
 

 

INTRODUCTION 1 

 

What is the TOEIC® test? 

“TOEIC®” stands for the Test of English for International Communication. TOEIC® test scores indicate how well 
people can communicate in English with others in the global workplace. The test does not require specialized 
knowledge or vocabulary; it measures only the kind of English used in everyday activities. 

 

What is the format of the TOEIC® test? 

The TOEIC® test is a two hour, paper and pencil, multiple choice test that consists of 200 questions divided 
into two separately timed sections: listening and reading. 

 
 

Listening Section 

This section consists of 100 questions and is divided into four parts. The entire Listening Section takes 
approximately 45 minutes. 

 

Part 1: Photographs (6 photographs each followed by 4 spoken statements)  
Part 2: Question and Response (25 questions each followed by 3 spoken responses)  
Part 3: Short Conversations (Total of 39 questions across 13 short conversations, more than two speakers in 
some conversations each followed by 3 spoken questions. Question types testing the connection of what is 
heard in a conversation and what is seen in a graphic. Each question has 4 answer choices) 

Part 4: Short talks (Total of 30 questions across 10 short talks each followed by 3 questions. Question types 
testing the connection of what is heard in a conversation and what is seen in a graphic. Each question has 4 
answer choices) 
 
 

MATCHING WORDS 

A.   B.                                      C.                     D.                              E. 
 
 
 
 
 
 
 
 

1– (  )  2 – (  ) 3 – (  ) 4 – (  )  5 – (  ) 

 

DICTATION 

1. He’s pushing a __________. 
2. __________ are __________ on top of one another. 
3. He’s __________ baggage into the __________. 
4. She’s standing next to the __________. 
5. There’s an __________ at the foot of the table. 
 

HOMEWORK (Vocabulary) 
1. During the flight, check the magazines in the seat pocket. 
2. Use those maps to determine where your arriving and departing gates are located. 
3. Listen closely to the announcements as the plane you’re on has landed and is taxiing to the gate. 
4. Make sure that the boarding pass for your connecting flight is on yourself. 
5. You usually do not need to visit baggage claim. 
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INTRODUCTION 2 
 

Reading Section 

The Reading Section consists of 100 questions presented in written format in the test booklet. Candidates read 
a variety of materials and respond at their own pace to questions based on the materials. The entire Reading 
Section takes 75 minutes. 

 Part 5: Incomplete Sentences (Total of 30 questions across 30 fill-in-the-blank sentences, each followed by 
4 answer choices.) 

 

 Part 6: Text Completion (Total of 16 questions across 4 sets of reading passages. Each passage has 4 fill-in-
the blank sentences, each followed by 4 answer choices.) 

 

 Part 7: Reading Comprehension (First portion has a total of 29 questions across 10 Single reading 
passages, each followed by 2 and 4 questions. Each question has 4 answer choices. / Second portion has a 
total of 25 questions across 2 sets of double reading passages and 3 sets of triple reading passages, each 
followed by 5 questions. Each question has 4 answer choices.) 

 
 

PART 5 
 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. 
 

 STRATEGY 1: Read all of the 4 choices before reading the sentence. Know the two types of answer choices. 
 

Example 1: 
The recent increase in tourism has done less to improve the business of small retailers in this area than 
we ___________ predicted. 

(A) original        (B) originated (C) originally  (D) originality 

 

Example 2: 

Conference participants interested in industrial development should ___________ schedule a visit to 
Auckland’s factories. 

(A) recently         (B) definitely   (C) practically  (D) fortunately 

 
 
 

 STRATEGY 2: TIME MANAGEMENT 

Example 3: He is a ___ person (creative/ create/ creation/creatively).  
Example 4: You have to think ___ (creative/ create/ creation/ creatively). 
Example 5: I would like to propose the ___ of a new project (creative/ create/ creation/ creatively).  
Example 6: Nuclear warfare could destroy all ___ (creative/ create/creation/creatively) 
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Part of Speech Items 
 
 

Answer Choice TYPE A: “Part of Speech Items” ➜ 10 seconds 
 
 

Step 1 
First of all, check the four answer choices ➜ if they have the same stem and different suffixes, the question 

typically asks about “Part of Speech”. ➜ Check each “suffix”. 
 
 

Step 2 
Check the “Word Order” to determine what part of speech is required. 
 

 If the blank word is followed by a noun choose the adjective (what kind, what size, what color, 
how many, etc.) 
 
Example: He is a _____ person. (creative/create/creation/creatively). 

 
 

 If the sentence is perfect without the blank word which modifies the verb or adjective, choose the adverb. 
 
Example: You have to think _____ (creative/create/creation/creatively). 

 
 

 If the blank word follows a determiner such as an article (a/an/the) or a possessive adjective 
(my/ your, etc.) and is followed by a preposition, choose the noun. 
 
Example: I would like to propose the _____ of a new project (creative/create/creation/creatively). 

 
 

 If an object is required, choose the noun. 
 
Example 1: Nuclear warfare could destroy all _____ (creative/create/creation/creatively). 
<The verb “destroy” here is the transitive verb which requires an object.> 

 
Example 2: Man is the lord of all _____ (creative/create/creation/creatively). 
<The preposition “of” requires an object.> 
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EXERCISE 

1. The report stresses the ________ of eating plenty of fresh fruit and vegetables. 

(A) necessary   (B) necessity   (C) necessarily (D) necessitate 
 
 

2. The human resources manager who interviewed the candidate over the phone said that she lacks the  
     ________ skills for the job.  

(A) necessary   (B) necessity   (C) necessarily (D) necessitate 
 
 

3. The fact that something is cheap does not ________ mean it is of low quality. 

(A) necessary   (B) necessity   (C) necessarily (D) necessitate 
 
 

4. Reduction in government spending will ________ further cuts in public services. 

(A) necessary   (B) necessity   (C) necessarily (D) necessitate 
 
 

5. Rates for the use of recreational facilities do not include tax and are subject to change without ________. 

(A) signal   (B) necessity   (C) report  (D) notice 
  

 
 
 

Post-lesson Comments: 
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(Vocabulary Review) 
 

 

Part 5 Grammar Items; Parts of Speech (2) 
 
Skill Building Exercise A: Identifying missing parts of speech 

 
noun verb adverb adjective 

 
1. Our clothes are offered in a ………………of styles, and they come in all sizes.  
2. QQ Trading achieved ……………growth during a time when the economic situation was unfavorable.  
3. Services need to be more ……………..organized than they are at present.  
4. The need for skilled workers will ……………..dramatically over the next decade. 

 
Skill Building Exercise B: Identifying correct word forms 

 
1. Our clothes are offered in a ………………of styles, and they come in all sizes.  

(A) vary   (B) various   (C) variety   (D) varied 

  
2. QQ Trading achieved ……………growth during a time when the economic situation was unfavorable.  

(A) rapidness  (B) rapid   (C) rapidity   (D) rapidly 

 

3. Services need to be more ……………..organized than they are at present.  
(A) effect   (B) effective   (C) effectively  (D) effectiveness 

 
4. The need for skilled workers will ……………..dramatically over the next decade.  

(A) increase  (B) increasing   (C) increasingly  (D) increased 

 

 
 

Apply your knowledge of suffixes to select the best part of speech. 

1. Verb-forming suffixes: -ify (identify/ modify/ notify) -ize (categorize/ organize/ realize) 

 -en (broadens/ strengthens)  

2. Noun-forming suffixes: -sion/ -tion (decision/ presentation)  -cy (agency/ emergency) 

 -ance (performance/ maintenance)  -ity (facility/ community) 

 -ness (kindness/ fitness) -ment (department/ management) 

 -ology (biology/ psychology) -sis (analysis/ emphasis) 

3. Adjective-forming suffixes: -able/ -ible (reliable/ edible)  -ic (economic/ drastic) 

 -ical (economical/ historical) -ful (peaceful/ successful) 

 -ish (childish/ selfish)  -less (doubtless/ painless) 

 -ous (dangerous/ various) -ive (supportive/ competitive) 

 -nal (personal/ additional) -cial (financial/ official) 

 -al (instrumental/ fatal)   

4. Adverb-forming suffixes: -ly (recently/ usually) 
 

 

 



 

 

 

 



 Skill Building Exercise C: Identifying word suffixes

 
1. expectation  

2. dependable  

3. government  

4. clarify  

5. expensive  

6. governmental  

7. continuous  

8. productive  

9. impressive  

10. expansion  

11. accurately  

12. specialize  

13. effective  

14. considerable 
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1. PART 1 STRATEGIES 

 

 STRATEGY 1: Take a quick look at the photograph before you hear the four statements.

 STRATEGY 2: Ask yourself these questions about each picture. Out of 6 photographs about 70 to 80% are 

photos with people and the rest are without people. 

