			Unit 01

Nouns & Pronouns



Overview

 01  Nouns
A noun is a word used to name a person (teacher), a thing (apple), an animal (dog), a place (hotel), etc.

 02  Types of nouns
Nouns are divided into common nouns, proper nouns, abstract nouns, mass nouns, and collective nouns. There are also countable nouns and uncountable nouns.
Countable nouns: student, orange, idea, suggestion, suitcase...
Uncountable nouns: machinery, furniture, information, luggage...

 03  Pronouns
A pronoun is a word used to replace a noun or a noun phrase. There are personal pronouns (he, she, it, etc.), possessive pronouns (his, hers, etc.), reflexive pronouns (myself, yourself, etc.), and demonstrative pronouns (this, that, these, those).

» Sam loves Kelly, but she is not interested in him.
   noun          noun     pronoun                       pronoun
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  Functions or Nouns


A noun can function as the subject, object, complement, or object of a preposition in a sentence.
[image: ]

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

Exercises
A. Choose the correct option in brackets for each sentence, then write its 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. (          )

B. Choose the correct option to complete each sentence.
1. The bank building will undergo to improve the teller counters.
(A) renovate		(B) renovations	 (C) renovates 		(D) renovated
2. We apologize for the and thank you for choosing KLY Airlines.
(A) delay 		(B) delaying 		 (C) to delay 		(D) delayed













02

Positions of Nouns


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 is as follows: [article/
possessive adjective + adjective + noun].
[image: ]

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


Exercises

A. Choose the correct words to fill the gap in each sentence.

my 	passport 	high 	apartment 	the 	rent 	contract 	an

1. What happens if l 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 ...................~

B. Choose the correct option to complete each sentence.
1. Mr. Howard called the Service Department to tell them about the television's ....................
(A) defectively 	(B) defective 		(C) defected 		(D) defect
2. Two major airlines will offer cheap ...............  to Hong Kong next month.
(A) flights 		(B) fly 			(C) to fly 		(D) was flown
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  Countable & Uncountabte Nouns



There are two types of nouns: countable nouns and uncountable nouns. Countable nouns are
people or things that can be counted. A countable noun comes after a(n), the, many, a few, etc.
A countable noun has the plural form that usually ends with -s or -es. Uncountable nouns are
people or things that cannot be counted. An uncountable noun has no -s or -es ending form.
Both plural nouns and uncountable nouns can stand alone without an article or a possessive 
adjective in complete sentences. 
[image: ]

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

	Attention!
Some uncountable nouns that are often found on the TOEIC test include baggage, luggage, information, traffic, furniture, equipment, machinery, merchandise, and research.




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

B.  Choose the correct option to complete each sentence.
1. There was ..................... traffic downtown this morning.
(A) a few 		(B) a little 		(C) many 		(D) a
2. High Fashion, Inc. on Broadway will have a sale to clear out holiday .............. .
(A) merchandises 	(B) merchandise 	(C) merchants 		(D) merchandising
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Pronouns

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 object pronoun comes right after a verb or a preposition in the sentence.
A possessive pronoun is used to substitute a noun phrase that indicates a possession relation.
A reflexive pronoun is formed by adding the suffix -self (or -selves in the plural form) to an
object pronoun or a possessive adjective. It is used to show that the object of a certain verb is
the same person or thing as the subject of a sentence. It is also used to emphasize the subject
who does/did the action.
[image: ]

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

Exercises
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. If you contact (ours/us), (we/us) will send you the new brochure.
4. (I/mine) am sure my grades are worse than (yourself/yours).

B. Choose the correct option to complete each sentence.
1. If this project goes smoothly, we will have more work with .............. in the future.
(A) they 		(B) them 		(C) themselves 	(D) theirs
2. We regret to tell .............. that we cannot deliver your recent orders.
(A) you		(B) us			(D) yours		(D) your self	
Practice with Actual questions




	1. Because of some ............. about the noise, they had to stop the outdoor performance.
(A) complain
(B) complaints
(C) complaining
(D) being complained

2.  The ............ of maintenance has to be reduced during the economic crisis.
(A) cost
(B) costly
(C) costing
(D) more costly

3.  Ms. Page in the Marketing Department is excellent .............. at
(A) present
(B) presenting
(C) presented
(D) presentations

4.  Airport security staff will search ......... for any illegal items.
(A) luggage
(B) luggages
(C) a luggage
(D) some luggages




	5.  We shall finally have what is rightfully .................
(A) we
(B) us
(C) his
(D) ours

6. A few ............. wrote positive reviews about the new dessert menu.
(A) critic
(B) critics
(C) critical
(D) criticize

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


8.  The at the FAL Language Institute should have more than three years of experience.
(A) instructors
(B) instructions
(C) instructing
(D) instructive







Practice with Actual questions




Questions 9-12 refer to the following letter.

	March 19
Dear Ms. Graham,
I am writing this letter to confirm that Elizabeth Owens ..............  at Giga Engineer for the    
								9.
last 8 years. In addition, | 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
					              11. 			       12.

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
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	9. 	(A) has worked 
 	(B) have worked 
	(C) works 
	(D) used to work 

10. 	(A) she
   	(B) her
	(C) hers
	(D) herself

	11.  (A) Therefore, she has been a great 
              communicator.
       (B) In addition, she has displayed great 
              work ethics.
       (C) It is my pleasure to provide this letter 
              of recommendation.
       (D) Last summer, she took a year off 
              from work.

12.  (A) exceeded
       (B) overlooked
       (C) exaggerated
       (D) disregarded


Questions 13-14 refer to the following e-mail.

	To: Customer Service <bestservice@shill.com>
From: Martin Russell <MRussell90@zzamil.com>
Date: July 14
Subject: Inquiry .

Hi, Customer Service Staff. 
I have a question about the bill from the Shin Hill Hotel. I stayed there from July 5 to July 9
during the Agriculture & Food Conference. I looked at the bill closely before I submitted it
to the Finance Department, and I think you have overcharged me. The details are as follows.
[image: ]
First of all, I do not understand why I was charged for the Internet. I definitely used the 
Internet service. However, I clearly remember that the Wi-Fi service is free of charge. In
addition, I did not order any food to my hotel room. I used the café downstairs with my co-
workers. Can you please review the charges and get back to me this week?

Regards,

Martin Russell



	13. Why did Mr. Russell write the e-mail? 
(A) To dispute some charges 
(B) To complain about some food 
(C) To give feedback
(D) To reserve a room
	14. What is suggested about Mr. Russell?
(A) He went on a business trip.
(B) He ordered room service.
(C) He stayed at the hotel for 3 nights.
(D) He did not use the Internet.

	
	

	Overview/ Gist questions
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 paraphraed statement.





Unit 02

Adjectives & Adverbs



  01 Adjectives

An adjective is a word that gives information about a noun. It comes before the noun it modifies (called a modifier) or functions as a complement after a linking verb such as be or become.

* He is an amazing actor.
                 modifier

* He is considerate.
            complement

 02 Adverbs

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

* She is extremely happy.
              modifier
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 Functions & positions of  adjectives


An adjective modifies a noun or a pronoun. It can also function as the subject complement or
the object complement in a sentence.
[image: ]

Dr. Smith/performed/an innovative surgery/that challenged/the traditional approach.
A.  Choose the correct option in brackets for each sentence, then circle its function.
1.  It is (difficult/ difficultly) to change your online order once it is submitted. [modifier/complement]
2.  Our flight was canceled because of the (heavy/heavily) rain. [modifier/complement]
3.  I think there is something (wrong/wrongly) with this cell phone. [modifier/complement]
4.  Some of us found the new copy machine (convenience/ convenient) to use. [modifier/complement]
5.  The man became (anger/angry) when the manager of the store asked him to leave. [modifier/complement]

B.  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 	(C) confidentially 	(D) confidentiality
2 For your safety, it is ............ to follow the instructions when installing the electronic device.
(A) importance 	(B) to important 	(C) important 		(D) importantly
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    Functions & Positions of Adverbs


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. 
[image: ]

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

Exercises
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/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 is a vending machine (convenient/ conveniently) placed in the lobby.
5. Mr. Thomson is working (real/really) hard on the software development project.


