English for Business Life: Elementary                                                             

Assignment 8
 1. Match the questions on the left with the responses on the right.
	1. Excuse me. Can I have a whisky please?
	a. You’re welcome.

	2. How much is that?
	b. It’s the next carriage along.

	3. Can I see your ticket please?
	c. It’s two euros

	4. Have you got today’s papers?
	d. We’re due in at 5pm.

	5. And when do you serve lunch?
	e. Yes. There’s a bus stop outside the terminal.

	6. Where’s the buffet car?
	f. Yes, we have. I’ll try and find one for you.

	7. What time do we get into Hong Kong?
	g. Certainly, sir.

	8. Is there a bus service to the centre?
	h. In fifteen minutes.

	9. Thank you
	i. Yes, here it is.


2. Fill in the gaps in the sentences with the ‘–ing’  form of the verbs.

	spend
	have
	do

	play
	talk
	show

	work
	visit(
	smoke


eg.

I enjoy… visiting… customers.

a. I hate …………… filing.

b. I dislike …………… so much time in the car.

c. I don’t like …………… late.

d. I’m not keen on people …………… in my office.

e. I enjoy …………… tennis.

f. He never stops …………… about work.

g. Thank you for …………… us round.

h. We enjoyed …………… you.

3. Complete the sentences using the words in the box.

eg.

I need to do some photocopying.

Is there a copier……… I could use?

	copier
	laptop

	video camera
	scanner

	room
	beamer/projector

	someone
	somewhere


a. I need to do some keying in.

………………. I could ask to help?

b. I need to talk to some suppliers.

………………. I could use?

c. I need to record a sales presentation.

………………. I could borrow.

d. I need to send an email.

………………. I could use?

e. I need some background information.

………………. I could log on?

f. We need to check our presentation.

………………. we could use?

g. I need to download some photographs.

………………. I can use? 

4.  Write questions using which, what or who
eg. 

I stayed with a friend at the weekend.

…Who did you stay with?...

Marry Arda. Do you know her?

a. I borrowed a video camera from the stores.

………………………………………………..

The Panasonic

b. I took a file from your desk.

………………………………………………..

The one with the red cover.

c. I left it with someone at reception.

………………………………………………..

The man behind the desk.

d. He gave me a present.

………………………………………………..

A bottle of vodka.

e. ………………………………………………..

It was Stolichnaya.

5. Fill in the gaps with might  or be going to.
eg. 

- I’m not sure if I have enough cash.

- You ___might__ have to pay by credit card.

a. 
- Do you think these trousers will fit me?


- They ____________. Try them on.

b. 
- Are you going to offer them a discount?


- I ____________. It depends on the size of the order.

c. 
- Is your sales manager going with you?


- He’s not sure. He ____________ come, he might not.

d. 
- What are you doing later?


- We ____________ go shopping. All of us are going.

e. 
- Are you going to Miami on Friday?


- Yes, we ____________ leave at four o’clock. We already have the tickets.

f. 
- Are you going into the office tomorrow?


- I’m not sure. I ____________ have to go to Milan;.

g. 
- Someone from the bank ____________ phone.


- If they do, could you take a message?

h. 
- Someone from the Polish office ____________ phone.


- When they do, could you take a message? 

6. Rewrite these sentences.

eg.

My daughter is sixteen years old.

I have a sixteen-year old daughter.

a. This bottle of port is twenty years old.

This is a …

b. This building is three hundred years old.

It is a …

c. The agreement is for five years.

It is a …

d. My contract with the company is for three months.

I have a …

e. The spare parts are guaranteed for two years.

They have a …

f. Our baby is three weeks old.

We have a …
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