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1 Underline the correct word in italics.
Dear/ Hr Mr Kovacs.
Kind regard / regards.
Your/ Yours sincerely.
| hope you are well/ fine,
| could ] would be grateful if you could / would send me
an application form for the job.
| would appreciate it /appreciate if you could resend the
file. The one | have now doesn’t open.
Do/ Would you like me to book a taxi to pick you up
from the airport?
| ask /wonder if you could do me a favour?
Unfortunately | am urable/impossible to meet you a3
planned next week,
If | understand correctly, you're saying/ you say that
you are not prepared 1o invest any more money in this
project. s that right?
If you inquire / require any further information, please
da not hesitate to contact me again.
| look forward to hear/hearing from you

.2 The words in bold below have been mixed up

and put in the wrong sentences. Move them back to
the correct sentence.
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| hope you are heasing. :

it was a wonder meeting you last week

My apologies for not well sooner

Unfortunately 1o our conversation last Friday, | have
now spoken te Michael.

I would pleasure it if you could send me the CVs of the
candidates we're going to interview.

| appreciate if you could have a word with Mr Gonzalez
when you see him?

Further | am unable to attend the meeting next week.

I look forward to replying from you soon.

52.3 In each sentence one word (or abbreviated word)
is missing. Add the missing word in the correct place.
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How's A going?

Thank you your email of 12 January.

Sorry for not getting back you.

| am wiiting regard to the meeting

| be grateful if you could send me your latest price list.
If | understand correctly, you're saying that the final
price will be higher - is right?

| would like to apologize the poor service you received.
| look into 1t and get back to you.

if you need anything else, just let know.

If you require any further information, please do
hesitate to contact me again.

See you the conference.

| look forward meeting you at the conference,

53.4 Read the email sequence below. Each email
contains five mistakes (missing word or short form of
a word, extra word, wrong word, wrong form). Find
the mistakes and correct them.

Email 1

Hi Aditya
It was good to speak you yesterday. Hope you wall.

Could you sending me the name of that market research
company you mantionad? | like to know maore about them. In
particularly, how long did it take them to wrile the report. and
how much did they charge you?
Thanks
Metanie
-
Email 2
Hi Mel
Be the miormation you wanted. here s it the wabsite of the )
-I

markel resegrch compary. I took them about two weeks 1o write
the rapor, and they charged €1 BOO. Please gel back me fyou
naed mode information about them

0On anothar matter - could you da me some favour? Can you talk

io the Finance Director and try 1o get an idea about the size of
the budget for the new projects we discussed? There's no pont
spending time on the pianning # the resources aren't be there.

Thanks - I'd appreciale it your heip on this

Adifya
-
Email 3
Aditya
Thanks this. Sorry but | haven't got back 10 you sooner =¢
The website delals were very useful and I'm in touch with the
markel research company. They seam very good. '
Fe the budgel tor the new proecis, |'ve spoken tha FID and ha
says that no decisions have been taken yat | think we should
be proactive here. How about if you and | prepare an estimate
of the budget we going to need? That way we get 1o shape the
(RSCUSSION at an early stage. i
Let me Knowing what you tfunk, |
Ml
Biw - who gol that job al Head Office? ‘
Email 4
sl
e

Yes, good idea ra the buadget Let put some figures together, |
| give you a call ower the naxt few days (o arrange a meelng :
Do you want it me o nvite Reza to the meeling as well? His |
input would be very usaful |
About the Head Office job - I'm not sure who got it I'd be very | |
interested to know mysed, | chase it up and let Know ,
A
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