B. Choose the correct option to complete each sentence.
1. The air quality gauge is ........... accurate in measuring the level of the micro dust in the air.
(A) amazing 		(B) amaze 		(C) amazed 		(D) amazingly


2. BRICO Co. holds a fundraising event ______ at the Lincoln Center.
(A) annual 		(B) annually 		(C) an annual 		(D) annuals
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      Special Adjectives & adverbs

There are some special cases about adjectives and adverbs you should pay attention to. Firstly, an adverb is usually formed by adding -ly 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.
[image: ]

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

Exercises
A. Decide whether the underlined word in each sentence is right or wrong, then in brackets, provide the correct word if it is wrong and put a tick (x) if it is right.

1.  Korean music has been popular in foreign countries late. (           )

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

3.  It is said that leaving the EU will be a cost procedure. (             )

4.  All 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. (           )

B.  Choose the correct option to complete each sentence.
1. We hope to settle the disagreement over the contract in a ............. manner.
(A) time 		(B) times 		(C) timing   		(D) timely

2. All the people were so shocked that they could say anything.
(A) hardly 		(B) to hardly 		(C) hard		(D) hardness

         Forms of Comparative & 04

       Superlative Adjectives & Adverbs

For one-syllable adjectives/adverbs and a few two-syllable adjectives, we add -er to the 
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.

[image: ]

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

Exercises

A. Write the correct form of the word in brackets to complete the sentence.
1. Sending the invoices by fax is ................... (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.

B.  Choose the correct option to complete each sentence.
1. The company will become ................. when the new product is released in March.
(A) profitably 		(B) more profitable 		(C) profit 		(D) more profitably
2. We are considering  hiring the ............... candidate to handle this project.
(A) most experienced		(B) experiences	(C) experiencing	(D) has experienced
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Uses of Comparisons or Adjectives & Adverbs


1. The comparisons of equality with the structure as + adjective/adverb + as is used to say that
two people or things are equal in some quality or some way.
2. The comparative is used to compare only two people or things.
3. The superlative is used to compare more than two people or things.
[image: ]

The Capital Visa Agency/will help you/complete/the visa process/as efficiently as possible.


Exercises |
A. Choose the correct option in brackets for each sentence.
1. Sea levels are increasing (faster /fastest) than ever because of global warming.
2. Mr. Li is known to be the (more/most) innovative architect in Europe.
3 .Taking the highway took (long/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 life is the day when I 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.
(A) poorest 		(B) poorer 		(C) most poor 		(D) more poor

2. Customers’ dissatisfaction about the design of the phone is ............ than complaints about the bad sound quality.
(A) big 		(B) bigger 		(C) biggest 		(D) being big










Practice with Actual questions





	1. The newly released computers from Cozy Electronics are ............. than the previous 
models.
(A) fast
(B) faster
(C) fastest
(D) more fast

2. Nature Food is advertising its ............. processed food in the local newspaper.
(A) nature
(B) natural
(C) natured
(D) naturally

3. Mr. Donetti believes that the purchase of real estate is a ...........investment for the future.
(A) safe
(B) safety
(C) safely
(D) safeness

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


	5. The two companies agreed ............ on the increase in the price of the raw materials.
(A) mutual
(B) mutually
(C) mutuality
(D) mutualness

6.  Some people prefer working from home because they think it is .......... than working in an office.
(A) efficient
(B) most efficient
(C) more efficiently
(D) more efficient

7. tis impossible to get a refund without the ............ receipt from the store.
(A) origin
(B) original
(C) originally
(D) originated

8. I could ............ believe that Ms. Porter was appointed as the new vice president of the company.
(A) hard
(B) hardly
(C) harder
(D) more hardly













Questions 9-12 refer to the following notice.
[image: ]
	9.  (A) update 
      (B) updater 
      (C) updates 
      (D) updated. 

10.  (A) transition. 
       (B) collection
       (C) demonstration
       (D) disruption

	11. (A) The reason is that website traffic is 
             usually low at night.
       (B) In fact, the process might be delayed.
       (C) Online transactions will increase soon.
       (D) The technicians will get a big bonus   
              after the renewal.

12. (A) quick
       (B) quicker
       (C) quickly
       (D) quickest











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

[image: ]

	13. At 11:20 A.M., what does Ms. Sullivan mean when she writes, “Good thing you arrived early”?
(A) She agrees to postpone the scheduled plan.
(B) She is glad that the landing was smooth.
(C) She expected a long line at the airport.
(D) She feels that Mr. Macdonald won't be late for his appointment.
	14. When does Mr. Macdonald expect to get through immigration?
(A) Around 11:20 A.M.
(B) Around 11:50 A.M.
(C) Around 2:30 P.M.
(D) Around 3:00 P.M.




	Quotation Questions

On the new TOEIC test, questions that 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 I tvpe of auestion vou need to look at the context where the statement is quoted to understand its meaning or implication.



[bookmark: _GoBack]
Unit 03

Verb Tenses
 

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. 

[image: ]
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Present Simple & Past Simple

 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 time, then, and the other day. 
[image: ]
This contract/contains/all the terms and conditions/necessary for the transaction. Last month,/Mr. Lee broke his sales record/and became the employee of the month..

Exercises 
A. Write the correct form of the verb in brackets to complete the sentence. 
1. I .................... with my clients every two months. (meet) 
2. It ...................... all the necessary information. (include) 
3. They .................... there 3 days ago. (arrive) 
4. The company ................... to promote me. (decide) 
5. The board of directors ................... to discuss it. (gather) 
6. He ................. to me what the problem was. (describe) 
B.  Choose the correct option to complete each sentence. 
1. The traffic lights ................ working last night because of the heavy snow.
(A) stop     		(B) stops	  	(C) stopped               (D) to stop 
2. The department usually ............... with customer complaints related to our products. 
(A) deal 		(B) deals 		 (C) dealt 		(D) will deal 
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  Continuous Tenses
 
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.

[image: ]

I am responding/to your request/for unpaid vacation. Customers/were complaining/about the service. l/will be interviewing/the marketing director of MTW, Inc. 

	Attention! 
The present continuous tense is also used for planned future actions. 
We are going on a vacation in Paris. 



Exercises 
A Choose the correct option in brackets for each sentence. 
1. He (will be distributing/was distributing) handouts when I 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. I (am looking/was looking) forward to meeting with you next week. 
B Choose the correct option to complete each sentence. 
1. The community center ............... for donations to help the disabled and the elderly. 
(A) ask 		(B) is asking 		(C) to asking		(D) have asked

2. Small business owners ................ for chances to increase their profits all the time. 
(A) looks 		 (D) are looking 	(B) looked 		(C) looking 
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    Present Perfect 

The present perfect tense is formed by have/has + past participle and has different meanings or uses, as follows:

[image: ]
Note: 
The R&D Department has just finished working on the project. We still haven't found out the cause of the problem. A specific past time marker such as yesterday, ago, last/week/month/year, or in the past is used with the past simple tense but for the past/last 10 weeks must go with the present 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 simple). 

Exercises 
A. Put the verb in brackets in the present perfect tense. 
1. I (just 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. 
B.  Choose the correct option to complete each sentence. 
1. This commercial ............. a lot of new customers since its release last January.
(A) attracts 		(B) will attract 	   (C) have attracted 		(D) has attracted  

2. The number of complaints. ............ drastically since we adopted the new programs. 
(A) decrease 		(B) decreased 		(C) has decreased 		(D) have decreased 
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     Future Simple & Future Perfect 

The future simple tense is formed by will + bare infinitive and used for an action that will occur 
in the future. 
Note that the structure be going to + bare infinitive is used to express a prediction or a 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 certain time in the future. It often goes with such phrases as by next..., by the end of..., and by the time + clause. 
[image: ]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 is 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. 

