English for Business Life: Elementary                                                             

Assignment 5
1. Which of these things do you have to do? Complete the sentences using ‘have to’. Make positive or negative statements.
e.g. 

I have to understand Greek.

I don’t have to speak it.

a. I………………………………… speak English in my job. (-)
b. I…………………………………share an office. (+)
c. I…………………………………write emails in German. (+)
d. I…………………………………use English on the telephone. (-)
e. I…………………………………wear a tie. (-)
f. I…………………………………write reports in English. (-)
g. I…………………………………be at work by 7am every day. (+)
h. I…………………………………travel abroad on business.(-)
2. Agree with the following statements using ‘too’ or ‘either’

a. I can make Thursday’s meeting.

…………………………………

b. I can’t come on Tuesday.

…………………………………

c. Wednesday suits me.

…………………………………

d. He’s busy on Thursday afternoons.

…………………………………

e. He doesn’t work on Saturdays.

…………………………………

f. They’re available on Friday.

…………………………………

g. I don’t have a car.

…………………………………

h. She can’t meet you at 9am.

…………………………………
3. Write the following numbers.

a. 101 >

b. 200 >

c. 425 >

d. 900 >

e. 985 >

f. 1000 >

4. Fill in the gaps in the following sentences with either ‘this’ or  ‘these’. 
1. __________  is a message for Paul Schmidt.

2. Can you see ___________ note on the board?
3. I would like to buy ___________ pens in the cabinet.

4. I’m talking about ___________ desks.
5. Is __________ your office?

6. __________ are my  colleagues.

5. Put the following dialogue into the correct order.
- It’s about 40 kilometres west of Seoul.

- Our head office is in Inchon.

- Is it far from Pusan?

- Where is your head office?

- No, we don’t.

- Yes it is a long way from there.

- And do you have any subsidiaries in Thailand.

- Where is that?

6. Make suggestions to a colleague using ‘go’ or ‘play’. You might need to change the form of each word.
e.g. 

Let’s…. go to the cinema.

a. Why don’t we ________ tennis?
b. We could ________ shopping.
c. How about ________ swimming?
d. What about ________ football?
e. Would you like to ________ basketball?
f. Let’s ________  hiking.
g. What about ________ jogging?
h. Why don’t we ________ golf?
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