English for Business Life: Higher Intermediate                                         

Assignment 3

1.  Complete the sentences.  

1.
I have spoken to everyone _____________ is coming.

a. whom

b. what

c. who

2.
Do you know Markku Ranta, _____________ company went public last 
year?

a. which

b. whose

c. who

3.
This is the RF292, in _____________ we process all of the samples.

a. that

b. who

c. which

4.
I’ve received confirmations from everyone _____________ name is on 
the shortlist.
a. which

b. whose

c. who

5.
Is this the computer _____________ we talked about yesterday?

a. -/-
b. on

c. what
6.
It was your Sales Manager _____________.
a. I sent the report

b. I sent the report to

c. to which I sent the report

7.
I have mislaid my notebook, _____________ are irreplaceable.

a. which contents

b. that contents

c. the contents of which

8.
I knew that if I applied for the job I would be turned _____________
a. down

b. out

c. off

9.
We do not have anyone who can cover _____________ our chief 
engineer when she is away.

a. up

b. for

c. over

10.
I'm afraid I didn't _____________ on very well at the interview.

a. make

b. take

c. get

11.
What kind of person are they looking _____________?

a. after

b. into

c. for

12.
We need to _____________ out how we are going to handle it.

a. carry

b. sort

c. work

2. Complete the following sentences. Choose words from the box.

	pension scheme
	redundant
	unemployment

	unemployed
	notice
	early retirement

	maternity leave
	repercussions
	lay-offs

	reprimands
	liaising
	lump sum


a. 
My boss is 55years old and he has decided to take_______________.

b. 
Under the rationalisation plan, 10 managers are being 
made_______________.

c. 
Discipline is good here. We seldom have to issue any official 
_______________.

d. 
_______________ closely with the Personnel Department is necessary in cases like these.

e. 
We have three part-timers working here at the moment to cover 
_______________.

f. 
Do you expect to receive a _______________ when you leave the 
company?

g. 
What level of  _______________ benefit do you receive if you have been out of work for six months?

h. 
I was given one month’s _______________ to leave.

i. 
How long have you been _______________?

j. 
Do you contribute to a private _______________?

k.  
The _______________ of the new grievance procedure can be very serious.

l. 
We had over _______________ last year. 

3. Match the words on the left with their synonyms on the right.

	1. A contingency 
	a. Deal with a problem

	2. Dissemination of information
	b. Legally responsible

	3. Recoup a cost
	c. Confront a problem

	4. Address a problem
	d. A financial penalty

	5. A fine
	e. Leave

	6. Liable
	f. Distribution of information

	7. Time off
	g. Provision of information

	8. Disclosure of information
	h. A plan B

	9. Accountable
	i. Responsible

	10. Face a problem
	j. Get money back


4. Complete the sentences.  

1.
We are _____________ at a ten percent increase.

a. wanting

b. suggesting

c. looking

2.
Your revised offer _____________ fair.

a. sounds

b. means

c. looks

3.
_____________ she hasn't written yet, we can assume she is not 
coming.

a. For

b. As

c. When

4.
_____________ sacked him, they found they couldn't find a 
replacement.

a. As they hadn't 

b. Having

c. Not having

5.
_____________ already made a reservation, we felt we had to go.

a. As we had not

b. Having

c. Having not

6.
The local trade union is represented by a very effective 
_____________
a. shop worker

b. trade steward

c. shop steward

7.
Management relations with the _____________ are excellent.

a. workforce

b. worker force

c. labourers

8.
The latest dispute has been referred to outside _____________.

a. discussion

b. arbitrating

c. arbitration

9.
In a strike, only six _____________ are allowed to protest outside the 
main gate.

a. pickets

b. shop stewards

c. fitters

10.
We are working _____________ a very difficult timetable.

a. up

b. to

c. off

5. Select a preposition to fill in the gaps in the following sentences.  

1.
The client agreed to pay ______ instalments.


by
with
in

2.
Unfortunately, it seems that Juhani has handed ______ his resignation.


over
in
up

3.
I’ve been informed that I won’t be paid any overtime for these extra hours.  However, I should receive some time off ______ lieu.


with
in
into

4.
Since the merger many new people have been taken ______.


out
on
off

5.
Thanks for your help, but I think I can manage this ______ my own.


by
in
on

6.
I’m not sure ______ the address.  I’ll have to look it ______ in the 
directory.


of/up
about/up
of/through

7.
If you look at this chart, you can see how the situation has changed ______ the last six months.


over
by
for

8.
I’m happy to go ______ the main points after lunch.


into
from
over
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