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Test 1 Whits 1-3

(60 narks)

TELEPHONI NG

9 marks

Rewite this tel ephone conversation to nake it sound
nore polite.

Receptionist: Uhitech. Yes?
1 Good vwr»nijmg, Unitech. Can T help you?.

Gller: I"mcalling froml CP Europe.
Receptionist: Wiit.
6

Glle: | want himto call ne back.

Glle: That's Mrk Burgin — BURGI-N And ny nunber
is 00 44 207 546387.
Receptionist: OK thanks. Bye.
10

VOCABULARY: THE WORLD OF
WORK 10 mar ks

Put these words / expressions into the correct category
bel ow Mitch the words in the box wth the subject bel ow

coRpaRy—6ar subsi di zed cant een chal | engi ng
peopl e-ori ented fleide start-up
open-pl an part-tine st at e- owned
hot - deski ng private nedi cal insurance

1 Type of conpany.............000 P2 0o
2 Perksand benefits...........o i
3Type of job. ... .
AVBrKing hOUrS ... e
5 AfiCES .

COMPARI SONS

6 marks

onpl ete the article wth these words / expressi ons.

as as nmany far nore
Aere—than than less
six tines as much

TENSE REVI EW

6 marks

Rut the verb in brackets into the correct form— present
conti nuous, present perfect, or present perfect continuous.

1es ....... b}@‘!".“ﬂg ............. (have) a neeting with
the CEO at the nonent.

2 Ncetoseeyouagain. Wat ...................... ...
(do) since we last net?

BRICES (o (increase) steadily
since January and | think this trend wll continue for the
next coupl e of nont hs.

A0t worry, | oo (finish) the
report. Here you are.
S5&es .. (fluctuate) at the

nonment but we expect themto | evel off by next nonth.
6 9 nce the conpany expanded | ast year, we ..............
.............. (dversify) inoseverad dfferent fieds of
busi ness.
TV (spend) nearly 2,000
euros a nonth on advertising at the nonent.

Phot ocopi abl e © ford University Press

* DOTCOM SUCCESS'
Jeff Bezos founded the dot comconpany Amazon in
the early 90s when he noticed that the use of the
Internet was grow ng by 1 .. more tham  2000% per
nonth. Herealised that inavirtua bookstore he coul d
offer his custoners 2 ............... choi ce than he
couldinaphysical store (hisvirtual store woul dtake
up 3. space as afoothal | fieldif it vere

In the  beginning, many  custoners  felt
4 confortabl e about buying books
online than they did in a shop, but they soon
discovered that in fact it was just ® ...............
easy and safe.

Bezos has made Amazon nore 6 ... ... ... .. ... just a
pl ace to buy books. You can al so read book revi ews,
news and even parts of books there, and this has
attracted 7 ............... peopl e to the website as
the virtual bookstoreitself.

—_—— "





SOCI AL ENGLI SH 8 marks

Jean-Mchel is having a cup of coffee with Anna, a visitor
to his conpany offices in Paris. Lhderline the correct form
of the verb in each sentence.

JM So Anna, listhis/ has this been/ was this your ‘
first tineinParis?

A No. 12am/ 've been / was here once before.

JM Real | y? Business or pl easure?

A 13was comng / cane / have cone here for a {
short hol i day a coupl e of years ago. Paris 4 is / was
/ has been a vwonderful city. {

IM Absdutey. | Shavelived/ live/ amliving here

since | was a student. (

A Wat 6 have you/ are you / did you study?

JM Engi neeri ng.

A And howlong 7 have you worked / do you work /
are you worki ng at Thonson?

JM Hwm... about seven years.Before that, | 8 work /
worked / have worked inaber.

SAYI NG HELLO
AND GOODBYE 5 nmarks

Put the expressions bel owinto the correct order.
1 have/ did/ flight / good/ you/ al ?
........... D.id.ﬂgo.umtva.a3.@4%@3!4.’(?.................

2was/ nice/ it/ you/ very/ neeting

ENMAI L WR TI NG
AN I NITIAL ENQU RY 10 narks

A Abar? ° That is sounding / sounds / sounded very

interesting
I A M

VOCABULARY: COMMERCE 6 marks

Mat ch the begi nnings 1-7 with the endings a—g to nake
conpl et e sent ences.