Exercises 
A Put the verb in brackets in the correct form. 
1. Our clients ................. in 30 minutes. (arrive) 
2. By that time, the presentation .............. (start) 
3. They ................ something about customer complaints. (do) 
4. After more workers are hired, the factory's capacity. (double) 

B Choose the correct option to complete each sentence. 
1 By the time more large printers are set up, demand for publications ........ twofold.
(A) increase 		(B) increases 		(C) have increased 		(D) will have increased

2 Due to a decrease in interest rates, more people ........... to buy their own houses.
(A) tries 		(B) try 			(C) will try 			. (D) has tried 

Practice with Actual questions






	1. For the last few months, oil prices ............ drastically.
(A) increases 
(B) increasing 
(C) will increase 
(D) have increased 

2. Most of the stores downtown ......... at 10 in  the morning and close at 9 P.M. 
(A) open 
(B) opens 
(C) have opened 
(D) will open 

3. Many of the employees in this factory ................  to leave after the huge salary cut three weeks ago. 
(A) decide 
(B) decides 
(C) decided 
(D) have decided

4. The only grocery store in this town is temporarily closed because it ........ a renovation.
(A) undergo 
(B) is undergoing 
(C) have undergone 
(D) will have undergone

	5. The number of tourists visiting this city ............ for the past few months.
(A) rises 
(B) risen 
(C) has risen 
(D) have risen 

6. By the time the new computer system is installed, all the problems ........... themselves out.
(A) work 
(B) worked 
(C) have worked 
(D) will have worked 

7. The new person in the Accounting Department .............. in a proposal last week.
(A) turns 
(B) turned 
(C) has turned 
(D) will turn 

8. Competent employees constantly for chances to develop themselves professionally. 
(A) look 
(B) looked 
(C) have looked 
(D) looking







Questions 9–12 refer to the following letter. 
[image: ]

	9. 	(A) receive 
    	(B) receives 
   	(C) received 
   	(D) am receiving 
10.  	(A) apologize 
      	(B) appreciate 
     	(C) disagree 
      	(D) regret 

	11. 	(A) I am in charge of a fundraiser that 
                requires my attention that night. 
     	(B) I am not interested in attending the  
                celebration. 
	(C) I am sorry to tell you that you are   
                not invited to the event. 
	(D) I am not sure about the invitation. 
12. 	(A) is 
     	(B) was
	(C) will be
	(D) has been




Questions 13-15 refer to the following announcement. I have an important reminder about the annual gala event. You are welcome to bring your family or friends to this event. The event will be taking place at 6 in the afternoon on the 6th of March on Friday. The place where the gala will be held is 5639 Kaneohe Street. If you can't attend this event, you will have to talk with your boss and get his or her approval since this event is mandatory for all full-time employees. Please register to the event by following the registration link on our company website. I hope to see you all there.



	13. What is the purpose of this announcement? 
(A) To confirm that an event has been arranged 
(B) To remind readers that there is an important event 
(C) To encourage employees to prepare for a gala 
(D) To invite people to a party 

	14. How often is the event held? 
(A) Once a month 
(B) Every three months 
(C) Once a year 
(D) Twice a year 

15. How can readers sign up for the event? 
(A) By visiting the office 
(B) By talking to their supervisors 
(C) By visiting a website 
(D) By picking up an invitation 




	Information Questions 
Information questions ask about major details 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?













Unit 04

Active Voice & Passive Voice

Overview

  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 transitive verbs can be used in the passive voice.) 
[image: ]

  02 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. (Active) 
* The piano was played by Lan. (Passive) 

  03 Passive voice in different tenses 
The passive voice is formed by a form of be + past participle. Depending on the tenses, the verb be is conjugated differently. 
[image: ]
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      Active Voice & Passive Volce 

The active voice is formed by Subject + verb + object. It emphasizes the doer (who or what that does the action). The structure of the passive voice is (a form of) be + past participle (p.p.). Its focus is on the action itself, not the doer.

[image: ]
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. 
[image: ] 
All the computers/in the office/are maintained carefully. 
The e-mail/was sent to you/a few days ago. 
More information/will be provided. 

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

B. Choose the correct option to complete each sentence. 
1 The idea for the new commercial ................. at the staff meeting. 
(A) suggest 		(B) suggested		(C) was suggested		(D) were suggested 
2 The company .............. me a job as a customer representative. 
(A) offer 		 (B) will offer 		(C) is offered 		(D) will be offered 



      02

  Passive Voice of Present Perfect &  Modal Verbs
 

Passive voice of the present perfect tense 
Structure: Subject + have/has been + p.p. 
Passive voice of modal verbs 
Structure: Subject + modal verb + be + p.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. 

Exercises 
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. 
➡ A lot of effort ........ to keep the building clean. 
2. You should turn off all the lights before going out. 
➡ All 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. 
B.  Choose the correct option to complete each sentence. 
1.  Mr. Davis has already ......... about the meeting next week. 
(A) told 		(B) been told 		(C) tell 		(D) been 

2. All the necessary documents should ........... by the end of the month.
(B) submitted 		(A) submit 		(C) have submitted 	(D) be submitted 
03

     Common Passive Expressions 


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. 
[image: ]
I/am engaged in/the tourism industry. 
We/are very worried/about a huge decline/in our turnover. 

Exercises  
A.  Fill the gap with a correct expression, using the suggestion in brackets. 
1. A large number of people are .................. the scandal. (involve) 
2. Most of the customers were not ............... the new product line. (satisfy) 
3. I am .................. the opportunity to work with you. (excite) 
4. They are .................. solving technical problems. (ergage) 

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

2 The accountant seems to be accustomed .......... handling his clients' complaints. 
(A) at 			(B) with 		(C) to 			(D) by 




Practice with Actual questions





 
	1. The door ............ last week right after the director's visit to the office.
(A) repaired 
(B) is repaired
(C) was repaired 
(D) will be repaired 

2. Air pollution has to .............. no matter how much money is spent. 
(A) reduce 
(B) is reduced 
(C) be reduced 
(D) been reduced 

3. They have .............. to the welcoming party, but they decided not to go there. 
(A) invite 
(B) invited 
(C) be invited 
(D) been invited 

4. If you are interested ............. the position, please submit your application no later than this Tuesday. 
(A) at 
(B) in 
(C) with 
(D) by

	5. Mr. Holmes was ............ when he heard the.news that the company had offered him a job. 
(A) surprise 
(B) surprises
(C) surprising 
(D) surprised 
 
6. Investors are concerned .............. the recent  recession in China. 
(A) in 
(B) from
(C) about
(D) to
 (C) about (D) to 
7. Your package will ................ immediately after we confirm your payment. 
(A) deliver 
(B) delivered 
(C) be delivered 
(D) been delivered 

8. If all the information has .............. correctly, you will then be directed to the payment 
site. 
(A) entered 
(B) entering 
(C) be entered 
(D) been entered


Questions 9-12 refer to the following advertisement. 
[image: ]

	9. 	(A) introduction
	(B) position
	(C) seat
	(D) opening

10.	(A) require
	(B) requires
	(C) is required
	(D) been required
	11.	(A) You are not supposed to apply for
                 this position.
	(B) If you are interested, please submit 
                 an application.
	(C) Your application will be reviews 
                 accordingly.
	(D) We are short-staffed these days.

12.	(A) turn
	(B) turns
	(C) turned
	(D) be turned







Questions 13-15 refer to the following announcement.The annual company retreat will be held at Sunset Beach Park on Saturday, May 15, starting at 10:30 A.M. All employees and their families are welcome. This is a chance for us to unwind and also to exchange great ideas for the development of the company. 

Last year's retreat was so successful that we decided to do it again. This time, for a change, we decided to have a retreat with our beloved friends and families. So please invite your friends and families to join us. We will spend the morning having meetings. And then we will 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 will also answer any questions you may have. 

Hope to see you all at the retreat! 



	13. What is being announced? 
(A) A company event 
(B) A party for trainees 
(C) An annual conference 
(D) The release of a new product 

14. What can be inferred about last year's retreat? 
(A) It was not that successful. 
(B) Families were not invited.
(C) There were no meetings. 
(D) It lasted for 2 days.
	15. What is advised for those who cannot participate in the event? 
(A) To submit a letter 
(B) To contact Marisol 
(C) To write an e-mail 
(D) To visit the HR Department 









																	

Unit 04

To - infinitives



Overview

    01 Forms of Infinitives 
An infinitive is the base form of a verb; an infinitive without to is called a bare infinitive, and a to-infinitive is formed by to + bare infinitive. 
[image: ]


   02 Uses of Infinitives with 'to' 
A to-infinitive may function as a noun, an adjective, or an adverb. 
As a noun, a to-infinitive may become the subject, object, or complement in a sentence. 
As an adjective, a to-infinitive modifies a noun. 
As an adverb, a to-infinitive is used to express a purpose. 

[image: ]
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    To-infinitive as a Noun 

When functioning as a noun, a to-infinitive may come in the position of a subject, an object, a subject complement, or an object complement. When it is the subject, the verb after it is in the singular form. 
[image: ] 
We all/agreed/to hire/the top two candidates/for the new project. 