 

・ Where was it taken?  
・ Who is in the picture? What is in the picture? (Check positions)  
・ What is happening? (People  Action; Things  State) 

 

◎ Skill Building Exercise A 
 
NB: All the pictures in the official TOEIC® test book are NOT in colour but in black and white. 

 

Example 1 Example 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Example 3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

By Anthony Crider: Driveway  



 

STRATEGY 3: Know common distractor types.



Part 1 Distractors 

 

A. Similar-sounding words  
As you listen to the four choices, pay close attention to similar-sounding 

words with different meanings.  
(e.g. She’s setting the table. Vs. She’s sitting at the table.) 

 

B. Wrong word usage  
This type of distractor asks you to identify the correct word. It is a vocabulary 

item. (e.g. She’s setting the table. She’s buying the table.  
She’s wiping the table. She’s waxing the table.) 

 

 

◎ Skill Building Exercise B 

 

2. MATCHING WORDS 

 

A B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

1– ( ) 2 – ( ) 

 

 

3. DICTATION 

 
1. They’re sitting on the ……………  
2. They’re sitting ……………. each other.  
3. The car is on the ……………  
4. All the seats on the bus are …………….  
5. He’s taking a book from the ………… 

 

 

 

 



 

 

4. HOMEWORK (Vocab) 

 

1. He was an ambitious young man with a remarkably detailed blueprint for becoming a millionaire by the age of 25.  
2. He calculated the likelihood of success.  
3. Why did the sales manager resign?  
4. The offer is valid for travel before the end of June.  
5. Mr. White is in charge of this project. 
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(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Parts of Speech (3) 

 
Exercise  
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. 

 
1. One of Mr. Bianco’s primary duties is the ………………of the corporate food service.  
(A) manage   (B) manages   (C) manageable  (D) management 

 
Sentence structure  
Sentence = a group of words that usually contains a subject (S) and a verb (V), and 

expresses a complete idea.  
Subject = a noun, noun phrase, or pronoun that usually comes before a main verb and 

represents the person or  
thing that performs the action of the verb, or about which something is stated.  
Verb = a word or group of words that describes an action or state. A transitive verb has an 

object. An intransitive verb does not have an object.  
Object =A Direct Object refers to the person or thing affected by the action of the verb. 

(He bought a ball.)  
An Indirect Object usually refers to the person who ‘benefits’ from the action of the 

verb. (He bought her a ball.)  
Complement =A Complement tells us something about the nature of the Subject or Object. 

(She is happy. S=C)  
(He made her happy.  O=C)  

Modifier = a word or group of words that modifies another word or group.  
N.B. ‘Prep + Noun Group’ and ‘adverbs’ are Modifiers. ( Put them in brackets ) 

 

 
2. We are pleased to offer you a complimentary copy of our …………….. magazine, Country Living.  
(A) popularly   (B) popularity   (C) popular   (D) popularize 

 

3. ………………….. among traders in the City is heating up.  
(A) Competes   (B) Competitive  (C) Competitively  (D) Competition 

 
4. Adriana Montagna’s artwork …………………combines classical elements with modern materials and techniques.  
(A) skill   (B) skilled   (C) skillful   (D) skillfully 

 

5. Goods should be supplied within 28 days after the …………… of your order.  
(A) receipt   (B) receive   (C) receivable   (D) received 

 
6. Mr. Schweizer has worked under my ……………….. as an editorial assistant for the past five years.  
(A) supervised  (B) supervision  (C) supervise   (D) supervisory 
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1. PART 1 STRATEGY 3: Known common distractor types. (Continued from Day 2)  

 

◎ Skill Building Exercise 

 

Example 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Example 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
By Mike Mozart: Lumber  



2. MATCHING WORDS 

 

A B C 
 
 
 
 
 
 
 
 
 

 

 

D E 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 – (   )  2 – (   ) 3 – (   ) 4 – (   )   5 – (   ) 

 

3. DICTATION 

 

1. He’s …………… himself on a …………….  
2. There is a …………………………… against the building.  
3. He’s spraying hot water onto …………………. to kill …………….  
4. ……………… have been set in the ……………...  
5. They’re walking down the …………………. together. 
 

 

4. HOMEWORK (Vocab) 

 

1. Candidates interested in the position should submit their résumés to the Office of Human Resources.  
2. There have been a lot of changes during the past two decades.  
3. The merchandise will arrive by truck at noon.  
4. The drug is only sold with a prescription.  
5. He works for a pharmaceutical company. 
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(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Parts of Speech (4) 

 
Exercise 

 
1. Outsourcing can be an …………….. use of time and money for some businesses.  
(A) efficacy   (B) efficiency   (C) efficient   (D) efficiently 

 
2. The vitamin supplements you’ve ordered are ……………… out of stock.  
(A) current   (B) currently   (C) currency   (D) concurrent 

 

3. America’s airlines have ……………….. higher productivity than European ones.  
(A) signify   (B) significance  (C) significant  (D) significantly 

 

4. Presidential candidate Anne Winters has been comparatively …………….. in maintaining her 

privacy.  
(A) success   (B) succeeded   (C) successful   (D) successfully 

 

5. What …………….. me was their ability to deal with any problem.  
(A) impression  (B) impressed   (C) impressive  (D) impressively 

 
6. The boxer won the World Championship for the third …………………. year.  
(A) success   (B) succeed   (C) successively  (D) successive 
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◎ Skill Building Exercise A 

 

Example 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
by David Stanley: Shawnigan Lake School 

 

Example 2 



 
 
 

Example 3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. Skill Building Exercise B 

 

Similar-sounding words  

 

This exercise practices similar-sounding words. 

 

 

Listen to your teacher. Choose the correct sentence. 

 

1 a. She’s folding a piece of paper.  
b. She’s holding a piece of paper. 

 

2. a. He’s carrying a ladder.  
b. He’s carrying a letter. 

 

3. a. She’s moving her glass.  
b. She’s removing her glasses. 

 

4. a. They’re working in the office.  
b. They’re walking in the office. 

 

5. a. They’ve no plans at the moment.  
b. They’ve no plants at the moment. 

 

 

 

 

 

 

 

 

 



 

 

 

3. DICTATION 

 

1. The man is ……………… a ……………. into a cup.  
2. …………… has been put …….. …………… outside the store.  
3. The chairs are ………….on……… of each other.  
4. They are sitting ………….. ……… each other.  
5. The ship is being loaded with ………………. 

 

 

4. HOMEWORK (Vocab) 

 

1. CAL Bank has signed an agreement with SST Corporation to implement the largest ATM network in the area.  
2. Medicine should be kept out of reach of children.  
3. The hotel suite offers a fully equipped kitchen.  
4. There will be a public meeting to help determine Hasting Airport’s future.  
5. The sluggish economy adversely affected sales of automobiles. 
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(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Parts of Speech (5) 

 

Exercise 

 

1. Seniors should be able to fully ……………….. in society under optimal conditions.  
(A) participate  (B) participation  (C) participant  (D) participating 

 

2. The meeting venue can be ………….. reached from the Los Angeles International Airport.  
(A) easy   (B) ease   (C) easiness   (D) easily 

 

3. The athlete had an ………………..year by winning age group titles at both the Qualifying Tournament 

and The Championships.  
(A) exceptional   (B) exception   (C) exceptionally  (D) except 

 

4. As a result of the process of globalization and growing interdependence in the economic, social and 

environmental fields, an increasing number of issues cannot be ……………… addressed by countries 

individually.  
(A) effect   (B) effective   (C) effectively  (D) effectiveness 

 

5. …………………. are underway for the Formula 1 Canadian Grand Prix at Circuit Gilles Villeneuve.  
(A) Preparatory   (B) Preparations  (C) Prepares   (D) Preparedness 

 

6. The assistant manager …………………threw away the copies of the merger proposal.  
(A) mistook    (B) mistakenly  (C) mistaken   (D) mistakes 

 

7. Recent research has shown that businesses making a good first ………………on their customers 

retain them for longer.  
(A) impress    (B) impressive  (C) impressed   (D) impression 
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1. Skill Building Exercise 

 

Picture 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. MATCHING WORDS 
  

      A                                    B                                           C                                     D 
 
 
 
 
 
 
 
 
 
 
 

 

E     F            G 
 
 
 
 
 
 
 
 
 
 

 

1 – ( ) 2 – ( ) 3 – ( ) 4 – ( ) 5 – ( )  6  - ( ) 7 -  ( ) 
 
 
 
 
 
 

 

  



3. DICTATION 

 

1. She is ……………..a………………..  
2. Cookware is …………………. for sale  
3. People are ………………. together.  
4. Cars are parked ………. ….. ………….  
5. We found a large ………….. of books on the floor. 
 

