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Introduction

You’ve picked up this book because your goal is to learn and communicate in Spanish. 
That’s fantastic! Knowledge of a foreign language will open up a world of opportunities 
for you. So here you are, eager to jump in and acquire a new skill. Whether you’re planning 

a trip, engaging in business with Spanish speakers, or just a lover of languages, Spanish Workbook 
For Dummies will help you achieve your goals quickly, painlessly and effortlessly. Turn the page 
and enter a world that will provide you with endless opportunities, intriguing experiences, and 
exciting challenges. Embark on a journey that will open the door to a different culture, a unique 
lifestyle, and a distinctive outlook on life. Immerse yourself in all things Spanish-related and 
perfect your foreign language skills. Therein lies the main goal of this book.

Spanish Workbook For Dummies not only presents you with all the grammar you need to know 
to communicate on a beginning level but also provides you with clear examples and interest-
ing and meaningful theme-based exercises that will help you hone your skills. I give you the 
opportunity to put what you’ve learned to work and to express your thoughts and ideas fluidly. 
If you can finish the exercises in a flash, you know you’ve mastered the material well. Some 
exercises, of course, present more of a challenge and require additional attention and focus. 
That’s to be expected. Just keep in mind that after you finish all the chapters, you’ll be a full-
fledged beginning graduate! Feel free to give yourself a pat on the back!

About This Book
This book is for anyone who wants to have a basic, working knowledge of Spanish. It’s a refer-
ence book and a workbook for people who strive to communicate and improve their proficiency 
in a language that is popular worldwide. If you want to get “up to speed” with language struc-
tures so you can understand, speak, read, and write in Spanish, this book is for you.

Each chapter in this book covers a different topic that affords you the opportunity to practice your 
skills by completing exercises designed to increase your vocabulary and develop your grammar 
skills. I reinforce nuances of style, usage, and grammar rules every step of the way so that you 
understand and practice how native speakers and writers use the language. I also include plenty 
of examples to guide you through the rules and exercises and to expose you to colloquial, every-
day, correct Spanish that native speakers expect to hear from someone using Spanish.

Each section covers a different topic. Rest assured that basic elementary Spanish is fully cov-
ered. Each chapter includes exercises that allow you to practice and master what you’ve learned. 
More specifically, I make sure that each chapter contains the following:

»» An introduction to the material being presented

»» An explanation of how the grammar works
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»» Sample questions and answers that show you how to complete the exercises

»» Exercises that help you perfect your skills

»» An answer key with detailed explanations for each exercise

Before you move on, I must reiterate an important point: This is a workbook! Don’t be afraid to 
write in it. Use your favorite colored highlighter or your trusty red pen to underline the points 
you want to remember. Complete an exercise, commit to your answers, then flip to the end of 
the chapter where the answer key will provide you not only with the correct answers but also a 
detailed explanation of how to get to that answer.

One final thought — don’t feel compelled to follow this book strictly from beginning to end. 
Feel free to skip around to whatever section interests you the most. Don’t be shy about con-
sulting the Thematic Vocabulary lists located at the end of the book. They will certainly be 
extremely useful in helping you quickly build your vocabulary skills.

Foolish Assumptions
When writing this book, I made the following assumptions about you. If they apply, you’ve 
come to the right place:

»» You have limited experience with and knowledge of the fundamentals of Spanish gram-
mar. You’re looking for the opportunity to use what you already know and intend to move 
forward to new areas of knowledge.

»» You want to perfect your Spanish because you’re planning a trip, conducting business, or 
are a foreign-language student.

»» You want to speak and write Spanish colloquially, like a native does, and you want to use 
Spanish in practical, everyday situations.

»» You want a book that’s complete but isn’t so advanced that you get lost in the rules. I try 
to explain the rules as clearly as possible without using too many grammatical terms. I’ve 
left out advanced grammar because you simply don’t need it to be understood in everyday 
situations. Keep it clean and simple and you’ll do just fine, and others will appreciate your 
honest attempts at communicating in another language.

