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Unit 04 	Active Voice & Passive Voice 
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A Choose the correct option in brackets for each sentence, then write it function in brackets.
1 Mr. Ross is very well qualified for the (position/ positioned). )
2 The manager is reviewing the (apply/applications) at the moment. ¢
3 The two friends became (competitors/compete) in the end. (
4 The (prepare/ preparations) for the workshop are progressing well. (
5 The (patient/patiently) arrived thirty minutes before her appointment. (

& Choose the correct option to complete each sentence.
1 The bank building will undergo  to improve the teller counters.
(®) renovate (8) renovations (© renovates (D) renovated

2 We apologize for the ‘and thank you for choosing KLY Airlines.
(A) delay (B) delaying (O to delay () delayed

s

S i

107/ 246





image3.png
B@HEEO0C & - Toeic Preparation 1.pdf - Foxit Reader

Home  Comment Fil&Sgn  View Form  Protect  Share  Connect  Hep Tell me what you want to do..

Toeic Preparation 1.pdf  x

A noun comes after an article, an adjective or a possessive adjective. When a noun is modified
by an adjective, the adjective stands before the noun, so the word order i as follows: [article/
possessive adjective + adjective + noun],

Articte + noun the profit an artice the contract

Possessive adjective

my furniture is office their performance
+noun

Article/Possessive
adjective + adjective  expensive products  a productive meeting  our annual report
+ noun

Did you receive/the e-mail/that my assistant/sent you/yesterday?

4 Choose the correct words to fil the gap in each sentencs
my passport high apartment the rent

1 What happens if | lose ?
2 He needs some help to finalize.

3 Susan is looking for with three bedrooms.
4 They will move to a different place because of the

& Choose the correct option to complete each sentence.

q < (L= - -
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 Chossthe onact word 0L th g n och st
my passport high apartment the rent
1 What happens if | lose ?

& Choose the correct option to complete each sentence.
1 Mr. Howard called the Service Department to tell them about the television’s
() defectively (8) defective (©) defected (D) defect

2 Two major ailines will offer cheap _ to Hong Kong next month.
@ fights @ fly ©tofy (D) was flown

«<m> »

o . Tim

f2ITPDFEWord
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| There are two types of nouns: countable nouns and uncountable ouns. Countable nouns are
people o trings tha can be counte. A countable noun comes ftr ae), the, many, a few, ec.
A countabe noun has the plural form that suslly ends ith - or -¢s. Uncountable nouns are
people or things that cannot be counted. An Uncountable noun has o - or -es ending form.
Both plral nouns and uncountable nouns can stand alone without an artice or @ possessive
| adjective i complete sentences.
Piral thesplural Mo fow,
e IO form artice litle
Countable thedesk the desks atew
| Coumtable et ol [0 e desk )

|
[ oS Py PR, FO—, -
noun (money) [x] 1 2] [0 152

‘They /are now conducting/research/on the effects/of stress.
 Aanion:

Some uncountabl nolins thatare often found on the TOEIC test fncude baggage, luggage, nformatlon)
trafc, furniture, equipment, machinary, merchandise, and research

/A Choose the correct option in brackets for each sentence.

RO ey s !
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Some uncountable nouns that are often foun on the TOEIC test include baggsge, luggage, information
trafc, furniture, equipment, machinary, merchandise, and research

A Choose the correct option in brackets for each sentence.
1 Al the (furniture/furnitures) at Living Space Co. is affordable.
2 Fast Pizza has recelved (complaint/complaints) about ts late delivery.
3 Mr. Jeff Slim does not spend (many/much) money on office decorations.
4 1have a few (relative relatives) who live nearby.
5 The agency offered (information /informations) abou the city’s tourism industry.

Choose the correct option to complete each sentence.
1 There was _ traffic downtown this morning.

Wafew (@ alittie (© many a
2 High Fashion, Inc. on Broadway will have a sale to clear out holiday

(M merchandises  (8) merchandise () merchants (D) merchandising

Ll -
e 'ﬁ— ; W
T EleEEEE® O Momerar. | O R
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A personal pronoun refers to a specific person or thing. There are subject pronouns and object
pronouns. The subject pronoun starts a sentence and comes before the main verb in the
Sentence. The abject pronoun comes right after a verb or a preposition n the sentence.

A possessive pronoun s used to substitute a noun phrase that indicates a possession relation.
A reflexive pronoun s formed by adding the suffix -self (or -selves in the plural form) to an

bject pronoun or a possessive adjective. It is used to show that the object of a certain verb is
who does/did the action.

" Personal pronouns _ Possessive

N rson  Ger ¥
iumber  Person  Gender Subject  Object pronouns  pronouns

male/female | me mine myself

ot
v o male/female you yours. yourself
»

Singular male he his himself
female hers herself
neuter it it itself

T male/female we us ours ourselves

24 male/female you oy yous yourselves

3% male/female/neuter they  them theirs themselves

We/are looking forward/to reading/his latest novel, Destiny.

A Choose the correct options in brackets for each sentence.

W oje [P W

. T @ B™N o h.ony 23
7 i o 5 2 T Mo 9 B & Phamw 2R
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A Choose the correct options in brackets for each sentence.
1 Ms. Kelly called (him/ he) this morning, but (he/himself) was out of town.
2 (We/Us) are so delighted that you have agreed to work with (us/ours).
3 1f you contact (ours./us), (we/us) will send you the new brochure.
4 (1/mine) am sure my grades are worse than (yourself/yours).

5 Choose the correct option to complete each sentence.
11 this project goes smoothly, we will have more work with i the future.
™ they ® them (© themselves (D) theirs
2 Weregret o el that we cannot deliver your recent orders.
®you ®us ©yours ©) yourselt

1. Because of some __ about the noise, 5. We shall finally have what s rightfully
they had to stop the outdoor performance. Wwe
(&) complain @us
(8) complaints. (©his
(©) complaining (©)ours
(D) being complained

W oje [P W

. T @ B ™ roh.omy 120
7 i o 5 2 T Mo 9 B & Chamw 20
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. Because of some
they had to stop the outdoor performance.