 

4. HOMEWORK (Vocab) 

 

1. Laboratory equipment refers to the various tools and equipment used by scientists working in a 

laboratory.  
2. There have been thousands of job openings this year in Miami’s tourism industry.  
3. The speaker explained why the new program is effective for calculating data.  
4. Vickers, da Costa provides innovative investment techniques for its clients.  
5. The company’s new website appeals to people of all ages. 
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(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Parts of Speech (6) 

 

Exercise 

 

1. If you’re about to make hotel ………………… for the first time, there are a few things you ought to know.  
(A) reserves   (B) reservists   (C) reservations  (D) reservoirs 

 

2. The budget proposal for the next fiscal year should be examined extremely ..................  
(A) care   (B) careful   (C) carefully   (D) carefree 

 

3. …………….. the sales quota is the first priority for the company’s sales representatives. 

(A) Achievable   (B) Achieve   (C) Achieving  (D) Achievement 

 

4. Cyclists who use the streets and off road “mountain bikers” need to be clearly. …………… .  

(A) identify   (B) identity   (C) identifiable  (D) identifies 

 

5. The final report of the Water and Global Change program, an ………….. analysis of the world’s water resources, is 

made available today.  
(A) extend   (B) extensive   (C) extension   (D) extensively 

 

6. Small firms are being warned to keep a close eye on their energy meter readings, because the regional power 

company had been ……………. estimating their electricity usage.  
(A) inaccurate  (B) inaccurately  (C) inaccuracy  (D) inaccuracies 

 

7. In his reference, the department head stated that Mr. Jones was always punctual, worked very ………, and was a 

valued member of the department.  
(A) diligence               (B) diligently               (C) most diligent (D) diligent 
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◎ Skill Building Exercise A 

 

Picture 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Picture 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



2. Skill Building Exercise B 

 

Similar-sounding words  

 

This exercise practices similar-sounding words. 

 

Listen to your teacher. Choose the correct sentence. 

 

1 a. Some boxes are under the desk.  
b. Some books are under the desk. 

 

2. a. Cars are being repaired.  
b. Cards are being repaired. 

 

3. a The man is fishing something.  
b. The man is fixing something.  
c. The man is finishing something. 

 

4. a. He wants to retire.  
b. He wants two tires. 

 

5. a. Some fruits are on display.  
b. Some flutes are on display. 

 

 

3. DICTATION 

 

1. There are some ………………..in the ……………..  
2. Some ………………. are …………… on the floor.  
3. She’s wearing a …………………. shirt.  
4. She’s …………… the …………………..  
5. He’s …………  …….  a T-shirt. 
 
 
 

4. HOMEWORK (Vocab) 

 

1. If you would like to know whether you have any outstanding debts, contact an administration fees officer.  
2. Soave Corp. encourages people to sample its new brand of perfume.  
3. The manager allows us to dress casually on Fridays.  
4. During the meeting, I would like to address our problems regarding the staff shortage.  
5. The mayor paid tribute to the work of volunteers who gave up their time to support the fire fighters. 
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(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Parts of Speech (7) 

 
Exercise 

 

1. The publisher’s chief editor advised the author to arrange the chapters in ………. of increasing difficulty.  
(A) ordered   (B) orderly   (C) order   (D) ordering 

 

2. The government was able to address the country’s ………. economic difficulties and consequently was re-elected 

last year.  
(A) various   (B) vary   (C) variance   (D) variety 

 

3. The new cellphone model was ………. because it outperformed its competitors in terms of reliability. 

(A) succeed   (B) successful   (C) successfully (D) success  

  

4. Due to its main rival closing half its stores, Woodman Furniture, Inc.’s sales rose ………. last year to the delight 

of shareholders.   

(A) sharply  (B) sharp   (C) sharpness  (D) sharpen  

 

5. The department head ………. evaluated every aspect of each interviewee’s performance. 

(A) thoroughness (B) thoroughly  (C) thorough  (D) more thorough 

 

6. Advancements in computer technology have meant greater ………. in the speed of transferring data over the 

internet. 

(A) consisting   (B) consistently (C) consistent    (D) consistency 

 

7. The new edition of Kilman’s Business Dictionary contains an updated index so that users may ………. look up 

terms. 

(A) easily  (B) ease  (C) easiest  (D) easy  

  

8. Due to the high number of immigrants over the past 5 years, the ………. of gas in the city has risen dramatically. 

(A) consumer   (B) consumed  (C) consume  (D) consumption  
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1. Skill Building Exercise A 

 

Picture 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
by Joseph Novak: Jeff, Doerr and I at Wrigley Field watching our Tigers beat up on the hapless Cubs 

 

Picture 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



2. Skill Building Exercise B 

 

Similar-sounding words  

 

This exercise practices similar-sounding words. 

 
Listen to your teacher. Choose the correct sentence. 

 
1 a. The committee viewed her suggestion favorably. 

b. The committee reviewed her suggestion favorably. 

 
2. a. They are ascending the stairs.  

b. They are sending her upstairs. 

 

3. a. He’s pushing a cart.  
b. He’s pushing a car. 

 

4. a. There are boxes stacked on top of each other.  
b. There are books stacked on top of each other. 

 

5. a. The ladder is being set.  
b. The ladder has been set. 

 

 

3. DICTATION 

 

1. Some people are ………….. over the ……………..  
2. ………………. have been seated indoors.  
3. Some people are waiting at the …………………….  
4. ……………… are being ……………….. from a truck.  
5. An artist is drawing a ……………… on the ground. 
 
 
 

4. HOMEWORK (Vocab) 

 

1. The new director will be responsible for promoting public relations.  
2. Applicants must have a comprehensive knowledge of emergency response methods.  
3. The company plans to establish a network of central warehouses to make product distribution more efficient.  
4. Our service is temporarily unavailable due to maintenance.  
5. Mr. Smith is currently in a board meeting. 
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(Vocabulary Review) 
 
 

Part 5 Grammar Items; Pronouns (1)     
 

Practice Question       
 

Jenny Fox, a junior employee, wanted to complete the project by…………….   
 

(A) she (B) her (C) herself (D) hers     
 

1. Personal Pronouns Table 

 

 

 

     
 

 
Person 

Person Possessive Object Possessive Reflexive 
 

 
Pronoun Adjective Pronoun Pronoun Pronoun 

 

  
 

first singular  I my me mine myself 
 

second singular 
 you your you yours yourself 

 

      
 

third singular (male) he his him his himself 
 

third singular (female) she her her hers herself 
 

third singular (neither) it its it --- itself 
 

first plural  we our us ours ourselves 
 

second plural  you your you yours yourselves 
 

third plural  they their them theirs themselves 
 

 
 
Personal pronouns are used when it is clear who or what is being talked about. 

E.g. Mike is my best friend. He is a teacher.  
Subject pronouns: we use subject pronouns as the subject of the clause.  
Object pronouns: we use the object pronouns in all positions apart from subject, e.g. after the verb, or after a 

preposition.  

Possessive pronouns indicate ownership. (e.g. That car is hers. It is mine.)  
If a pronoun is used to indicate to whom an object belongs, it is called a possessive adjective (e.g. that is her car.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



        

2. Skill Building Exercise A   

1. He cut ( ) while he was shaving this morning. 

2. This camera is not (  ).  =my camera  

3. His shoes are expensive, but ( ) are cheap.  =her shoes 

4. I met an old friend of ( )   

5. What language do (  ) speak in Canada? 

6. Please seat ( ) and make ( ) at home. 

7. You must do it ( ).    

8. The fire went out by ( )   

9. ( ) should love our parents.   

10. I believe human nature is good in ( ). 
 

 

3. Skill Building Exercise B 

 

1. (We/ Our/ Us) assistant manager is Mr. White. 
 

2. (They/ Their/ Them) are kind to (we/ our/ us). 
 

3. That is (he/ his/ him) desk and this is (I/ my/ mine). 
 

4. I would like to introduce (me/ myself/ mine). 
 

5. I (my/ me/ myself) want to do it. 
 

6. John was hired as an assistant manager five months ago, and (himself/ him/ he) is now in line for a 

promotion. 
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1. Skill Building Exercise A 

 

Example 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Example 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



2. Skill Building Exercise B 

 

Similar-sounding words  

 

This exercise practices similar-sounding words. 

 

Listen to your teacher. Choose the correct sentence. 

 

1. a. The man’s preparing a meal box.  
b. The man’s repairing a mail box.  
c. The man’s repairing a meal box. 

 

2. a. She’s preparing a meal.  
b. She’s comparing meals. 

 

3. a. He accepted the price.  
b. He accepted the rice.  
c. He accepted the prize. 

 

4. a. Let’s meet at the rest stop.  
b. Let’s meet at the restaurant. 

 

5. a. We have no contact with them.  
b. We hold no contract with them. 

