quality control
health and safety

brand image

supply chain

manufacturing

recruitment

customer service

pricing
promotion

invoicing

cash flow
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Exercise 2. Can you name any other departments?

[




Exercise 3. Help a secretary to sort out these mails...

management A. Human resources
for the Sales 5 years B. Finance
be applying ddition 10 :

| am "'““‘hu:ig:‘o Seas “'af;'m“;. :achelor" degree in C. Operations department

‘“::n:: ‘:s a Sales Manager ' D. Production
expe e B . E. Sales
mlmt‘ng al * m———

ac auaranteed for F. Marketing department

_Furthermore, T Was fold that TV was 9 — J

cked vou repeatedy to replac
ved a reply from you..

&

ears. Although T have as
he TV, T have vot et recel

“iu.:elntly I‘w? received necessary treatment following the
rkplace accident. My medical provider has given me the

following restrictions. p|
- Please, let me know if
accommodate these restricti;ns.... i \-/

During our July 18 inspection of your manufacturing
facility located at 13 Harding Street, Florida, we have
identified significant wviolations of current food
manufacturing process.... \
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Exercise 4. What are these letter types?

————

to apply

to complain

to confirm

to injure

lelldla

Exercise 5. What departments might these telephone calls be h‘e_l‘drin?@

usLIVEWORKSHEETS