~_ about the noise,
(®) complain

® complaints

(© complaining

(D) being complained

The of maintenance has to be.
reduced during the economic crisis.
(A) cost

(@) costly

(© costing

(D) more costly.

Ms. Page in the Marketing Department is
excellent at

() present

(8) presenting.

() presented

(D) presentations.

irport security staff will search __for
any ilegal items.
(&) ipoae

. We shall finally have what s rightfully

Bywe
@us
(©his
(©)ours

. Afew  wrote positive reviews about

the new dessert menu.
) aitic

(®)citics

(© critcal

(©) criticize.

. Kelly Smith s a prospective candidate for an

upcoming .
() promote.

(B) promotes.

(©) promotion
(D) promoting

. The at the FAL Language Institute

should have more than three years of
experience.

(A) instructors

“ < > :
p— Al GIA - - % 22
Wl (Wi o B & D e

: mleeEm ® o
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6. Afew ot positive reviews about
2. The  of maintenance has to be the new dessert menu.

i rediced during the economic cisis ® it
] (@ cost (®) critics

(®) costly (© aritial
(] (©) costing (O citicize.

p
A4

3

(D) more costly.

Ms. Page in the Marketing Department is
excellent at

() present

(8) presenting.

(©) presented

(D) presentations.

. Airport security staff will search for

any ilegal items.
() luggage

(B) luggages.

(©)a luggage

(D) some luggages

7. Kelly Smith is a prospective candidate for an
upcoming .
() promote.
(B) promotes.
(©) promotion
(D) promoting

8. The at the FAL Language Institute
should have more than three years of
experience.

(A instructors

(8) instructions

(C) instructing

(D) instructive

A 4 111/ 246
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Questions 9-12 refer to the following letter.

March 19
Dear Ms. Graham,
Iam writing ths letter to confirm that Elizabeth Owens ___ at Giga Engineer for the

last 8 years. In adition, | will state that she has performed an exceptional job while working.

at Giga Engineering. Last year, ___ was promoted to technical supervisor and received a
10.

performance bonus for her excellent work. She has always _ our expectations
1. 2.

and has never been late or absent from work since she started working here. If you have
any further questions, please feel free to contact me at (055) 987-0987.

Sincerely,
Jane Dunn

Director, Engineering Department
Giga Engineering

9. (A) has worked 1. (&) Therefore, she has been a great

“« < > .
— ] | 1249 CH
[ Somocnocmonoce.. | (11 BAI GANG Tat- o B & % B 8203

B [ G Moccricpartio 3 e





image12.png
GeHaE &es ‘Toeic Preparation 1.pdf - Foxic Reader
Home  Comment  Fl&Sgn  View Fom  Protect  Share  Connect Tell me what you want to do..

Toeic Preparation 1.pdf  x 2B PDFWord

9. (M has worked 1. (8 Therefore, she has been a great
(® have worked communicator
©works (8)In addition, she has displayed great work
(D) used to work ethics.

(©)Itis my pleasure to provide thisletter of

10, (8 she recommendation.
@ her (D) Last summer, she took a year off from work.
©hers

() herself . (M) exceeded

(8) overlooked
() exaggerated
(D) disregarded

Questions 13-14 refer to the following e-mail

To: Customer Service <bestservice@shill.com>
From: Martin Russell <MRussello0@zzarmil.com>
Date: July 14

Subject: Inquiry

SR MEEETET I | =

. o @ BN by 2
7 i o 5 2 T Mo 9 B & Phamw 22
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Questions 13-14 refer to the following e-mail

To: Customer Service <bestservice@shill.com>
From: Martin Russell <MRussello0@zzarmil.com>
Date: July 14

Subject: Inquiry

i, Customer Service St

T have a question about the bill from the Shin Hill Hotel. T stayed there from July 5 to July 9
during the Agriculture & Food Conference. 1 looked at the bill closely before 1 submited it
o the Finance Department, and I think you have overcharged me. The details are as follows.
Uso | 92067

5500

30,00

addition, 1 did not order any food 1o my hotel room. 1 used the café downstairs with my co-
workers. Can you please review the charges and get back to me this week?

Regards,
Martin Russell

Wit i Me Birecall write tha a-mail? 1A What is siaaasted ahout Mr Russell

W ime b !
- . B
& e 8 2 Moo [Moiaera. g @ & c
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13, Why did Mr. Russel write the e-mail? 14, What is suggested about M. Russell?
(A) To dispute some charges. (A) He went on a business trip.
(8) To complain about some food (8) He ordered room service.
(© To give feedback () He stayed at the hotel for 3 nights.
(D) To reserve a room (D) He did not use the Internet.

Overview/Gist questions are those which ask you to identify the topic or purpose of a
reading passage. Most often, you can find the topic or purpose of a passage at the beginning
of the passage and one of the answers given may be the paraphrased statement.

12:56 CH
25/08/203
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Overview.

V/ 01 Adjectives
An adjective is a word that gives information about a noun. It comes before
the noun it modfies (called a modifier)or functions as a complement after
inking verb such as be or become.

« He s an amazing actor.

