English for Business Life: Higher Intermediate                                         

Assignment 4

1.  Complete the sentences.

1. 
We ______________ to introduce the upgrades at the New York motor show.

a. will plan

b. are planning

c. are going to plan

2. 
It’s very cloudy. I am sure it ______________ .

a. is going to rain

b. is raining

c. rains

3. 
Thanks for calling. ______________ get the registration file.

a. I just

b. I’m just going

c. I’ll just

4. 
What time ______________ your workshop start?

a. does

b. will

c. is going to

5. 
I ______________ you a link to the programme if you give me your address.

a. am sending

b. will send

c. send

6. 
When ______________ for lunch? We could meet ______________ .

a. do you stop/out

b. will you stop

c. are you stopping/up

7. 
The flight carrying the equipment for our stand ______________ at 5 O Clock?

a. due to arrive

b. is due in

c. due

8. 
The session in the main hall on e-marketing  ______________ start.

a. is about to be

b. is about to

c. is about

9. 
How long is the conference going ______________ ?

a. for on

b. for

c. on for

10. 
If you have ______________, you need ______________ pass.

a. a stand/ an exhibitor’s

b. a workshop/ an organiser’s

c. a display

2. Insert a preposition to finish each sentence.
1. I’ll put this bill ______________ expenses.

2. The company usually reimburses us ______________ these costs.

3. Remember to pick ______________ the package ______________ the carousel!

4. Owen is going to chase ______________ the contacts he made ______________ the trade fair.

5.  Natasha has set ______________ the stand. I think it looks pretty good.
6. The price is inclusive ______________ a buffet breakfast.

7. I’m looking forward ______________ hearing from you.

8. Bad news, I’m afraid the deal didn’t work ______________.

3. Select the correct word from the table to complete the sentences below.

	oversubscribed
	dietary
	contingency
	haul

	discrepancy
	hold
	backdated
	aisle


1. Some airlines charge for check in of ______________ luggage.

2. Would you like a window or an ______________ seat?

3. Do you have any special ______________ requirements?

4. These figures don’t tally. There’s some kind of ______________.

5. I think we’d better make a ______________ plan just in case they decide to defer payment.

6. We normally travel business class on long ______________ flights.

7. Unfortunately, we’re ______________. I’ll have to put you on our stand-by list.

8. Accounts have approved a ______________ pay award. 

4. Choose the correct option to complete the sentences.
1. 
When are you ______________ up the contacts you made?

a. intending follow

b. plan following

c. going to follow

2. 
We are ______________ make the same mistake again.

a. not determined to

b. determined not to

c. determined to not

3.  
Sorry about the delays. Your luggage ______________ through very soon.
a. comes

b. will be coming

c. will have come

4. 
The network is down and ______________ again till tomorrow.

a. doesn’t work

b. isn’t working

c. won’t be working
5. 
It’s a ______________ briefcase; I think I left it in the lobby.

a. leather large black

b. large black leather

c. black leather large

6. 
The safe has a ______________ lock.

a. cracked

b. fused

c. faulty

7. 
I ______________ by the time the delegates arrive. You will have to speak to them.

a. will have left

b. will be leaving

c. am leaving

8. 
My assistant ______________ the department’s expenses.

a. cross checks

b. observes

c. watches

5. Match a prefix with a word and list them below.
	over
	pre
	under
	un
	re
	non


	1. pay
	2. charge
	3. equivocal
	4. budget
	5. negotiable

	6. refundable
	7. distribute
	8. set
	9. schedule
	10. estimate

	a. do


e.g. do 

a. re-do, re-set
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

6. Match the two halves of each sentence.

	1. Awards have to be
	e. link the increase to a productivity agreement.

	2. If you put your request in writing,
	d. likely to succeed at the moment.

	3. I’m afraid this
	f. the going rate.

	4. A pay demand is quite
	a. approved by the Board.

	5. They are likely to
	c. is not a good time.

	6. 5% is well above
	b. I’ll see what I can do.


PAGE  
3
© BMES