Exercises 
A. Choose the correct option in brackets for each sentence, then write its function in brackets. 
1. They decided (to renew/to renewing) the contract. (                  )
2. The new project allows her (to visit/for visiting) other countries very often. (                 )
3. (To being/To be) a competent manager is not easy. (                       )
4. His job is (ran/to run) an advertisement in the local paper. (                  )
5.  Mark failed (to schedule/scheduling) the appointment with his boss. (                   )

B. Choose the correct option to complete each sentence. 
1. Sally wants ................... at a cosmetics company as a sales representative. 
(A) to work 		(B) working 		(C) work 		(D) works. 

2. The experts advised the company ...................... its benefits programs for the employees. 
(A) for improving 	(B) to improve 	(D) to improving 	(C) improving 



    02

To-infinitive as an Adjective. 

A to-infinitive can follow a noun and function as an adjective modifying that noun. Look at the following phrases with a to-infinitive modifying the noun before it. 
[image: ]
All the employees/will have/an opportunity/to meet with the CEO/in person. 


Exercises 
A. Put the words in brackets in the right order, then fill the gap to complete the sentence. 
1. They'd like to have ........................ the headquarters in London. (an, to, visit, opportunity) 
2. Morris Ltd. has made ....................... with Freeman Industries. (to, a, merge, decision) 
3. All people have ........................... out against their country. (to, speak, right, the) 

B. Choose the correct option to complete each sentence. 
1. The city council has been discussing ways ............................ the old school into a museum. 
(A) convert 		(B) converted 			(C) to converting 		(D) to convert 
 
2. Shopping malls in Korea will be holding a sale in an effort .................. more tourists. 
(A) to attract 		(B) to attracting 		(C) attracting 			(D) attraction 
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 To-infinitive as an Adverb 

A to-infinitive can function as an adverb modifying a verb, an adjective, another adverb, or expressing a purpose. 
[image: ]
We/are very pleased/to announce/that our sales figures/have increased. 

Exercises 
A. Choose the correct option in brackets for each sentence. 
1. (For providing/To provide) better service, the hotel receives feedback from its guests. 
2. We are very pleased (announcing/to announce) the best salesman of the year. 
3. The old office equipment should be replaced (to increase/for increasing) work efficiency. 
4. (In order to attract/To attracting) investors, a new facility is needed. 
5. We are glad (offer/to offer) you a job as a customer service representative. 

B. Choose the correct option to complete each sentence. 
1. ..................... its new product launch, Jim's Electronics will be having a special sale this month. 
(A) Celebrated 	(B) To celebrating 	     (C) For celebrating 	(D) To celebrate

2. Avon Imports will trade with any distributor .................... its customers. 
(A) satisfy. 		(B) has satisfied. 	      (C) to satisfy. 		(D) to satisfying. 
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   Verbs Followed by a To-infinitive 

Below are some common verbs followed by a to-infinitive functioning as their object (obj.) or object complement. 
[image: ]
They/have asked/the city council/to reconsider/building a multiplex movie theater/in town. 

Exercises 
A. Write the correct phrase in place of the underlined part in each sentence. 
1. The National Museum promised providing the museum staff with better benefits. 
		-->	    .................................
2. The government wants increase taxes on alcohol and unhealthy foods. 
		-->  ........................
3. We encourage all the staff members taking a course on basic economics.
    --> ...............................................................         

B. Choose the correct option to complete each sentence. 
1. This year, we expect ..................... thousands of people at the classic car show in Chicago. 
(A) to see 		(B) seeing 		(C) see 		(D) to be seen 

2.  PK Bank has requested its customers ................... their passwords for online banking regularly. 
(A) changes 			(B) to change 		(C) changing 		(D) has changed 



Practice with Actual questions




	1. IHD laid off more than 20 employees last month in an effort ................... the company. 
(A) are reorganized 
(B) to reorganize 
(C) reorganizing 
(D) to be reorganized 

2. In spite of his great qualifications, he failed ................ by the law firm. 
(A) to be hired 
(B) to hire 
(C) hiring 
(D) to be hiring


3. The consultant advised us ...................  the designs of the products. 
(A) to improve 
(B) to be improved 
(C) improving 
(D) improves


4. At Comfy Sofas, our goal is ................ the most comfortable chairs and sofas. 
(A) designed 
(B) to design 
(C) to be designed
(D) designs 



	5. We expect the old building .................... by the end of April. 
(A) demolishing 
(B) being demolished 
(C) to demolish 
(D) to be demolished

6. We are pleased ................... that JK Manufacturing has been chosen as the best business partner of the year. 
(A) announce 
(B) announcement 
(C) to announce 
(D) to be announced

7. I need ........................ my GJA Golf Club Membership, which expires on June 17.
(A) renew 
(B) renewing 
(C) to be renewed 
(D) to renew


8. .................. target customers in their 20s, Ashley's Dinning has changed its marketing strategy.
(A) In order to 
(B) In spite of 
(C) Therefore 
(D) Because






Questions 9-12 refer to the following e-mail. 
[image: ]

	9.	(A) to work 
	(B) to working 
	(C) for working
	(D) has worked 

10. (A) prepares		
	 (B) preparing 
	 (C) to prepare 
	 (D) preparation 

	11.  (A) with 
 	   (B) such as 
	   (C) in addition to 
	   (D) despite 

12. (A) There are a few important documents 
             you must fill out. 
       (B) A training course for new employees 
             will be held this month. 
       (C) Don't forget to fill out the documents 
             on your first day of work. 
       (D) Please make sure you bring them all 
              so that we can quickly process your 
              information.



Questions 13-14 refer to the following web page. 
[image: ] 
13. What is NOT true about Black Swan Hotel? 
(A) There is a pub in the hotel building. 
(B) The Internet is available in its rooms. 
(C) Reservations can be done by phone. 
(D) It was recently renovated. 

14. According to the web page, what is offered at a reduced price? 
(A) Tickets for a Shakespearean play 
(B) Tour bus fares 
(C) Drinks 
(D) Tourist attractions 




	NOT questions 
This type of questions requires you to identify the information which is not mentioned/ indicated/true in a reading passage. You have to be careful with the answer choices that use the came wording as that in the reading passage




Unit 06

Gerunds

  01 Functions of Gerunds 

A gerund is a verbal ending in -ing and functions as a noun. 

  02 Gerunds & To-infinitives as the object of a verb. 

Some particular verbs are followed by a gerund, a to-infinitive, or both as their object. 
[image: ]

   03 Differences between nouns and gerunds

A gerund has the characteristics of both a noun and a verb; that is it can come in the position of a subject, an object, or a complement and may have its own object or modifier, whereas nouns have no objects. 
[image: ]
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      Functions of Gerunds 

A gerund is a verbal ending in -ing and functions as a noun that can be the subject or object of 
a verb, the complement, or the object of a preposition. It may have its own object or modifier. 
[image: ]
Reading/the manual/carefully/will help you/to understand/the device. 

Exercises 
A. Choose the correct option in brackets for each sentence, then circle the correct function. 
1. (Study/Studying) a foreign language requires a lot of patience. (Subject/Complement) 
2. His main hobby is (collecting/collects) old comic books. (Object/Complement) 
3. Why don't you use your working hours efficiently instead of (to work/working) overtime? 
(Object of a verb/Object of a preposition) 
4. ACC, Inc. is considering (funding/to fund) nonprofit organizations. (Object/Complement) 
5. Ms. Kim in the Customer Service Department is fed up with (get/getting) complaints. 
(Subject/Object of a preposition) 

B Choose the correct option to complete each sentence. 
1 The counselor suggested ............. into the artificial intelligence market. 
(A) expand 		(B) to expand 		(C) expanding 		(D) expanded 

2. ....................... bank loans to small business owners is extremely important. 
(A) Provide 		B) Providing 		(C) Provides 		(D) For providing 
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      Verbs Followed by a Gerund
 
Below are some verbs followed by a gerund which functions as the object of the verbs. 
[image: ]
The city government/has decided/to discontinue/running/the number 1002 bus. 


Exercises 
A Put the word in brackets in the right form to complete the sentence. 
1. Most elderly people in Korea want to continue ......... after they retire. (work) 
2. Mr. Anderson has just begun .............. the new software training course. (take)
3 The director has decided to postpone ............ more staff members. (hire) 
4. I remember ................... to the job fair in my final year of college. (go) 

5. Brian likes ...................... in the country because of the fresh air. (live) 

B Choose the correct option to complete each sentence. 
1 The marketing director enjoys .............. talks with potential clients to understand their needs. 
(A) having 		(B) to have 		(C) had		(D) for having 

2 Do not forget ................. the attendance form before submitting it to Mr. Chang. 
(A) signed 		 (B) signing 		(C) signature 		(D) to sign 
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     Common Expressions Followed by a Gerund 

Below are some common expressions followed by a gerund, which are useful not only on the TOEIC test but also in daily life. You should learn them by heart. 
Note that in the phrase look forward to, to is the preposition which must be followed by an -ing form. 
[image: ]
The government/is having trouble/making plans/to reduce/air pollution. 