 
 
 

3. DICTATION 

 

1. …………………..  ……………… are located in the corner.  
2. A man is holding a ………….. in his hands.  
3. Workers are ……………….. some branches.  
4. A …………… is selling food in a market.  
5. He’s pushing a …………………… 
 
 
 

4. HOMEWORK (Vocab) 

 

1. I would like to thank you for your prompt reply. 

2. Mandy has frequently requested a cubicle away from the air conditioner.  
3. The Singapore dollar has gradually strengthened against the US dollar.  
4. There has been significant progress with the design of our new ad posters.  
5. Even relatively low amounts of air pollution can affect a community’s health. 

 

 

 
 
 
 
 



Day 9 A 

 
 

(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Pronouns (2) 

 

Skill Building Exercise  

 
1. The manager and ……….. are working hard on the budget problems 

(A) me  (B) mine (C) I   (D) my 
 
2. By registering your software with us, we will be able to provide …………. with information on updates and future 

releases.    
(A) you (B) your (C) yours (D) yourself 
 

3. Small business owners can often respond quickly to new economic trends because of ……… extremely focused 
customer bases.    
(A) they (B) them (C) their (D) theirs 
 

4.  You should give ……….. a holiday from time to time.  
(A) you   (B) your   (C) yours   (D) yourself 

 

5.  Mr. Goodall will need to make copies of all of the receipts, so it is advisable for you to keep ……….. in one file.  
(A) him   (B) it    (C) us    (D) them 

 

6. Please inform us of your availability for next week so that ……………can set up an interview as soon as possible.  
(A) we   (B) our   (C) us    (D) ourselves 

 

 

2. Practice Test 

 

1. Workers can help make the company more eco-friendly by recycling …………….. wastepaper at the office. 

(A) theirs (B) their (C) them (D) they 

 

2. Mary was promoted to assistant manager a few months ago, and ………….. is now ready to apply for a top 

managerial position.      

(A) herself (B) her  (C) hers (D) she 

 

3. A widely used logo helps a company retain its customers by reminding the public of ………… presence in the 

market. 

(A) its (B) they (C) it  (D) them 

 

4. In acknowledgement of Professor Lancey’s outstanding contribution to ……………. corporation, he will be 

awarded the Institute of Economics’ top award at next week’s formal dinner. 

(A) us (B) we  (C) our  (D) ours
 
 

 
  



 
 
 
5. We hope to send …………….. tax documents to you by the end of the month. 

(A) you (B) your (C) yours (D) yourself 

 

6. Although Zimmerman has been successful at his job, he does not consider …………an expert. 

(A) he  (B) his   (C) him (D) himself 

 

7. Sales department members must obtain permission from ………….. supervisors before applying for travel 

reimbursement.      

(A) they (B) them (C) their (D) theirs 

 

8. Customers who register for a membership card can get a ten per cent discount on ……………. first purchase. 

(A) they (B) them (C) their (D) theirs 

 

9. Meiji Electronics did not hire additional help because the research manager is certain that he can complete the 

project by ……………….      

(A) he  (B) his   (C) him (D) himself 

 

10. Mr. Lee will travel to the management seminar in London on …………….. 

(A) he  (B) himself (C) him (D) his own 
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1. Skill Building Exercise A 

 

Example 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

“Plumber at work” by photo taken by flickr user rick - Flickr. Licensed under CC BY 2.0 via Commons - 

 

 

Example 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



2. Skill Building Exercise B 

 

Similar-sounding words  

 

This exercise practices similar-sounding words. 

 

Listen to your teacher. Choose the correct sentence. 

 

1 a. Let’s try the coffee shop near the park. 

b. Let’s try the copy shop near the park. 

 

2. a. She’s leaning on his desk.  
b. She’s kneeling on the floor. 

 

3. a. The lane has no traffic now.  
b. The rain has begun to fall now. 

 

4. a. We are looking for raw materials.  
b. We are looking for law books. 

 

5. a. We have no clue.  
b. We have no crew. 

 

 

3. DICTATION 

 

1. They’re ………………… ……… the people.  
2. They’re playing ……………….. ………………...  
3. She’s …………………… her glasses.  
4. The buildings are ……………………. by a fence.  
5. She’s serving a ………………….. 
 
 

 

4. HOMEWORK (Vocab) 

 

1. Economists predict there will be more investment opportunities by the end of this year.  
2. Companies seem cautious about investing money in research and development.  
3. They have signed an exclusive agreement.  
4. The new agreement will mutually benefit both organizations.  
5. Please refer to the section in your training manual entitled “Rules and Regulations”. 
 

 

 
 
 
 
 
 
 
 
 
 

  



Day 10 A 

 

 

(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Preposition vs. Conjunction (1) 

 

 

1. PRACTICE QUESTIONS 

 

Practice 1 

 

Dr. Johnson will have to go to the airport to catch the next plane to Milan…………his presentation is finished.  
(A) in spite of  (B) because  (C) as soon as  (D) during 

 

Practice 2 

 

……………..its high cost of living, New York is popular among young people for its convenience.  
(A) Because  (B) In spite of  (C) Even though (D) Due to 

 

 

2. Skill Building Exercise 

 

1. …………….. the wine festival parade, Constitution Avenue from 7th to 17th Streets will be closed to traffic.  
(A) Because     (B) Although (C) Despite (D) Because of 

 

2. Construction will begin on the new park ……….. all city permits are authorized. 

(A) in                 (B) due to                         (C) during            (D) as soon as 

 

3. …………. recent reports of stomach illnesses in the area, the local government has announced it will begin extensive 

tests of the area’s water supply.  
(A) While        (B) Due to     (C) Except for (D) As soon as 

 

4. ………….. the franchise has only been open for one year, it has been quite successful in establishing a large client 

base.  
(A) When        (B) In spite of  (C) Although (D) According to 

 

5. ………. I cannot say when, there’s a possibility of a general strike.  
(A) But            (B) In spite of                    (C) Despite (D) Although 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Day 10 B 

 
 
 
 

1. Part 1 Practice Test 

 

Picture 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Picture 2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

By Lauren Horton: Making Bed 
 
 
 

 

  



Picture 3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Picture 4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



Picture 5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Picture 6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



Picture 7 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

By Sunset Removals: A mover loading the removal truck with boxes photo 
 
 
 

Picture 8 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



2. DICTATION 

 

1. The customers are waiting ………  ……………...  
2. All the chairs are …………………...  
3. The tables are …………………  
4. He’s ……………….  ……… his shirt.  
5. The desk is …………….. with documents. 
 
 

 

3. HOMEWORK (Vocab) 

 

1. It’s a small hotel with an intimate atmosphere.  
2. Rising competition separates the strong from the weak.  
3. Dr. Maxwell is an expert on nutrition.  
4. Only RXC employees will have access to the cafeteria.  
5. The inaccurate memo caused problems for those attending the meeting. 
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(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Preposition vs. Conjunction (2) 

 

Practice Test 

 

1. …………… the hotels are always full during the peak season, we suggest that your room be booked in advance.  
(A) Although  (B) Because of (C) In spite of  (D) Because 

 

2. ………….. the new computers are arriving next week, no plans have been made to dispose of the old ones.  
(A) But  (B) Because   (C) Despite  (D) Although 

 

3. You won’t get paid for time off ………. you have a doctor’s note certifying your physical condition.  
(A) so  (B) in spite of  (C) unless  (D) without 

 

4. The train was delayed ……….. an accident at Weybridge Station last night.  
(A) because  (B) due   (C) owing  (D) because of 

 

5. The company should try to modernize its plant ………… the economic climate is favorable.  
(A) despite  (B) during  (C) because of  (D) while 

 

6. ………… busy periods the company’s chief engineer seldom gets home before midnight.  
(A) While  (B) During   (C) The duration of  (D) When 

 

7. ………… you may think that the worst is over, I promise you it is just about to come.  
(A) If  (B) Although  (C) Despite  (D) In spite of 

 

8. Children in the local area get up early …………. the summer vacation to do their morning exercises in the park 

nearby.  
(A) while  (B) during   (C) when  (D) at 

 

9. Rapid Courier Service can make overnight deliveries ……….. packages are brought in no later than 6 p.m.  
(A) whether  (B) with  (C) if   (D) before 

 

10. ABC Enterprises must select a new location for the company-wide training seminar ……….. a lack of space at 

their headquarters.  
(A) according to  (B) although (C) due to  (D) when 

 

11. An invitation ………… the museum’s grand opening has already been sent by post. 

(A) while (B) in     (C) because    (D) to 

 

12. In the ……………… of a power failure, switch off all electronic devices, exit the room and lock the door. 

(A) issue  (B) function    (C) event    (D) pause
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1. Part 1 Practice Test 

 

Picture 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Picture 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



Picture 3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Picture 4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



 
 

 
     2. MATCHING WORDS    
    

a. vehicle - ( ) b. produce - ( )  c. office equipment - ( )  d. musical instrument - ( )  e. utensils - ( ) 

f. headgear - ( )  g. tableware - ( )  h. household appliances - ( )  i. vessel - ( ) 
 
 

3. DICTATION 

 

1. Dr. Johnson is in ……………. of this project.  
2. Are you being ………………?  
3. You were …………….. to be here half an hour ago.  
4. Why did the sales manager ……………….?  
5. The ……………….. room is down the hallway. 