Icons Used in This Book
Icons are those cute little drawings on the left side of the page that call out for your attention. 
They signal a particularly valuable piece of information, a rule that you should consider if you 
want to avoid making an unnecessary error, or a list of exercises that you can complete. Here’s 
a list of the icons in this book:
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Remember icons call your attention to important information about the language — something 
you shouldn’t neglect or something that’s out of the ordinary. Don’t ignore these paragraphs.

Tip icons are there to show you explicitly how to execute a task. Tips present time-saving tid-
bits that make communication quick and effective. If you want to know the proper way to do 
things, check out the Tip icons first.

Warning icons alert you to irregularities within the language that can lead you astray and cause 
you to make mistakes that identify you as a non-native speaker.

The Practice icons flag exercises, which is where you need to go to put the grammar rules 
you read about into action. Language theory is grand, but if you can’t apply it properly, it 
really isn’t worth very much. The practice exercises are your golden opportunity to perfect your 
Spanish skills.

Beyond the Book
In addition to the material in this book or ebook, be sure to look for the free Cheat Sheet for 
additional quick reference notes pertaining to the most useful Spanish grammar topics. To get 
this Cheat Sheet, simply go to www.dummies.com and search for “Spanish Workbook” in the 
Search box.

Where to Go from Here
One great thing about this book (and all For Dummies books) is that you don’t have to follow 
it chapter by chapter from the very beginning to the (not-so) bitter end. You can start where 
you like and jump all over the place if that is your pleasure. Each chapter stands on its own and 
doesn’t require that you complete any of the other chapters in the book. This saves you a lot of 
time if you’ve mastered certain topics but feel a bit insecure or hesitant about others.

So go ahead and jump right in. Get your feet wet. If you’re not sure exactly where to begin, 
take a good look at the table of contents and select the topic that seems to best fit your abilities 
and needs. If you’re concerned and are new to the Spanish language, you can start at the very 
beginning and slowly work your way through the book. If you feel confident and self-assured, 
skip right to the practice exercises and see how well you do. Because each lesson is an entity 
unto itself, you can hop around from the middle to the front to the back without missing a beat.

An important thing to keep in mind is that this isn’t a race, and it isn’t a contest. Work at a pace 
that best suits your needs. Don’t hesitate to read a chapter a second or third or even a fourth time 
several days later. You may even want to repeat some exercises. This is a book that you can easily 
adapt to your learning abilities. Remember, too, that you need to have a positive, confident atti-
tude. Yes, you’ll make mistakes. Everyone does — as a matter of fact, many native Spanish speak-
ers do all the time. Your main goal should be to do the best you can; if you do trip up, it isn’t the 
end of the world. If you can make yourself understood, you’ve won the greatest part of the battle.

http://www.dummies.com
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Getting a Jump Start 
in Spanish

Whether you’re a student, a traveler, a businessperson, or simply someone who wants 
to learn another language, you’ll need and, indeed, want to know certain foreign 
language basics for most everyday situations. For example, it’s essential that you 

address your peers, acquaintances, as well as total strangers in a socially acceptable manner. 
Can you greet those around you in a casual manner, or is being more formal the appropriate 
way to proceed? Some social interactions require that you arrange appointments and meet-
ings, plan trips, consult schedules, or discuss financial transactions where numbers, dates, 
and telling time are crucial basics to know.

This chapter provides you not only with those Spanish basics but also with communicative 
exercises that will enable you to confidently express greetings and salutations, numbers, days 
of the week, months of the year, seasons, dates, and time for speaking and writing in Spanish.