Exercises 
A. Put the word in brackets in the right form to complete the sentence. 
1. Ms. White is used to ................ long hours at her job. (work) 
2. The executive officers spend a lot of time ................ business management classes. (take) 
3.  Star Co. is capable of ................... big orders. (handle) 
4 The reporter is busy ..................... a video recording for the news program. (prepare) 

B. Choose the correct option to complete each sentence. 
1 We are looking forward to .................. on the beach this summer vacation. 
(A) relax 		(B) to relax 		(C) relaxed 		(D) relaxing

2 The technician spent hours ................ the errors in the new accounting program.
(A) to fix 		(B) have fixed 		(C) fixing 		(D) fix 





Practice with Actual questions




	1. Barun Technologies went bankrupt last month after ............. too much money from a bank.
(A) borrow
(B) borrows 
(C) to borrow 
(D) borrowing

2. The new union policy will prevent the staff from ............... fired easily. 
(A) get 
(B) got 
(C) getting 
(D) being gotten

3. ........... a medium-sized heater is a better idea since bigger models consume more energy. 
(A) Choice 
(B) Chose 
(C) Chooses 
(D) Choosing

4. The factory supervisor suggested ........... the old cutting machines as soon as possible.
(A) upgraded 
(B) upgrading 
(C) to upgrade 
(D) being upgraded
	5. Mr. Moore enjoyed ................. by the flight attendants in business class. 
(A) serve 
(B) serving 
(C) to service 
(D) being served 

6. City planners will start ................ the parks into shopping centers. 
(A) conversion 
(B) converting 
(C) being converted 
(D) to converting

7. I forgot ........... the signed contract back to the real estate office. 
(A) send 
(B) to send 
(C) to sending 
(D) have sent

8. The suspect tried to avoid ................. questions, which annoyed the investigator. 
(A) answers 
(B) to answer 
(C) answering 
(D) for answering






 


Questions 9-12 refer to the following letter. 
[image: ]
	9.  (A) develop 
	(B) develops 
	(C) developing 
	(D) development 

10. (A) find 
	 (B) finding 
	 (C) to find 
	 (D) have found 
	11. (A) sales 
	  (B) lack 
	  (C) fear 
	  (D) decrease 

12. (A) Indeed, the city council has plans for 
            the expansion of parking lots. 
      (B) The news reporter has not been to the 
             shopping complex. 
     (C) It also mentioned possible places for a 
           new parking garage. 
    (D) The construction of the building will 
           take more than two years.





Questions 13-14 refer to the following instructions. 
[image: ] 
  
	3. For whom is the instructions intended? 
(A) Appliance users 
(B) Restaurant owners 
(C) Marketing planners 
(D) Hotel chefs
	14. In which of the positions marked [1], [2], [3], and [4] does the following sentence best belong? 
"Do not use any type of cleansing products other than dishwasher detergent." 
(A) [1] 
(B) [2] 
(C) [3] 
(D) [4]











	Text-Completion Questions 
On the new TOEIC test, some passages with four numbered gaps are given. You are asked to decide which of the four answer choices is the most suitable place for the given sentence to be inserted into. You should carefully read the sentences before and after each numbered gap to see their connected idea with the one given in the question. Also, you need to pay attention to connectors like therefore, however, and also or pronouns such as she, it, and they, which is very helpful for you to choose the correct answer. 





Unit 07


Participles

Overview

   01 Participles 
There are present participles (formed by V-ing) and past participles (formed by V-ed or a form of irregular verbs). 
* Present participles: breaking, interesting, boring 
* Past participles: baked, planted, written 

   02 Difference between Present & Past Participles 
A present participle indicates an active meaning, while a past participle expresses a completed action or a passive meaning. 
* Present participles: Look at the people working under the bridge. 
* Past participles: The technician came to check the broken computer. 
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     Functions of Participles 

In a sentence, the participle may be part of a verb tense (continuous, perfect), be used as an adjective, or function as a complement. 

[image: ]


Exercises 
A. Choose the correct option in brackets for each sentence. 
1. I received a letter (offered/offering) me a job. 
2. Did you read the report (writing/written) by me? 
3. This is the decision (making/made) at the board meeting. 
4. Teaching is the most (rewarding/rewarded) job I've ever had. 
5.  His presentation is well (organized/organizing). 

B. Choose the correct option to complete each sentence. 
1. The presentation .......... in Room 305 will describe a recent change in employee evaluation policies. 
(A) shows 		(B) showing 		(C) be shown 		(D) shown 

2. After ................ complaints from customers, we decided to cancel the campaign. 
 (A) repeat 		 (B) repeated 		(C) repeating 		(D) to repeat 	


          02

    Present Participles & Past Participles  
 

The present participle is formed by adding -ing to the base form of a verb, expressing an active meaning. 
The past participle of a regular verb ends in -ed and that of an irregular verb is the word in the third column of the irregular verb list. It indicates a completed action or a passive meaning. 
[image: ]
Here is/some information for those/planning a vacation abroad.
 I/am not completely opposed/to the idea/suggested at the meeting. 


Exercises 
A. Put the word in brackets in the right form to complete the sentence. 
1. Please refer to the information .............. in the manual. (provide) 
2. Fast & Co. is looking for .................. workers for its Biltmore Branch. (experience) 
3. The workshop ................... by the team turned out to be very successful. (prepare)
4. This is a good money-.................... opportunity. (make) 

B. Choose the correct option to complete each sentence. 
1. The number of employees .................... in foreign countries is expected to increase. 
(A) work 		(B) worked 		(C) working 		(D) being worked 

2 The order ................. three days ago has not been processed yet. 
(A) place 		 (B) placing 		(C) to placing 		(D) placed 
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        Participles as Adjectives

Like an adjective, a participle modifies a noun. The past participle (ending in -ed) is used to talk about how someone feels and the present participle (ending in -ing) is used to talk about the person, thing, or situation which causes the feeling. Participles are also called participial adjectives. 

[image: ]
The news/that they are going to hire/a new marketing director/was so surprising. 
Even though we were tired/after the business trip,/we were glad/that a lot of progress was made. 

Exercises 
A. Choose the correct option for each sentence. 
1. He seemed to be a little (confusing/confused) when he heard about it. 
2. The news was so (depressing/depressed) that everyone in the office left early. 
3. We are (exciting/excited) about the change in our working schedule. 
4. They were (disappointing/disappointed) when the management decided not to give any incentives. 

B. Choose the correct option to complete each sentence. 
1.  It is ................. to see how the new employees get used to the company environment. 
(A) interests 		(B) interesting 		(C) interested 		(D) to interest

2 We are ................ to announce that the new cafeteria is opening next Friday. 
(A) please		(B) pleases			(C) pleased		(D) pleasing
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    Participial Phrases 

Two clauses that share the same subject can be shortened by using participial phrases to avoid 
wordiness. 
A present participial phrase is formed from an adverb clause of time, reason, etc. and describes an action that is secondary to the main action of the sentence. 
A clause with a passive verb is reduced to a past participial phrase and is placed directly after (but sometimes before) the noun it modifies. 
Because I felt tired, I didn't want to work overtime. 
→Feeling tired, I didn't want to work over time. 
Because the document was written in Japanese, it couldn't be read by most employees. 
→ (Being) written in Japanese, the document couldn't be read by most employees. 

[image: ]
Spending so much money/on a recent commercial,/we/cannot afford/another one. 

Exercises 
A. Choose the correct option for each sentence. 
1. (Moving/Moved) to London, he couldn't find any time to hang out with his friends. 
2. (Translated/Translating) into German, the book is not likely to be popular. 
3. Not (understanding/understood) the regulations, we made a terrible mistake. 

