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PART 1
Directions: A word or phrase is missing in each of the sentences below. Four answer choices are given below each sentence. Select the best answer to complete the sentence. Then mark the letter A, B, C, or D on your answer sheet.
1. The invoice __________ was received two days ago is inaccurate and a new one must be requested.
A. that	B. there	C. any	D. how
2. Unless specified __________, contractors will be responsible for obtaining all necessary safety certification and permits applicable to their scope of work.
A. therefore	B. consequently	C. otherwise	D. yet
3. Any concerns regarding your natural gas appliances should be directed to the manufacturer-retailer __________ which you purchased the natural gas appliance.
A. on	B. for	C. from	D. in
4. The use of the __________ possible lighting in the laboratory has been beneficial to the research conducted by the botanists employed there.
A. bright	B. brightest	C. brightens		D. brightness
5. __________ Mr. Fowler or Ms. Bloch will have to travel to London for the symposium on textile manufacturing.
A. Both	B. Each	C. Either		D. Neither
6. Andrew Hartwell is __________ regarded by his employees because of his dedication and experience.
A. highly	B. high	C. highest		D. higher 
7. All future team meetings will be __________ in room 414 at noon on the first Wednesday of every month.
A. sustained	B. held	C. supported		D. meet
8. In a television interview, the Traxton Ltd. CEO said that __________ of the merger with Bell Corporation would be announced soon.
A. detail	B. details	C. detailed		D. detailing
9. Ms. Fenwick not only composed the report __________ produced the visual aids which were so useful during the meeting.
A. but	B. however	C. also	D. and
10. The decline in sales was __________ due to the lack of innovation in the ideas of the marketing team.
A. probably	B. nearly	C. usefully	D. safely
11. The webpage for each course must be __________ before the students start their classes on January 7th.
A. total	B. absolute	C. ready	D. actual
12. Once you have detected a fatal virus on your computer, common sense __________ that you should have your hard drive reformatted by skilled professionals.
A. indicates	B. commands	C. notices	D. distributes
13. Rosewater Medical Center employs healthcare __________ affiliated with Huron University.
A. professional	B. profession	C. professionals	D. professionally
14. Employees who have not yet registered on the new company website must do so __________.
A. nearly	B. immediately	C. precisely	D. significantly
15. Mr. Lloyd has approved a __________ for the construction of a new research facility on the other side of the city.
A. proposal	B. proposed	C. propose	D. proposing
16. All members of the staff will be __________ with a bonus and two extra vacation days.
A. refueled	B. rewarded	C. replenished	D. restocked
17. __________ the bankruptcy of Transcontinental Airlines, other airlines have noticed an increased use of connecting flights.
A. Follow	B. Following	C. Followed	D. Follows
18. Ms. Crowe’s replacement for the position of treasurer will be announced __________ this month.
A. next	B. afterward	C. past	D. later 
19. This chemistry lab managers are concerned that new employees have not been trained __________ in the latest emergency procedures.
A. adequate	B. adequacy	C. adequately	D. adequateness
20. Perry and Monroe Inc. is one of the __________ companies in the field of environmentally-friendly household appliances.
A. accustomed	B. indefinite	C. originated	D. leading
21. After twenty-three years of __________ , Jeffrey Bartlett is retiring from his position as chief accounting officer.
A. service	B. serving	C. server	D. serves
22. Our marketing teams attend __________ regularly to learn new methods and strategies in their field.
A. conferences	B. contributions	C. agendas	D. prescriptions
23. Because of their size, few of our plumbing fixtures are __________ for indoor use.
A. suiting	B. suits	C. suitable		D. suitability
24. The journal is published every four months, and __________ available to other member societies under agreement of paymen and publication.
A. official	B. officials	C. officially		D. officialize
25. When oil __________ do occur as a result of accidents, a single incident has the potential to affect very large areas of sea and lengths of coast.