Expressing Greetings and Salutations
The Spanish language clearly recognizes and requires that you use different levels of formality 
depending on whom you’re addressing. You certainly wouldn’t speak or write to a stranger, 
teacher, business acquaintance, customer, boss, or any person in a position of authority in the 
same way as you would to a family member, friend, or child. It’s not just your tone of voice 

Chapter 1

IN THIS CHAPTER

»» Meeting others

»» Identifying the subject

»» Learning the basics: numbers,  
dates, and telling time
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that matters; it’s the words you use that make the difference. And in today’s rapidly changing 
world, being inclusive and respectful of others is of paramount importance.

Use the following formal phrases when you want to meet and greet a stranger, someone you 
don’t know very well, someone in a position of authority, or someone to whom you should 
show respect.

Buenos días. Hello. Good morning.

Buenas tardes. Good afternoon.

Buenas noches Good evening.

Señor Mister, sir.

Señorita Miss, young woman.

Señora Mrs. (or older unmarried woman)

Me llamo . . . My name is . . .

¿Cómo se llama? What is your name?

¿Cómo está? How are you?

Muy bien. Very well.

Así así. So-so.

Regular. Fair.

Mucho gusto. Nice to meet you.

Es un placer. It’s a pleasure.

El gusto es mío. The pleasure is mine.

Adiós. Goodbye.

Hasta luego. See you later.

Hasta mañana. See you tomorrow.

Use the following informal phrases when you want to meet and greet a single friend, relative, 
child, and, of course, your beloved pet.

¡Hola! Hi.

Me llamo . . . My name is . . .

¿Cómo te llamas? What’s your name?

¿Cómo estás? How are you?

¿Cómo te va? How’s it going?

¿Qué tal? How are things?

¿Qué pasa? What’s going on?

¿Qué hay de nuevo? What’s new?

Nada de particular. Nothing much.

Nos vemos. See you later.

Hasta (muy) pronto. See you (very) soon.

Hasta la vista. Till the next time.

Que te vaya bien. Have a good day.

Que tengas un buen día. Have a good day.

Adiós./Chau. Bye.
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Should you be formal or more informal? Express what you would say to the people in the 
following circumstances. Sometimes, more than one response may be correct.

Q.	 You are walking home from school and meet a friend you haven’t seen in a while. You 
greet this friend by saying . . .

____________________________________________________

A.	 ¿Cómo te va? or ¿Qué tal? or ¿Qué pasa? or ¿Qué hay de nuevo? These particular friendly 
questions (all four of them) inquire about what your friend has been up to lately.

Now try the following, remembering to be polite or casual depending on whom you’re 
addressing.

____________________________________________________

1	 There’s a new student in your class whom you want to get to know better. But first you 
have to find out more information, such as the person’s name. You would ask . . .

____________________________________________________

2	 A new neighbor has moved in across the street. When you see him leaving for work in 
the morning, you would greet him by saying . . .

____________________________________________________

3	 You just came back from a long day away from home and your dog comes to greet you 
at the door. You would respond to her by saying . . .

____________________________________________________

4	 You are the new person on a job and you want to introduce yourself to your coworkers. 
You would say . . .

____________________________________________________

5	 You have an afternoon appointment at the doctor. When you enter the office, you 
would say . . .

____________________________________________________

6	 Recently, life has been pretty boring. When a friend asks you what’s new, you would 
answer . . .

____________________________________________________

7	 It’s the end of the workday and you see your boss, Mr. López, as you are leaving. As you 
walk out the door, you would say . . .

____________________________________________________
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Referring to Others Using Subject Pronouns
A pronoun is a part of speech used in place of a noun. Subject pronouns are followed by the 
verb expressing the main action in the sentence. (See Chapter 6 for more on verb conjugation.)

In English, you use subject pronouns all the time in place of, or to avoid, repeating subject 
nouns. It’s much simpler to write, “They left,” rather than “Mr. Anthony Bolavolunta and 
Miss Cleopatra Johnson left.” The subject pronouns I, you, he, she, we, and they enable you to 
write clear, concise sentences. Subject nouns and pronouns alike are followed by the appropri-
ate forms of the verbs expressing particular actions.