1 W need to pronote a into other products
such as toys.

2 V¢ need to distribute b this product to nore
countries.

3 VW need todifferentiate C nore noney in
adverti si ng.

4\ need to expand d our products from
our conpetitors’.

5 V¢ need to diversify e young peopl e.

6 V¢ need to i nvest f this range nore
effectively.

7 Vé need to target g into Europe.

A atrade fair last nonth, you net Su In Hong from

Techni ka Peripheral s based i n Seoul, Korea. Wite her an

enai | requesting the followng infornation about their

product s:

e details of their conputer printer range and a brochure,
i f they have one

e possi bl e discounts for |arge orders

e delivery tines for your country.
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Test 2 lhits 4-6

(60 narks)
CERUND OR | NFI NI TI VE? 8 marks C | VOCABULARY:
Put the verbs in brackets into the correct form-— gerund or TECHNOLOGY 6 marks
irfiritive Mat ch the begi nnings 1-7 with the endings a—g to nake
- conpl et e sent ences.
Mbst peopl e enjoy 1 Jeqrning (l'earn) about ot her
cultures, and 2 ............... (work) with peopl e from 1 Howdo | send a aringing tone onto ny
different countries can be a fascinating opportunity. nobi | e phone?
However, at tinesit canbedifficut 3............. .. 2 Howdo | burn b a
(communi cate) with peopl e whose | anguage and 3 Howdo | configure c toner intheprinter?
culture are so different fromour own. Miny peopl e 4 towdo | |oad d phone calI's to anot her
fromthe US and the WK expect their foreign ext ensi on?
counterparts 4 ............... (speak) good Engl i sh, 5 Howdo | send e this PRC?
whilethey arenot good at 5............... (learn) 6 Howdo | transfer f emils?
forei gn | anguages t hensel ves. There are al so cul tural 7 tbwdo I repl ace g text messages?
rules that youneed 6 ............... (know) when
doi ng busi ness abroad. Before 7 ............... (Msit)
a new country on busi ness, you shoul d al ways ook in a D COUNTABLE OR
gui debook & ............... (see) if there are any UNCOUNTABLE? 5 marks
. AP
useful tips. That way you canavoid = ............... Underline the countabl e noun i n each group.
(nmake) enbarrassi ng m st akes.
1 nmoney tine wor k job
2 know edge fact information news
MEETI NGS 5 marks 3 f eedback advi ce evi dence i dea
Put these neetings expressions into the correct order. 4 conput er sof tvare equi prent machi nery
5 money crop f ood cocoa
150/ 1/ dont / think 6 narketing research i nvention progr ess
.................. Tdow't thimkso.
2ve've/ let's/ over /| go/ decided/ what E | FUTURE FORMS 8 marks
TTUITrrnrroomrrromroromnnromnnsn e Lhderline the correct form
3 saying/ see/ | / you' re/ what
"""""""""""""""""""""""""""" 1 The plans showthat they are goingto build/ could

6 agenda / the/ we've/ | / everything/ think / covered/
on

e geeleofEllfs] © Okford ULhiversity Press

buld two new of fi ces.

2 Mre people areworking/ wll work fromhone in the
future.

3 According to the agenda, we're going to discuss / we
coul d di scuss the new candi dat es this af t er noon.

4 He's leaving/ Hewll leave for Bogotd at 4 o' clock this
af t er noon.

51'mhdping/ I'll help you after the neeting, if youlike.

6 We couldfind/ arefinding anewsupplier, but | don't
knowif it’s the best sol ution.

7 Inthis presentation | night cover / |’ mgoing to cover
the nai n benefits of the new sof tware.

8 They might arrive/ wll arriveintinefor lunch—it
depends on the traffic.

9 We wll increase/ are going to increase our prices sone
tine next year, we just haven't decided when.





BUSI NESS SOCI ALI ZI NG 5 marks

VERBS AND PREPOSI Tl ONS6 narks

Are these expressions connected with food (B, tine (T),
or noney (M?

1Iitvasddicioss. ....... P

2 Yes, later suitsne. ...............
3lt'salocd dsh ...............

4 N, | imsist, it'sonne. ...............

5 It'snot convenient, |'mafraid. ...............
6 It'svayfilling ...............

LI NK WWORDS
AND CONNECTORS 7 marks

Qonpl ete the text with these words / expressi ons.

due to even t hough consequently  for exanpl e
inredity si nce hevwever as aresut of

Gonpl ete the sentences with for, in on, a wth.