A. spill	B. spills	C. spilled		D. spilling
26. Arcadia Homes __________ for its commitment to provide customers with quality furniture at competitive prices.
A. is known	B. will know	C. to know		D. has known
27. Much of this year’s profits will be used __________ renovation of the textile plant.
A. along	B. for 	C. to		D. while
28. Everett-Buchanan Industries’ research __________ on the newest drug to combat stomach infections recently received a grant from the National Gastrointestinal Medical Research Foundation.
A. project	B. scheme	C. method		D. format
29. The main artists __________ paintings are being sold at the Garrett Gallery are Elaine Crick, Jason Chambers and Sylvia Webb.
A. who	B. whose	C. their		D. they 
30. The overall satisfaction of participants with the workshop is often based on __________ unimportant details such as the ability to park close to the training facility.
A. seems	B. seeming	C. seemingly		D. seemed
	PART 2
Directions: Read the texts that follow. A word or phrase is missing in some of the sentences. Four answer choices are given below each of the sentences. Select the best answer to complete the text. Then mark the letter A., B., C., or D. on your answer sheet.


Questions 31 - 33 refer to the following memo.
To: All staff
From: Daniel Barker
Date: August 29
Subject: Recycling
I would like to advise all staff members that new policies will be going into effect office-wide regarding the consumption of paper. An environmentally-based company such as ours needs to be a leader in the use of disposable products. In order to conserve both finances and the environment, we will be considering our use of paper.
Our Finance Department has advised me that we are spending $40,000 annually on copy paper. (31)_____, we are spending more money on paper than any other company in the city.
In the future we will be limiting the funds that we spend on purchasing paper. Using less paper overall is important both financially and (32)_____.
We will be increasing company awareness of recycling in the coming months; please check your mailboxes soon for a list of paper products that can be recycled. When you throw away these products, make sure to use the correct bins. Our building maintenance staff will (33)_____the recycled paper products each evening and transport them to the local
recycling facilities.
I would like to thank you in advance for taking advantage of this new program.
Thank you,
Daniel Barker
31. A. In spite of              	B. Due to	C. In regard to                	D. In fact
32. A. environmentalist      B. environment	C. environmentally         	D. environmental
33.  A. collect                     B. correct	C. use                             	D. talk
Questions 34 - 36 refer to the following article.
San Francisco, July 1
AirVoyage's spokesperson Bob Lohman announced this morning that a short-term (34)_____of
the company’s online reservation system was responsible for several delays yesterday.
International air traffic was stalled as AirVoyage found alternate means of updating its customers with current flight information. Lohman stated that the network problem (35)_____by outages at the local communication company.
Lohman added that staff members have made significant changes to the reservation system, and the (36)_____system will increase customer satisfaction. In addition, AirVoyage has increased its telephone reservation system staff to boost customer support for last - minute reservations.
34. A. failure                 	B. arrival	C. complaint                   D. report
35. A. is caused             	B. has been caused  	C. will be caused            D. was caused
36.  A. magnified          	B. enhanced	C. selected                      D. admired
Questions 37 - 39 refer to the following letter.
Ann Sloan
CompuServe
Dear Ms. Sloan,
We appreciate your time in introducing US to your newest line of keyboards. Your high-quality line of products is of much interest to our staff. Our company has discussed your offer of twelve hand-comfort keyboards (37)_____use in our Human Resources Office.
Because of our current budget constraints, however, we have decided to buy our keyboards from another	(38)_____. Our decision for the time being is to go with more cost-effective supplies. I am sure that many of your other items will meet our budget requirements. For this reason, we continue to (39)_____interested in your products, and would like to receive your catalog. If you could mail your monthly catalog to the above address, we would appreciate it.
Sincerely,
Jơhann Spencer
37. A. at                  	B. for	C. on                           	 D. into
38. A. accessory     	B. capacity	C. consumer           	 D. vendor
39.  A. remain             	B. remaining	C. would have remained D. remained
Questions 40 - 42 refer to the following notice.