You don’t use Spanish subject pronouns as frequently as their English counterparts, because a 
Spanish verb ending generally indicates the subject. You use Spanish subject pronouns, there-
fore, mainly to be polite, to emphasize or stress the subject, or to be perfectly clear as to who 
(or what) is acting as the subject of the sentence.

Meeting the subject pronouns
Just like in English, Spanish subject pronouns have a person (first, second, or third) and a 
number (singular or plural), as you can see in Table 1-1.

8	 Your friend has been sneezing and coughing. You would say . . .

____________________________________________________

9	 After meeting a new colleague and exchanging initial pleasantries, you would say . . .

____________________________________________________

10	 You want to express to a certain friend that you are looking forward to seeing them 
again soon. You would say . . .

____________________________________________________

Table 1-1	 Spanish Subject Pronouns
Person Singular Meaning Plural Meaning
1st person yo I nosotros (nosotras) we

2nd person informal (familiar) tú you vosotros (vosotras) you

2nd person formal (polite) usted (Ud.) you ustedes (Uds.) you

3rd person él he ellos they

ella she ellas they
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You don’t express the English pronoun it as a subject in Spanish; it can be understood from the 
meaning of the sentence:

¿Qué es? (What is it?)

Es una herramienta. (It’s a tool.)

Unlike the English subject pronoun I, which is always capitalized, the Spanish pronoun yo is 
capitalized only at the beginning of a sentence. You always write the abbreviations Ud. and Uds. 
with capital letters, even though you write the English equivalent you with a lowercase letter, 
unless it appears at the beginning of a sentence. When usted and ustedes aren’t abbreviated, 
they’re capitalized only at the beginning of a sentence. Here are some examples:

Yo me voy. (I’m leaving.)

Eduardo y yo salimos. (Edward and I are going out.)

¿Busca Ud. (usted) algo? (Are you looking for something?)

¿Uds. (Ustedes) necesitan ayuda? (Do you need help?)

Applying subject pronouns
The use of certain subject pronouns can be confusing because two different Spanish pronouns 
may have the same English meaning. Other Spanish subject pronouns are used either primar-
ily in Spain or in Latin America. Finally, some Spanish subject pronouns refer only to females 
while others refer to males or to a mixed group of males and females. The following section 
helps you select the correct subject pronoun for all circumstances in all parts of the Spanish-
speaking world.

Tú versus Ud.
You use the informal (familiar) subject pronoun tú to address one friend, relative, child, or 
pet, because it is the informal, singular form of you. You use tú to express you when you enjoy 
a close relationship with a person, when you are in a familiar or informal situation, or when 
you are speaking to a pet:

Tú eres mi mejor amigo. (You’re my best friend.)

You use Ud. to show respect to an older person or when speaking to a stranger or someone you 
don’t know well, because Ud. is the formal, singular form of you. You may also use Ud. when 
you want to get to know the person better:

¿Es Ud. español? (Are you Spanish?)

Vosotros (Vosotras) versus Uds.
Vosotros and vosotras are informal (familiar) plural subject pronouns expressing you. The 
vosotros (vosotras) form is used primarily in Spain to address more than one friend, relative, 
child, or pet — the informal, plural form of you. You use vosotros when speaking to a group 
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of males or to a combined group of males and females. You use vosotras only when speaking 
to a group of females. You use vosotros (vosotras) only in Spain when speaking to a group of 
people in a familiar or informal situation.

¿Vosotros me comprendéis? (Do you understand me?)

Uds. is a plural subject pronoun that also expresses you. Uds. is used throughout the Spanish-
speaking world to show respect to more than one older person or when speaking to multiple 
strangers or people you don’t know well. Uds. is the formal, plural form of you (but is also used 
as the informal plural) and is used instead of vosotros (vosotras) in Latin American countries. 
You’re playing it safe if you use Uds. when speaking to a group of people:

Uds. son muy simpáticos. (You are very nice.)