V02 Adverbs
An adverb gives extra information about a verb, an adjective, another
adverb, a clause, or a whole sentence. It functions as a mofer

« She is extremely happy.
modter

AR RECYEZ N | =
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An adjective modifies a noun or a pronoun. It can also function as the subject complement o
the object complement in a sentence.
Functions Positions | Examples.
adjective + noun aserious injury  my previous b
Moditying a noun/
pronoun  something/anything/nothing +  something urgent _ anything interesting
adjective
As the subject e, become, feel, look + become successful  look comfortable.
complement  adjective

Asthe object  make, keep, find + object +  make them happy  find it useful
complement _ adjective

T
Lo

-
A Choose the correct option in brackets for each sentence, then circle its function.
2 Ou it woscocld om0 vy ) k. st
3 1 think there is something (wrong/wrongly) with this cell phone. modiier/complement]

4 Some of us found the new copy machine (convenience/ convenient) to use. tmodiie/
compement)

5 The man became (anger/angry) when the manager of the store asked him to leave.

fioctu—
SR AR DD =)
0 B [ G Toucprepaatio Ol e m — = & @
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A Choose the correct option in brackets for each sentence, then circle ts function.
1 1t (difficult/difficulty) to change your online order once it is submitted. (modfer/complement]
2 Our flight was canceled because of the (heavy/heavily) rain. (mdifercompenert]
3 1 think there is something (wrong/wrongly) with this cell phone. tmostieconpiemert)

4 Some of us found the new copy machine (convenience/ convenient) to use. tmodiie/
compement)

5 The man became (anger/angry) when the manager of the store asked him to leave.
moditecomplement]

& Choose the correct option to complete each sentence.

1 ABC Office Supplies has to find a secure way to manage  documents.
(A confidence (B) confidential (©) confidentially (D) confidentiality

2 For your safety, itis  to follow the instructions when installing the electronic device.
() importance (@ toimportant () important (D importantly

s e

“ m s
EIT O e

")
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ositions of |

An adverb modifies a verb, an adjective, another adverb, a clause, or a whole sentence. It
comes in different positions in a sentence but never stands between a verb and its object.
Functions Positions Examples
Modifying an adjective adverb + adjective  The product is surprisingly expensive.
Modifying an adverb adver + adverb. 1 asked him a question very nicely.

Modifying a verb. right before/aftera  They finaly reached a firm decision.
verb He insisted strongly.

Modifying a whole sentence at the beginning/end  Eventualy, the fight was delayed.
of a sentence ¥ learning French as well.

“The drivers/must return/ the trucks/immediately,/to the company/after completing/the
deliveries.

A Choose the correct option in brackets for each sentence, then underline the part that it
modifies.

1 The dity coundil has demolished the old town center (omplete/completely).
2 (Final/Finally), the two companies agreed on the terms of the contract.

3 Officer workers should exercise (regular/regularly) to stay in shape.

4 There s a vending machine (convenient /conveniently) placed in the lobby.

5 M. Thomson is working (real/realy)hard on the software development project.

Choose the correct option to complete each sentence.
1 The air quality gauge is accurate in measuring the level of the micro dust n the air.

RN MEECTESCR )
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A Choose the correct option in brackets for each sentence, then underline the part that it
modifies.

1 The city council has demolished the old town center (complete/completey).
2 (Final/Finally), the two companies agreed on the terms of the contract.

3 Officer workers should exercise (regular/regularly) to stay in shape.

4 There s a vending machine (convenient /conveniently) placed in the lobby.

5 M. Thomson is working (real/realy)hard on the software development project.

Choose the correct option to complete each sentence.

1 The air quality gauge is accurate in measuring the level of the micro dust n the air.
) amazing. (B) amaze () amazed () amazingly

2 BRICO Co. holds a fundraising event at the Lincoln Center.
) annual (®) annually (©an annual () annuals

i
P S
g e

Spec f:v 3
JECH
it *..mtmmh
o s

Thara ara cama snacial cases ahout adiectives and adverbs vou should pav attention to.
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There are some special cases about adjectives and adverbs you should pay attention to.
Firstly, an adverb s usually formed by adding -1y to an adjective but not all words ending in
-ly are adverbs. Some adjectives also end in -ly, for example: lovely, friendly. Secondly, some.
adjectives and adverbs have the same form, for example: hard, fast, late. Finally, there are
some adverbs that may cause misunderstanding about their meanings, like lately and hardly.
Adjectives ending in -ly  friendly/lovely people  costly rip timely manner

Adjectives and adverbs  hard exam fast runner late lunch
having the same form  work hard un fast work late

Confusing adverbs. She is hardly late to work.
Have you heard from Mr. Park lately?

Lately, /the Personnel Department/has requested/that allstaff members/ update their
~ profiles/for the company’s records.

A Decide whether the underlined word in each sentence is right or wrong, then in brackets,
provide the correct word If it s wrong and put a tick (v) i it s right.

1 Korean music has been popular in foreign countiies late. (

2 Mr. Kaiser hard eats anything before speaking in public. (

3 1tis said that leaving the EU will be a cost procedure. (

4 Al the employees have been working late for the last two months. ( )
5 Hundreds of commuters were lately to work because of the lateness of the train.

AR EEYE N e
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 Choose the correct option to complete each sentence.

1 We hope to settle the disagreement over the contract ina manner.
(A time (8) times. (© timing () timely

2 Al the people were so shocked that they could _ say anything.
@ hardly (8) to hardly ©ard (0) hardness.

Forms of Compar m

Superlatlve Adjectives &‘"'Adv

For one-syllable adjectives/adverbs and a few bt v, e
adjectives/adverbs to form the comparative and add -est to form the superlative.

For two-syllable adjectives that end in a consonant + -y, we change -y into -i and add -er to
form the comparative and add -est to form the superlative.

For more-than-one-syllable adjectives/adverbs, before the adjectives/adverbs, we add more
to form the comparative and add most to form the superlative.

Besides, some adjectives and adverbs have irregular forms.
‘Adjectives/Adverbs _ Comparative  Superlative

One-syllable adjectives  young younger youngest

SR MR | =
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Forms 6F'Gomparqt,w ;
Superlative Adiectives & Mv

For one-syllable adjectives/adverbs and a few two-syllable il o A
adjectives/adverbs to form the comparative and add -est to form the superlative.

 For two-sylable adjectives that end in a consonant + -y, we change -y into -i and add -er to
form the comparative and add -est to form the superlative.
For more-than-one-syllable adjectives/adverbs, before the adjectives/adverbs, we add more
to form the comparative and add most to form the superlative.
Besides, some adjectives and adverbs have irregular forms.

