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Unit 1. Word order 
 
Grammar for revision: Word order in general and special questions.  
 

1. Expand the «And you?» questions to make full general questions. 

Example:  I've seen the news today. And you? 
  Have you seen the news today? 

1. I work from home. And you? 
2. I can understand German. And you? 
3. I've already had lunch. And you? 
4. I'll be back in time for lunch. And you? 
5. I'm enjoying the conference. And you? 
6. I agreed with her. And you? 
7. I've never spoken to Pierre. And you? 
 
2. Put the words in the correct order to make questions. 
1. mean / does / What / ‘launch’ /? 
2. like / Manager / our / talk / you / to / to / Would / Marketing /? 
3. a / advertising / Do / lot / on / spend / they /? 
4. advertise / did / range / their / they / Where / new /? 
5. targets / meet / Did / your / you / sales /? 
6. expecting / figures / sales / Were / better / you /? 
7. my / Have / sales / read / report / you / quarterly /? 
8. a / How / do / often / report / write / you /? 
 
3. Match the answers a-h to the questions in exercise 2. 
a) Not yet, I’m afraid. I’ll go through it first thing this afternoon. 
b) Well, they do have a large budget, yes. 
c) Every quarter. In the past we had to write one every month, though. 
d) To make a new product available to the public. 
e) Yes, that would be very useful. Thank you. 
f) In all national papers and also on TV. 
g) No, we are very satisfied. In fact, we’ve sold a lot more than we thought 

we would. 
h) We certainly did. 
 
4. Complete the questions with words from the box. 

how long – how many – how much – what – when – which – who – why 
 

1. … did you launch this advertising campaign? 
2. … didn’t you contact an advertising agency? 
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3. … money did you spend on the campaign? 
4. … new products did you launch? Was it two or three? 
5. … did you target your new product at? 
6. … market segments have your product been most successful in? 
7. … do you expect people to continue to buy this product? 
8. … is your sales forecast? 
 
5. Write a question for each answer. 

Example:  When do you get to work? Get to work? At about 8.30  
usually. 

1. ……………………………. 
2. ……………………………. 
3. ……………………………. 
4. ……………………………. 
5. ……………………………. 
6. ……………………………. 
7. ……………………………. 

 Done! I haven’t done anything! 
 The report? I put it over there. 
 Here? I stay here because the pay is 
 good. Yesterday? I was feeling awful. 
 Staying? I'm staying at the Ritz. 
 Report to? I report to Bob Taylor. 
 This bag? I think it's Helen’s. 

 
 

Unit 2. Verb. Tenses in the active voice 
 

Grammar for revision: Present Simple and Present Continuous  

1. Complete these sentences with either the present simple or the 
present continuous form of the verbs in brackets. 

1. We normally … (hold) our sales conference in Mumbai, but this year we 
… (hold) it in Delhi. 

2. What … you (do)? That’s not the way to make double-sided photocopies. 
3. Tatsuo … (work) for a financial magazine. At the moment, he … (write) 

an article on insider trading. 
4. I … (not/know) why your invoice hasn’t been paid. I’ll try to find out. 
5. Usually our Sales Director … (deal) with important customers, but I … 

(deal) with all enquiries while she is on holiday. 
6. This product ... (not/sell) well at the moment. We’re going to withdraw it. 
7. Although we … (use) our own sales representative at the moment, we 

generally … (use) agents in China. 
8. John Lewis … (want) to continue with expansion this year. 
9. Right now, we … (develop) an advertising campaign for our newest 

laptop computers. 
10. Every day we … (check) the invoices and payments but this week we 

… (attend) a training course. 
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2. Match each sentence with the meaning expressed by the verb in 
italics. 

1. American Express provides travel and 
financial services. 

a) temporary situation 

2. Ms. Delgado is replacing Sandra as Office 
Manager until next Friday 

b) future arrangement 

3. We are improving our services to meet the 
needs of a much wider range of customers. 

c) ongoing situation 

4. We are opening our sixth subsidiary next 
month. 

d) routine activity 

5. We need a different set of skills to address 
our company’s challenges. 

e) factual information 

6. We observe our customers’ reactions 
carefully. 

f) verb usually used only 
in the present simple 

 
Grammar for revision: Present Perfect and Past Simple  
 

3. Choose the correct alternative. 
1. Stress levels have increased/increased in recent years. 
2. The finance sector changed/has changed dramatically over the past five 

years. 
3. The risk factors for stress have risen/rose significantly since 2009. 
4. I resigned/have resigned three months ago. 
5. Have you ever been/did you ever go to a stress counsellor before? 
6. Yesterday I phoned/have phoned the bank about my overdraft. 
7. We went/have been to an interesting seminar last week. 
8. Today has been/was really busy - and it's only lunchtime! 
9. Today has been/was really busy. It's 7 pm - I'm going home. 
10. I work/have worked here since the end of last year. 
 