 
 

 

4. HOMEWORK (Vocab) 

 

1. Would you like to share a taxi to the venue?  
2. The TV series has attracted an audience of more than 10 million.  
3. She so resembles her mother.  
4. His contract is due to expire at the end of the month.  
5. Mr. Johnson acquired the firm in 1964. 
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(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Coordinating and Correlative (Double) Conjunctions 

 

1. PRACTICE QUESTIONS 

 
Practice 1 

 
These products are ……………. designed nor produced for home use and should always be kept out of reach of 

children.  
(A) both (B) also (C) neither (D) either 

 
Practice 2 

 
Summit’s new sneakers are sold in six popular colors ……………. come with two pairs of replacement laces.  
(A) but (B) or (C) and (D) if 

 
Practice 3 

 
The sales meeting will be held either in Room 431 …………….in Room 521.  
(A) but (B) or (C) and (D) not 

 

 

2. PRACTICE TEST 

 
1. Every staff member of World Travel Inc. is friendly, attentive and …………………  
(A) diligence (B) diligent (C) diligently (D) with diligence 

 
2. After discussing the terms of the new fringe benefits plan, ……………… management and employees were 

satisfied.  
(A) both (B) also (C) either (D) too 

 
3. Payment of monthly parking vouchers can be made either by personal check ……………….by automatic 

withdrawal from a bank account.  
(A) but (B) both (C) and  (D) or 

 
4. The author of the book not only wrote the text, ……………… selected the illustrations as well.  
(A) neither (B) nor (C) and (D) but 



 
 
5.  Ms. Greene has earned the respect ……………..of her colleagues in the law firm but also of the clients she 

represented.  
(A) both   (B) not only   (C) nor    (D) either 

 
6.  A majority of the customers who completed the survey rated EXA mobile phones as ……………… good or 

excellent.  
(A) both  (B) neither      (C) nor    (D) either 

 
7. Dr. White did not know whether to exit the freeway at Orange Avenue ……………to exit the freeway at Cherry 

Avenue.  
(A) nor    (B) or       (C) and      (D) either 

 
8. The fax machine is not working, ………………is the telephone.  
(A) nor    (B) or      (C) and       (D) either 

 
9. Mr. Kee visited ……………. London and Liverpool to see clients and make some new contacts.  
(A) neither     (B) or       (C) both       (D) either 

 
10. Despite her improved performance, Ms. Lee was ……………. promoted nor given a raise.  
(A) not only      (B) neither      (C) so      (D) either 
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◎ Part 2: Question – Response 

 

Directions: On the second part of the TOEICⓇ, you will hear a series of 25 questions or statements, each 

followed by 3 responses. Most of the items in Part 2 are questions; there are usually 2 or 3 statements. You 

must choose the best response to the question or statement. The questions and responses are spoken only once 

and are NOT printed in your test book. So, in this part, pure auditory memory is required. 
 

 

Part 2 Example 

 

You will hear: Where is the meeting room?  
You will also hear: (A) To meet the new director.  

(B) It’s the first room on the right.  
(C) Yes, at two o’clock.  

The best response to the question “Where is the meeting room?” is choice (B). 

 

 

3. Part 2 Strategies 

 

You have only 5 seconds between the choice (C) and the next question. So don’t forget to mark the answer within 

5 seconds. If you are still answering a question when the next one begins, you might not hear the beginning of the 

question. The questions and statements typically deal with routine workplace situations or everyday activities. As 

soon as you hear the question, try to visualize the situation (who is speaking and to whom and where). 

 

◎ STRATEGY 1: Focus on the first word and check the question types (1) 

 

Skill Building Exercise 

 

Listen to your teacher and fill in the blanks. 

 

 

1. (  ) you working late last night? 

2. (   ) you know the name of the new secretary? 

3. (  ) there any toner cartridges in the supply room? 

4. (  ) Jane take a taxi to work? 

5. (  ) you want me to send the letter now? 

6. (  ) Mr. White sick today? 

7. (  ) Mr. White called in sick? 

8. (   ) you finished the report? 

9. (  ) you happy with your new job? 

10.(       ) hiring more workers help your production problem? 
 

 



 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

4. DICTATION 

 

1. I’m ……………… Jane Johnson’s call.  
2. What is the …………….. of my order?  
3. Has Dr. Johnson …………….. the management ……………..?  
4. You should ……………. the meeting time with Mr. Baker.  
5. Could you …….. the radio ……., please? 
 
 
 

5. HOMEWORK (Vocab) 

 

1. The rise in sales was attributed to the advertising campaign.  
2. Please make a note of your customer and receipt numbers in case you need to contact us about your order.  
3. The monthly rent includes all utilities, with the exception of telephone charges.  
4. An outside auditor will visit the factory to determine whether acceptable air-quality standards are being 

observed. 
 
5. You have to show respect for your colleagues, and by the same token they have to respect you. 
 

 



                                                                                                        Day 13 A 

 

(Vocabulary Review) 
 

 

Part 5 Grammar Items; Subordinating Conjunctions 

 

1. PRACTICE QUESTIONS 

 

Practice 1 

 

Most of the restaurants in the town open only on weekends …………….. the tourist season is over.  
(A) even (B) early (C) always (D) once 

 

Practice 2 

 

……………… Ms. Popolo hears from Dr. Kelly, she will give her manager a telephone call.  
(A) Though (B) As soon as (C) Because (D) Since 

 

Practice 3 

 
North Hamilton is due to decide ……………or not it will back controversial plans for a new coal-fired power station.  
(A) whether (B) since (C) whereas (D) when 

 

2. PRACTICE TEST 
 
1. Humanists believe ……………….people should be generally nice to each other and help each other out.  
(A) after (B) that (C) before (D) although 

 
2. Ms. Popolo got the job with a real estate firm ………….she was the best candidate for the position.  
(A) before (B) until (C) because (D) whether 

 
3. ………………..Ms. Verdi has been to her manager’s house several times, she still can’t remember how to get there.  
(A) unless (B) except when (C) because (D) although 

 
4. Mr. Saito indicated …………….there may soon be an opening for an apprentice technician.  
(A) before (B) that (C) because (D) although 

 
5. The work crew will have finished …………….. the owner arrives tomorrow.  
(A) if      (B) that     (C) because   (D) before 

 
6. Ms. Hakkonen will wait …………………… her assistant finishes typing the letter.  
(A) until (B) that (C) because (D) if 

 
7. The directors discussed …………………the difficulty could be overcome.  
(A) since (B) how (C) because (D) although 

 

8. Sales of fuel efficient new cars are increasing rapidly ………the car industry on the 

whole is suffering from the economic downturn.  
(A) since (B) whether  (C) because (D) whereas 

 
9. Jane’s desk is usually cluttered with papers; ………her colleague’s desk is always neat and clean.  
(A) while (B) as (C) because (D) unless 

  



Day 13 B 

 

 

1. Part 2 STRATEGY 1: Focus on the first word and check the question types (2) 
 

Skill Building Exercise 
 

Listen to your teacher and fill in the blanks. 
 

1.   (  ) you drive to London (      ) fly there? 

2.   (  ) Mr. White arrived yet? 

3.   (  ) you live in this town? 

4.   (  ) you in charge here? 

5.   (  ) you want me to sign now (      ) after the meeting? 

6.   (  ) I wear a tie tonight? 

7.   (  ) you like tea (      ) coffee? 

8.   (  ) Jane drive a car? 

9.   (  ) we go there earlier? 

10. (  ) I help you?  
 

 

2. DICTATION 

 

1. How may I ………….. your call?  
2. When did you …………… ……….. this house?  
3. Don’t forget to take you’re ……………..  
4. Why don’t you make some cuts to the travel …………..?  
5. Where can I find a …………….. near here? 
 