1 Who voted ...... for . A ex?

2 V¢ shouldn't invest ............... new nachi nery thi s
year.

3lagee ............... Ema on this.

4\ aregoingtofocus ............... Chi na as a new
nar ket .

5 They aretaking part ............... di scussi ons on
security.

6 Janes didn't apologize ............... being late.

71t depends ............... how nuch st ock we order.

EVAI L WRI TI NG 10 marks

Fairtrade for fair trade

The situation for farners i n devel opi ng countries has
been probl ematic for along tine. 1 ... However a
better deal is now becon ng possible, thanks to the
work of conpani es |ike Fairtrade.

2. crops such as tea, coffee and
chocol ate cannot be grown in the cold clinate of the
Nort her n hem sphere, they have to be i nported from
the South. 3 ............... . many European
countries inport coffee fromN caragua and tea from
India. This may sound like a fair deal, but

4 the farners in these devel opi ng
countries are suffering financially 5 ............... an
i mbal ance between the price they get for their

comodi ties and the cost of producing them They

findthat ©............... they are worki ng harder and
harder, they are getting | ess and | ess noney for their
crops.

L the work of alternative trading

organi zati ons such as the Fairtrade Foundation, the
situation for many producers is now inproving.
Fairtrade buys directly fromfarners at guarant eed
prices and hel ps to strengthen denocratic farners’

organizations. 8 ............... the farners are
feeling |l ess isolated and nore i ndependent .
L e -

You have just returned fromlunch and found this nemo
fromyour secretary on your desk.

t el ephone nessage

caler: Mr Hiroko Kntaoka

from Yoshimoto - Tc a;mgo

message

. urriviﬂg aivport Friday 8 July at 0.30 .

* meeds someone 1o meet him and take him to hotel
e we meed to book & w’gh’rs ina 30041 hotel!

Wite three short enails:

1 to your coll eague asking him/ her to neet M Kataoka' s
fligt

2 to a good hotel booking a room

3 to M Kataoka confirning the details

© Ocford niversity Press






Test 3 Lhits 7-10

(60 narks)

MODALS OF OBLI GATI ON: MJST,
HAVE TO, SHOULD 5 mar ks

VOCABULARY: M SS, LCSE,
WASTE 5 mar ks

Lhderline the correct form

1 You nustn't / nust | eave your baggage unattended in
the airport.

2 You shouldn’t / don't have to take a taxi wthout
checking the fare first.

3 If you only take hand | uggage, you don't have to/
nustn’'t waste tine at baggage recl aim

4 |f you miss your connection, you mustn't / have to
catch the next flight.

5 You shoul d / have to shop around for your hire car if you
have tine, as you can find sone real |y good deal s.

6 You shouldn't / nustn’'t use your nobile phone when
the plane takes of f or |ands.

TENSE REVI EW MJJI

7 nar ks

Rut the verbs in brackets into the correct form

Mji 1. wasset U (set up) in 1980 in Tokyo and since

then 2 ............... (becone) a | eadi ng brand. Ironically,
the conpany’s nane actual ly 3 ............... (nean) ‘ no
brand as thevalue of aMji product liesinwhat it is, not
woit 4 ... (desi gn) by. Basic colours

S (use) and each Mji shop ©
............... (stock) wth a wde range of different
goods. Miji baby wear 7 ............... (l'aunch) in Japan
| ast year and the conpany 8 ............... (devel op) this

range at the nonent for launch in the WK

VOCABULARY: HEADLI NES5 narks

Mat ch the begi nnings 1-6 with the endings af to nake

conpl et e sent ences.

a custoners steadily over
the last three years.

b you up-to-date on our

1 Ve need afirm
nanagenent strategy

to take Kor ean nar ket i ng
2 | think we' ve nissed canpai gn.
3 Whfortunatel y we have c control of the situation.
been | osi ng d these figures to ny
4 V¢ really don't need attentionearlier.
to waste e Fiday' s deadine.
5 1 think you shoul d have f any nore tine on
br ought trying to change their
6 1I'dliketobring n nds.