4. Complete the text with the correct form (past simple or present 

perfect) of the verbs in brackets. 
Christian Rufer is an accountant with Taurus, a finance company. He … 

(1work) for the company for ten years. Since he first started, there … (2be) many 
changes. ‘For many years,’ he says, ‘the company … (3have) a rigid hierarchy 
with many levels of management. Then Gerhard Brock … (4take over) as CEO 
two years ago. Brock’s first decision was to re-structure the company to create a 
flatter hierarchy. Since then, a completely new management style … (5develop). 
In the past, staff … (6come) to work at 8:00 every morning. Now the company … 
(7change) to flexible working hours and staff can start and finish when they want. 
In the old days, staff … (8 receive) fixed salaries based on their seniority. But now, 
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staff are able to earn bonuses based on performance and productivity. In the last 
two years, I … (9enjoy) my job much more. I think it’s great! 
 
Grammar for revision: Ways of expressing future actions: Future Simple, 
Present Continuous, to be going to  
 

5. Match each sentence on the left with a sentence on the right. 
1. As you know, we’re going to 

increase our special offers. 
2. We’re leaving at five o’clock 

on Friday morning. 
3. Most probably, airport hotels 

will become increasingly popular. 
4. Hold on. I’ll call our Travel 

Department and find out for you.  
5. Flights are going to be 

delayed again.  

a) Look at the fog! 
b) They know everything about Apex 
tickets. 
c) They couldn’t get us a later flight 
this time. 
d) We’re about to start advertising. 
e) Many of them have been designed 
with the business traveler in mind. 

 

 
6. Decide which sentence from exercise 5, 1-5, illustrates each of the 

meanings, a-e, below. 
a) instant decision;  
b) pre-planned decision; 
c) prediction based on present evidence; 
d) general prediction / opinion about the future;  
e) future arrangement (diary future). 
 
7. Complete the sentences with the appropriate form of the verbs in 

brackets. 
1. We want to build up our US sales, so we … (set up) a regional office in 

Chicago.  
2. I … (travel) to Chicago tomorrow on the 8.15 flight. 
3. I … (look at) some office premises that we might rent. 
4. How … (you, travel) round Chicago? 
5. Harry Schwarz … (meet) me at the airport with his car. 
6. We don’t know which is the best location. I … (collect) as much 

information as I can. 
7. I … (present) all the options after my trip. 
8. Tomorrow I … (interview) candidates all morning. 
9. We … (move) to our new premises in August. 
10. What time …. your train (leave)? 
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Unit 3. Verb. Tenses in the passive voice 
 

Grammar for revision: Passive Voice 
 

1. Change these active sentences into the passive so that they sound 
more natural. 

1. Thousands of people visit this website every day. 
2. The employers asked the staff for their opinions. 
3. They have chosen the new design. 
4. Somebody has found the missing file. 
5. The question is, have we promoted our new range enough? 
6. We describe the results of this survey in our latest report. 
7. They call the new model the ‘Robomat’. 
8. They are building a new office block in the city center. 
9. They will complete the building next year. 
10. The company raised salaries by 4 per cent last year. 
 
2. A marketing manager is writing a training manual that explains how 

the company uses questionnaires to do market research. Complete the text 
by putting the verbs from the list below into the present simple passive. 

 
design – send back – distribute – offer – put – outsource – analyze 

 
First, we carefully select a sample of people to ask. Then the questions (1) 

… by a small team within the department. Next, the questions (2) … into sequence 
and grouped together by topic. After that, we print the questionnaire and it (3) … 
to everyone in the sample. Of course, not all the forms (4) … to us, but we try to 
collect as many as possible. Sometimes a small gift (5) … to people who return 
the forms, as an incentive. Finally, we enter all the results onto a spreadsheet, and 
the information (6) … by the marketing department. If we are using a very large 
sample the distribution and collection (7) … to an external company. 

 
3. Complete each gap in these texts with the appropriate passive form 

of the verb in brackets. 
The first pair of Doc Martens shoes … (1make) in Germany in the late 

1940s, and in the early 1950s, the first Doc Martens shoe factory … (2open) in 
Munich. The shoes were so successful in Germany that in 1959, Doc Martens … 
(3market) internationally for the first time. Almost right away, the patent rights … 
(4buy) by a British shoe manufacturer, and on April 1, 1960, the now-famous Doc 
Martens boot with AirWair soles … (5launch). Practical and hard-wearing, the 
shoes … (6wear) mainly by factory workers and postmen at first, but by the late 
1960s and early 1970s, Doc Martens became a fashion accessory for teenagers – 
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and adults– all over the world. In 2003, when sales were declining, Doc Martens’ 
manufacturing … (7move) from the UK to China and Thailand. However, in 2007, 
some production returned to the UK. Today, more than 50 years after the launch 
of the AirWair sole, Doc Martens shoes and boots … (8love) around the world. 
 
 

Unit 4. Modals 
 

Grammar for revision: Ability, Request and Offer  
 

1. Choose suitable answers to the questions. 
1. Would you like a drink? 
2. Let me show you our new 

offices. 
3. Can I post your letters for you?
4. Could you give me Jon’s 

number, please? 
5. Would you please bring me 

some tea? 
6. Could I use your office this 

afternoon? 

a) That would be nice, but I 
haven’t got much time, I’m afraid.
b) I’m sorry, we haven’t got any. 
c)Yes. Just a moment, it’s on the 
database. 
d) Just a glass of water, please. 
e) It’s a bit difficult. Jackie’s using it.
f) Don’t worry, I can do it myself. 

