1. (work) I sssssssessssin the main office.

2. (oK)  MEWHBON «coneimnnanssmosesenies very hard.

3. (have) Mr. Wilson .........cccoeeene a private office.

4. (have) T . my own secretary.

5. (write) MissPeter ... letters for me.

6. (wribe) T .. wansaau reports for Mr. Wilson.

7. (SHAY) M WSO oot the reports

o) e PERR——— the information carefully.

9. (read) My secretary ........ccocevveiviiirenen all of the mail.

10.(r830)  Tuismmenisos only the important letters.

11. (collect) Smith and Green .........ccceevvieenenn information.

12. (collect) Miss Peter ........ccccccuveee. information too.

13.(send) Mr WilsOn .......ccccoeremniecennenn. many letters to customers.
14. (send) I ...cooiiiiiiiiiie. letters to other companies.

15. (study) Mr Wilson ..........ccceceveiinnnses the report carefully.
1b.(shidy) T OI0EN . imiuimimams statistics.

L.(ave)  THEY oo the information to my secretary.
1B.(give) She....iuueaineis the information to me.

19. (answer) I .........ccivviiininnas the letters.

20. {(answer) My secretary ..........cccccucueenee... the other letters
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