To: Staff
From: Payroll Dept.
Date: December 15
Subject: Bonus Checks
As you may have already heard, bonus checks for all staff will soon be available! This year there will be some differences in how your checks are distributed. In past years, we have (40)_____office staff to deliver checks to employee mailboxes. Due to complaints that some
checks were being stolen, we have changed this system. We hope that you understand that the security of your funds is important to US. (41)__________ Monday, employees can retrieve
their checks from the secretary in the Payroll Department. (42)________, checks will be available starting at noon on Friday. We hope that this new system will ensure that each employee gets his or her due payment. Please contact the Payroll secretary with any questions that you may have. Enjoy the holiday season!
Jim Stover, Payroll
40.  A. relied on          	B. stated that	C. informed of           D. directed by
41. A. Beginning         	B. The beginning	C. Having begun       D. To begin
42. A. So that              	B. Even though	C. As always             D. In that case
Questions 43 – 46  refer to the following announcement.
The National Museum of Art is proud to announce the upcoming (43)_________ of European Expressionist paintings and prints, from January 15 through March 15. 
We are very fortunate to be able to bring this opportunity to area residents and visitors.
This show includes works on loan from museums and collectors all around the world. It is the first time this area has seen such wide representation of Expressionist works together in one place. (44)_________ for the show are available by calling the museum's Special Events
office at 342-555-0980, or by visiting our website: www.artmuseum.org. Prices are $25 general admission and $20 for senior citizens (45)_________  students with a valid ID. Children under 12 will be charged half price. Entrance prices also include admission to the museum’s permanent collection.
A recorded tour and headphones will be available at the exhibit for $6. During the show, the Museum Gift Store (46)_________ on sale catalogues, art reproductions, calendars, coffee mugs, and other souvenirs of the show.
43. A. exhibit                    B. lecture	C. auction                	D. purchase
44.  A. Guides                   B. Tickets	C. Brochures            	D. Schedules
45. A. and                          B. or	C. with                     	D. but
46. A. has had                    B. had	C. has                       	D. will have
	PART 3: Reading Comprehension
Directions: In this part you will read a selection of texts, such as magazine and newspaper articles, e-mails, and instant messages. Each text or set of texts is followed by several questions. Select the best answer for each question and mark the letter A., B., C., or D. on your answer sheet.


Questions 47 - 48 refer to the following advertisement.
	JOB FAIR
A job fair will be held at the Downtown Convention Center 
on Saturday, April 15th, from 9:00 A.M. to 5:00 P.M.
If you are interested in a career in: Computer Programming, Hotel Management, Marketing,  Business Administration, Journalism then this is your opportunity to meet people who are currently working in these and other fields and who have job openings for you. The job fair will be held in Conference Room 1 and doors open at 9:00 A.M. Bring ten copies of your resume and a list of references.
The Downtown Convention Center is located at 125 South State Street, across from the Seward Hotel. It can be reached by the Main Street and Cross City bus lines. The job fair is sponsored by the City Chamber of Commerce.


47. What can you do at the job fair?
A. Learn how to write a resume			B. Meet potential employers
C. Attend a conference				D. Buy things on sale
48. Where will the job fair be held?
A. In the convention center				B. On Main Street
C. On South State Street				D. At the Chamber of Commerce
[bookmark: _Toc534136170]Questions 49 – 50 refer to the following announcement.
	ATTENTION ALL EMPLOYEES
We have 20 free tickets for the National Championship tennis match next Friday evening. If you are interested in these tickets, please contact Mr. Green in the accounting office before 5:00 PM on Wednesday. We can allow up to 4 tickets per employee.


49. When can the tickets be used?
A. Before Wednesday  B. Wednesday at 5:00 PM    C. Friday at 5:00 PM D. Next Friday evening
50. How many tickets can one employee get?
A. 1					B. 4			C. 5			D. 20
[bookmark: _GoBack]
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