 
2. Choose the correct word or phrase to complete the sentences. 
1. Would/Could you like something to eat? 
2. Listen! Is that Alicia playing? She would/can play the piano very well! 
3. Could/Can you speak Spanish before you lived in Argentina? 
4. Hello, this is Darren speaking. Would/Can I help you? 
5. It’s raining. Can/Would you like to borrow my umbrella? 
6. Would/Could you open the door for me, please? 
7. Excuse me, could/may you tell me which street this is? 
8. Are you having problems? Will/Shall I help you? 
9. Would you sign/Please to sign your name here? 
10. I find Portuguese very difficult. I should/can understand it, but I 

cannot/couldn’t speak it. 
 
3. Work in pairs. Student A is an interviewer and Student B is an 

interviewee. 
Student A: Follow the instructions below. 
Student B: Answer the questions truthfully. 
Then switch roles. 

  



 

  

  

9 
 

 

Student A 

Offer tea or coffee.  
Find out Student B’s ability to: 
1 speak any languages; 
2 use Word, Excel or PowerPoint; 
3 drive. 

Ask Student B: 
1. to tell you about themselves; 
2. for the best number to contact them 
3. to repeat the number; 
4. if they would like to work abroad; 
5. if there are any hours they wouldn’t 
be able to work. 

 

Grammar for revision: Obligation and Necessity 
 

4. Match each sentence to the meaning expressed by the modal in 
italics. 

1. You should order online, it’s 
more convenient. 

a) It is not necessary. 

2. We have to work very hard to 
reach our sales targets. 

b) It would be a good idea. 

3. You mustn’t show your PIN 
to anyone. 

c) It is necessary. 

4. The supermarket is just down 
the road so we don’t have to take the car. 

d) Don’t do that! 

 
5. Rewrite a sales trainer’s advice to shop assistants on a training 

course using must, mustn’t, should, shouldn’t. 
 

Example:  It’s important not to talk too much: many customers don’t like 
it. 
You mustn’t talk too much. 

1. It’s essential to know as much as possible about the products. 
2. Don’t be afraid to start a conversation with the customer. 
3. It’s better not to start with a sales pitch straightaway. 
4. I recommend that you ask a few questions to find out your customer’s 

needs. 
5. Make the customer feel comfortable and important. 
6. It’s a good idea to suggest different products that the customer could be 

interested in. 
7. I strongly advise you to stress the benefits of the product, not the features. 
8. It’s important not to spend too long with one customer when others are 

waiting. 
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6. Rewrite the sentences using the verbs in brackets. 
1. She came at ten, but we open at nine o’clock, 

(should)__________________________________________________________ 
2. He’s just arrived, but we expected him ages ago. 

(should)__________________________________________________________ 
3. They launched the product, but I’m not sure the market was ready for it. 

(might) __________________________________________________________ 
4. I went to Spain and regretted not going for longer. 

(could) __________________________________________________________ 
5. It was quite well-organized but we can make improvements. 

(could) __________________________________________________________ 
6. He isn’t certain, but he thinks he made a mistake. 

(might) __________________________________________________________ 
 
Grammar for revision: Probability and Prediction 
 

7. Underline the correct words. 
1. Look at those clouds. I think it can/might/must rain. 
2. That’s impossible. It can’t be/mustn’t be /may not be true. 
3. Well done! You may be/must be/ might be very pleased. 
4. Next Thursday is a possibility. I might be/can’t be/must be free in the 

afternoon. 
5. I’m not sure. I must not be/may not be/won’t be able to get there in time. 
6. That can’t be/mustn’t be/may not be David. He’s away at a conference. 
7. Lisa isn’t at her office. She can be/must be/mustn’t be on her way here. 
8. Lisa hasn’t arrived yet. She should be/can be/can’t be here soon. 
9. There’s someone in reception. It can be/could be/mustn’t be the engineer. 
10. Sorry, I can’t/may not/might come to your presentation. I'm busy that 

afternoon. 
 
8. Make predictions. Use the positive or negative forms of will, may, 

might or could. 
1. In 2020, most people work from home. (certain) 
2. Most meetings take place via video. (uncertain) 
3. That means there is much less traffic on the road. (certain) 
4. Electric cars are common. (uncertain) 
5. People have more free time. (uncertain) 
6. You carry your medical details on a chip under your skin. (certain) 
7. There isn’t enough oil to meet world demand. (uncertain) 
 
9. Complete the text. Use will, may, might or could. 
Ted Foster hopes that he (1) … be the first person to provide a private 

shuttle service to the moon. He’s currently working on the designs and expects 
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that the first model (2) … be ready to fly by 2020. He has already raised $50 
million, so building a prototype (3) … (not) be a problem. But he can’t be sure of 
raising enough money to complete the project: that (4) … be much more difficult. 
Ted thinks the price of a ticket (5) …  be around $150,000 per trip. However, the 
price (6) … be as much as $250,000 per trip. At this price, it seems that there (7) 
… (not) be much demand for the service. Investors are worried that they (8) … 
(not) see a big return on their investment. 