B. Choose the correct option to complete each sentence. 
1. ................... the team report, we all went out for dinner. 
 (A) Complete 	(B) To complete 	(C) Completed 	(D) Completing 

2. After ................ the security system, experts concluded that passwords should be changed on a regular basis. 
(A) examine 		(B) examined 		(C) examining 	(D) have examined 
Practice with Actual questions




	1. The book .........last year impressed a lot of readers. 
(A) publish 
(B) publishes
(C) published 
(D) being published 

2. To repair the ............... equipment will cost much more money than we expected. 
(A) exist
(B) exists 
(C) existing 
(D) existed 

3. There has been a ............. concern about adopting a new system. 
(A) grow 
(B) grew 
(C) growing 
(D) grown 

4. For detailed information on the location, please see the ............... map. 
(A) enclose 
(B) enclosure 
(C) enclosing 
(D) enclosed 
	5. The number of people ................. public transportation is increasing. 
(A) uses 
(B) used 
(C) using 
(D) to use 

6. ................... unemployed, Jessica is having a hard time making ends meet. 
 (A) Being 
 (B) Is 
 (C) Be 
 (D) To be 

7. Workers are expected to wear newly ................ protective clothing. 
(A) purchase 
(B) purchases 
(C) purchasing 
(D) purchased 

8. After .............. about the increase in the minimum wage, Brown, Inc. laid off 30 percent of its entire workforce.
(A) hearing 
(B) to hear 
(C) heard 
(D) been heard 








Questions 9-12 refer to the following announcement. 
[image: ]
 
	9. 	(A) please 
	(B) pleasure 
	(C) pleased 
	(D) pleasing 

10. 	(A) Spent 
	(B) To spend 
	(C) Having spent 
	(D) Being spent 










	11. 	(A) Concerning 
	(B) Prior to 
	(C) After 
	(D) As soon as 

12. 	(A) Ms. Louis has proven her ability to 
                develop new business models. 
	(B) After 20 years of dedication, 
                Ms. Louis is leaving us. 
	(C) Ms. Louis would like to join our 
                company. 
	(D) Ms. Louis's academic background
                   is in the area of computer  
                   engineering.



Questions 13-14 refer to the following form. 
[image: ]

	13. Why did Ms. Brown visit the hotel? 
(A) For vacation 
(B) For business 
(C) For academic activities 
(D) For a charity event 

	14. What is indicated about the hotel restaurants and bars? 
(A) They were not satisfactory. 
(B) The service there was great. 
(C) They were reasonable. 
(D) They were beyond her expectations. 







	Text Types 
The questions are based on a variety of reading text types such as notices, letters, forms, tables, schedules, invoices, newspaper/magazine articles, and advertisements. Especially, letters and e-mails are commonly found. On the new TOEIC test, phone messages or online ages have been added. 




Unit 08


Conjunctions

Overview

    01 Conjunctions 
A conjunction is a word or group of words that connects words with words, phrases with phrases, or clauses with clauses. 
There are two kinds of conjunction: 
1. Coordinating conjunctions (including correlative conjunctions) are used to join two sentences or two parts of a sentence that are grammatically equal. 
2.   Subordinating conjunctions are used to join a main clause to a noun clause, an adjective clause, or an adverb clause. 

    02 Conjunctions in noun clauses & in adverb clauses 
The conjunction that, if or whether starts a noun clause that functions as a noun in a complex sentence, whereas a conjunction like when, after, if, or because starts an adverb clause functioning as an adverb in a complex 
sentence. 
• It is necessary that you wear a protective helmet. 
                                          Noun clause 
• When you hear the news, you will be surprised. 
                   Adverb clause 











01

Coordinating Conjunctions & Correlative Conjunctions 

A coordinating conjunction joins words, phrases, or independent clauses that are grammatically equal or similar. 
A correlative conjunction is a kind of coordinating conjunction which goes in pairs, joining sentence elements that are grammatically equal. 
[image: ]
He left the office and went to the cafeteria. 
I had to apply for the job, but I didn't. 
You can either visit the office or call this number. 
Susan wanted to get not only a pay raise but also a bonus. 


Exercises 
A. Fill the gap with a correct conjunction to complete the sentence. 
1. I was in a hurry, ............. I left without saying goodbye. 
2.  ................ my boss .............. my coworkers liked the idea. 
3. You can send this ............. by fax .............. by mail. 
4. This is information that is useful for ............... managers ............  staff. 

B.  Choose the correct option to complete each sentence. 
1 You can pick up the brochure .................... ask me for one. 
(A) and 		(B) or 			(C) but 		(D) so  

2 He accepted ............... Jenny's proposal nor mine. 
(A) and 		(B) neither 		(C) both 		(D) not only 





           Conjunctions in Noun Clauses 02

              (that/if/whether) 

[image: ]

 
Exercises 
A. Choose the correct conjunction in brackets to complete the sentence. 
1. It is surprising .................. the company cafeteria menu has been improved. (that, if, whether) 
2.  I wonder .......................... the new system will meet our customers' needs. (that, if, whether) 
3. ....................... you come here or not doesn't matter to me. (That, If, Whether) 
4. ...................... time is money is widely known. (That, If, Whether) 

B. Choose the correct option to complete each sentence. 
1. We are not sure ............... he will be able to prove his managerial skills or not.
(A) whether 		(B) that 		(C) and 		(D) which   

2.  I completely forgot .................... I submitted the application. 
(A) which 		(B) what 		(C) but 		(D) that 

    Conjunctions in Adverb Clauses (1) 03

     (Time and Condition) 
An adverb clause is a group of words that functions as an adverb. It begins with a subordinating conjunction and contains a subject and a verb. Below are conjunctions in adverb clauses of time and condition. 
[image: ]
As soon as I talked to my boss, I decided to leave the company. 
When we called the museum, we found out that it doesn't have any space to display the items. If (= Provided that/Providing that) you don't have any further questions, we will move on to the next item on the agenda. 

	Attention! 
In adverb clauses of time and condition, the present simple tense, not the future simple tense, is used. 
• When the editors finish reviewing your article, they will notify you. (will finish x) 



Exercises 
A. Choose the correct conjunction in brackets to complete the sentence. 
1. (After/Before) Mr. Johnson left school, he started working as an accountant. 
2. (As/Since) I was walking down the street, I ran across my old friend from school. 
3. Our sales have dramatically increased (when/since) the new commercial was aired on TV. 
4. (Providing that/As soon as) we meet the deadline, we will be able to take paid vacation. 
B. Choose the correct option to complete each sentence. 
1. .......................... you have further questions, we will wrap up the session. 
(A) When 		(B) If 		(C) Since 		(D) Unless  

2. I knew nothing about the recent change in the hiring procedures ................ you told me. 
(A) when 		(B) provided that 		(C) until 		 (D) as long as 

     

     Conjunctions in Adverb Clauses (2) 04

     (Reason, Concession, Purpose, and Result) 

Below are the conjunctions of reason, concession, purpose, and result: 
[image: ]
Because nobody wanted to work overtime, we couldn't get it done before the deadline. Although Tim doesn't enjoy his marketing job, he works hard. 
Attention! 
Between so and that is an adjective or an adverb but between such and that is a (adjective +) noun. 
* The weather was so beautiful that we wanted to go out for a walk. 
* It was such a beautiful day that we wanted to go out for a walk. 







Exercises 
A. Choose the correct conjunction in brackets to complete the sentence. 
1. We need to cut back on our spending (since/that) we are short of money this month. 
2. (Though/So that) it's a national holiday, most of the convenience stores in this area are 
open for 24 hours. 
3. The team will start a new promotion (so that/whether) the company can make more 
profits next month. 

B. Choose the correct option to complete each sentence. 
1. .................. the number of staff members has grown, Mr. Brown still takes care of all the small things. 
 (A) As 		(B) So that 		(C) Providing 		(D) Although 

2..................... companies started utilizing robot technology, security guards are in danger of losing their jobs. 
(A) While 		(B) In order that 	(C) Because 		(D) If 
Practice with Actual questions




	1. The orders that we placed last week are likely to arrive ................. on Wednesday or Thursday. 
(A) both 
(B) either 
(C) not only 
(D) neither

2. Almost all companies want to know ................ a newly hired person can adjust to their environment. 
(A) whether 
(B) when 
(C) that 
(D) in order that 

3. Employees have the option of taking a day off ............... getting extra pay. 
 (A) or 
(B) and 
(C) but 
(D) both 

4. Please refer to the enclosed manual ................. you have a problem with your device. 
(A) if 
(B) unless 
(C) as long as 
(D) as

	5. It is necessary to understand .............. most customers have high expectations about expensive products. 
(A) that 
(B) what 
(C) whether 
(D) because 

6. ............... the company is based in Asia, most of its products are exported to countries around the world. 
 (A) If 
(B) When 
(C) That 
(D) Although 

7. ................. you understand the rules and regulations in this place, you will feel a lot more comfortable. 
(A) So that 
(B) Whether 
(C) In case of 
(D) Once

8. If you ........... personal assistance, you can directly contact the Customer Service Department. 
(A) need 
(B) needs 
(C) needed 
(D) will need 






Questions 9-12 refer to the following letter. 
[image: ] 

	9. 	(A) that 
	(B) when 
	(C) which 
	(D) whether 

10. 	(A) Before 
	(B) As long as 
	(C) After 
	(D) In order that 

	11. 	(A) flexible 
	(B) compatible 
	(C) familiar 
	(D) comfortable 

12. 	(A) Thank you so much for your 
                 interest in us. 
	(B) I am sorry about the inconvenience. 
	(C) I appreciate your concern regarding
                this matter. 
	(D) You are always welcome to visit us.