Él versus ella
Él refers to one male person (he); ella (she) refers to one female person:

Él toca la guitarra mientras ella baila. (He plays the guitar while she dances.)

Ellos versus ellas
Ellos (they) refers to more than one male or to a combined group of males and females, no mat-
ter the number of each gender present. Ellas refers to a group of females only:

Juan y Jorge (Ellos) escuchan. (Juan and Jorge [They] listen.)

Luz y Susana (Ellas) escuchan. (Luz and Susana [They] listen.)

Juan y Luz (Ellos) escuchan. (Juan and Luz [They] listen.)

El niño y mil niñas (Ellos) escuchan. (The boy and 1,000 girls [They] listen.)

Nosotros (Nosotras)
When you’re talking about someone else and yourself at the same time, you must use the we 
form (nosotros/nosotras) of the verb. Nosotros refers to more than one male or to a combined 
group of males and females, no matter the number of each gender present. Nosotras refers to 
a group of females only:

Jorge y yo (Nosotros) jugamos al tenis. (George and I [We] play tennis.)

Luz y yo (Nosotras) jugamos al tenis. (Luz and I [We] play tennis.)

Gender neutral pronoun
Although not readily used in everyday Spanish conversation, and not included in the dictionary 
of the Royal Academy of the Spanish Language (Real Academia Española), the gender neutral 
pronouns elle (instead of él or ella) and elles (instead of ellos or ellas) are being used in pro-
gressive and academic circles as an option for trans and nonbinary individuals in Spanish-
speaking countries. The English equivalent of elle (EH-jeh) and elles (EH-jehs) is they or their.
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Elle habla español. (They speak Spanish.)

Elles trabajan bien. (They work well.)

If you choose to use a pronoun when forming a sentence, which would you use to speak 
about the following people?

Q.	 Roberto and yourself? 	___________

Two female friends? ___________

You (a person you know well) ___________

___________

A.	 nosotros. Use nosotros (we) when the subject is you and another person.

ellas. Use ellas (they) when referring to two females.

tú. Use tu (you) when referring to someone you know well.

Now that you’ve had some practice, select the pronoun you’d use to address the follow-
ing people:

11	 you (your doctor) ___________

12	 you and your best (male) friend ___________

13	 Alicia ___________

14	 the girls and the boys ___________

15	 yourself ___________

16	 you (an unfamiliar group of people) ___________

17	 Miguel ___________

18	 your pet ___________

Focusing on Numbers
You need numbers to express dates and tell time. And when I talk numbers, I’m talking car-
dinal and ordinal numbers. You use cardinal numbers (the more popular of the two) to count, 
to bargain with a merchant about a price, to express the temperature, or to write a check. You 
use ordinal numbers to express the number of a floor, the act of a play, or the order of a person 
in a race or competition.
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Cardinal numbers
You use cardinal numbers many times during the average day, probably without even realizing 
it. As a matter of fact, you probably use them at least once an hour in the course of normal 
conversation or in writing. The Spanish cardinal numbers are as follows:

Number Spanish Number Spanish

0 cero 24 veinticuatro

1 uno 25 veinticinco

2 dos 26 veintiséis

3 tres 27 veintisiete

4 cuatro 28 veintiocho

5 cinco 29 veintinueve

6 seis 30 treinta

7 siete 40 cuarenta

8 ocho 50 cincuenta

9 nueve 60 sesenta

10 diez 70 setenta

11 once 80 ochenta

12 doce 90 noventa

13 trece 100 cien

14 catorce 101 ciento uno

15 quince 200 doscientos

16 dieciséis 500 quinientos

17 diecisiete 1.000 mil

18 dieciocho 2.000 dos mil

19 diecinueve 100.000 cien mil

20 veinte 1.000.000 un millón

21 veintiuno 2.000.000 dos millones

22 veintidós 1.000.000.000 mil millones

23 veintitrés 2.000.000.000 dos mil millones

In most instances, people simply write numerals when they need to express numbers. However, 
when you write checks, the transactions won’t take place unless you write out the amounts of 
the checks in words.