 
 

3. HOMEWORK (Vocab) 

 

1. The company’s products are more innovative than those of their competitors.  
2. Payment of monthly parking vouchers can be made by automatic withdrawal from a bank account.  
3. Seats will be assigned on a first-come, first-served basis.  
4. The company plans to hire additional workers because of the increased production quota.  
5. John strives hard to keep himself very fit. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



                                                                                                                        Day 14 A 

 

(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Relatives (1) 

 

1. PRACTICE QUESTIONS 

 

Practice 1 

 
Ms. Connelly and Mr. Church were two of the senior partners ……………..visited some prospective clients in China.  
(A) when (B) whose (C) who (D) what 

 

Practice 2 

 

Sales of the latest car model are flat, ……… is a major surprise for most people in the industry.  
(A) who (B) whose (C) which (D) what 

 

Practice 3 

 

This company needs a leader …………….. abilities are up to the task of rebuilding the company’s sluggish sales.  
(A) who (B) whose (C) which (D) what 

 

 

2. PRACTICE TEST 

 
1. Drivers ……………..leave their cars parked on Oxford Street after six o’clock will be ticketed.  
(A) whose  (B) who  (C) which  (D) whom 

 
2. When Ms. Popolo and Mr. Holmes had lunch together, she mentioned a book ……………..title slipped his memory.  
(A) who      (B) whom  (C) whose  (D) that 

 
3. The government official………was convicted of stealing cars has been fired from his post at the ministry.  
(A) whom  (B) whose  (C) who  (D) which 

 
4. Unfortunately, there are those ………………will probably not respect the arbiter’s decision.  
(A) whose  (B) who  (C) whom  (D) which 

 

5. The car stopped suddenly, ……… led to the other cars crashing.  
(A) which  (B) what  (C) it  (D) who 

 
6. Ms. Lee doesn’t enjoy serving customers ………….. likes are difficult to ascertain.  
(A) whom  (B) which  (C) that  (D) whose 

 

7. I have a friend ……………grandfather was a famous Himalayan climber.  
(A) whom   (B) whose  (C) that  (D) which 
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◎ Part 2 STRATEGY 1: Focus on the first word and check the question types (3) 

 

1. Skill Building Exercise 

 

Listen to your teacher and fill in the blanks. 
  

1. ( ) is the woman in the red dress? 

2. ( ) your email address? 

3. ( ) did you find that book? 

4. ( ) did the meeting begin? 

5. ( ) did Mike call the restaurant? 

6. ( ) did you get here? 

7. ( ) does the new shopping mall open? 

8. ( ) would you choose, love or money? 

9. ( ) ( ) do you call your parents? 

10.  (        ) do  you prefer, gas or electric stoves? 

 
“When or where, that is the question.”  

Listen to your teacher and fill in the blanks. 

1.   (       ) (     ) the best place in town to go for sushi?     

2. ( ) ( ) Alex supposed to be here? 

3. ( ) should I send the invoice? 

4. ( ) should I send the invoice? 

5. ( ) would you like me to mail these boxes? 

6. ( ) would you like me to mail these boxes? 

 

 

2. DICTATION 

 

1. The waiter made a mistake on our ……………...  
2. Will the conference be held here or at the ………………….?  
3. It didn’t come out of our regular departmental ………………...  
4. The meeting is about the ……………… acquisition.  
5. You should probably take the train to ……………. traffic. 
 

 

3. HOMEWORK (Vocab) 

 

1. The company’s establishment of an on-site childcare center is intended to encourage new parents to return to work.  
2. All receipts for travel expenses should be submitted to Mr. Smith for processing.  
3. Our direct marketing promotion for magazine subscriptions yielded such positive results.  
4. A fine of $100 will be imposed upon any drivers who park illegally.  
5. No plans have been made to dispose of the old machine. 
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(Vocabulary Review) 
 
 
 
 
 

SPEED READING TRAINING 

 

(Your teacher will send you PDF files for this part of the lesson.) 
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◎ Part 2 STRATEGY 1: Focus on the first word and check the question types (4) 

 

1. Skill Building Exercise 

 

Listen to your teacher and fill in the blanks. 
  

1. ( ) ( ) going out tomorrow? 

2. ( ) go out tomorrow. 

3. ( ) (  ) go out tomorrow? 

4. ( ) ( ) ( ) go out tomorrow? 

5. ( ) ( ) ( ) to go out tomorrow? 

6. ( ) you open the window? 

7. ( ) ( ) ( ) opening the window? 

8. (  ) ( ) (  ) (  ) you could open the window. 

9. ( ) ( ) ( ) a ride to the station? 

10. ( ) ( ) help you prepare the handouts? 
 

 

2. DICTATION 

 

1. Who has been ……………… to …………. the hiring committee?  
2. Is the bank ……………….?  
3. I hope these ………… are correct.  
4. When did he send orders for new ……………….?  
5. What is the price for two ……… airfare tickets to Hawaii? 
 

 

3. HOMEWORK (Vocab) 

 

1. In Mr. Bennett’s performance review, the department supervisor wrote that he always finished his assignment on 

time.  
2. Admission to the fitness center is free for all employees and their family members.  
3. The school is presently advertising several job openings for teachers.  
4. Rising gas prices are cutting into our profits, so we need to look for alternative delivery methods  
5. Due to the abundant rainfall, water levels are much higher than normal. 
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(Vocabulary Review) 
 
 
 

Part 5 Grammar Items; Relatives (2) 

 

1. PRACTICE QUESTIONS 

 

Practice 1 

 

The politician…………….. the electorate chose was completely new to politics.  
(A) which   (B) whose   (C) whom   (D) when 

 

Practice 2 

 

Dr. Lee is offering a three-hour workshop during ……………… he will share some perspectives on 

effective time management.  
(A) which   (B) whose   (C) that   (D) when 

 

Practice 3 

 

………………. has been decided at the board meeting is a surprise to everyone.  
(A) Which   (B) Whose   (C) That   (D) What 

 

Practice 4 

 

Overseas applicants ( A ) live in countries ( B ) Courier International Inc. does not have any offices should send their 

formal application directly to its headquarters in London.  
A: whom/ which/ whose/ who/  
B: when/ which/ where/ whose 

 

 

2. PRACTICE TEST 

 

1. Jonathan can clearly remember that the day ……………….. his friend arrived in the country was wet.  
(A) on when      (B) when      (C) where      (D) in which 

 

2. The format in ………………the data is presented in this research paper shows how efficient the new 

assistant is. 

(A)that        (B) when       (C) which       (D) where 

 
3. The police are still looking for the weapon …………….. the assailant attacked his victim.  
(A) with which     (B) which       (C) by which    (D) that 

 

4. The music to …………… the research staff listened last night was by Beethoven.  
(A) whose    (B) who    (C) that     (D) which 

 

5. Mr. Honjo wants to know …………….. his assistant has been working on.  
(A) which     (B) whose    (C) what     (D) when 



 
 

6. The university ……………… well-established reputation for scientific research is looking for a new physics 

professor.  
(A) whose     (B) that has a    (C) of which a    (D) which 

 

7. For …………… want to learn to speak English well, there are classes every Saturday morning.  
(A) whose     (B) those who    (C) that      (D) who 

 

8. Mrs. Stein, ………………to an enthusiastic audience at the fashion show, is the chairwoman and founder 

of Women’s World.  
(A) that she spoke    (B) was spoken     (C) who spoke   (D) who she spoke 

 

9. The office design …………. has been proposed by the management is being circulated so that the 

staff can suggest changes.  
(A) who      (B) whom     (C) of which     (D) that 

 

10. The mountain railway …………… the remote villages rely for their daily needs is in need of rebuilding.  
(A) which      (B) on which    (C) of which     (D) on that 

 

11. ……………… leaves the office last should switch off the light.  
(A) who       (B) whom      (C) whoever     (D) whatever 

 

12. ……………… happens, the company needs to conclude the deal.  
(A) what      (B) on which    (C) whoever     (D) whatever
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◎ Part 2 STRATEGY 1: Focus on the first word and check the question types (5) 

 

1. Skill Building Exercise 
 
 

Listen to your teacher and fill in the blanks.  

 

1. This new product ( ) sell well, ( ) it? 

2. This office (    ) so hot today.   

3. I (  ) prefer to stay at the First Hotel, ( ) you? 

4. I ( ) the documents that ( ) missing from the folder. 

5. It ( ) uncomfortably warm in here today. 

6. This product ( ) developed just last year. 

7. You ( ) seen the new company letterhead, (   ) you? 

8. You just (   ) back from vacation, (  ) you? 

9. The new marketing director ( ) ( ) from London tomorrow. 

10.  You ( ) the new manager, (     ) you? 

 
 
 

 

 

2. DICTATION 

 

1. Have you sent the ……………….. out, or are they still here?  
2. Will we need extra waiters for the ……………..?  
3. Who will be covering the morning ………….. tomorrow?  
4.  How should I send the documents, by ………………  …………. service or by regular mail? 
5.  ……………….. you prefer. 