‘Adjectives/Adverbs _ Comparative Superlative
One-syllable adjectives  young younger youngest

More:than-one-syllable  comfortable more comfortable  most comfortable
adjectives

Two-syllable adjectives  easy casior easiost
ending in a consonant + -y

| Adverbsendingin-ly sy more sowly most sovly

Irregular adjectives/adverbs - good/well better
bad/badly worse
many/much more
little less

Unfortunately,/the financial crisis/s more serious/than we thought/at fist.

A Write the correct form of the word in brackets to complete the sentence.

SR MR | =

25/08/203
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many/much more
iittle less

Unfortunately,/the financial crisis/s more serious/than we thought/at first.

A Write the correct form of the word i brackets to complete the sentence.
1 Sending the invoices by faxis  (quick) than delivering them by mail.

2 You are advised to book your tickets two months in advance to get the _ (cheap)
fares.

3 The ballet performance featured the (good) ballerina in Russia

2 Choose the correct option to complete each sentence.
1 The company will become ‘when the new product i released in March.
(@ profitably (B more profitable  (C) profit (D) more profitably.

2 We are considering hiring the. candidate to handle this project.
(W) most experienced  (B) experiences () experiencing (D) has experienced

1. The comparisons of equality with the structure as + adjective/adverb + as i used to say that |
two people or things are equal in some quality or some way.

SR MR | =
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Comparisons of equality  Mr, Carter is as successful as Mr. Gates.
Comparative M. CarterIs more successful than Mr. Mars

Superlative + in/of M. Thomson s the most successful businessman in America.

A Choose the correct option in brackets for each sentence.
1 Sea levels are increasing (faster/fastest) than ever because of global warming.
2 M. Liis known to be the (more/most) innovative architect in Europe.
3 Taking the highway took (Iong/longer) than riding on the bus.
4 The interviewee answered the questions as (well/best) as he could.
5 The (more/most) memorable day of my lfe i the day when | opened my own restaurant.

B Choose the correct option to complete each sentence.
LR Ve | DD s
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A Choose the correct option in brackets for each sentence.
1 Sea levels are increasing (faster/fastest) than ever because of global warming.
2 M. Liis known to be the (more/most) innovative architect in Europe.
3 Taking the highway took (Iong/longer) than riding on the bus.
4 The interviewee answered the questions as (well/best) as he could.
5 The (more/most) memorable day of my lfe i the day when | opened my own restaurant.

B Choose the correct option to complete each sentence.
1 Mr. Yamamoto received the _ performance review in the Customer Service Department.
() poorest (8) poorer (€) most poor (D) more poor
2 Customers' dissatisfaction about the design of the phone is  than complaints about
the bad sound quality.
(A big (8) bigger (©) biggest (0) being big
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The newly released computers from Cozy.
Electronics are than the previous
models.

) fast

(B) faster

(©) fastest

(D) more fast

Nature Food is advertising its
processed food in the local newspaper.
(A nature

(®) natural

(© natured

(0 naturally

M. Donetti believes that the purchase of
real estate is a investment for the
future.

() safe.

(B) saety

(© safely

(D) safeness

. The two companies agreed on the

increase i the price of the raw materials.
(&) mutual

(8) mutualy

(© mutuality

(D) mutualness

. Some people prefer working from home.

because they think it s than working
inan office.

(A) effiient

(8) most efficient

(©) more efficiently

(D) more efficient

Itis impossible to get a refund without the.
receipt from the store.

(A) origin

(8) original

(© originally

(D) originated
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25/08/203




image27.png
HEB8EOO & -

Home

Comment

Fl&Sgn  View

Form

Tosic Preparation 1.pdf

x

Toeic Preparation 1.pdf - Foxit Reader

Protect  Share  Commect  Help

Q Tell me what you want to do... i [Fnd

(D) more fast

2. Nature Food is advertising its
processed food in the local newspaper.
®) nature
(®) natural
(© ratured
(0 naturally

M. Donetti believes that the purchase of
realestateisa  investment for the
future.

() safe.

(B) saety

(© safely

(D) safeness

. The Georgetown Festival has become one of
the annual events in the city.
® good
(B) well
(C) best.
(D) better

6. Some people prefer working from home
because they think tis__ than working
in an office.
® effient
(® most eficent
(©) more efficienty
(©) more efficient

7. Itis impossible to get a refund without the-
receipt from the store
() origin
® origial
(€ originally
© originated

8. I could believe that Ms. Porter was.
appointed as the new vice president of the
company.

(A) hard

(® hardly

() harder

(D) more hardly
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Questions 9-12 refer to the following notice.

Tos Kitchenhelp Staff Members
From: Technical Support Team
Subject: Website Renewal
Date: November 21

We are happy to announce that Kitchenhelp is about to present its __ website.
o

The engineering team is going to make the to the new site at midnight on
10.

Sunday, August 20, Please keep in mind that problems might occur while we
.

process the change. We willtry our best to resolve any problems as ___ as possible.
12

Contact Mr. Evans on the Technical Support team at (025) 234-5566 if you have any.
questions or feedback about the new website,

9. (W) update 11, (A) The reason is that website traffc is
(8) updater usually low at night.

(©) updates (B) In fact, the process might be delayed.

(©) updated (©) Oniine transactions will increase soon
(D) The technicians will get a big bonus
10, (A) transiion after the renewal.

(®) collection

“ < » s
5 [ G Moccpreparation = BAI GIANG TAL- e
>l g
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9. (%) update 1. (A) The reasonis that website traffic is
(®) updater usually low at night.
(© updates (B) In fact, the process might be delayed.
(©) updated (O Oniine transactions willincrease soon.
(D) The technicians will get a big bonus
10, (A) transiion after the renewal.
®) collection
(©) demonstration . (M) quick
(©) disruption (8) quicker
dy
(©) quickest

Questions 13-14 refer to the following text message chain.

R
AR EEVE N e
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ns 13-14 refer to the following text message chain.

