English for Business Life: Elementary                                                             

Assignment 9
1.  Practise using the simple past by changing the verb to the correct past form

a. I (start) _____________ work at 7am.

b. He (leave) _____________ school at 16.

c. They  (visit) _____________ us six weeks ago.

d. We (not have) _____________  _____________ time to meet on Monday.
e.  _____________ you ____________ (see)  Robert last week?
f.  When ____________ he ____________ (join) the company.

2. Put the words in the box into groups.

	bald
	beard
	blonde
	cousin
	curly
	dark(

	daughter
	divorced
	eyes(
	face
	fair
	fat

	glasses
	grey
	jacket
	long
	married(
	middle-aged

	moustache
	nose
	old(
	dress
	separated
	short(

	single
	sister
	skirt
	slim
	son(
	straight(

	suit(
	tall
	teeth
	tie
	wavy
	young


	Relations
	Marital status
	Clothes
	Hair type
	Hair colour
	Age
	Size
	Features

	son

	married
	suit
	straight
	dark
	old
	short
	eyes


3. Practise giving directions by completing the sentences

eg.

Go _____to ___ reception.
a. Walk __________ the first floor.

b. Go __________ the escalators.

c. Walk __________ the patio area.

d. Go __________ the double doors.

e. Take the lift __________ the ground floor.

f. My office is __________ the second floor.

g. My office is __________ room 201 and room 203.

4. Put the following instructions in the right sequence.

[ ] Put the document here.

[1] Plug in the copier.

[ ] Switch on the machine.

[ ] Switch off the electricity.

[ ] Check that there is enough paper in the paper-tray.

[ ] Press the start button.

[ ] Take out the plug.

[ ] Select the number of copies.

[ ] Switch on the electricity.

[ ] Switch off the machine.

5. Look at these examples of phrasal verbs.  

It’s off/on 
Switch it off/on  
Turn it off/on

Plug it in 
Put the plug in  
Take the plug out

Now rewrite the following sentences. Replace each noun with a pronoun.

eg. 

Plug in the video recorder >Plug it in.
a. Switch on the photocopier
…

b. Switch off the lights.
…

c. Turn on the fan.
…

d. Turn off the computers.
…

e. Plug in the machine.
…

f. Call off the meeting.
…

g. Take the CD out.
…

6. Complete the sentences using ‘be going to’.
a. I _____________ (go) to Helsinki.

b.  He _______________ (work) on Sunday.

c. They_______________ (visit) the HR department.

d. We _______________ (speak) to the Managing Director.

e. I _______________ (have) lunch with my wife/husband.

f.  I (not)_______________ take sugar in my coffee any more.

g. _______________  you _______________ (have) vegetarian food? 
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