Everyday Technical English  



Assignment 4 - Suppliers and sub-contractors

1. Choose the correct word to complete the sentences below.

1. We need to locate new _______________ facilities for our stock.

stores


warehouse


depots

2. The vessel will be _______________ as soon as it arrives.

uncharged

recharged


discharged

3. If the drivers don’t arrive on time, they have to pay a _______________ .

fare


fee



penalty
4. The office space we have rented is fully _______________ .

equipped


ready



complete

5. We have very _______________ space in the terminal area.

small


restricted


limited

6. This has been a difficult project to _______________ .

implement

in place


install

7. It is important that damage is _______________ to a minimum.

retained


left



kept

8. Not everyone has found the move from road to rail transport _______________ .

benefits


benefiting


beneficial

2. Fill in the missing prepositions in the sentences below. Choose from the following. (Sometimes more than one preposition can be used.

	at
	by
	during
	for
	in
	on
	until


1. I have an appointment to see Mr Laakso _____________ 2 o’clock _____________ Friday 16th.

2. Mr Schmidt is away on business  _____________ the moment and I’m unable to make any arrangements _____________ he returns.

3. She’s due back in the office _____________ a few minutes if the meeting ends _____________ time.

4. He’s away _____________ two weeks, but Ms Malm is dealing with the matter.

5. I’m afraid the office will be closed _____________ Christmas _____________ four days but _____________ this time you can ring our emergency number.

6. I’ll confirm the details _____________ Tuesday morning _____________ the latest.

7. They would like you to speak _____________ the beginning of the session.

8. You’ll receive the documents _____________ the next few days and then we can arrange a meeting _____________ a week’s time.

3.  Underline the most appropriate word to complete each sentence.
1. We have to finish the project by/until the end of the week.

2. If you arrive on time/in time, we can talk before the meeting starts.

3. It’s important to arrive at meetings on time/in time in Austria.

4. I waited at your office by/until one o’ clock, and then I left.

5. I’ll be at your office by/until one o’clock – perhaps earlier.

4. Use a word from the box below to complete the following sentences.

	bust
	cover
	replace
	guarantee

	due
	reputation
	extended
	urgent


a. When is the contract …………… for renewal?

b. The …………… runs out at the end of the month.

c. We promise to …………… it free of charge.

d. This is an …………… order.  Please deliver it within 24 hours.

e. The policy provides very good …………… .

f. I think we should take out an …………… warranty.

g. I’m pleased to say we have a very good …………… in our industry.

h. One of our main suppliers has gone …………… .

5. Add the missing word to these two-word expressions.

	wear
	and
	

	
	and
	labour

	terms
	and 
	

	
	and 
	services

	repair
	and
	


6. Fill in the missing prepositions.

a. We’ve contracted …………… all of our cleaning services.

b. Are labour costs included …………… the guarantee?

c. The warranty runs out …………… June.

d. The engineers are …………… call 24 hours a day.

e. Is the product still …………… guarantee?

f. At busy times of the year we buy …………… certain services.

g. We take ……………. extra delivery staff at peak times.

h. If it breaks down …………… the guarantee period, we will give you a replacement free of charge.
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