CHAPTER 1  Getting a Jump Start in Spanish      15

For this exercise, fill in the incomplete checks with the written Spanish numbers:

A.	 setenta y nueve. The numbers for 70 and nine are written separately and are joined by y 
(and).

Now try your hand at filling in the incomplete checks with the written Spanish 
numbers.

19	

20	
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21	

22	

23	

English speakers generally write the number 1 in one short, downward stroke. In the Spanish-
speaking world, however, the number 1 has a little hook on top, which makes it look like a 7. So 
to distinguish a 1 from a 7, you put a line through the 7, which makes it look like this: 1.



CHAPTER 1  Getting a Jump Start in Spanish      17

Keep the following rules in mind when using cardinal numbers in Spanish:

»» Uno (one), used only when counting, becomes un before a masculine noun and una before 
a feminine noun, whether the noun is singular or plural:

•	 uno, dos, tres (one, two, three)

•	 un niño y una niña (a boy and a girl)

•	 sesenta y un dólares (61 dollars)

•	 veintiuna personas (21 people)

»» You use the conjunction y (and) only for numbers between 31 and 99. You don’t use it 
directly after hundreds:

•	 ochenta y ocho (88)

•	 doscientos treinta y siete (237)

»» You generally write the numbers 16–19 and 21–29 as one word. The numbers 16, 22, 23, 
and 26 have accents on the last syllable:

•	 16: dieciséis

•	 22: veintidós

•	 23: veintitrés

•	 26: veintiséis

»» When used before a masculine noun, veintiún (21) has an accent on the last syllable:

•	 veintiún días (21 days)

•	 veintiuna semanas (21 weeks) Veintiún (21) becomes veintiuna (note the dropped 
accent) before a feminine noun.

»» Cien (100) is used before nouns of either gender and before the numbers mil and millones. 
Cien becomes ciento between 100-199. Un is not used before cien or mil but precedes 
millón. When a noun follows millón, you put the preposition de between millón and the 
noun:

•	 cien sombreros (100 hats)

•	 cien blusas (100 blouses)

•	 cien mil millas (100,000 miles)

•	 cien millones de euros (100 million euros)

•	 ciento noventa acres (190 acres)

•	 mil posibilidades (1,000 possibilities)

•	 un millón de razones (1,000,000 reasons)

»» In compounds of ciento (doscientos, trescientos), there must be agreement with a femi-
nine noun:

•	 cuatrocientos pesos (400 pesos)

•	 seiscientas pesetas (600 pesetas)
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When it comes to numerals and decimals, Spanish uses commas where English uses periods, 
and vice versa:

English Spanish

6,000 6.000

0.75 0,75

$14.99 $14,99

Imagine that you are doing a report on Mexico and have to give its population.

Q	 How would you write 129 million people?

A.	 ciento veintinueve millones de personas. Ciento is the number for one hundred before 
another number. You generally write 29 as one number — the final -e of veinte becomes 
an -i before nueve. The word millón must be made plural by adding -es. Because millón 
ends in a consonant, the accent is dropped to maintain the proper stress in the plural. 
Add de after millones when it’s followed by a noun, in this case, personas.

Now use the situations that follow to give yourself additional practice in using Spanish 
numbers.

24	 You are in a bank in Spain and would like to change your dollars into euros. Say that you 
would like to change $575 dollars.

Quisiera cambiar __________ dólares a euros.

25	 You are looking for your room in a Colombian hotel. Ask for room 1782.

¿Dónde está la habitación __________?

26	 You make a new acquaintance who asks for your cell number. Express that your num-
ber is (813) 555-1161.

Mi número de móvil es __________.

27	 You are doing a math problem in Spanish. Express the following: 219 + 392 = 611.

__________ y __________ son __________.

28	 A Spanish-speaking friend asks you for the population of the United States. Give the 
approximate answer: 332 million.

Hay __________ de personas.