 

 

3. HOMEWORK (Vocab) 

 

1. Both the museum and gallery will waive all fees during the national holiday.  
2. NXY Flooring took advantage of the niche market by opening its shop in Queenstown.  
3. Everything has been done in accordance with the rules.  
4. It is mandatory that drivers take a new photo and renew their driving licenses in order to retain driving privileges.  
5. We need to deal with industry emissions as soon as possible. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 

(Vocabulary Review) 
 
 
 

Part 5 Grammar Items; Linking words (Miscellaneous) 

 

1. PRACTICE QUESTIONS 

 

Practice 1 

 

The manager told Ms. Suzuki that she shouldn’t talk on the cell phone ……………. driving.  
(A) even    (B) beside    (C) while    (D) which 

 

Practice 2 

 

……………….. the data were analyzed, the results remained consistent.  
(A) Even    (B) However    (C) Nevertheless   (D) According to 

 

Practice 3 

 

Some news reports say that Emone Food Company is currently deciding …………… to open a new factory in 

Milan.  
(A) whether    (B) even    (C) whereas     (D) on 

 

 

2. PRACTICE TEST 

 

1. ……………….. most job seekers are looking for a permanent job, a temporary position may serve as a bridge to 

full-time employment.  
(A) So   (B) While    (C) During    (D) That 

 

2. A new system ………………… incorporates the latest data-analysis methods were implemented this week.  
(A) of    (B) where    (C) that    (D) such 

 

3. Mr. Johnson will support ………………. candidate wins.  
(A) what   (B) when    (C) that    (D) whichever 

 

4. Ms. Lee is a friendly and outgoing person who will do well in sales ……………. she has limited experience in 

this area.  
(A) already   (B) as far as    (C) even though   (D) whichever 

 

5. Those teaching methods have become ……………… prevalent that almost every school in the country is 

adopting them.  
(A) very   (B) such    (C) so    (D) still 

 

6. This information guide is intended …………….. help address redeployment issues.  
(A) which   (B) to     (C) for    (D) considerably 
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7. New recruits at Vickers, da Costa receive three months of intensive training …………… they begin working 

with clients.  
(A) whereas   (B) rather    (C) before    (D) nearly 
 
 
8. Ms. Lee has created a short list of resources …………………. includes recommended books, teacher 

handbooks, and curricula.  
(A) that   (B) what    (C) whichever   (D) almost 

 

9. Sales fell by 10% last year, and ……………. the company has to close down one of its factories.  
(A) despite   (B) because    (C) as a result   (D) unless 

 

10. Campbell Motor Company manufactures utility vehicles and ……………..produces spare parts.  
(A) too   (B) also    (C) as well as    (D) either 

 

11. The company managed to increase its market share …………..an effective advertising campaign.  
(A) thanks to   (B) like    (C) whose    (D) because 

 

12. The real estate market is still sluggish ………………the historically low interest rates.  
(A) moreover  (B) whereas    (C) instead of   (D) in spite of 

 

13. The manager is confident that the large-volume customer will sign the contract………..the company gives him 

a better discount.  
(A) in addition  (B) prior to    (C) provided that   (D) which 
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◎ Part 2 STRATEGY 2: Understand the main features of English sounds. 

 

1. Skill Building  

 

Listen and fill in the blanks.  

      

1. We’ve received some (  ) ( ).    

2. (  ) ( ) ( ), please.      

3. We parked (    ) ( ) ( ) (  ).     

4. We should (     ) ( ) ( ) (  ) ( ) carefully.  

5. There’s a ( ) (  ) near (  ) ( ).    

6. (  ) trying to (  ) ( ).      

7. The ( ) starts ( ) nine.      

 

Exercise           

Listen and fill in the blanks  

      

1. The ( ) (  ) was (  ) by drinking (    ) ( ). 

2. ( ) (   ) (   ) ( ) you (   ) ( ) ( ) ( ) (    ) work.  

3. (  ) takeovers (  ) frequently in the ( ) States. 
 

 

2. DICTATION 

 

1. The ………….  ………….. are approximate only.  
2. It’s difficult to find a parking …………….. in the downtown area, isn’t it?  
3. Didn’t you want to be …………………. to the head office?  
4. Jane needs to …………….. her visa this month.  
5. I was ………………. too much for this coat. 
 

 

3. HOMEWORK (Vocab) 

 

1. Jane is a very big asset to the publishing house.  
2. When his prospective employers learned that he smoked, they said they wouldn’t hire him.  
3. The Prime Minister received two foreign dignitaries at 10 Downing Street.  
4. The move is designed to boost sales during the peak booking months.  
5. He let himself in with a duplicate key. 
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(Vocabulary Review) 
 
 
 

Part 5 Grammar Items; Verb Forms (a) 

 

1. PRACTICE QUESTIONS 

 

Practice 1 

 

Peach cell phones …………….. very popular right now because they offer solid performance at a good price.  
(A) to become (B) becoming (C) are becoming (D) becomes 

 

Practice 2 

 

Suarez Corp ………………. its merger with Velcorp yesterday to combine their Asia operations.  
(A) announces (B) has announced (C) will announce (D) announced 

 

Practice 3 

 

Workmen ………………….repairs to the north entrance to the City Museum, so it will reopen to the public as 

soon as they have finished.  
(A) making (B) had made (C) will have been made (D) have been making 

 

Practice 4 

 

Ms. O’Sullivan ……………….. to London to attend the board meeting next week.  
(A) will have flown (B) has flown (C) is flying (D) has been flying 

 

Practice 5 

 

At the end of next month, Executive Sous Chef Mary Bianca ………………the kitchen at a five-star hotel in 

London for 5 years.  
(A) has supervised (B) will have supervised (C) had been supervising (D) is supervising 

 

Practice 6 

 

Mr. Coulter will return to the headquarters in London as soon as he …………………. the project here.  
(A) completes (B) will have completed (C) will complete (D) is completing 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



PRACTICE TEST 

 

1. The directors ………………. the merger plan proposed by ABC Corporation.  
(A) discusses    (B) discussing   (C) discussed    (D) to discuss 

 

2. During the school banquet last night, Mr. Greene …………….with an award for excellence in teaching.  
(A) honoring   (B) will be honored    (C) to be honored  (D) was honored 

 

3. The cocktail reception organized by the Office of the Telecommunications Authority ……………with a 

speech by Professor Adam Johnson from New York.  
(A) open    (B) opened    (C) to open    (D) opening 

 

4. We usually ………………that brand of detergent in stock.  
(A) had    (B) are having   (C) have been having  (D) have 

 

5. The manager ……………….in the sales department at ABC Corporation since 2006.  
(A) have been working  (B) works   (C) has worked   (D) will have worked 

 

6. Peter Johnson …………….television last night when the electricity suddenly went out.  
(A) watched    (B) was watching   (C) used to watch   (D) had watched 

 

7. Mr. Schneider ……………. from Italy when he had to leave for London.  
(A) had just returned  (B) just returned  (C) has just returned   (D) had been returning 

 

8. Heineken Children’s Bookshop makes sure they always ……………..the best-selling titles in stock.  
(A) has    (B) will have    (C) have    (D) had 

 

9. Please complete the paperwork before …………….in line.  
(A) get    (B) will get    (C) to get    (D) getting 

 

10. ………………..in front of a driveway is not permitted.  
(A) You can park   (B) Park    (C) Parking   (D) Having parked 

 

11. Using electronic trading systems instead of dealing over the phone with brokers …………..very popular 

recently.  
(A) will become   (B) has become   (C) was become  (D) becomes 

 

12. The actress recently …………..the Doris Day Award at a ceremony in Hollywood.  
(A) receives    (B) is receiving   (C) received    (D) had received 

 

13. At the end of December, the managing director ------- at the company for 25 years.  
(A) has worked   (B) had been working  (C) will have worked  (D) is working 
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◎ Part 2 STRATEGY 3: Focus on the purpose of the question (or statement). 

 

1. Skill Building Exercise A 
 

 

Question    Purpose of the Question 

1.-    A. Asking for information (time) 

2.-    B. Asking for information (reason) 

3.-    C. Asking for confirmation (time) 

4.-    D. Asking for permission (action) 

5.-    E. Asking about choice or preference 

6.-    F. Extending an invitation 

7.-    G. Asking for information (person) 

8.-    H. Expressing disbelief 

9.-    I. Asking for information (location) 

10.-    J. Making a suggestion or request 

 

1. - (   )   2.- (   )   3. - (   )   4. - (   )   5. - (   )   6. - (   )   7. - (   )   8. - (   )  9. - (   ) 10. - (   ) 

 

 

2. Skill Building B 

 

 

Question   Response 

1.-    A. The blue one. 

2.-    B. Yes, I start in two weeks. 

3.-    C. Nothing closer was available. 

4.-    D. Only if it’s really dirty. 

5.-   E. Sorry, but I have a noon meeting. 

6.-    F. I haven’t decided yet. 

7.-    G. Yes, we should. 