Dan Macdonald T0AM
1just landed and am walking o the
immigration countor

Julie Sullivan T3 AM
‘You made good time today. | am wting
attho aivalgato, 50 you wil soe me as
so0n a8 you get out.

Dan Macdonald A
Gool... O, no. The Immigratin fnes
are unbievaby long. 1 hink t wi take:
another halfan hour

Julie Sulivan n20AM.

Good thing you aived earty. Your
appointment with M. Park s a 3 oclock.
You have plenty of tmo.

Dan Macdonald 24 AN,

Okay. Hope | can grab a bite bfore.
mesting with

13, ALTE20 AM, what does Ms. Sullivan 14, When does Mr. Macdonald expect to get
mean when she wiites, *Good thing you through immigration?
arrived early”? (&) Around 1190 A M

q < (L= -
Ty A M ——— -
= RE OIS WL W o B & YA mE e
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You made good ime foday. | am waiing
atthe aival gato, 50 you wil soe me as.
So0n a6 you gt out.

Dan Macdonald A
Gool... O, no. The Immigratin fnes
are unbievaby long. 1 hink t wi take:
another halfan hour

Julie Sulivan n20AM.
Good thing you aived earty. Your
appointment with M. Park s a 3 oclock.
You have plenty of tmo.

Dan Macdonald 24 AN,

Okay. Hope | can grab a bite before.
msting with him.

1. ALT20 AM,, what does Ms. Sulivan . When does Mr. Macdonald expect to get
mean when she wites, “Good thing you through immigration?
arrived early”? () Around 11:20 AM.
(A) She agrees to postpone the scheduled (8) Around 11:50 AM.
plan (©) Around 2:30 PM.
(B) She is glad that the landing was (D) Around 300 P,
smooth,
(O She expected a long line at the airport. Quataton Questons
[CENERTSITARITTENTIN 0n e naw TOFIC test, questions that
late for his appointment. are based on text messages or online
chat messages will be given and require
test takers to identify the meaning of a
certain quoted expression. To answer this
type of question, you need to look at the
context where the statement is quoted to
understand its meaning or implication
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Overview

“The time of an action or a condition will decide the form of the verb in a
sentence. In English, the verb forms show different tenses: simple tenses,
continuous tenses, and perfect tenses.

Present Past Future
I, you, we, they + V. Subject +V (past)  will + bare infiitive

He, she, it +V-s/-es be going to + bare
infinitive

Continuous
tenses
Subject + am/is/are + | Subject +was/  Subject + willbe +
Ving were +Ving Veing
Perfect
b Sublect + have/has +  Subject + had +  Sublect + will have.
past particple past partcple___+ past particile

RN TR | =
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The present simple tense is used to express habits, general truths, repeated actions, unchanging
situations, emotions, and wishes.

Adverbs usually go with this tense include every day, often, usually, and always.
‘The past simple tense is used to talk about a completed action at a time before now.
Adverbs that usually go with this tense include last week/month/year; in (a year in the past), a
few days/weeks/months/years ago, many years ago; yesterday, in the past, just now, at that
e, then, and the other day.
Present simple Past simple.

Present

s, My secretary Is at her desk,  Paststate  We were busy at that time.

» ly leave a7, roject a
Repeated | usually leave for wor pastaction | Y stated the projecta few
actions The store closes at 9 PM. months ago.

“This contract/contains /al the terms and conditions/necessary for the transaction.
Last month,/Mr. Lee broke his sales record/and became the employee of the month.

A Wit the correct form of the verb in brackets to complete the sentence.
with my clents every two months. (meet)
all the necessary information. (nciude)
there 3 days ago. (arive)
4 The company _ to promote me. _(decide)
5 The board of directors o discuss it. (sather)
6He  tomewhat the problem was. (descrive)

_ “« < > oS -
s B [ G Toucprepaatio Ol e A GA o g @
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» ly leave for work at 7. roject a
Repeated | usually leave for wor pastacion | Y stated the projecta few
actions The store closes at 9 PM. months ago.

“This contract/contains /al the terms and conditions/necessary for the transaction.
Last month,/Mr. Lee broke his sales record/and became the employee of the month.

A Wite the correct form of the verb in brackets to complete the sentence.
11 withmy clients every two months. (meet)
20t allthe necessary information. (ncude)
3 They there 3 days ago. (wrve)
4The company _ to promote me. (dedde)
5 The board of directors to discuss it (gathen
6He tomewhatthe problem was. (descrve)

Choose the corect option to complete each sentence.
1 The traffic lights  working last night because of the heavy snow.
®) stop (8) stops (© stopped (D tostop.

2 The department usually with customer complaints related to our products.
(A deal (8) deals (© dealt (D) will deal

Gl h B
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Continuous tenses are formed by a form of be + V-ing. Different forms of the verb be produce
different tenses and uses: present continuous, past continuous, and future continuous.

Forms. Uses

Present continuous  am/are/is + V-ing To describe an action that is happening at present

Past continuous  was/were + V-ing To describe activties that asted for some time in the
past

Future continuous  will be +V-ing To describe actvities which will be taking place at
some time in the futu

Iam responding /1o your request/for unpaid vacation. =~ Atenon!
Custormers/were complaining/about the service. The present continuous tens
1/will be interviewing /the marketing director of MTW, Inc. s also used for planne uture

A Choose the correct option in brackets for each sentence.
1 He (will be distributing/was distributing) handouts when | entered the room.
2 We (will be closing/were closing) the store in 15 minutes.

3 To attract more customers, we (will be offering /were offering) an express delivery service
from next month,

4 The manager and the staff (are having /were having) a discussion at the moment.
5 1 (am looking/was looking) forward to meeting with you next week.

q < (L= -
Ty A M ——— -
= RE OIS WL W o B & YA mE e
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A Choose the correct option in brackets for each sentence.
1 He (will be distributing/was distributing) handouts when | entered the room.
2 We (will be closing/were closing) the store in 15 minutes.