 
 

Unit 5. Conditionals 
 

Grammar for revision: Types of Conditional Sentences 
 

1. Choose the correct form of the verbs in italics. 
1. If I think of any new ideas, I’ll/I’d phone you. 
2. If we had more time, we can/could do more careful research. 
3. People would be more creative if they weren’t/wouldn’t be so stressed. 
4. If we have/had a more exciting product, we’d sell more. 
5. People will buy the product if we make/made it more exciting. 
6. Will/Would companies be more innovative if they encouraged more 

discussion? 
7. If we don’t/didn’t take risks sometimes, we would never make any 

progress. 
8. What would we do if the venture failed/would fail? 
9. If we’re late, they’ll/they’d start without us. 
10. If we worked for ADC, we’ll/we’d get a better salary. 
 
2. Match the question halves. 
1. Wouldn’t we seem impatient 
2. Will you get a bonus 
3. Won’t you make a concession 
4. Would you increase your order
5. Wouldn’t they be disappointed
6. Will Ana ever win their trust  

a) if she keeps being inconsistent? 
b) if they didn’t win the contract? 
c) if you exceed the sales target? 
d) if we told them to hurry again? 
e) if we delivered immediately? 
f) if they make one? 

 
3. Complete the sentences with the correct form of the verbs in 

brackets. 
1. We … (give) you a 15 per cent discount if you pay cash. 
2. If they … (pay) late, we’d close their account. 
3. If you … (deliver) this week, we’ll place a bigger order. 
4. We … (deliver) this week if you paid cash. 
5. We’ll give her a free gift if she … (increase) her order. 
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6. If they make a concession, we … (do) the same. 
7. If you place regular orders, we … (cover) insurance. 
8. We would consider a bigger discount if you … (order) a larger quantity. 
9. If you sorted out the reliability problem, we … (start) ordering again. 
10. If you … (deliver) on time, we’ll pay on time. 
 

 
Unit 6. Reported speech 

 
Grammar for revision: Ways of Expressing Reported Speech 
 

1. Look at the actual words spoken. Underline the correct words in the 
reported version. 

1. (Helen’s words) ‘I won’t do it until tomorrow.’ 
Helen said I/she wouldn’t do it until the previous/following day. 

2. (Peter’s words) ‘It’s very busy in here. I’ll call you later.’ 
Peter said it was very busy here/there, and he’d call me/him later. 

3. (The sales manager’s words) ‘We received your order last week.’ 
He said they’d/we’d received our/their order the week after/before. 

4. (Mel Bowen’s words) ‘I’m sorry about the delay. I’ll deal with this now.’ 
She said she/I was sorry about the delay, and she’d deal with it right 

then/later. 
 

2. Put the words in the correct order to make a reported dialogue. 
1. My / ready / wasn’t / asked / my / why / me / boss / report /. 
2. working / computer /I / my / properly / replied / wasn’t /. 
3. a / He / I / needed / new / one / said / that /. 
4. ahead / to / Then / he / should / plan / said / try /I /. 
5. organized / was / answered / well / I / usually / I / that /. 
6. a / asked / computer / Finally, / get / him / I / I / new / when / would /. 
 
3. Rewrite the questions in reported speech. 
1. What do the letters ‘URL’ mean? 

I asked him … .  
2. How often do you invest in courses? 

He asked her … . 
3. Why have you turned off the air conditioning? 

Ellen asked me …… . 
4. Have you prepared the figures? 

My boss asked me …и .  
5. Are you on holiday for the whole of August? 

She asked me … .  
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6. Do you adapt easily to new situations? 
He asked her … . 

7. Why is this year’s budget so small? 
He asked her … . 

8. When is your birthday? 
I asked Francesca … . 

9. Did you remember to back up the file? 
She asked him … . 

10. Are you having difficulty contacting our consultant? 
He asked her … . 

 
 

Unit 7. The Verbals 
 

Grammar for revision: Gerund vs Infinitive 
 

1. Underline the correct words. 
1. We can’t afford to miss/missing this opportunity. 
2. Did you remember calling/to call HR yesterday? 
3. Are you waiting to use/using the phone? 
4. It’s not worth to spend/spending any more time on this. 
5. We decided to close/closing down the factory in Belgium. 
6. You promised to deliver/delivering by April, and it’s May now. 
7. I considered to call/calling him, but I decided it was better to write. 
8. If we don’t decide soon, we risk to lose/losing the whole contract. 
9. She agreed to prepare/preparing some figures before the next meeting. 
10. I’m sorry, there seems to be/being a misunderstanding here. 
 
