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1. Complete the letter of application. Put the verbs in brackets into the present 

simple, present continuous, present perfect simple or continuous, or past simple. 

Choose the right variant. 
 Dear Sir/Madam 

 I (1) am writing to apply for the post of Trainee Marketing Assistant as 

advertised in the September edition of Marketing Now. I (2) believe that I 

(3) have the potential to provide your company with the skills it (4) needs in the 

future. 

 Currently, I (5) have completed my exams at University. I (6) have been 

studying for three years leading to a BA in Business Studies. In particular, I 

(7) find the marketing component of my course the most rewarding and this is why 

 I (8) have decided to pursue marketing as a career. 

As you will see from my CV, I (9) did a work placement in Germany last year. 

This placement (10) gave me the opportunity to put some theory on my course into 

practice. I also (11) acquired a good working knowledge of German. Since 

January of this year, I (12) have been working at a local restaurant to supplement 

my grant and this work (13) is developing my communications skills with the 

public. 

 My examinations (14) are finishing in ten days time and I would be 

available for an interview any time after that. I (15) am looking forward to hearing 

from you. 

Yours sincerely  

 (Needs, have completed, am writing, believe, have been studying, have, am 

looking, is developing, am looking, gave, did, are finishing, have decided, have 

been working, acquired) 

 

2. Read and translate a short covering letter in a written form.  
Olga Ivanova 

12, Pushkina Street 

Yaroslavl 150000 

The Personnel Director 

AUCHAN 

47 Borovaya Street 

St. Petersburg 192007 

22nd June 2015  

 Dear Sir / Madam,  

 With reference to your advertisement in the Job for All, I should like to 

apply for the job of trainee retail manager.  

 Please find attached my CV showing my education, experience and 

background.  

 For the past two years I have worked as a manager for a local supermarket. 

Due to personal reasons, I have to move to St. Petersburg within the next month.  



 I believe that I have the necessary potential to provide your company with 

the skills it needs in the future. Since I have 2-years experience in the sales and 

marketing field I hope that I will be able to increase sales and get excellent results.  

I have graduated from Yaroslavl Trade and Economic University. I have been 

studying for 4 years leading to a MBA in Marketing. In particular, I find the 

marketing component of my course the most rewarding and this is why I have 

decided to pursue marketing as a career.  

 I enjoy working with people, being very sociable and communicative.  

 I have a good command of English and French. When I was a student I had 

internship in Paris where I improved my language skills.  

 I am ready to come to your office and have an interview. If you have any 

questions, please, do not hesitate to contact me. I am looking forward to hearing 

from you soon.  

Yours faithfully,  

Olga Ivanova  

  

3. Use the words below to complete the letter. Use each item once only.  

However - grateful – mentioned – current issue – eligible for – package       

holidays – additional charge – look forward to – send me information – under 

what circumstances – particularly interested – With reference to  

 

 Dear Sir / Madam 

 (1) With reference your advertisement in the (2) current issue of <Summer 
Holiday= magazine. Could you please (3) send me information about the holidays 

you offer in the United States? I am (4) particularly interested in (5) your  

package holidays to California and Florida. 

 In your advertisement you state that there are reduced prices for children but 

it is not clear (6) under what circumstances these reductions can be obtained. We 

are a family of four, with two adults and two children, aged 10 and 16. Could you 

tell me whether my 16 – year – old child would still be (7) eligible for a reduction 

or if he is now classed as an adult? 

 Your advertisement also (8) mentioned that a free hire car was included in 

the holidays in the United States.  (9) However, there was no information about 

insurance. I would be (10) grateful, therefore, if you could inform me whether this 

is included or not. If it is not, I would like to know how much the (11) additional 

charge would be. 

 I hope you will be able to answer my queries. I (12) look forward 

to hearing from you.  