Questions 13-14 refer to the following text message chain. 
[image: ]
 
	13. At 2:10 P.M. what does Joseph mean when he writes, "You can say that again"? 
(A) He wants the woman to repeat herself. 
(B) He thinks the woman is correct. 
(C) He does not agree with the woman. 
(D) He will take care of the problem. 
	14. Why did Christina ask for Joseph's e-mail? 
(A) To get his business card 
(B) To ask about the meeting 
(C) To send him the meeting notes 
   (D) To schedule the next meeting


 Phone Messages & Online Chat Messages 
On the new TOEIC test, phone messages or online chat messages are given. The sender's as well as the receiver's name and the specific time of each sent message are shown. You should skim through the message to see the relationship between the sender and the receiver, and then read the questions and locate the relevant information in order to find out the correct answers.


image4.tiff
Number

Singular

Plural

Person

1st

gnd

W

2nd

3},1 Sl

Gender
male/female

- male/female

male
female

neuter

male/female
] male/female

‘ maIe/femaIe/neuter

|
you
he

she

we

you

they

Object

i me

you
him

her

us
you

them

. Personal pronouns = Possessive
. Subject

pronouns

mine

- yours

his

hers

ours

yours

: theirs

- Reflexive
; pronouns

myself

yourself

- himself

herself

ourselves

yourselves

themselves
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920.67

55.00

{0H0]0)

92.07

1,097.74
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Functions

Modifying a noun/
pronoun

As the subject
complement

As the object
complement

POSItIOnS

i ad]ectwe + noun

something/anything/nothing +
adjective

be, become, feel, look +
adjectwe

make, keep, fmd + object +

. adjective

Examples

a serious injury S my prewous ]Ob
something urgent | anything interesting

become successful : look comfortable

make them happy  find it useful
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Functions
Modifying an adjective
Modifying an adverb

Modifying a verb

Modifying a whole sentence

Positions

adverb + adjective

adverb + adverb

right before/after a

verb

at the beginning/end
of a sentence

i Example;

The product is surprisingly expensive.
| asked him a question very nicely.

They finally reached a firm decision.
He insisted strongly.

Eventually, the flight was delayed.
I’'m learning French as well.
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Adjectives ending in -ly

Adjectives and adverbs
having the same form

Confusing adverbs

friendly/lovely people : costly trip

hard exam fast runner
work hard run fast

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

timely manner

late lunch
work late





image9.tiff
One-syllable adjectives

More-than-one-syllable
adjectives

Two-syllable adjectives
ending in a consonant + -y

Adverbs ending in -ly

Irregular adjectives/adverbs

Adjectives/Adverbs

young

comfortable

easy

slowly

good/well
bad/badly
many/much
little

Comparative

younger

- more comfortable

easier

more slowly

better
worse

- more

less

R
: youngest

: most comfortable

easiest

most slowly

- best

worst

: most
: least





image10.tiff
Comparisons of equality Mr. Carter is as successful as Mr. Gates.
Comparative Mr. Carter is more successful than Mr. Mars.

Superlative + in/of Mr. Thomson is the most successful businessman in America.
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To: Kitchenhelp Staff Members
From: Technical Support Team
Subject: Website Renewal
Date: November 21

We are happy to announce that Kitchenhelp is about to presentits  website.
; 9.

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

Sunday, August 29. Please keep in mind that problems might occur while we
11.

process the change. We will try 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.
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Dan Macdonald 11:10 AM.

| just landed and am walking to the
immigration counter.

Julie Sullivan 11:13 AM.
You made good time today. | am waiting
at the arrival gate, so you will see me as
soon as you get out.

Dan Macdonald 11:17 AM.

Cool.... Oh, no. The immigration lines
are unbelievably long. | think it will take

another half an hour.

Julie Sullivan 11:20 AM.

Good thing you arrived early. Your
appointment with Mr. Park is at 3 o'clock.
You have plenty of time.

Dan Macdonald 11:24 AM.

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





image13.tiff
Simple
tenses

Continuous

tenses

Perfect
tenses

Present

1, you, we, they + V
He, she, it + V-s/-es

Present perfect

. Subject + have/has +

past participle

:
Subject + am/is/are +
V-ing

Past Future

Subject + V (past) will + bare infinitive

. be going to + bare
infinitive

Subject + was/ : - Subject + will be +

. were + V-ing V-ing
Past perfect

Subject + had + Subject + will have
past participle -+ past participle
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Present simple

Present

stata . My secretary is at her desk.  Past state
| usually leave for work at 7. :
Repeated y leave : Past action

actions - The store closes at 9 P.M.

) P_avst simpl_e

. We were busy at that time.

 They started the project a few

months ago.





image15.tiff
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 activities that lasted for some time in the
past
Future continuous  will be + V-ing To describe activities which will be taking place at

: some time in the future.
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Continuation

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

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

Completion
(An action began in the past and has already
finished. Adverbs: just, already)

Effect

(An action happened in the past but still has an
effect in the present. Adverbs: still, yet, once)

" | have worked in this department for 10 years.
| Have you ever worked overseas?

The R&D Department has just finished
working on the project.

We still haven’t found out the cause of the
problem.
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Future simple
will + bare infinitive
Structure be going to + bare infinitive

Future perfect
will have + past participle

| will go and check if everything is all right.
He is going to be late for the sales meeting.

. By that time, we will have launched a new product.
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April 20

Mr. Jack Peterson

2342 Elm Street

New York, New York 10032

Dear Mr. Peterson,

| your invitation to your company’s 10" anniversary the other day. | your
9. 10.

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

| won’t be able to attend the party. Otherwise, | would surely be there.
11.

I’'m sure 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
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Active: Subject + verb . Passive: Subject + be + past participle

| broke the window. % The window was broken.
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Present Simple
Past Simple
Future Simple

Present Perfect

Modal Verbs

The product is made in this factory.
was made
will be made

The product has been made in this factory.

The product should be made in this factory.
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» Active: He + (posts) + a notice + on the board.
Subj.  Verb Obj.

» Passive: A notice + (is posted | + on the board + by him.
Subj. Verb by + doer
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Passive in Past Simple Passive in Present Simple Passive in Future Simple

was/were + p.p. am/is/are + p.p. will be + p.p.





image23.tiff
be surprised at
be shocked at/by
be amazed by/at

be worrled about

be concerned about

be satlsﬂed W|th

be dlssat!sfled with

be pleased with

be exuted about

be dellghted W|th

be accustomed to

be mvolved in

be engaged in

be located in/at
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The technical support division has a(n) ____ for a technical support representative.

9.
This position ___ a B.S. in computer science and at least three years of experience
10.
in the industry. _ _Along with an application, a résumé and a cover letter should
11.

___inno later than July 11. Technical support representatives provide online
12.
assistance to users of our software products. Duties include

- dealing with telephone inquiries
- answering online questions

If you have any further questions concerning this position, you can contact Jonathan
Hampton in Human Resources at extension 2424.
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¢ | want go to lunch. [¥]

° | want to go to lunch. [v]
MainV. To-infinitive
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° To study English, he moved to England.

Expressing purpose

¢ She has a lot of work to do today.

