respond v to answer with words, a reaction, gesture etc

restricted adj limited or small in size or amount; controlled by rules or

laws
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riot n a situation in which a group of people behave in a violent

way in a public place, often as a protest

rivet n a metal pin that is used to fasten two pieces of leather,

metal etc together

robbery n the crime of stealing money or goods from a bank, shop

etc

rule n the government of a country or control of a group of

people by a particular person, group or system

rust n a reddish-brownish substance that is formed on some

metals by the action of water and air

S
safety n the state of being safe and protected from danger or

harm

scan v to examine carefully; to pass radar beams etc over; to

look quickly but not in detail

scooter n a type of small motor-bicycle; a child’s two-wheeled toy

vehicle propelled by the foot

seaman’s book n a document for sailors

seal n an official design or mark, stamped on a document to

show that it is genuine and carries the authority of a

particular person or organization

security features n special elements to protect a document against fraud

shoplifting n the crime of stealing gods from a shop or store by

deliberately leaving without paying for them

signature n your name as you usually write it; a signed name

signature strip n small sticker stuck on to a document used for the 

signature of the bearer

single-entry visa n a visa which is valid only for one trip to another country
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smuggling n the crime of taking things or people illegally into or 

out of a country

solution n an answer to a puzzle, riddle etc

solve a crime v find out who did it

spell v to say something letter by letter

spouse n a husband or wife

stain n a dirty mark on something, that is difficult to remove

straight ahead adv directly in front; to drive on without taking any turns 

to left or right 

substance n a material; as a scientific term, an element, compound or

mixture

substitute v to put in or to take the place of someone or something

else

surname n family name

suspect v to think a person etc guilty; to distrust; to think probable

(under) suspicion n the process of suspecting or being suspected 

T
tax-free adj goods etc. you do not have to pay tax on

teenager adj a person in his or her teens

temporary adj lasting, acting, used for a short time only

territory n land that is under the control of a particular country or

ruler

testimony n a statement made by a person or people who testify 

in a court of law

theft n an act of stealing from a person or place

thief n a person who steals

threat n a warning that one is going to hurt or punish someone
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traffic n the vehicles that are on a road at a particular time

trafficker n dealer in something usually illegal

transit n the carrying or movement of goods, passengers etc from

place to place; the act of going through a place on the

way to somewhere else

transparency n the quality of something that allows to see through it

transparent adj allowing you to see through it

trial n the examination of an issue before a court of law

U
V
vaccination card n a document showing that you or your pet is protected

against a disease

valid until adj something is officially acceptable until a certain time

validity n the state of being legally or officially acceptable; being

valid

value n worth, importance or usefulness; price

vandalism n destruction of any public or private property without

consent of owner

vehicle n any means of transport on land, esp. on wheels

venue n a place where people meet for an organized event, e.g.

a concert

verdict n the decision of the court

verify v to check that something is true or accurate

vessel n a large ship or boat
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victim n a person who suffers direct or threatened physical,

emotional or financial damage as a result of a crime

violence n great roughness and force, often causing severe

physical injury or damage

W
will n a legal document that says what is to happen to

somebody’s money and property after they die

work permit n official permission for a foreigner which allows them

legally to work in another country

X
Y
year of production/
manufacture n

date showing in what year a vehicle etc was produced

Z



178



Irregular
Verbs
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First Form Second Form Third Form
awake awoke awoken
be was, were been
bear bore born
beat beat beat
become became become
begin began begun
bend bent bent
beset beset beset
bet bet bet
bid bid/bade bid/bidden
bind bound bound
bite bit bitten
bleed bled bled
blow blew blown
break broke broken
breed bred bred
bring brought brought
broadcast broadcast broadcast
build built built
burn burned/burnt                      burned/burnt
burst burst burst
buy bought bought
cast cast cast
catch caught caught
choose chose chosen
cling clung clung
come came come
cost cost cost
creep crept crept
cut cut cut
deal dealt dealt
dig dug dug
dive dived/dove dived
do did done
draw drew drawn
dream dreamed/dreamt dreamed/dreamt
drive drove driven
drink drank drunk
eat ate eaten
fall fell fallen
feed fed fed
feel felt felt
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First Form Second Form Third Form
fight fought fought
find found found
fit fit fit
flee fled fled
fling flung flung
fly flew flown
forbid forbade forbidden
forget forgot forgotten
forego (forgo) forewent foregone
forgive forgave forgiven
forsake forsook forsaken
freeze froze frozen
get got gotten
give gave given
go went gone
grind ground ground
grow grew grown
hang hung hung
hear heard heard
hide hid hidden
hit hit hit
hold held held
hurt hurt hurt
keep kept kept
kneel knelt knelt
knit knit knit
know knew know
lay laid laid
lead led led
leap leaped/leapt leaped/leapt
learn learned/learnt learned/learnt
leave left left
lend lent lent
let let let
lie lay lain
light lighted/lit lighted
lose lost lost
make made made
mean meant meant
meet met met
misspell misspelled/misspelt misspelled/misspelt
mistake mistook mistaken
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First Form Second Form Third Form
mow mowed mowed/mown
overcome overcame overcome
overdo overdid overdone
overtake overtook overtaken
overthrow overthrew overthrown
pay paid paid
plead pled pled
prove proved proved/proven
put put put
quit quit quit
read read read
rid rid rid
ride rode ridden
ring rang rung
rise rose risen
run ran run
saw sawed sawed/sawn
say said said
see saw seen
seek sought sought
sell sold sold
send sent sent
set set set
sew sewed sewed/sewn
shake shook shaken
shave shaved shaved/shaven
shear shore shorn
shed shed shed
shine shone shone
shoe shoed shoed/shod
shoot shot shot
show showed showed/shown
shrink shrank shrunk
shut shut shut
sing sang sung
sink sank sunk
sit sat sat
sleep slept slept
slay slew slain
slide slid slid
sling slung slung
slit slit slit
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First Form Second Form Third Form
sow sowed sowed/sown
speak spoke spoken
speed sped sped
spend spent spent
spill spilled/spilt spilled/spilt
spin spun spun
spit spit/spat spit
split split split
spread spread spread
spring sprang/sprung sprung
stand stood stood
steal stole stolen
stick stuck stuck
sting stung stung
stink stank stunk
stride strode stridden
strike struck struck
string strung strung
strive strove striven
swear swore sworn
sweep swept swept
swell swelled swelled/swollen 
swim swam swum
swing swung swung
take took taken
teach taught taught
tear tore torn
tell told told
think thought thought
thrive thrived/throve thrived
throw threw thrown
thrust thrust thrust
tread trod trodden
understand understood understood
uphold upheld upheld
upset upset upset
wake woke woken
wear wore worn
weave weaved/wove weaved/woven
wed wed wed
weep wept wept
wind wound wound
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First Form Second Form Third Form
win won won
withhold withheld withheld
withstand withstood withstood
wring wrung wrung
write wrote written
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