English for Business Life: Elementary                                                             

Assignment 6
1. Complete the sentences below to make positive or negative statements using going to
eg.
I’m going to visit Moscow one day.

I’m not going to visit Moscow this year. 

a. I’m not going to drive through Spain.
b. I’m going to fly to India.
c. I’m not going to meet the CEO. 

d. I’m going to work in the States 

e. I’m not going to change my job.
f. I’m going to make a lot of money. 
2. 
a. I forgot the appointment yesterday.
b. I missed the bus on Monday.
c. I had to finish some work last Tuesday. 
d. I had a cold last week.
3. 

	husband
	wife

	son
	daughter

	father
	mother

	brother
	sister

	uncle
	aunt

	grandfather
	grandmother


4. 
a. Is it possible to put me through to Mr Druper?
b. Could you give me extension 123?
c. Could you hold on?
d. Is it possible for you call me tomorrow morning?
e. Could you give her a message?
f.  Is it possible for you to give me her mobile number?

5.  Practise telling the time.  Write out the times in brackets.
A: 
What time do you leave home in the morning?
B: 
Normally at seven fifteen/ at a quarter past seven.
A: 
And when do you get to work?

B: 
At about (9.55am) _____________________. What about you?

A: 
What time is the meeting? 

B: 
It starts at two thirty/at half past two/
A: 
We need to be at the station by five twenty-five/twenty-five past five at the latest.

A: 
I need to make a phone call around six-fifty/ten to seven.
6. 
a. Could you tell Peter to call me?

b. Could you tell him I’ll be late?
c. Could you say I’m leaving now.

d. Please say I’m very sorry.

e. Please tell her the good news.

f. Please tell her to wait until tomorrow.

g. Could you tell her to call back later?

h. Could you say he’ll be along in about five minutes?
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