English for Business Life: Higher Intermediate                                         

Assignment 7
1.  Complete the sentences.

1. 
If the ad __________ shown on TV, we would have had less __________ .

a. was/response

b. wasn’t/reaction

c. hadn’t been/exposure

2. 
They __________ told that the brief __________ going to be changed.

a. should have been/was

b. should have been/ is

c. should be/was

3. 
The service __________ the Internet. The company pays for a number of sponsored __________ .

a. is promoted over/links

b. promotes on/attachments

c. was promoted through/connections

4. 
We __________ targeted by __________ mailers and __________ callers. We used to be called about 40 times a day.

a. are/spam/junk

b. were/junk/nuisance

c. would be/nuisance/spam

5. 
__________ the __________ Manager, it is my job to keep the client happy.

a. To be/ Customer

b. As/ Account

c. By being/Company

6. 
__________ all the details, I can now begin work on ideas for the new corporate __________.

a. Having heard/brochure

b. Now I have heard/market research

c. Hearing/image

7. 
__________ young people, the __________ need to look right.

a. If aimed for/leaflets

b. If it is aimed on/flyers

c. Aimed at/posters

8. 
The client wants us to come __________ some __________ ideas.

a. to /new

b. into/promotional

c. up with/fresh

9. 
Simone was __________ the ‘tip-top’ __________.

a. behind/campaign

b. behind with/advertising

c. with/promotion

10. 
What __________ are you trying to __________ across?

a. slogan/push

b. message/put

c. advertising/get

2. Where does the punctuation go? Rewrite the following message using the correct punctuation in the space below

	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. Complete the following sentences using ‘a’, ‘an’ or ‘the’  if necessary?

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

2. _____ meeting will be held on Monday in ____ conference room.

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

4. _____ sales to _____USA are suffering because of _____ exchange rate.

5. Have you seen _____ latest budget proposals?

6. _____ Board of Directors has voted to increase _____ dividend paid to _____ shareholders.

7. I met _____ really interesting person at _____ trade show.

8. We need to make _____ few amendments to _____ contract.

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

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

11. _____Sales Manager has decided to appoint _____ new Sales Representative for _____ European market.

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

13. Our turnover improved by 12% ___ last year.

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

15. Do you have _____ pen I can borrow?

4. Complete the sentences.
1. 
The goods __________ loaded when the buyer called __________ the order.

a. are/ cancelling

b. were being/to cancel

c. were/to be cancelled

2. 
The client’s __________ seem __________ forgotten in this case.

a. instructions/to have been

b. needs/being

c. wants/to have

3. 
Customers are being __________ unrealistic delivery dates – nobody likes __________ let down.

a. give/to be

b. gave/to have been

c. given/being

4. 
The reason we are not going to be able to deliver your order on time is __________ there was a hold up with the paperwork at your __________.

a. because/side

b. so/ part

c. that/end

5. 
We order online __________ we can __________ deliveries and cut costs.

a. in order to/make

b. so that/track

c. so as to/follow

6. 
The unit is  55cm by 30cm by 2.3m – it has __________ of about 0.35 __________.
a. an area/square metres

b. a volume/cubic metres

c. a capacity/metres

7. 
It __________ 7 metres by 4 metres – the __________ is 28 square metres.

a. measures/area

b. has/size

c. weighs/dimension

8. 
We’d like to take you __________ your offer, if it’s still __________.

a. out for/on

b. up on/open

c. down for/good

9. 
They wanted to __________ an order but they couldn’t meet our price – their __________ are very tight.

a. place/margins

b. take/profits

c. make/costs

10. 
__________ discounts are not available to retail customers, but this range is __________ special offer.

a. Bulk/for

b. Wholesale/in

c. Trade/on

5. Underline the correct version of the verb in italics.

	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. Complete the sentences.
1. 
The call-out time __________ to be one hour. We’re very unhappy __________ the way we’re being treated.

a. is/for

b. is not/ with

c. is supposed/about

2. 
I am calling to complain __________ the __________ we received from your service engineer.

a. for/care

b. about/service

c. for/support

3. 
The best companies __________ their customers first; we try never to let a customer __________.

a. put/down

b. make/off

c. have/go

4. 
Could you __________ it with me? I’ll __________ into the problem and __________ back to you.
a. look/get/leave

b. get/leave/look

c. leave/look/get

5. 
The guarantee does not cover damage __________ misuse.
a. due for

b. leading to

c. caused by

6. 
Damage that is __________ customer neglect is not __________ the terms of the guarantee.

a. the result of/covered under

b. because/under

c. caused by/fixed by

7. 
Are these statements aggressive or polite?

i. I’m fed up with being treated like this.

ii. I completely understand and I apologise.

a. polite/aggressive

b. aggressive/polite

c. aggressive/aggressive

8. 
__________ the warranty, if __________ has caused this problem the company will replace the goods free of charge.

a. By/misuse

b. Under/a manufacturing fault

c. In/mistreatment

9. 
They agreed to __________ back immediately. It’s almost __________ they knew it was faulty when they sold it.

a. give us our money/ as if

b. exchange it/as

c. take it/if

10. 
It __________ if the machine is overheating. What kind of __________ contract do you have?

a. sounds as/service

b. seems as/protection

c. looks/warranty
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