3 To attract more customers, we (will be offering /were offering) an express delivery service
from next month,

4 The manager and the staff (are having /were having) a discussion at the moment.
5 1 (am looking/was looking) forward to meeting with you next week.

& Choose the correct option to complete each sentence.

1 The community center for donations to help the disabled and the elderly.
Wask (®is asking (©) to asking (D) have asked

2 Smallbusiness owners__ for chances to increase their profits allthe time.
® looks ® looked (© looking (©)are looking

R
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N

oamm\m erfect

Continuation

(An action or sate started in the past and
continues to the present. Adverbs: for, since)

Past experience Have you ever worked overseas?

(An action happened without a specific past time.
Adverbs: ever, once, before)

Completion ‘The R&D Department has just finished
(An action began in the past and has already ‘working on the project.
finished. Adverbs: just, already)

oo We still aven't found out the cause of the
(An action happened n the past but st has an  prc L
effct inthe present, Adverbs: st yet, once)

Note:

perfect tense.
| We have had a lot of difficulties for the past two weeks. (Present perfect)
They decided to cut down on overtime two weeks ago, (Past smp)

A Put the verb in brackets in the present perfect tense.
11 Gust finish) the outline of my presentation.
2 You (ever consider) looking for a better-paid job?

W mime Sy s :
[ ey S T W T W— -
= RE OIS WL W o B & YA mE ot
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A Put the verb in brackets in the present perfect tense.
11 Gust finish) the outline of my presentation.
2 You (ever consider) looking for a better-paid job?
3 We (experience) a lot of trouble with this new software program.
4 They (have) several meetings with the Technical Support Department to sort this out.

Choose the correct option to complete each sentence.

1 This commercial 1ot of new customers since its release last January.
Wattracts () will attract (©) have attracted (D) has attracted

2 The number of complaints drastically since we adopted the new programs.
() decrease (B) decreased () has decreased (D) have decreased

o SO
e o
RO
s i sk v U S S e e

“The future simple tense s formed by will + bare infinitive and used for an action that wil occur
inthe future.

plan.

The future perfect tense is formed by will have + past participle and expresses an action that
will be completed before another future action or a certai the future. It often goes with
e hracae ¢ b mawt bt and o and by tha tima + clauea

A 1297246 -|p T
7 i o & 2 e . "= o B @
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| e utre e e s ormesy wil- et s oran ction it il can
“P in the future.
e e h Suctrs b gin o-+ ae i s 0 exprcss a pecicton o  uture
plan.
The futurepefct e med by il v et patcpe and cxresesan st
Wb compted befts ancter st o et e h e, e goes i
e 5 B sy e . a0 o i + e

Future simple.

| e e 1 will g0 and check if everything is allright.
Structure be going to + bare infintive  He is going to be late for the sales meeting.

Future perfoct
will have + past participle By that time, we wil have launched a new product.

Note:
“The future perfect tense usually goes with the phrase by that time or by the time. Note that by
that time is an adverb phrase and can stand alone, while by the time s a conjunction and must
be followed by a clause (subject + verb).

By the time/the new prject s completed,/Marc/will aveleft/the company.

A Put the verb in brackets in the correct form.
1 Our clents. in30 minutes.  Grrive)
2 By that time, the presentation Gtorty
3They  something about customer complaints. (@)
4 After more workers are hired, the factory’s capacity . (dobie)

PRI
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Future perfoct

will have + past participle By that time, we wil have launched a new product.

Note:
“The future perfect tense usually goes with the phrase by that time or by the time. Note that by
that time is an adverb phrase and can stand alone, while by the time s a conjunction and must

be followed by a clause (subject + verb).
By the time/the new project is completed,/Marc/will have left/the company.

A Put the verb in brackets in the correct form.

2 By that time, the presentation Gtorty
3 They ~ something about customer complaints. (@)
4 After more workers are hired, the factory’s capacity . (dobie)

5 Chaose the correct option to complete each sentence.

1 By the time more large printers are set up, demand for publications ___ twofold.
(W increase: (B) increases (© have increased (D) will have increased

2 Due to a decrease in interest rates, more people __ to buy their own houses.
(A tries @ty (© will try () has tried

R REETE Y |

T e ]
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For the last few months, o prices . The number of tourists viiting this city
drastically. ~for the past few months.

(A) increases (Wrises

(B) increasing (®)risen

() wilincrease (©) has risen

(D) have increased (D) have risen

. Most of the stores downtown  at10in 6. By the time the new computer system is
the morning and close at 9 PM. installed, all the problems ____ themselves

(%) open out.

(8) opens () work
() have opened (8) worked
() will open (C) have worked
(D) will have worked
Many of the employees in this factory
~ toleave after the huge salary cut “The new person in the Accounting
three weeks ago. Department _ in a proposal last week.
(A) decide s
(8) decides (8) turned
(©) decided (C) has turned
(D) have decided (D) will turn

. The only grocery store in this town is . Competent employees constantly
temporarily closed because it a for chances to develop themselves

PR
: _
= B e OIS WL W o B B
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(®) decides
(©) decided (C) has turned
(D) have decided (D) will turn

. The only grocery store in this town is . Competent employees constantly
temporarily closed because it a for chances to develop themselves
renovation. professionally.

() undergo () look

(B)is undergoing (8) looked

(C) have undergone. (C) have looked
(D) will have undergone. (D) looking

Questions 9-12 refer to the following letter.

AR REEVE I | =
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Questions 9-12 refer to the following letter.

April 20
M. Jack Peterson

2342 Elm Street

New York, New York 10032

Dear M, Peterson,
your invitation to your company’s 10" anniversary the other day. | your

10

thoughtful invitation. Unfortunately, | aready have another engagement that afternoon, so

I'won't be able to attend the party. __ Otherwise, | would surely be there.
.

Imsure it a great occasion. Please convey my regrets to your manager and
12

extend my congratulations on your 10 anniversary.
May you enjoy a wonderful celebration!