8.-    H. I thought it was at eight. 

9.-    I. The entire department is invited. 

10.-    J. There’s one across from the city park. 

 

1. - (   )   2. - (   )   3. - (   )   4. - (   )   5. - (   )   6. - (   )   7. - (   )   8. - (   )   9. - (   )   10. - (   ) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



3. DICTATION 

 

1. Lemon and lime juice were both temporarily ………  ……..  …………….  
2. ………………  …………………. may exist in a warehouse or in a shop.  
3. He gave us an ……………….. of the cost of repairing the sink.  
4. Why is it taking so long to ……………. the ……………?  
5. Could you …………….. the files on the ………………? 
 
 

 

4. HOMEWORK (Vocab) 

 

1. We offer a competitive salary commensurate with experience.  
2. Two workers were fined for not following the correct procedures.  
3. The Hotel can accommodate over 500 people.  
4. Transfer the money to our bank account via bank transfer from your bank account.  
5. The group acquired the site adjacent to the Broad Lane factory. 
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(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Verb Forms (b) 

 

PRACTICE QUESTIONS 

 

Practice 1 

 

Children under twelve must ………………… by an adult.  
(A) accompany  (B) be accompanying  (C) accompanied  (D) be accompanied 

 

Practice 2 

 

French classes which were supposed to start on Monday ……………due to insufficient attendance.  
(A) canceled (B) were canceled (C) is cancelling (D) will cancel 

 

Practice 3 

 

According to a survey, consumers who feel optimistic about the future economic situation …………….  
spending on luxury goods.  
(A) increases (B) increase (C) has increased (D) is increasing 

 

Practice 4 

 

One of the most popular mystery-detective novels written by Dan Brown ………………… The Da Vinci Code.  
(A) call (B) called (C) is called (D) are called 

 

Practice 5 

 

Those feeling sick all the time, especially if most of the sickness is in their gut, ……………from one or more  
food intolerances.  
(A) suffers (B) is suffering (C) has suffered (D) are suffering 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



2. PRACTICE TEST 
 

 

1. The cancer researcher …………………and excited about the new advances in medical technology.  
(A) is interesting                        (B) is interested         (C) is interested in (D) is interesting in 

 

2. The game of chess, one of the world most popular games, ……………….for many centuries.  
(A) were played  (B) playing (C) has been played (D) played 

 

3. The London Journal, which has a circulation of 100,000, …………….. since 1884.  
(A) published                             (B) has published      (C) was published (D) has been published 

 

4. Maestro Tech Computers Ltd. is …………. to providing quality computers at affordable prices.  
(A) dedicating                            (B) dedicates            (C) dedicated                (D) dedicate 

 

5. The management teams, following the new guidelines set out by the board, ------- to work closely together to 

achieve this quarter’s financial targets.  
(A) needs        (B) is needing            (C) is needed                 (D) need 

 

6. The cost of repairing the damage to the factory after the storm ……………..to be more than one million yen.  
(A) expects                                 (B) is expecting           (C) expected                 (D) is expected 

 

7. HK Landmark, Inc. ……………….. a business proposal to fulfill a government project and is expecting 

response by the end of this week.  
(A) has submitted           (B) had been submitted         (C) was submitted         (D) will be submitted 
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◎ Part 2 STRATEGY 4: Focus on the Content Word 

 

1. Skill Building Exercise A 

 

(Listen to the teacher’s instructions.) 

 

2. Skill Building Exercise B 

 

Practice 1 

1. Where have you been?  
2. Why don’t we meet for lunch tomorrow?  
3. What color do you think we should paint the walls?  
4. Do you have any suggestions for this evening?  
5. What was Mr. Johnson’s idea for increasing our sales? 

 

Practice 2 

 

1. It’s hard to get a taxi at this time of the day.  
2. Are we going to need our umbrellas today?  
3. Where are you going on your business trip?  
4. How may I direct your call?  
5. When did you move into this house? 

 
 
3. PRACTICE TEST 
 

(Listen to the teacher’s instructions.) 
 

 

4. DICTATION 

 

1. Could you look ……….. the …………………..?  
2. How much will it cost to have the ……………… printed?  
3. When does the …………………. on your computer expire?  
4. The fare has gone up …………………. today.  
5. The flight was ……………… because of a mechanical problem. 

 

 

5. HOMEWORK (Vocab) 

 

1. He has retired from the board of directors to become the president of one of our affiliates.  
2. The local government allocated money for the new hospital in the budget.  
3. Please acknowledge receipt of the letter by signing the enclosed form.  
4. The wage disagreement was resolved by arbitration.  
5. In general, incumbents have a 94 per cent chance of being re-elected. 
 

 

 
 
 
  



                                                                                                                  Day 20 A 

 
(Vocabulary Review) 
 
 
 
Part 5 Grammar Items; Verb Forms (c) 

 

1. PRACTICE QUESTIONS 

 
1. Bags …………….. the weight limit are subject to additional charges.  
(A) exceed     (B) exceeded      (C) exceeding    (D) excessive 

 
2. ......................100 kg, Mr. Johnson decided to lose weight.  
(A) Weigh     (B) Weighing     (C) Weighed     (D) To weigh 
 

 

2. NON-FINITE VERB EXERCISE 

 
Identify the following non-finite verbs. 
  
1. Worrying can lead to feelings of high anxiety.  
2. Worrying economic signals from China sent stocks sharply down.  
3. She is a mother worrying about the future of her children.  
4. A worrying report appeared in The Daily Journal.  
5. Part of a mother’s job is to worry.  
6. Worried about money and his financial future, he has anxiety attacks.  
7. She is a worrying mother. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



3. PRACTICE TEST 
 

 

1. The land ……………….. by local businessman, Joe Smith, is ideally located for building the new City Library.  
(A) is donated   (B) donates    (C) donated    (D) to donate 

 

2. Earlier this week, a report …………….the details of the accident was submitted to the insurance company.  
(A) outline    (B) outlined    (C) outlining    (D) outlines 

 

3. ………………. to secure the contract, ABC Manufacturing has offered to reduce the price of its original 

proposal by five per cent.  
(A) Try    (B) Trying    (C) Tried    (D) Tries 

 

4. ………………. to Auckland City Council last year, the land can be used for developing council houses.  
(A) Donate    (B) Donating   (C) Been donated   (D) Donated 

 

5. ………………. only a few blocks from the beach, Trattoria Alfredo is always packed with surfers.  
(A) Situate    (B) Situated    (C) Situating    (D) To situate 

 

6. Ms. Andrews applied for the public relations position ……………..in yesterday’s paper.  
(A) was advertised   (B) advertising   (C) advertised   (D) to advertise 

 

7. ……………… during the last World War, the building is in desperate need of restoration.  
(A) Built    (B) Building    (C) Been built   (D) Having built 

 

8. The discussion session ……………. the lecture on communications will give attendees an opportunity to 

talk to Prof. Honma directly.  
(A) follow    (B) follows    (C) following   (D) followed 

 

9. Bookshops have decided to offer a discount of 25% for Professor Suzuki’s new book for 30 days 

immediately ………. its publication.  
(A) will follow   (B) follows    (C) followed    (D) following 
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◎ Part 2 STRATEGY 5: Understand the types of distractors for Part 2 items. 

 

1. Similar-sounding words  
“How many cups of coffee do you drink a day?” “I have two caps.”  

 

2. Repeated words  
“How many cups of coffee do you drink a day?” “I won the Cup many times.” 

 

 3. Homophones  
“Did you hear the news?” “He’s here.”  

 

4. Associated words out of context 

“When is the deadline for corporate tax returns?” “The line is dead, I’m afraid.”  

 

5. Response to the incorrect type of question  
“Where will you stay in Rome?” “Next month.” “Would you like 

tea or coffee?” “Yes, please.”  
 

6. Incorrect person  
“Do you want to go with her?” “Yes, she wants to go.”  

 

7. Incorrect verb tense  
“Where did Jane go?” “She’ll go there tomorrow.”  

 

8. Irrelevant responses  
“Who will meet me at the airport?” “There’s a good one nearby.” 

 

 

1. Skill Building Exercise  

(Listen to the teacher’s instructions.) 

 

2. DICTATION 

 

1. Who has the key to the ……………….?  
2. With California’s orange ………. halved, local ……………. had to find ……………… sources.  

3. The ……… of the contract are still open to ………………. 

4. Please contact us at least two business days prior to your …………….  

5. Some customers prefer to pay ………………….. 

 

3. HOMEWORK (Vocab) 

 

1. The newspaper will allot a full page to each of the three mayoral candidates.  
2. After the hurricane, officials assessed the town’s need for aid.  
3. I assume that you’d like time to decide.  
4. He decided to take the post of the chairman and assume the responsibility  
5. They took a 40 percent stake in the company last year. 
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