MARKETI NG LANGUAGE 7 narks

Repl ace the underlined words and expressions in the
headl i nes with a word that neans the sane.

1 De Vere to del ay new rrer gers BLOCK ... .
2 Econom sts Foresee Wrld

Sudden Economi ¢ Depr essi on S
3 Massi ve reduction in taxes o

4 (7 | eaders reach newagr eenent b
5 easyJet see sudden increase

inprdits. S
6 Governnent to forbid new drug. B

e geeelofElle] © kford Lhiversity Press

Qonpl ete the text with these words / expressi ons.

budget strat egy sat urat ed
word of nouth gi vi ng anay di scount
devel opnent +aureh
The 1. launch . .. .. of our online English school has
been problenatic, particularly in a narket which is
becoming 2 ............... w th web-based | earni ng

i deas. Having invested heavilyinthe 3 ... ......... ..
of the school, we wvere left with a very linited

A for narketing. Despite offering a
S to custormers who cane to us by
6 . cad 7o free courses
to conpany training nanagers, we have to concede
that this particular narketing & ............... has

been an enornous fail ure.

/ﬁ_‘—\_.——_‘-\_J\M_——\r

TENSE REVI EW EMBARRASSI NG
EXPERI ENCES 5 mar ks

Put the verbs in brackets into the correct form

11.was S.ﬂ.‘v.tdwg.. (send) a very personal fax to ny
girlfriend wenit got stuck in the nachi ne.

21 vas late for the neeting because | ............... (be)
inaclubutil 5am

1 T (read) a newspaper when ny boss
............... (v k) in





4 The chai rman asked ne a questionbut I ...............
(not listen).

5 As soon as | got tothe conference, | realized |
............... (leave) ny presentation notes back at

COVPLAI NI NG
AND REASSURI NG 6 narks

RECOMVENDI NG AND
SUGGESTI NG 5 narks

Qonpl ete the conversation between a hotel guest and
receptionist.

A Good norning, Atova Systens, Howcan |

B  ®od norning. This is Jason Krupp fromNMitlands
speaki ng. | spoke to you yesterday afternoon.
W ve still got a problemwth our order. Qnly 14 of
the 40 boxes have arri ved.

A Howannoying! I'm2 4. S
about that.

B This kind of thing has happened several tines now
adit’scaussedusa 3£............... o
Mo . W& need that nateria urgently.

A T4 ..., , Sr. Qur new conput er

systens have been giving us a lot of problens, and
everybody’ s short of staff in the summer.

B | understand you' ve got problens, but thisisrealy
ot Sq............... B . Wen do
you thi nk can we expect the other 26 boxes to get
her e?

A I'll send a van over wth the rena ni ng boxes as soon
aslcenlcenbqg............... you' Il have t hemby
this afternoon. | coul d phone you to tell you when
they | eave the varehouse, if that woul d be hel pful .

B Yes, it would, thanks.

A \erygood, Sr. | doassure you that this won't

Andrej is having lunch with a col | eague fromMbntreal
bef ore an aft ernoon sem nar.

Gonpl et e the di al ogue usi ng the words and expr essi ons
fromthe box.

suggest t hat isit vorth defintely
what about goi ng FeconrreRe—H-SH--Rg woul d t ake
Andrej: SoKarine, | guessit’s your first tinein S ovenia?
Karinee: It is, yes. |'ve got sone free tine so |’ mhopi ng
tolook around a bit. Wat places woul d you
1 recommend visiting o

Andrej: Wl L 2. recommend going to the
Kanmi ske Al ps. The weather is perfect in
Septenber, not too hot, nor too cold, and the
vi ens are stunni ng.

Karine: 3 ............... to Lake Hed? I’ve heard it’s
beautiful there.
Andrej: Aosolutely. If | vereyou, | 4. ... ... a

boat totheislandinthe nidd e of the | ake. Mke
sure you ring the church bell and nake a w sh!
Karine: Geat, | wll. Wat about the coast?
S goi ng down to the sea?
Adrej: Qyes. | 6. . ... ... yuvisit Aran It'sa
lovely ol d town — very ronantic.
Karine: Vell, it's goingto be afantastic fewdays!