Sincerely yours,
Agnes Davis

9. (W receive 11, () 1am in charge of a fundraiser that
(B receives requires my attention that night.

R > :
‘oeic Preparatior Al GIA | - ! "
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) receive M. ()1 am in charge of a fundraser that
®) receives requires my attention that night.
(© received (B)1am not interested in attending the
() am recelving celebration.
(O am sorry to tell you that you are not
(®) apologize invited to the event.
(®) appreciate
(© disagree

(D) regret

(D)1 am not sure about the invitation.

. (Wis
(8) was
(© willbe
(D) has been

Questions 13-15 refer to the following announcement.

N R R R R O OO U RO ROE

-

). Uave  mportant einde about th annual gala event. You arewelome o brngyour
) familyor friends tothis event. The event wil betaking place at 6 n the afternoon on the 6"
e ety 5639 Kaneohe Street, If you

)

(
it st s o o b SRR L
this vent s mandatory for afl full-time employees. Pleaseregister to the event by ollowing  (

RO MEEEVET Y |
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Questions 13-15 refer to the following announcement.

N R R R R O OO U RO ROE

-
)" Uhave animportant reminder about the annual gal evt. You are welcome (o brng your

) familyor friends tothis event. The event wil betaking place at 6 n the afternoon on the 6"
)

of March on Friday. The place where the gala willbe held s 5639 Kaneohe Street If you
can'tattend this event, you will have to talk with your boss and gethis or e approva since
this event is mandatory for allful-time employees Please register (o the event by folowing
the registation link on our company website. T hope t0 s you allthere.

N A A A A A A A A A A A A~~~ T

1. Whatis the purpose of this announcement? 14, How oftenis the event held?
(&) To confirm that an event has been () Once amonth
armanged (B) Every three months
(®) To remind readers that there is an (©) Once ayear
Important event (D) Twice a year
(©) To encourage employees to prepare for
agala How can readiers sign up for the event?
(D) To ivite people to a party % By visiting the offce
(®) By talking to their supervisors
(© By visiting a website
(D) By picking up an invit

RO MEEEVET Y |

25/08/203




image47.png
&= Toeic Preparation 1.pdf - Foxt Reader

Comment  Fl&Sign  View Fom  Protect  Share  Commect  Hebp ‘Tell me what you want to do...

Toeic Preparation 1.pdf  x 2B PDFWord

armanged (B) Every three months

(®) To remind readers that there is an (© Once ayear
Impofeent Gt (D) Twice a year

(©) To encourage employees to prepare for
agal

(D) To ivite people to a party

How can readers sign up for the event?
(A) By visiting the office

(8) By talking to their supervisors

(© By visiting a website

(D) By picking up an invitation

infrmatlon Questans

Information questions ask about major detals in a passage. To answer this type of question,
you should first read the question carefully. then scan the relevant part in the reading passage
to choose the correct answer, Information questions usually start with a question word as.
below

= Who is the event for? ~ How did it happen?

- When will the construction end? - Where did they get the information?

+ What happened to the company? - Why was the presentation delayed?

«<m> =
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Overview.

V/ 01 Active Voice & Passive Voice
When a person or a thing does an action, we use the active voice. When we
want to emphasize the action, not the doer, we use the passive voice. (Note
that only transitve verbs can be used in the passive voice.)
Actve:Subject s verb_Passive: Subject + be + past partcple

I broke the window. The window was broken.

V02 How to change an active sentence into a passive sentence

To form a passive sentence, O firstly we change the object of the active
sentence into the subject. @ Then, we change the verb into its past
participle after adding an appropriate form of the verb be. ® Last, we add
by + the subject of the active sentence (if necessary).

« Lan played the piano. (cve)
 The piano was played by Lan. Gusive)

V/ 03 Passive voice in different tenses

“The passive voice Is formed by a form of be + past participle. Depending on
the tenses, the verb beis conjugated differently.

Present Simple  The product is made in this factory.
Past Simple. was made
Future Simple will be made

Present Perfect  The product has been made in this factory.

Modal Verbs  The product should be made in this factory.
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 The active voice is formed by Subject + verb + object. It emphasizes the doer (who o what that
| does the action. The structure of the passive voice i form of) be + past particpl (pp
focus is on the action itself, not the doer.

fe + (B35E8) + a notice + on the board.
. v o

= Passive: A notice + (GOSHEA) + on the board + by i

s, s by odone
Note that in the passive sentence, the verb be must agree with its subject in number and has
the same verb tense as that in the active one.

Passive In Past Simple._ Passive n Present Simple _ Passive in Future Simple
was/were + pp. am/is/are + pp. willbe 4 pp.

Al the computers/in the office/are maintained carefuly.
The e-mail/was sent to you/a few days ago.
More information;wil be provided.

A Put the verb in brackets in the correct verb form (Active or Passive).
1 They me last week.  (promote)
21 to manager last week. (promote)
3 Richard the report yesterday. (urite)
4 The computer tomorrow morning. (i)
5 The report by Richard months ago.  (write)
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Al the computers/in the office/are maintained carefuly.
The e-mail/was sent to you/a few days ago.
More information/will be provided.

A Put the verb in brackets in the correct verb form (Active or Passive).
1 They me last week.  (promote)
21 to manager last week. (promote)
3 Richard the report yesterday. (urite)
4 The computer tomorrow morning. (i)
5 The report by Richard months ago.  (write)

& Choose the correct option to complete each sentence.
1 The idea for the new commercial at the staff meeting.
() suggest (8) suggested () was suggested (D) were suggested

2 The company, me ajob as a customer representative.
) offer (B) will offer (©s offered (D) will be offered
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Passive voice of the present perfect tense
Structure: Subject + have/has been + p.p.

Passive voice of modal verbs
Structure: Sublect + modal verb + be + p.

|
Note that after a modal verb, the verb be is always in the form of a bare infinitive (be).
The office/has been renovated.

; Customer complaints/should be handled/by the Customer Service Department.