Yours sincerely  

 

(eligible for, particularly interested, However, look forward to, mentioned, under 

what circumstances, With reference, current issue, additional charge, your  

package holidays, send me information,   grateful) 

 

 
4. In each of the following sentences, choose the correct answer.  



1. I asked Martha ... the conference had 

gone well. 

a. what 

b. did 

c. if 
d. that 

 

2. The manager asked me ... . of the new 

proposal. 

a. what did I think 

b. if I thought 

c. that I did think 

d. what I thought 

  

3. At the meeting the shareholders 

asked how the company ... in the 

previous year. 

a. did 

b. had done 

c. have done 

d. has done 

  

4. I couldn’t find Mile Arnoux, so I 
asked her secretary ... . 

a. was she there 

b. where was she 

c. where she was 

d. where she was being 

  

5. He rang to ask ... we were still 

interested in the site or not. 

a. whether 

b. when 

c. where 

d. that 

 

6. I didn’t receive the ticket, so I rang 
the travel agent to ask if they ... it. 

a. sent 

b. had sent 

c. have sent 

d. sends 

  

7. My boss was very supportive 

and ...  me to apply for the promotion. 

a. refused 

b. threatened 

c. apologized 

d. encouraged 

 

8. He apologized ... at the meeting late. 

a. to arrive 

b. that he arrived 

c. of arriving 

d. for arriving 

  

9. It’s a nice car but I wonder ... . 
a. what it costs 

b. what does it cost 

c. how much does it costs 

d. if it costs 

  

10. I rang to ask when they ... , but in 

fact they had already relocated. 

a. are moving 

b. will move 

c. shall move 

d. were moving 
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1. You are meeting foreigners for the first time.  

2. Today you have an interview at a famous computer company. Act as a 

receptionist. Start the interview with a representative of the company. 

3. You are booking a call to Moscow. 

4. You are inviting your foreign partner to a restaurant. 

5. Today you have an interview at a famous computer company. Act as an 

interpreter. Start the interview with a representative of the company. 

6. You are calling to a company and looking for a person. 

7. Today you have an interview at a famous computer company. Act as an 

manager. Start the interview with a representative of the company. 

8. Tell your colleague about the main principles of being the participant of the 

scientific conference. 

9. You are calling to a company to find the address of a person. 

10. You have got a wrong number. Make your excuses. 

11. Today you have an interview at a famous computer company. Act as lawyer. 

Start the interview with a representative of the company. 

12. You are telling your friend about your native city. 

13. Tell your employer about your professional background. 

14. Today you have an interview at a famous computer company. Act as an 

engineer. Start the interview with a representative of the company. 

15. Tell your friend what an excellent resume is. 

16. Today you have an interview at a famous computer company. Act as an 

accountant. Start the interview with a representative of the company. 

&9EF 

 

1. Wanda complained to me that the children & very naughty that evening.  
a) were b) was c) had been d) have been  

 

2. The shop assistant showed me a book and said that the book & the museums of 
our town.  

a) described b) was describing c) had described d) will describe  

 

3. She asked me about my schedule for the next week and I answered that I & it 
yet.  

a) hadn’t known b) didn’t know  
c) won’t know d) wouldn’t know  
 

4. The doctor told me to stay in bed for a few days more otherwise complications 

& .  
a) might set in b) had to set in  



c) must set in d) ought to set in  

 

5. Jerry said that by the end of the year he & in his new house for four years.  
a) would have been living b) would live  

c) will have been living d) would be living  

 

6. Ann begged me not to tell her father what & earlier that day.  
a) happened b) had happened c) would happen d) has happened  

 

7. Kelly told me that while she had been eating her sandwiches at the station bar 

two strangers & 

a) had come in b) came in c) would come in d) have come in  

 

8. Sheila answered she & stories and poems all her life as long as she could 
remember.  

a) was writing b) had been writing c) wrote d) had written  

 

9. Kate confessed that she usually bought her clothes at random, and as a result at 

the moment she & any decent things to wear.  
a) is not having b) wasn’t having c) has no d) doesn’t have  
 

10. Clemency said that she & the office earlier that day to get to the station in 

time.  

a) had to leave b) must leave  

c) had had to leave d) would have to leave  

 

11. They asked me where I (98G).  
a) will be going b) am going c) was going d) go  

 

12. The news papers wrote that he (5O?) the best writer the year before.  

a) is b) was c) had been d) was being  

 

13. We hoped that our experiment (5G89F) interesting.  

a) will be b) would be c) will have been d) will not  

 