EVMAI L WRI TI NG REPLYI NG
TO A REQUEST 10 marks

The oo, S .
’F\M‘—H-‘f‘q
NEGOT!| ATI NG 5 mar ks

Put these negotiating expressions into the correct order.

a Business Slutions/ to/ see/ I'm/ possible/ it's/ if /
calling/ to/ order / a/ deno copy / of /

b about / firstly / purchase / the/ procedure / what /

c fine/ on/ to/ that’s/ noving/ the/ cost / the/
licence / now/ of /

d back / going/ to/ cost / the/

enore/ thing/ one/ just /

f well / 1/ that's/ everything/ think / about

1 I'm calling to see if it’s possible to order a demo eopy .

Wite areply tothe enai| bel ow Mke sure you answer all
Ganni Bertol ucci’s questi ons.
L

Bem b e | P e -

Dear Stephen Jensen

As | nentioned inour brief tel ephone call last week,
I have a few questions regardi ng your range of

nen' s shirts. Qould you tell ne sonet hi ng about
where they are nade and of what fabrics? | was
particularly inpressed wth the [ ook of the ‘Mva
range.

Wat woul d be the unit price and do you provide a
di scount for bul k orders? V¥ woul d be keen to
promote this range i n our shops and | wonder if you
have any point-of -sal e pronmotional materia we
coul d use (posters, etc.)? 1’1l bein London next
Monday and Tuesday — per haps we coul d neet to
discussthisinahbit nore detail.

Best regards
Ganni Bertol ucci

ookl © Okford Lhiversity Press






Test 4 Whits 1-10

(100 mar ks)

VOCABUL ARY:
BUSI NESS VERBS 20 marks

Qonpl ete the sentences with the correct formof these
verbs.

subsi di ze | aunch pl ough back dversify
nove on enabl e target sl unp
crash fluctuate wast e

1 W need ...T?.fﬁ!’g@f .. young peopl e i n our next

adverti sing canpai gn.

2 Bonnitop has increased its profileby ............... into
other narkets.

3 | can al ways get a cheap lunch at the of fi ce because the

canteen ............... .
43les ... .. disastrously since Aril.
5 Last year, nost of our profits ............... intothe
conpany.
6CGnwe ............... to the next itemon the agenda?
7 Generally our newproducts ............... inspring

8 Getting apronotionlast year ............... himto
spend nore tine playing gol f.

9 I'msorry. | can't tell youthe exact figures because our

system............... .

10 She keeps hersel f busy because she can’t stand
............... tine.

11Ve expect staff nunbers ............... during this

uncertain tine.

CORRECTI NG M STAKES 10 narks

Sone of these sentences contain a grammar nistake. Tick
the correct sentences and correct the incorrect ones.

1 Vbube | speak to Grhard Pohl 2 ..... Cowld

2 I'mnot sure vhere the airport is. ...... AT

3 If you order 10,000, we can gi ve you a di scount.

4 The conpany has a strict no snoki ng policy. You don’t
have to snoke anywhere in the buil ding.

5 Accordingtony diary, |"mneeting Lily Bei for |unch
t onor r ow.

6 In Burope of course, far fewer noney i s spent on
pronotion than in the devel opi ng Asi an narket .

71 findit inpossible for concentrating when | mspeaki ng
to soneone on ny nobil e.
8 | avoidtosocialize wthny clients in the evening.
9 She has a lot of know edges about the conput er
sof tware narket .

Phot ocopi abl e
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101 agreewthyou. ...............

11V need toinvest for RRD ...............

121f your flight wil belatedon't vorry, I'll vait for you at
thearport. ...............

WORD BUI LDI NG 10 mar ks
Qonpl ete the tabl e.
VERB ADJECTI VE NOUN
nat i onal i ze E - nation
i nnovat e 4 * innovation
| ead - | eadi ng o B
grow : grow ng 6
! economige . economi ¢ - econony
2 . productive * product / production

Qonpl ete the sentences with a word fromthe tabl e.

1 Repl aci ng pernanent staff with casual workersis a
good way to ..eComomize o sy aries.

2 Mpst conpani es can benefit fromstrong ............... .

3 Qur newdesignis freshand ............... .

4 Portugal’s annual Goss ............... Product (G\P is
i ncreasi ng.

5 Qver the next three years, we foresee enor nous
economec ............... .

6Vneedto ............... at afaster rate to keep up
w th derand.