Modifying the
noun work
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Subject
Object
Subject complement

Object complement

To organize a meeting is not easy.
We hope to complete the proposal soon.
His job is to train new employees.

| expect you to finish the report today.





image28.tiff
work to flmsh | chance to travel : opportumty to meet t|me to go way to solve

deqsnon to seII plan to hlre  effort to save i ablllty to achleve rlght to speak
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Modifying an
adjective

Expressing a
purpose

glad to hear pleased to meet | surprised to pass : disappointed to fail

To succeed in business, he worked late every night. (= in order to succeed)





image30.tiff
Object

Object complement

propose to

want to

fail to

decide to

: want + obj. + to

encourage +obj. +to

ask +obj. +to

refuse to

- hope to

attempt to

! afford to

- expect +obj. +to

: need to

offer to
expect to
would like to

tell + obj. +to

allow + obj. + to

agree to
plan to
promise to

aim to

invite +obj. + to

advise +obj. +to
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To: David Millington <dmillt@stratford.com>
From: Susan Davis <sdavis@worldtop.com>
Subject: Personnel documents
Dear Mr. Millington,
We are pleased with you at World Top Travel Agency. For your first day of work,
9.
March 15, we need you three forms of documents and bring them with you.
10.
First, you must complete the personal information form, which you can download from our
website. A copy of your passport or driver’s license and proof of your address, an
electric bill, are also needed. .
We are looking forward to working with you at World Top Travel Agency.

Sincerely,

Susan Davis
Manager, Human Resources Department





image32.tiff
www.blackswanhotel.com/offers

Black Swan Hotel

Our hotel offers:

# Situated in Shakespeare's birthplace

¢ Free Wi-Fi Internet access in the lobby

# Recently renovated and modernized while maintaining its historical value

@ Traditional pub on the ground floor that opens until 11 o'clock
{ @ Vouchers for discounted admission to Shakespeare's birthplace and Holy Trinity g
| Church i

I To make a reservation, click here or call us at +44 1789 290009.

Black Swan Hotel, River Street, Stratford-upon-Avon, Warwickshire
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e | quit smoking. [v]
The verb quit must be followed by a gerund.

e | quit to smoke. [x]
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° | am interested in studying foreign languages.
Obj. of prep. Obj. of gerund
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Subject
Object of a verb
Object of a preposition

Complement

We recommend booking your flight tickets online.
Who is responsible for maintaining the office equipment?

His hobby is going mountain biking on weekends.





image36.tiff
enjoy finish . stop - quit
discontinue : recommend . suggest avoid . + gerund (V-ing)

consider postpone deny mind

u Verbs followed by either a gerund or a to-infinitive with meanings unchanged:

+ gerund (V-in,
start/begin love like prefer continue i fo-in finiiiv; (i)) v)

u Verbs followed by either a gerund or a to-infinitive with meanings changed:

" remember + to V (future) forget + to V (future)
+ V-ing (past) + V-ing (past)
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have trouble/difficulty -ing g0 mg

spend time -ing i be capable of mg
prevent ~ from -ing be busy -ing
be used to -ing Iook forward to -ing

be devoted to -ing object to -ing
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City Council
345 Best Road, Second Floor
Warwick DV35, KI 23001

Dear City Council Staff,
| am writing this letter to request more parking spaces downtown. The of the
9.

shopping complex on Stanly Avenue has attracted more people into the downtown area.
However, people are having difficulty places to park their cars. This has
10.

been causing a lot of inconvenience to shoppers and individuals living downtown. In fact,
there was a news article mentioning this issue in the Warwick Times last month. It pointed
out the serious of parking spots.

11.

| hope you understand how serious this problem is and start planning more parking places
downtown.

Thank you.

Sincerely,
Henry Hudson





image39.tiff
To clean the exterior of the dishwasher, simply use a soft, damp cloth with a mild detergent.
Before you clean the inside of your dishwasher, please wait until it has cooled to prevent
burns. — [1] — The reason is that it might damage the inside surface. — [2] — To keep it
looking clean and nice, rub gently with a damp sponge using dishwasher detergent. Make
sure to run a normal cycle after cleaning the interior. — [3] — It will make your dishwasher
ready for normal use. — [4] —
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In a sentence, the participle may be part of a verb tense (continuous, perfect), be used as an
adjective, or function as a complement.

Subject complement - The copy machine is broken.

Object complement The mechanic had my car fixed.
| heard them argumg about the matter.

Adjective You need a written conﬂrmatlon
They are one of the leading companies in the business.

Postmodifier Please refer to the information presented in the handbook.
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i a fast-growing industry
Present participle | Active meaning © a leading manufacturer
: - long-lasting results
i . trained employees
Past participle Passive meaning a chosen field
actions taken by the manager
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» Common participial adjectives

boring
bored

pleasing
pleased
exciting
excited
confusing
confused
tiring
tired

disappointing
disappointed
depressing
depressed
interesting

interested

fascinating
fascinated
surprising
surprised
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= Examples of participial phrases

Giving reasons Having no job, Krista couldn’t pay her bills.
Two simultaneous  Traveling around Europe, | met a lot of interesting people.
actions

One action after - (After) Talking to my boss, | decided to transfer to the Sales Department.
the other - Having finished the write-up of the report, we wanted to take a day off.
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We are to announce the appointment of Ms. Katarina Louis as our new CEO.
9.

her entire career in business development and marketing, she is joining us with
10.

extensive experience in all areas of business.
joining our company, she worked for ESCO, Inc. as a vice president for 10 years,
1%

where she actively expanded its business development. She was successful in
12,

managing multiple departments and teams and had a strong commitment to positive
outcomes.

| am pretty sure she will lead our company successfully by presenting us with new visions
for the future of our company.

Please join me in welcoming Katarina Louis.
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Name

Phone number
Date of stay
Room number

purpose of your stay:

Jennifer Brown

808-555-2234

January 1-3

307

m pleasure

business

Please indicate how you are satisfied with the following services.

O meeting / conference

pleasant greeting

waiting time at check—in

housekeeping

Excellent Good

O:m 000

o

Fair

Diooioiom
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Coordinating conjunctions

and
but

Correlative conjunctions
or

SO

both A and B
either A or B
neither A nor B

not only A but also B
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A noun clause starts with the conjunction that, if or whether.

That

The conjunction that starting a noun clause connects the noun clause to a main clause or to the
verb of the main clause. In a sentence, the noun clause can function as the subject, object, or
complement.

If & whether

Both the conjunctions whether and if can be used when a noun clause is formed from a Yes/
No question. In a sentence, the noun clause starting with whether can function as the subject,
object, or complement, while the one starting with if can only function as the object or
complement, not as the subject.

Subject That you get to work right on time is important.

The reality is that we can’t afford another employee.

Complement T . X
My question is whether he wants to quit the job or not.

Object | think that he had enough qualifications for the position.





image48.tiff
Conjunctions
of time

Conjunctions
of condition

when

as

as soon as
if

unless

while
before
after

provided that = if
providing that = if

by the time
until

since

once

as long as
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Conjunctions of
reason

Conjunctions of
concession

because
as

since

though
although
even though

Conjunctions of
purpose

Conjunctions of
result

in order that
so that

so ~ that
such ~ that
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Blue Bear Travel Agency

342 Remington Avenue

New York, NY 10021

Dear Mr. Christopher Lee,

| am sorry to inform you 5 we have filled the travel agent position you recently
applied for. : we thoroughly reviewed your qualifications, we found out your
experience and career goals are not T with the direction of our company.
Unfortunately, we offered the position to a candidate who is more appropriate for us.
T We wish you success in your career.

Yours truly,

Deborah Parker
HR manager
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Christina 2:05 P.M.

It was a very productive meeting. | am so
glad that everybody agreed with the new
marketing strategy.

Joseph 2:10 P.M.

You can say that again. | am sure the
new strategy will help boost our sales
next year.

Christina 2:12 P.M.
What is your e-mail address? | will send

you the meeting minutes.

Joseph 2:14 P.M.

It's on the business card | gave you the
other day.

Christina 2:15 P.M.

Okay. | will send them right away.
Anyway, | hope to see you at the next
meeting.





image1.tiff
Subject i The customer wanted to get a refund.
Object You must submit your résumé by Frlday
Complement . The man over there is my colleague.

Object of a preposmon ~ Some people are not interested in policies.





image2.tiff
Article + noun the profit

Possessive adjective

my furniture
+noun

Article/Possessive
adjective + adjective expensive products
+noun

an article

his office

a productive meeting

the contract

their performance

our annual report





image3.tiff
¢ Plural : the +plural - No “many, @ afew,a

‘ ;form‘ &) -}fh‘e _ form  article  much little
Countable desks [v] - a desk [+] F}? desk ‘Ef‘l/? desks desk [x] many a few

noun (desk) desks desks

Uncountable  moneys  amoney  the money  the moneys : money : much a little
noun (money)  [x] [x] [v] [x] [v] money : money