2. Match the sentence halves. 
1. HR recommends 
2. The company simply can’t 

afford 
3. This job involves 
4. The manager seemed impressed 

by my CV and promised 
5. Three members of staff stopped 
6. He was fired because he refused 

a) to raise the minimum wage. 
b) to call me back in a couple of 
days. 
c) smoking after the program. 
d) working weekends sometimes. 
e) to follow a directive given by his 
superior. 
f) using the cheapest form of 
transport. 
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Grammar for revision: Participle I vs. Adjectives 
 

3. Match the beginnings of sentences 1-8 with their endings a)-h). 
 
1. Manufacturing in the UK has been 
2. In the UK, the service sector is 

now much more important than the 
3. In the UK, services are now much 

more important than  
4. Our manufacturing process 
5. We’re going to invest heavily 
6. Car manufacturing in Poland is 
7. Developing and promoting 

Poland's manufacturing base will 
8. Developing manufacturing in 

Poland will need 

a) manufacturing sector. 
b) is now almost completely 
automated. 
c) manufacturing. 
d) in decline for many years. 
e) need a lot of investment. 
f) concentrated in the Katowice 
area. 
g) in manufacturing over the 
next few years. 
h) a lot of investment. 

 
 

4. For each sentence in exercise 3 above, decide if the word 
manufacturing is a noun or a participle. 

 
5. Complete the sentences with participles or adjectives formed from 

the verbs in the list below. 
 

tire – welcome – confuse – last – interest – wear – cut – shop – sell – meet 
 

1. It’s been a very … day, I need a cup of tea to help me relax. 
2. There’s a … point in front of the ticket office. I’ll see you there at six. 
3. They’re building a new … center by the motorway exit. 
4. Her presentation was very … although perhaps a little … for who were 

new to the subject. 
5. This carpet is very hard-…, and so it will be very long-… . 
6. The new reception area should be ……not cold and formal like before. 
7. This is …-edge technology, you won’t find it anywhere else in Europe. 
8. Its design is one of its strongest … points. 
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Unit 8. Noun 
 
Grammar for revision: Countable and Uncountable Nouns 
 

1. Which of the following nouns in bold are countable (C) and which 
are uncountable (U)? 

1. Do you have any statistics on web users? 
2. We have a lot of information about shopping on the internet. 
3. Some people dislike shopping on the internet. 
4. Do you have many customers in the US? 
5. We don’t have much time to analyze all the data. 
6. Do you use much surveillance equipment in your company?  
7. There’s a camera in reception. 
8. We can’t give you any advice on security.  
9. The company doesn’t have any problems with security.  
10. This website doesn’t have many pages. 
 
2. Complete the sentences with the word a, an, some, much or many. 
1. That’s … good idea. 
2. Well, that’s … progress, I suppose. 
3. We do some business in Poland, but not … . 
4. We have a few customers in Poland, but not … . 
5. I’d like to make … inquiry about training courses you offer at your 

college. 
6. Can I have … information about trains to Paris? 
7. I’ll see you in an hour. I don’t have … more emails to write. 
8. I’ll see you in an hour. I don’t have … more work to do. 
9. Do you have … trouble with the unions in your factory? 
10. Do you have … difficulties with the unions in your factory? 
 
3. Complete the text with the best option a-c. 
Nowadays, (1) … people are rich. But the rich aren’t always happy. People 

who have (2) … money don’t want to be without it, but they can have (3) … big 
problems sometimes. They often don’t have (4) … close relationships. 

Sports stars and entertainers may have (5) … hard life because they spend 
(6) … time away from friends and family. Twenty-nine-year-olds in Silicon 
Valley who don’t need to work any more often feel that there isn’t (7) … purpose 
to their life. It may sound strange, but there aren’t (8) … young people who want 
to spend their whole life playing games. 
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1. a) a lot of b) much c) any 

2. a) many b) much c) a lot of 

3. a) any b) some c) much 

4. a) some b) many c) much 

5. a) some b) any c) a 

6. a) a lot of b) many c) any 

7. a) a b) some c) many 

8. a) much b) many c) some 

 
Grammar for revision: Compound Nouns  
 

4. Transform the following word combinations into compound nouns 
and translate them.  

 

Example: a plan which lasts for 10 years – a 10-year plan. 
 

1. a hotel with five stars. 
2. a budget worth three million dollars. 
3. a presentation that lasts 20 minutes. 
4. a contract worth 200,000 dollars. 
5. an industrial empire which is 150 years old. 
 
5. Make two compound nouns from the nouns in each group. Translate 

them.  
 

Example: profits course training company company profits training 
course. 
 

1. staff forecast meeting sales  
2. card store credit department 
3. Internet sale summer access  
4. figures price inflation range 
5. survey market hour rush  
6. technology keys car information 
7. assistant shop failure power  
8. insurance loan contract bank  
9. features costs production product 
10. market marketing budget leader  
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6. Match a word from box A with a word from box B to complete the 
sentences below. 
 
computers 
government 
information 
labour 
research 
trade 
TV 

commercials 
fair 
force 
policy 
project 
technology  
virus 

 
1. This new … … could wipe all the data off your hard disk. 
2. Several organizations are strongly opposed to the use of children in 

advertising in general, and in … … in particular. 
3. Going to an international … … is often an excellent opportunity for 

networking. 
4. Advances in … … have revolutionized the way people communicate and 

do business. 
5. GVC Steelworks already have a … … of 1,500, and they are still 

recruiting. 
6. The government should commission a special … … to assess the risks 

posed by GM foods. 
7. It would be bad … … to revalue our currency at this particular time. 