BUSI NESS VOCABULARY10 narks

Re-order the letters to make a word to conpl ete each
sent ence.

1 Qustoners are al ways | ooki ng for newand better
products so we invest prinarily in ... immomtion
(1 ANO NVTNO)

2 K if everyoneisready, let’slook at the first itemon
the ............... . (AGNAED

3 1t'’shardtopredict profitability, when the world narket
price ... so dranatical ly. (SFUAUECTLT)

4 The salary isn't great, but we can offer you a variety of
............... , such as a conpany car. (SKRPE)

5Mjobisdfficut but | enfoya ............... .

( HLCNEEGAL)

6 V¢ hol d regul ar neetings where we get together to
............... i deas for devel opi ng and i nprovi ng our
products. (NTMBA ARRS)

7 The -operative Bank is proud of its ...............
investnent policy. (EAQLTH

8 The newproduct lineis ............... at young peopl e
under twenty-five. (DGITREAE)





T

9 Youwon't find aproduct like this anywhere else —it’s
tadly ...l . (NQURU)

10 Industries are reducing the anount of ..............
they rel ease into the environnent. (PLINOTQLUY

11 The devel opnent of technology for the ...............
of credit cardinformation online wll increase consuner
confi dence in e-shoppi ng. (NMNE OYRPQ

MAKI NG QUESTI ONS 10 marks

Use the pronpts to nake questi ons.
1 what / work on/ at the nonent?

... Weat are. wou warking .om.at the moment 7. ...
2 what / you/ do/ if / your salary / increase/ by 5009

COLLOCATI ONS 10 narks

Mt ch the verbs in colum Awth the an appropriate word
in colum B

A B

send ne up-to-date
take —_\— your PC
bring an enai |
configure our product
transfer control
distribute your cal |

Gonpl et e the sentences w th the expressi ons above.
1 You shoul d . Semd an emnilt o confirmthe order.

2@uldyou ... on any new devel opnent s?
3Youneedto ............... to recogni ze the newprinter.
4V nust ... toall najor Japanese cities.
51'mtryingto ............... but there’s noreply.
6I1fwedon't ............... of thesituation, wewl!l |ose

out to our conpetitors.

FUNCTI ONAL LANGUAGE20 narks

A VeI, it seens tolose 10 mnutes every day.
4 A The probl emin the Venezuel an market, is that ...
B but

to go back to what we were saying about Chile. Isn't
the sol ution sinply to give greater di scounts?

5 A | think chasing up our creditors could cause a lot of
bad feeling. Wiat do the rest of you feel ? Mnica,

B I'mnot sure. | think you' re probably right about the

bad feeling, but can we affordit?

6 A S0 l've got awhole free weekend for sightseeing in
S ockhol m Wat do you think I shoul d do?

boat trip. Theislands are so beautiful in My.

7 And | hope that you wi Il think about what we' ve
covered today. VI 1, ........... .. ...l .
Thank you al | for coning. Are there any questions?

8 A That vas adelicious neal. Sl | ask for the bill?

B No, please ...
A That’s very kind of you. Thanks.

9 A | think we need to arrange a neeting to go over the
details. 1’mgoing to be in Bonn next week anyway.

B Let nelook at nydiary. ......ooouuiiiiiiiiiiiinn
A I'mafraid |’ mleaving on Thursday afternoon. My
flight's at 4.15 so3.00 mght beabit early.

10A @Gn | introduce youto M Geen?

B
11A | was in Barbados | ast sunmer.

B ? How wonder ful !

A Yes, it vas

EMAI L VRl TI NG

10 mar ks

@npl ete the di a ogues w th appropriate expressions.

1A M nae' s Hena Brigna
B Could .Uw.spe.u powe sucname, please?.........
A G couse. It’s BRI-GI-NA

2 A Thisisthethirdtine your delivery has arrived | ate.
B
A K Thank you for your hel p.

3 A od norning. Un | bought this watch here | ast

week and it doesn’t work properly.

