English for Business Life: Higher Intermediate                                               


Assignment 1

1. Choose the correct option to complete the sentences. 
1. 
There is  _____________ money in the budget for gifts but not 
_____________.

a. a little

b. some/much

c. very little/ many

2. 
- Are there _____________ rooms available next week?


- Yes, but _____________.

a. some/a few

b. any/very little

c. any/very few

3. 
We spend a large _____________ of money on entertaining.

a. amount

b. bit

c. number

4. 
The best beaches in the country are only _____________ kilometres away.

a. some

b. a few

c. few

5. 
We have _____________ time to change the arrangements; we have to 
check-in  in twenty minutes.

a. none

b. not any

c. no

6.
 - Do you have any customers who ask you to pay their travel expenses?


- _____________.

a. No, none.

b. Yes, a bit.

c. No, not any.

7. 
It rains _____________ the time in September – it’s the monsoon season.

a. some

b. whole

c. all

8. 
We have a problem with the arrangement for the 24th. Can we 
_____________ it off till the following week?

a. change

b. switch

c. put

9. 
If you let me know when you are arriving, I’ll send a car to pick 
_____________.
a. you up

b. up you

c. you

10. 
Out main production facilities are located _____________ in an 
_____________ area ten kilometres north of the capital.

a. in the centre/rural

b. inland/urban

c. in the mountains/farming

2. Underline the correct tense in the following sentences.

1. 
We produce/are producing components for the car industry.

2. 
Which hotel are you usually staying at/do you usually stay at?

3. 
I left/have left MIT Ltd in 1990.

4. 
She was booking/booked the tickets when Fritz called.

5. 
He works/has worked for the same company since he left school.

6. 
Show me how it works/it is working.

7. 
They are travelling/travel to Germany once a week.

8. 
Most people submit/are submitting an expense form.

9. 
We have made/made this draft six weeks ago.

10. 
I have/am having a headache. I think I skip/will skip dinner. 

11. 
If the flight will leave/leaves on time, we make/will make the 10am meeting.
12. 
When did you join/have you joined the company?

3.  Complete the sentences using the words in the table below.
	chase-up
	approved
	connection
	enhancement

	lieu
	liaise with
	conjunction
	hospitality

	strives
	cross-check
	issued
	versatility


1. 
I will your _____________ booking in the database.

2. 
Who do you _____________ 
`?

3. 
We’re working on the B12 _____________ project.

4. 
I’m ringing to _____________ an unpaid invoice.

5. 
Mr Smithson was very impressed with the size and _____________ of your 
plant.

6. 
The company _____________ to meet the needs of its customers.

7. 
We work in _____________ with our French suppliers to produce 
composite 
components.

8. 
Do you think we will be able to make the _____________?

9. 
We can take holidays in _____________ of overtime pay.

10. 
I’d like to thank you for your _____________ during our vist.

11. 
You will be _____________ with a visitor pass at the gate.

12. 
They have a list of fifty _____________ suppliers.

4. Choose the correct option to complete thesentences.
1. 
We’re meeting for _____________ lunch at _____________ Mariot Hotel 
on _____________ June 27th.

a. -/the/-
 b. the/-/the 
c. -/-/-

2. 
_____________ frames are made of _____________ reinforced fibreglass.

a. The/- 
b. The/the  
c. -/-

3. 
She’s _____________ European representative to _____________ main 
Board.

a. an/-  
b the/the  
c-/-

4. 
We _____________ in all-weather paints.

a. specialise 
b. are concentrating 
c. concentrate

5.  
The organisation _____________ three divisions.

a. consists of  
b. is dividing into  
c. is made up

6. 
This machine _____________. It _____________ replaced.

a. isn’t working/is being

b. doesn’t work/is

c. doesn’t work/needs

7. 
This is Annie Petak who _____________ our catalogue sales

a. runs normally  
b. is currently running 
c. is being lead

8. 
Boris called – according to the timetable we _____________ at 10.00.

a. are meeting 
b. sometimes meet
 c. are usually meeting

9. As soon as everyone is here, I’ll _____________ you round the site.

a. go 
b. look 
c. show

10. _____________ your clothes – the paint is _____________.

a. Watch/live 
b. Be careful/greasy 
c. Mind/wet

5. Change the following active sentences into passive sentences.
1. They are upgrading the system at the moment.

…

2. The board have appointed a new Finance Director.

…

3.  Last minute editorial changes delayed the catalogue release.

…

4. They unload the trucks in the wood yard.

…

5. We are going to shut down site B next year.

…

6. I’m sure the alarm will wake me up in the morning!

…

7. Sorry – someone threw away your coffee cup.

…

8. The city puts on concerts and plays in the concert hall.

…

9. Bob has shown the Chinese visitors around the mill.

…

10. We will teach our apprentices these key skills.

…

6. Complete the sentences
1. 
I _____________ if you could help me?

a. wonder 
b. am wondering 
c. am thinking

2. 
They are having _____________ in the factory today.

a. new security system 

b. a lot of problems

c. a new foreman

3. 
The site doesn’t _____________ us.

a. belong to 
b. owned by 
c. belong

4. 
They _____________ the access codes
a. keep changing  

b. are keeping changing

c. keep to change

5. 
I _____________ it was a very successful visit.

a. am believing 
b. think 
c. am thinking

6. 
The Q&A session at the end was _____________

a. slightly good 
b. really disappointing 
c. slightly excellent

7. 
I thought the arrangements weren’t _____________ good enough.

a. quite 
b. fairly 
c. rather

8. 
Could you get _____________ to me with the figures as soon as possible, 
please?

a. round 
b. on  
c. back
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