 
Grammar for revision: Acronyms and Abbreviations  
 

7. Explain the following acronyms. 
CEO, HR, IT, R&D, PA, ATM, CV, BSc, PhD, PR, GDP, GPS, 3PL. 

 
 

Unit 9. Articles 
 
Grammar for revision: Use of Articles 
 

1. Underline the correct words. 
1. Where’s a/the fax they sent this morning? I can’t find it. 
2. I have an/the appointment at a/the bank. 
3. I had a/the very good holiday. A/The weather was marvelous. 
4. I’ve been working so hard that I need a/the break. 
5. They are a/the largest manufacturer of light bulbs in a/the world. 
6. A/The presentation was a/the great success. 
7. Can I give you a/the lift to the station? 
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8. I think I need a/the new pair of glasses. 
9. We need to reach a/the decision as soon as possible. 
10. There must be an/the answer to a/the problem. 
11. Mike is an/the accountant. He works on another/the other side of town. 
12. His office is a/the biggest one in a/the building. 
13. Where is a/the document that we were looking at just now? 

 
2. In each pair of sentences, fill in one space with the and the other 

space with a dash (-) to show no article. 
1. a) … profits are increasing across every division of the company. 

b) … profits we made last year were up in comparison to the year before. 
2. a) … information in your report will be very useful to us. 

b) … information about the Kazakh market is hard to find. 
3. a) … visitors should sign their name in the book at reception. 

b) … visitors from Germany will be arriving at ten. 
4. a) This magazine article gives … advice about which stocks to buy. 

b) Thank you for … advice you gave me last week. 
5. a) … bonds I have are all long-term investments. 

b) … bonds are a safe investment when interest rates are falling. 
6. a) … French exports to the rest of Europe are up 4% this year. 

b) … French are world leaders in the luxury goods market. 
7. a) … management is an art, not a science. 

b) … management are blaming the unions for the breakdown in 
negotiations. 
 

3. Complete the following article with either a definite or indefinite 
article or no article at all. 

It seems like (1) … recipe for (2) … anarchy: At TechTarget, (3) … 
interactive media company in (4) … USA, all 210 employees are free to come and 
go as they please. There are no set policies on (5) … working hours or (6) … sick, 
personal and vacation days. More productive between (7) … midnight and 4 am? 
‘No problem,’ says (8) … founder and CEO Greg Strakosch. Strakosch, 40, may 
sound like (9) … leftover from (10) … feverish, try-anything days of (11) … new 
economy. But (12) … financial results tell (13) … different story. (14) … four-
year-old company’s ‘open-leave’ policy, Strakosch says, is (15) … biggest reason 
why turnover is expected to hit $35 million this year, up nearly 30 per cent from 
last year. ‘It’s (16) … competitive weapon,’ he says. That doesn’t surprise 
Shoshana Zuboff, (17) … professor of (18) … business administration at (19) … 
Harvard. In (20) … age of intellectual assets, she says, it’s absurd to treat workers 
with (21) … industrial-age mindset. ‘We should be beyond demanding just (22) 
… loyalty from workers and we should trust them to be honest about managing 
their time,’ Zuboff says. 
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Unit 10. Adjectives and adverbs 
 
Grammar for revision: Degrees of Comparison of Adjectives 
 

1. Complete the sentences with the correct form of the words in 
brackets.  

1. It normally takes about six days to ship by barge, but it often takes … 
(long) if the weather’s bad. 

2. Coca-Cola is … (big) soft drinks manufacturer in the world. 
3. This keyboard is quite difficult to use. It’s … (small) than the one I'm 

used to. 
4. It would take four days to ship by truck, but the cost would be about 50% 

… (high) than by barge. 
5. The conference was a little disappointing. It was … (interesting) I 

expected. 
6. Rail is definitely … (fast) than the truck option. 
7. It is … (expensive) than shipping by road – transport costs are about  

40 % higher. 
8. I think this suggestion is … (good) than the other one. 
9. The first round of negotiations was easy. The next will be … (difficult). 
10. We’re only a small company. We’re not as … (large) as the market 

leader in our sector. 
 
2. Complete the second sentence so it has a similar meaning to the first 

sentence. 
 

Example: David is a better technician than Paul. 
          Paul is not as good a technician as David. 

1. Nobody at KBN is a better investment analyst than Carol. 
    Carol is the … at KBN. 
2. I haven’t read as many sections of the report as you. 
    You’ve read … . 
3. I expected the meeting to last longer. 
   The meeting didn’t last … . 
4. Our training budget isn’t as big as yours. 
    Your training budget is … . 
5. No presentation I’ve given is more important than this one. 
    This is the … . 
6. This speaker is more interesting than the last one. 
    The last speaker was not … this one. 
7. No one in the team has better communication skills than Jane. 
    Jane has … in the team. 
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8. I have rarely met a more interesting person. 
    He is one of … . 
 