Reply to the fol l owng enai | fromSophi e De Wtt, a
= = -
B f= omEm pes e gess =

-
—_

| =1 1t
I amcurrently researching an article for Communi cat e!
nagazi ne about using ermail at work. | woul d be very
grateful if you could findtine to answer these two
questi ons.
1 In your opinion, what are the advantages and
di sadvant ages of enai| conpared to nore
traditional nethods of communication (e.g. phone,
fax, nail)?
2 What advi ce woul d you gi ve about howto wite
busi ness enai | s?
V¢ woul d be pl eased to offer your conpany free
adverti sing space i n our next issue to thank you for
your tine. Aso, if youare not a ready a subscriber, |
woul d be pl eased to send you detai | s of our nagazi ne.

Best regards

Sophi e De Wtt
Communi cat el Magazi ne H

pegeeedlElR:] © Oxford University Press







ANSVER KEY FOR TESTS

TEST 1 UNITS 1-3
(60 mar ks)

Anard 1 mark for each correct answer.

A

Tel ephoni ng (9 narks)

Suggest ed answer s:

2
3

0 N O g A

Qul d | speak to Sergi o Mendes?

d course. Qould | have your nane,
please? / Gan | ask who's calling,

pl ease?

Yes. It’s Mrk Burgin.

And whi ch conpany are you fron?
Qoul d you hol d on a nonent, pl ease?
Sorry, hisline's engaged.

@oul d you ask himto cal | ne back,

pl ease?

QGertainly. Qould you spel | your nane,
pl ease?

10 &K Thank you for calling. Goodbye.

O ~Nousr»wn®

o b~

~o o~ wn O

ab»wN M

Phot ocopi abl e

Tense revi ew
have you been doi ng
have been i ncreasi ng
have fi ni shed

are fluctuating

have di versi fied

are spendi ng

(6 narks)

\ocabul ary: the world

of work (10 marks)
start-up, state-owned

subsi di zed canteen, private nedical

i nsurance

chal | engi ng, peopl e-ori ented

flexib e, part-tine

hot - deski ng, open- pl an

Conpari sons (6 narks)
far nore

six times as much

less

as

than

as many

Social Bnglish (8 narks)
" ve been 6 didyou

came 7 have you wor ked
is 8 worked

have | i ved 9 sounds

Vocabul ary: commer ce (6
mar ks)

G

2b 3d 49g 5a 6¢c 7e
Saying hell o
and goodbye (5 marks)

o0 WN

H

It was very nice neeting you.

H eased to neet you.

I"msorry, but 1'mafraid| have to go.
@od norning. My | introduce nysel f?
Hope to see you agai n soon.

Bnai | witing (10 marks)

Anard 5 narks for | anguage accuracy
(granmar, spelling, etc.) and 5 narks for
conmuni cati ve ef fectiveness (register,
darity, ec.).

TEST 2 UNITS 4-6
(60 mar ks)

Anard 1 nark for each correct answer.

>

© 0N O WN

oo s»wn @

m AW

w N

Grund or infinitive?(8 marks)
wor ki ng

to comuni cate

to speak

| earning

to know

visiting

to see

maki ng

Meet i ngs (5 narks)
Let’s go over what we’ ve deci ded.

| see what you' re sayi ng.

You' ve got a point there.

Shal | we get started?

I think we’ ve covered everything on

t he agenda.

Vocabul ary: technol ogy (6
nar ks)

b 3e 4a 59g 6d 7c¢c
Gount abl e or

uncount abl e? (5 narks)
fact 5 crop

i dea 6 invention
conput er

Future forns (8 marks)

wll vork
we' re goi ng to di scuss

© ford Wniversity Press

H's | eaving

I'll dp

could find

1" mgoi ng to cover
night arrive

are goi ng to i ncrease

© 0N O O A

Tn

Busi ness soci al i zi ng (5 narks)
2T 3F 4M 5T 6F

®

Li nk words and
connectors

S nce

For exanpl e

inredity

dueto/ as aresult of
even t hough

As aresult of / Dueto
Gonsequent | y

(7 marks)

o N O WN

I

Ver bs and
preposi ti ons
2 in 4 on
3 wth 5 in

(6 marks)
6 for
7 on

| Bwil witing (10 narks)
Anard 5 narks for | anguage accuracy
(grammar, spelling, etc.) and 5 narks for
conmuni cat i ve ef fecti veness (regi ster,
daity, ec.).

TEST 3 UNITS 7-10(60
mar ks)

Anard 1 mark for each correct answer.