14. Everybody knows that the restoration (;4>BAK9A4) already.  

 

a) had been finished b) has been finished c) is finished d) finishes  

 

15. She expected that he (O6?O9FEO) an eminent scientist.  

a) was b) is c) has been d) were  

 

16. We decided that (A9B5IB8<@B) to give an advertising.  

a) it was necessary b) it is necessary c) it has been necessary 

17. The assistant told me that the negotiations (E>BDB A4KAGFEO).  
a) will begin soon b) would soon begin c) would begin soon  



 

18. He decided that they (CD<EB98<AOFEO) our staff in May.  

a) will join b) will be joined c) would join d) are joining  

 

19. The secretary said that the computer (5O? E?B@4A).  

a) was broken b) had been broken c) has been broken  

 

20. She says that he (6O5D4?) the topic of his graduation paper.  

a) has chosen b) choose c) had chosen d) would choose 

 

21. Mario told the family that he & a date & .  
a) had, tomorrow b) will have, the next day  

c) was having, tomorrow d) was having, the next day 

 

22. Miss Duffer told us that watching TV news & her nervous.  
a) is making b) made c) will make d) make  

 

23. Bob answered that he & the next mouth.  
a) is married b) was married  

c) was marrying d) is marrying  

 

24. The doctor said that the patient & a few days ago.  
a) was operated on b) has been operated on  

c) had been operated on d) would be operated on  

 

25. <How are you parents doing?= she asked. I answered that they & very well.  
a) were doing b) are doing  

c) have bee doing d) had been doing  

 

26. We told everyone that we & to the meeting in time, but & at earliest possible.  
a) couldn’t come, would arrive b) can’t come, would arrive  
c) couldn’t come, arrive d) can’t come, will arrive  
 

27. Oleg told me that he & Ann in the street and that she & fine.  
a) met, had seemed b) had met, had seemed  

c) had met, seemed d) has met, was seeming  

 

28. He said that he & in Canada for ten years.  
 

a) lived b) had lived c) had been living d) lives  

 

29. John said that she & to school & .  
a) had gone, the day before b) went, yesterday  

c) had went, the day before d) had gone, yesterday  

30. Jane told us that Jim & than Bill.  



a) was nicer b) has been nicer c) is being nicer d) is nicer 

31. The car & made in Germany last year.  
a) is b) had been c) was d) were  

 

32. Christmas & celebrated on the 25th of December by the Orthodox Church.  
a) has been b) is c) is being d) was  

 

33. I am sure the new method & used now.  
a) hadn’t been b) will be c) will have not d) was not being  

 

34. Everything & done by 9 a.m. tomorrow.  
a) will have been b) will be c) is d) has been  

 

35. The letter & signed yesterday. As far as I know, it & signed next week.  
a) had not been, will have been b) was not, will have been  

c) was not, will be d) was not being, will be  

 

36. A lot of examples & given by the professor during that lecture.  
a) will be b) has been c) are d) were  

 

37. My paper & discussed at that time.  
a) is not being b) was not c) was not being d) had not been  

 

38. The production of electric power & doubled here next year.  
a) will be b) is c) will have been d) was  

 

39. This engine & already tested.  
a) is b) has been c) was d) is being  

 

40. Those machine tools & designed when I visited the factory.  

4)will be b) have been c) were being d) were 

41. They were told that &  
a) "A< E>4;4?<, KFB & b) �@ E>4;4?<, KFB &  
c) �@ 7B6BDOF, KFB & d) "A< EBB5M<?<, KFB &  
 

42. The passengers wanted to be informed about &  
a) #4EE4:<DO IBF9?< EBB5M<FP &  
b) #4EE4:<D4@ IBF9?< EBB5M<FP &  
c) #4EE4:<DO IBF9?<, KFB5O <@ EBB5M<?< &  
d) #4EE4:<D4@ IBF9?BEP EBB5M<FP &  
 