3. Complete the text with the comparative or superlative form of the 

adjectives in brackets. 
Giorgio Armani, founder of the Armani Group agrees that the last year has 

been the … (1bad) for many years for fashion and luxury goods companies. When 
the economy is down, people don’t want to spend money. Now, things are slowly 
getting … (2good), and customers are becoming … (3optimistic), but they are … 
(4careful) about what they buy than they were before. Quality and value for money 
are becoming … (5important) and it is … (6hard) for companies to sell something 
just because it has a designer label. People expect luxury goods to last … (7long) 
than other goods. Consumer are … (8interested) in fashion and design than ever 
before, but they expect to be able to buy the … (9new) styles for less. 

 
Grammar for revision: Formation of Adverbs 
 

4. Complete the text with adverbs formed from these adjectives. 
 

efficient – careful – easy – initial – necessary – regular – smooth – successful 
 

Management at Dartington Crystal, a glass-producing company, decided to 
try an experiment to see if their workers could learn to work more 1) … . Many 
of their staff 2) … work a 50-hour week, but for the experiment, they agreed to 
keep to 40 hours. 3) … , everyone was very optimistic, but they found that they 
couldn’t change their habits 4) … . They received training from a consultant who 
helped them to plan each day’s work 5) … and to deal with the most important 
tasks first. After a few problems, the experiment ended 6) … : everyone worked 
shorter hours and the business continued to run 7) …’. ‘Working longer hours 
doesn’t 8) … improve productivity,’ the Managing Director said. 

 
5. Choose the correct form of the words in italics. 
A study was 1) recent/recently carried out into the productivity of 160 

engineers. The engineers worked in teams but also did many tasks 
2) individual/individually. The study looked at how 3) frequent/frequently the 
engineers helped each other. Engineers were also asked to say how 4) high/highly 
they respected each of their colleagues. The study found that 5) helpful/helpfully 
engineers received a 6) high/highly level of respect from their colleagues. 
However, if they gave help but didn’t receive much, they were not very 
7) productive/productively. Those engineers who accepted help as well as giving 
it were able to boost their productivity and were also more 8) popular/popularly 
with their colleagues. 
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6. Complete the second sentence so it has a similar meaning to the first 
sentence. 

 

Example: There was a slight fall in profits in April. 
           In April profits fell slightly. 

1. There was a dramatic improvement in our share price last month. 
    Last month our share price … . 
2. There has been a significant drop in demand for oil over the last few 

months. 
    Demand for oil … over the last few months. 
3. Let’s have a brief pause for coffee. 
    Let’s … for coffee. 
4. There has been a steady improvement in the inflation figures. 
    The inflation figures … . 
5. There was a slow recovery in consumer confidence last year. 
    Consumer confidence … last year. 
6. There has been a gradual rise in unemployment. 
    Unemployment … .  
7. There has been considerable growth in GDP over recent years. 
   Over recent years GDP … . 

 
 

Unit 11. Linkers 
 

Grammar for revision: Relative Clauses 

 
1. Complete the sentences with who, whose or that. Omit them where 

possible. 

1. The customer … company I visited is phoning this afternoon. 
2. The manual … they sent explains everything. 
3. It’s difficult to say … this fax was sent by. 
4. The candidates … CVs I looked at this morning were all very good. 
5. I don’t remember … I spoke to when I called yesterday. 
6. Your colleague … I met this morning, had a different opinion. 
7. Toyota is a manufacturer … reputation is excellent all over the world. 
8. The contract … you showed me before was different to this one. 
9. I can’t remember … I invited to the meeting. 
10. Do you know … Catherine works for? 
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2. Combine each pair of sentences by including the word given in 
brackets. 

Example: Last year we introduced a new line. It's aimed at the youth 
market, (that) 

           The new line that we introduced last year is aimed at the youth 
market. 

 
1. I’d like you to meet a colleague. He could be a useful contact for you. 

(who) 
    I’d like you to meet a colleague … . 
2. A candidate’s CV is on your desk. She deserves an interview, (whose) 
    The candidate … deserves an interview. 
3. A visitor is coming next week. She’s from our Paris office, (who) 
    The visitor … is from our Paris office. 
4. Tom took me to a restaurant. It was called ‘Noodle Heaven’, (that) 
    The restaurant …  was called ‘Noodle Heaven’. 
5. I heard a man’s presentation. He was an investment banker, (whose) 
    The man … was an investment banker. 
6. Here is a mobile phone. I was telling you about it. (that) 
    Here is the mobile phone … . 
7. Over there is a site. They’re going to build a new factory, (where) 
    The site … is over there. 

 
Grammar for revision: Time Clauses 

 
3. Match the sentence halves to make appropriate sentences. 
1. Could you check the departure 

time 
2. As soon as interest rates rise 
3. We need to stay 
4. The Finance Director needs to 

speak to you 
5. She will move to Frankfurt 
6. We won’t open our new office 
7. I think you should save some 

money 
8. We can set up in that country 

a) until the meeting has finished. 
b) as soon as you get to the office. 
c) until we’ve saved enough 
money. 
d) while you are still working. 
e) when the conditions are right. 
f) when she finds a good job. 
g) before we leave for the airport. 
h) the economy will slow down. 