A Fill the gap in the second sentence with the correct verb form.
1 We have made a lot of effort to keep the building clean.
= Alotofeffort to keep the buiding clean.

2 You should turn off allthe lights before going out.
= Al the lights off before you go out.

3 They cannot make the decision right now.
= The decision  right now.

4 The manager has signed the contract,
= The contract by the manager.

2 Choose the correct option to complete each sentence.
1 Mr. Davis has already about the meeting next week.
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4 The manager has signed the contract
“ The contract by the manager

2 Choose the correct option to complete each sentence.
4 Mr. Davis has already about the meeting next week.
@ told (8) been told ©tel (D) been

2 All the necessary documents should by the end of the month,
A submit (8) submitted () have submitted (D) be submitted

s s

S

Below are some expressions with a passive form, which are commonly used. The past participle.
functions as an adjective and is followed by a certain preposition. You should learn them by
heart because they are fixed expressions.

be surprised at be pleased with
be shacked at/by. be excited about
be amazed by/at be delighted with

e worried about be accustomed to
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 Below are some expressions with a passive form, which are commnly used. The past particple
 functions as an adjective an s ollowed by a certan preposition. You should learn therm by
heart because they are fixed expressions.

be surprised at be pleased with

be shacked at/by. be excited about

be amazed by/at be delighted with

be worried about be accustomed to

be concerned about be involved in

be satisfied with be engaged in

be dissatsfied with be located in/at

1/am engaged in/the tourism industry.
We/are very worried/about a huge decline/in our turnover.

A Fill the gap with a correct expression, using the suggestion in brackets.
1 Alarge number of people are the scandal.  (nvolve)
2 Most of the customers were not —_the new product ine. _(satisty)
slam the opporturnity to work with you.  (excite)

4Theyare solving technical problems. (ergoge)

& Choose the correct ption to complate each setence.
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A Fill the gap with a correct expression, using the suggestion in brackets.
1 Alarge number of people are the scandal.  (nvolve)
2 Most of the customers were not —_the new product ine. _(satisty)
slam the opporturnity to work with you.  (excite)
4Theyare solving technical problems. (ergoge)

& Choose the correct option to complete each sentence.
1 Not everybody is__ with the change in the hiring procedure.
(A) please. (B) pleases (©) pleasing (D) pleased

2 The accountant seems to be accustomed handling his clents’ complaints.
@wat @ with ©to @by

. Thedoor _last week right after the 5. Mr. Holmes was _ when he heard the
director’s visit to the office. news that the company had offered him a
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Thedoor lastweekightafterthe 5. M. Holmes was__ when he heard the
directors visit to the ofice. ows that the company had ofered him a
) repaired b
® s repaired ) surprise
(0 was repaired (®) surprises
() il be repaired (© surprising.

(©)surprised

. i pollton hasto o mater how
much maney s spent. . Investors are concerned
(A red recession in China.

(®) i reduced Win

(©) be reduced ® from

(©) been reduced (©about
®w

. They have _ to the welcoming party,
but they decded not to go there. . Your package vl immediatey after
B ine we confirm your payment.
® invted @ deiver
(© beinited (®)deivered
(©) been imited (© be deivered

(D) been delvered

. 1fyou areinterested _the positon,
please submityour applicaton o laterthan 8. Ifall the nformation has__ correctl,
s Toesday. you wil then be irected o the payment
wat £
®n ® entered
@uith ® entering
by (©be entered

(©) been entered
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Questons 9-12 rfer 1o the following advertsement.

The technical support divison has a(e) __ for a technial support representative.

This position 2 8.5, in computer cience and at least three years of experience
0.

inthe industry. —__ Along with an application, a ésumé and a over lette should
.

i no ater than Juy 1. Technicalsupport representatives provide onine
1.

assistance to users of our software products. Duties incude.

- dealing with telephone inquiies
nswering online questions

1fyou have any further questions concerning tis positon, you can contact Jonathan
Hampton in Human Resources at extension 2424.

9. () introduction 11 (A) You are not supposed to apply for tis
® position position.
(©seat (8 I youare ntereste,please subrit an
() opering applcation.
(©) Your application wil be reviewed
10, (8) reqire accordingly.
®) requires (D) We are short-stafed these doys.
(© s required

(©) been required - (Rt

® tums
wmed
(©) be tumed
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mien phi tai

Questions 13-15 refer to the following announcement.

The annual company retrear wil be held at Sunset Beach Park on Saturday, May 15,
starting at 10:30 AM. All employees and their families are welcome, This is a chance

Last year's retreat was s0 successful that we decided to do it again. This time, for &
change, we decided to have 4 retreat with our beloved friends and families, S0 please
invite your friends and families to join us, We will spend the morning having meetings.

And then we wil give families some time to be together for the rest of the day

If you cannot attend for some reason, tell Marisol, who is in charge of the event. She

13. What is being announced? 15, What is advised for those who cannot
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13. What is being announced? 15. What is advised for those who cannot
(&) A company event participate in the event?
(8) A party for trainees @) To submit a letter
(©) An annual conference (B) To contact Marisol
(D) The refease of a new product (© To write an e-mail
(D) To viit the HR Department
. What can be inferred about last year's
retreat?
(A) It was ot that successl.
(®) Farmilies were not invited
(© There were no meetings.
(©) It lasted for 2 days.
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“The customer wanted to get a refund.
Object ou must submit your résumé by Friday.
Complement “The man over there is my colleague.

Object of a preposition Some people are not interested in polices.

The architect/has designed/buildings and bridges/in San Francsco.

A Choose the correct option in brackets for each sentence, then write it function in brackets.
1 Mr. Ross is very well qualified for the (position/ positioned). )
2 The manager is reviewing the (apply/applications) at the moment. ¢
3 The two friends became (competitors/compete) in the end. (
4 The (prepare/ preparations) for the workshop are progressing well. (
5 The (patient/patiently) arrived thirty minutes before her appointment. (

& Choose the correct option to complete each sentence.
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