43. The conditions are provided for &  
a) �O?< CD98GE@BFD9AO GE?B6<O &  
b) #D98GE@BFD9AB GE?B6<9 &  
c) �G8GF CD98GE@BFD9AO GE?B6<O &  



d) #D98GE@BFD9AO GE?B6<O  
 

44. The locomotive is being repaired &  
a) D9@BAF<DGNF b) BFD9@BAF<DB64A  
c) D9@BAF<DB64?< d) 5G8GF D9@BAF<DB64FP  
 

45. The locomotive has been repaired &  
a) BFD9@BAF<DB64?< b) D9@BAF<DB64?<  
c) D9@BAF<DGNF d) D9@BAF<DB64?EO  
 

46. The locomotive will have been repaired &  
a) 5G8GF D9@BAF<DB64FP b) 5G89F BFD9@BAF<DB64A  
c) D9@BAF<DGNF d) D9@BAF<DG9FEO 

 

47. If he & to our party, we & very glad.  
a) comes, shall be b) will come, will be  

c) comes, are d) will come, shall be  

 

48. We & to the theatre tonight.  

a) go b) will go c) will have gone d) are going  

 

49. We & it tomorrow if he & in the presidential election or not.  
a) will learn, wins b) learn, will win  

c) will learn, will win d) will learn, will be winning  

 

50. From 1 till 7 September our town & its annual cultural festival.  
a) hold b) will be holding  

c) will hold d) will have been holding  

 

51. Quick! Give me a lift, I & late again.  
a) will be b) am going to be c) being late d) have been  

 

52. The term & on the 25th of June.  
a) will finish b) will be finishing  

c) finishes d) will have finished  

 

53. We & lunch with his parents on Sunday.  
a) are going to have b) will have c) have d) are having  

 

54. What time & the train & at the station?  
a) does arrive b) arrives c) will arrive d) is arriving  

 

55. His parents will be upset & .  
a) till he won’t pass his exams b) if he doesn’t pass his exams  
c) unless he will pass his exams d) unless he doesn’t pass his exams 



 

56. I can’t see you Tuesday afternoon. I & our London branch.  
a) visit b) am visiting c) will visit d) is going to visit  

 

57. You will pay back, as soon as you. & a new job.  
a) will get b) are getting c) get d) will be getting  

 

58. You plane for Moscow & at 8 p.m.  
a) is leaving b) leaves c) have left d) had left at 

  

59. What & when you & the university?  
 

a) do you do, leave b) will you be doing, left  

c) are going do, leave  

60. They & to a new flat next January.  
a) will move b) have moved c) are moving d) will have moved  

 

61. If it & , we won’t go to the park.  

a) will rain b) has rained c) rains d) will be raining  

 

62. According to this timetable the bus & at 10 a.m.  
a) is arriving b) arrives c) will arrive d) has been arriving  

 

63. I & Nick tonight, so I can give him your message.  
a) am seeing b) see c) shall see d) had seen  

 

64. We & to have a good rest in January if we & our winter exams.  
a) be going, will pass b) will be going, will pass  

c) are going, pass  

 

65. The international trade fair & on 17 December and & on 12 June.  
a) opens, finishes b) will open, will finish  

c) is opening, will finish 

 

66. He bought & sports car out of all available in the market.  
a) the expensivest b) expensive  

c) the most expensive d) most expensive  

 

67. To study at university is & than at school.  
a) difficult b) more difficult c) difficulter d) more difficulter  

 

68. We arrived & than he expected.  
a) earlier b) earliest c) early d) more earlier  

 

69. She is a & player than me.  
a) best b) good c) better d) gooder  



 

70. Moscow is one of the & cities in Europe.  
a) most beautiful b) beautiful c) more beautiful d) beautiful  

 

71. Novosibirsk is much & than Rubtsovsk.  
a) more big b) the biggest c) most bigger d) bigger  

 

72. That’s & I can do for you.  
a) less b) little c) as little d) the least  

 

73. Because the family is very poor, the children have & clothes.  
a) few b) little c) a few d) a little  

 

74. Today is & than yesterday.  
a) more sunny b) much sunnier  

c) more much sunnier d) much sunny  

 

75. & Opera House is & building I’ve ever seen.  
a) The Sydney, most spectacular b) The Sydney’s, most spectacular  
c) Sydney, the spectacularest d) Sydney’s, the most spectacular 
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