English for Business Life: Higher Intermediate                                         

Assignment 7 - answers
1.

1.c

2.a

3.a

4.b

5.b

6.a

7.a

8.c

9.a

10.b

2.
	Dear Ms Ottoson

We have processed your application and are pleased to inform you that we have reserved stand space for your organisation, as requested, in the main hall. Could you please provide us with a 50 word summary of your organisation, products and services for inclusion in our conference handbook.

Yours sincerely

Peter Schroder

Conference Organiser




3.

1. We’ve decided to hold a meeting to discuss the restructure.

2. The meeting will be held on Monday in the conference room.

3. I met a former colleague of yours. He said to give you his best wishes.

4. Sales to the USA are suffering because of the exchange rate.

5. Have you seen the latest budget proposals/

6. The Board of Directors has voted to increase the dividend paid to the/ -/-shareholders.

7. I met a really interesting person at the trade show.

8. We need to make a few amendments to the contract.

9. This is the first time I have visited the production line.

10. Do you have time for a quick cup of coffee?

11. The Sales Manager has decided to appoint a new Sales Representative for the European market.

12. The new Rep. will also be responsible for sales to the Middle East.

13. Our turnover improved by 12% last year.

14. I hope to have enough time to visit the production line the next time I’m here.

15. Do you have a pen I can tomorrow?

4.

1.b

2.a

3.c

4.c

5.b

6.b

7.a

8.b

9.a

10.c

5. 

	Dear Mr Penaz
I have written/ I am writing to inform you that we have been having/will have had problems with the transfer velocity on the press (630-5-T4) that we bought/we have bought from you in December 2004.  Consequently we /were not been able to/ have not been able to achieve the guaranteed production/hour rate.

Please could/should you advise us what we can do to resolve the problem? As this is making/makes us lose a considerable amount of production, we must/can insist that one of your engineers visits/visit our factory.

I await/I can await your prompt reply

With best regards




6. 

1.c

2.b

3.a

4.c

5.c

6.a

7.b

8.b

9.a

10.a
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