A Mda s of odligation:

nust, have to, shoul d (5
nar ks)

2 shoul dn' t 5 shoul d

3 don't have to 6 nustn't

4 have to

B Tense review Miji (7 narks)

2 has becone 6 is stocked

3 neans 7 was | aunched

4 is designed 8 is devel opi ng

5 are used

C \ocabul ary: headl i nes (5
nar ks)

2 slunp 5 surge





3 cut 6 ban

4 deal

D \ocabul ary: niss, |ose, wast e

(5 narks)
2e 3a 4f 5d 660b
E Mrketing | anguage (7 narks)
2 saturated 6 word of nouth
3 devel oprrent 7 giving anay
4 budget 8 strategy
5 di scount

T

Tense revi ew enbarrassi ng
experi ences (5 narks)
had been

was readi ng; wal ked

wasn't listening / hadn't been listening
hed | eft

a b~ wN

®

Gonpl ai ni ng and
reassuri ng
terribly sorry

I ot ...i nconveni ence
apol ogi ze

good enough

guar ant ee

happen agai n

(6 narks)

~No obh WwWwN

Negotiating (5 narks)

Frstly, what about the purchase

procedur e?

3 That’s fine. Now noving onto the
cost of the licence ...

4 ing back to the cost ...

5 Just one nore thing ...

6 VI, | think that’s about everything.

n I

| Recommrendi ng and
suggest i ng

2 ddfinitey

3 Wiat about goi ng

4 woul d take

(5 narks)
5 Isit vorth
6 suggest that

J Bmail witing (10 narks)
Anard 5 narks for | anguage accuracy
(grammar, spelling, etc.) and 5 narks for
communi cat i ve ef fectiveness (register,
daity, &c.).

TEST 4 UNITS 1-10
(100 mar ks)

Anard 1 nark for each correct answer
except where stated.

A \Vocabul ary:

busi ness ver bs (20 marks)
Anard 1 nark for the correct choice of
word and 1 nark for the correct
grammati cal form

di versi fying

i s subsi di zed

have sl unped

wer e pl oughed back
nove on

are | aunched

enabl ed

9 has crashed

10 wasting

11 tofluctuate

0 ~NO O WDN

B Qorrecting m stakes (10
mar ks)

3 correct

4 You nustn't snoke

5 correct

6 fa less noney

7 inpossible to concentrate

8 | avod sociaizing

9 ala o know edge

10 correct

11 Ve need to invest in

12 1f your fligt is lae

C Vérd bui | di ng (10 marks)

1

2 produce 5 leadership/ |eader

3 nationa 6 growth

4 innovative

2

2 leadership 5 growth

3 innovative 6 produce

4 nationa

D Busi ness vocabul ary (10
mar ks)

2 agenda 7 ethicd

3 fluctuates 8 targeted

4 perks 9 uni que

5 chal | enge 10 polution

6 brainstorm 11 encryption

E Mking questions (10 narks)

2 Wat would you do i f your sal ary

i ncreased by 500%@

Are you doi ng anyt hi ng toni ght ?

4 Sorry |'mlate. Have you been waiting a
long tine?

5 Were did you work before joi ning
NPL?

6 Wre you on tine or had the neeting

w

Phot ocopi abl e

already started?

F @l locations
1

take control; bring ne up to date;
configure your PG transfer your call;
distribute our product

(10 marks)

bring ne up-to-date
configure your PC
distribute our product
transfer your cal

take control

o g WNDN

G Functional |anguage (20
nar ks)

Anard 1 mark if the answer nakes sense

inthe context. Anard 1 nark i f the

ansver is grammatically correct.

Suggest ed answer s:

2 I'msorry. I'll nake sureit doesn't
happen agai n.

3 Wiat seens to be the probl em

4 1'msorry tointerrupt

5 what are your views on this

6 woul d recomend

7 that brings ne to the end of ny talk /

presentati on

It’s on ne.

9 Wuld Thursday at 3.30 suit you / be
conveni ent ?

10 Heased to neet you.

11 Rdly

[ee]

H Bwil witing (10 marks)
Anard 5 narks for | anguage accuracy
(grammar, spelling, etc.) and 5 narks for
communi cat i ve ef fectiveness (register,
clarity, etc.). Sudents should not be
narked on the quality of their ideasinthis
section.
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