 
4. Choose the best word or phrase to complete each sentence. 
1. As soon as/Until the contract was signed, everyone cheered. 
2. Can you please come to my office when/after the meeting? 
3. Larissa said she’d phone as soon as/while she arrives in London. 
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4. Martin checked the projector carefully when/before he started his 
presentation, then began right on time. 

5. Olga can’t sign the contract until/while she gets Andre’s approval. 
6. Pierre learned to speak some Japanese as soon as/while he was working 

in Tokyo. 
7. Until/After the delivery is confirmed, we won’t release the payment. 
8. We have to improve the sales forecasts before/after we can approve the 

project. 
9. We went out when/after the meeting to celebrate the merger we’d agreed. 
10. When/While I first started out as a manager, I made a lot of mistakes. 
11. Yusuf got to know Peter when/as soon as they worked together for three 

years in Saudi Arabia. 
 
5. Make one sentence from the two sentences given. 

Example: We’ll meet all the candidates. Then we’ll decide how many to 
employ. 

           After we’ve met all the candidates, we’ll decide how many to 
employ.  

 
1. Julia will finish her report soon. I want to see it immediately. 
    I … as soon as … . 
2. I will not invite them anymore. They must apologies first. 

I … until … . 
3. Perhaps we’ll employ him. Let’s contact his referees first. 

Let’s … before … . 
4. I’ll type up the report. Then I’ll give you a copy.  

I’ll … when I’ve … . 
4. You’ll be on the plane. Read the contracts then. 

… when … . 
6. Prices are going to increase soon. Let’s buy now. 

… before … . 
7. We’ll win the contract. We’ll inform our shareholders immediately. 

As soon as … , … . 
 
Grammar for revision: Linking Words 
 

6. Complete the sentences with because, but or so. 
1. The motivation of the sales staff is now increasing … we bought some 

new company cars. 
2. It is a difficult time for the industry … our company is still growing. 
3. Sales are falling … management does not seem very worried about it. 
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4. Sales were not as good as they had hoped … they launched a marketing 
campaign. 

5. The best option is to buy new machinery … the old machines are always 
breaking down. 

6. There is a steady growth in sales … profits are not rising. 
7. Local competition is extremely strong … we are planning to buy out two 

local competitors. 
8. We are planning to open a new store in New York …. next year we want 

a foothold in the US market. 
9. We increased our market share considerably … our share price rose to 

an all-time high. 
10. We were unable to finance the new project … of severe cash flow 

problems. 
 

7. Complete each sentence with a word or phrase from the list below. 
 

actually – as well as – this – either – except – instead – such as – therefore 
nevertheless – so – in general 

 
1. People think it’s expensive, but … over the long term it isn’t.  
2. The restaurant is open every day … Monday. 
3. She’s out of the country and … unable to attend the meeting. 
4. I was going on Tuesday, but now I’m going on Monday … . 
5. … I think the meeting went very well, although we didn’t manage to 

agree on composition of the new team. 
6. Some areas, … recruitment, are outsourced to other companies. 
7. I’m sorry … you accept this price, or we can’t do business. 
8. It’s reliable, safe and easy to use … it’s excellent value for money. 
9. It’s reliable, safe and easy to use … the maintenance costs can be quite 

high. 
10. … , in short, it’s reliable, safe and easy to use. 
 
8. Read the article about transport policy in city centers. Complete the 

article by choosing the correct alternative from A, B, C or D below. 
Traffic congestion in city centers is a big problem for both businesses and 

residents. Policy makers are being forced to think of solutions based on public 
transport, road pricing and restricted use of one kind or another (1) … unlimited 
access for cars at all times. What are the reasons for this? (2) … cars cause noise 
and pollution in areas where people walk, shop or go sightseeing, and (3) … this 
they are of course quite dangerous. (4) … cars cause traffic jams and (5) … many 
hours of work time are lost. (6) … people need incentives before they change their 
habits and alternatives to cars are often not available or of poor quality. The first 
thing is that public transport must become more reliable and more comfortable. 
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(7) … bicycle use should be encouraged. (8) … by having more cycle lanes. Some 
large cities, (9) …  Amsterdam, are already organized in this way. But the most 
radical measure is road pricing. Asking motorists to pay to enter city centers is 
controversial, but is an increasingly common solution. So, (10) …  we can see 
that imaginative and sometimes unpopular measures will be needed to make the 
city center a more pleasant place to work and live. 
 
1 A but B except for C instead of  D such as 

2 A As well B First of all C In fact D As a result 

3 A As well as B Also C For example D Except 

4 A For example B However C And D Secondly 

5 A either B both C as a result D instead of 

6 A However B Therefore C So D In conclusion 

7 A To sum up B In addition C Actually D For example 

8 A to sum up B in addition C actually D for example 

9 A such as B as well as C instead of D except 

10 A thirdly B in conclusion C instead D also 
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