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Read the following sentences and answer the questions which follow by ticking the correct
box on your answer sheet.

1

10

Our fax machine is broken.

Is it A) working?

We need an office with more space.

Is the office A) too small?

Please make an urgent appointment with the bank manager.

Should you make an appointment  A) very soon?

She is going to hire a car.

Will she A) rent a car?

Smoking is forbidden in the office.

Is smoking A) allowed?

We occasionally send e-mails.

Do we send e-mails A) often?

The company is short of staff.
Does the company have A) too many employees?
January was a profitable month for our shop.

In January, did the shop A) make money?

We frequently sell old stock at half price.

Do we sell at half price A) often?

There are plenty of cinemas in the city centre.

Are there A) a lot?
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B) not working?

B) too big?

B) next month?

B) buy a car?

B) not allowed?

B) only sometimes?

B) too few employees?

B) lose money?

B) never?

B) very few?



Read the following sentences and choose the correct answer. Do not write your answer in the
space. Answer the question by ticking the correct box on your answer sheet.
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The phone has been ringing for a minute. Please pick it

A) out B) over

Ask my secretary to look ....

A) about B) in

Who is the woman sitting ...

A) to B) from
Did she ask ...... a coffee?
A) up B) with

Could you take her name and address

A)in B) on

Did she see our advertisement ...... the newspaper?

C)up

.. the diary.

C) over

the window?

C) out

C) for

C) by

A)in B) at C) out
Why didn’t she come to see us ...... Monday?
A) at B) on C)in

| will be ready to see her ....

A)on B) from

...... work, | am going to the theatre.

A) On B) In

| have a new customer ......

A) at B) with

Please pay the telephone ...

A) bell B) bowl
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me. | would like you to meet her.

... today.

a few minutes.

C)up

C) After

C) buy

C) bale

D) in

D) to

D) by

D) out

D) for

D) by

D) with

D) in

D) from

D) bill
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We ...... the delivery to arrive tomorrow.

A) express B) expect C) except D) accept

| can’t write anything. | need a new .......

A) beer B) biro C) bore D) bean
All visitors are wearing a ...... with their name on it.

A) badger B) badge C) bodge D) budgie

| would like to ...... a single room for one night.

A) booking B) books C) book D) booked
Can | get something to eat when | arrive? Will the ...... be open?

A) rest B) rest room C) restaurant D) residue
At what time do you serve ...... in the morning?

A) break B) person C) breakfast D) peoples

| don’t want to climb any stairs. Does the hotel have a ...... to all floors?

A) loft B) lift C) elevate D) lived

Can | pay for my room by credit ...... ?

A) count B) limit C) balance D) card

Please use the photocopier to get me 12 more ...... of this letter.

A) copy B) copies C) floppies D) cops
Should | send the letter to every ...... of staff?

A) number B) member C) person D) members
| don’t speak Spanish. Do you have a little ...... book for travellers?

A) phrased B) frays C) phrase D) read

Can | have a few Spanish ...... before | go?

A) lessens B) class C) lessons D) word
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34 | also need a street ...... of Barcelona.

A) map B) mop C) plane D) mapping
35 Inmy..... time | would like to see some of the city’s beautiful buildings.
A) spur B) spare C) spire D) freed
36 Doyouhavea...... book with a list of museums and galleries?
A) guide B) guides C) guy D) guise

37 My afternoons are free, but | have several meetings each ......

A) mornings B) moaning C) morning D) mooning
38  The first meeting is at the company’s ...... office.

A) heap B) headline C) house D) head
39 Do you know the name of the new ...... Director?

A) Manager B) Managing C) Manage D) Manger
40 1 will ...... the company’s balance sheet while | am on the plane.

A) studying B) study C) studio D) look
41 Itisagood ...... to take a taxi from the airport to your hotel.

A) hide B) dear C)idea D) think

42  Theydon't...... much. In fact, they are very cheap.

A) cash B) cast C) charging D) cost
43 1 will write a ...... on my visit.

A) port B) pen C) report D) answer
44 Canl...... you on your mobile phone?

A) talk B) contact C) converse D) speak
45  I'll e-mail them to ...... that you are arriving on Wednesday.

A) confirm B) convert C) convince D) firm
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46 Do you have any experience of this ...... of work?

A) typist B) kinds C) type
47 | am specially ...... for this job.
A) train B) trained C) trainer
48 Do you have any ...... in foreign languages?
A) qualified B) qualifications  C) calculate
49  Where do you live? You haven't put your ...... on the form.
A) picture B) address C) dress
50 If we give you the job, can you ...... next month?
A) starting B) begun C) began
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D) sorts

D) tried

D) dictionary

D) name

D) start
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ANSWER SHEET FOR THE LCCIEB PRACTICAL BUSINESS ENGLISH EXAMINATION

Answer the questions by putting a tick in the
correct box as shown in the examples below.

NOTE

For questions 1to 10 there is a
choice of 2 answers only.

For questions 11 to 50 there is a choice of

4 answers.

EXAMPLES only

Question 1

The sun is setting.

Isit (A) morning or

(B) evening?

The correct answer is B so tick the B
box for Question 1 as shown.

QUESTION| A B C D
1 v
Question 11
The letter......oovnnnn. yesterday

A) come B)comes C)came D)coming

The correct answer is C so tick the C

box as shown.

QUESTION

11

WRITE YOUR ANSWERS HERE

QUESTION A B C D
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Read the following sentences and answer the questions which follow by ticking the correct
box on your answer sheet.

1 We have a lot of work in the factory this month.
Is the factory A) busy or B) not very busy?
2 | work in the office most weekends.
Do | work in the office A) every weekend or B) many weekends?
3 All employees must have computer training.
Is computer training A) voluntary or B)compulsory?
4 There is a lift to all floors.
Is there a lift to A) some floors or B)every floor?

5 The company exports 60% of its products.

Does the company sell its products ~ A) only in other countries or B) at home and in other

countries?

6 I’'m leaving next week. My job is temporary.

Is my job A) for a limited time or B) permanent?
7 The company’s restaurant serves meals throughout the day.

Can you buy food A) at any time of the day or B) only in the morning?
8 We will send a catalogue on request.

Will we send a catalogue A) if people ask forone  or B) to every customer?
9 My cheque is in the post.

Is the cheque A) lost or B)on its way
10  The office is open on alternate Saturdays.

Is the office open A) every other Saturday or B) every Saturday?
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Read the following sentences and choose the correct answer. Do not write your answer in the
space. Answer the question by ticking the correct box on your answer sheet.

11

12

13

14

15

16

17

18

19

20

Business is bad. We will have to sell these books ........ a loss.
A) with B)in C) at
Would you like to order some books ......... your shop?
A)on B) by C) for
Many of our best customers live ....... your city.

A) at B)in C) through
They like to see new books ...... display.

A)on B) at C)in
Could you take some books....... you today?

A) with B) for C)on

| need to send this order ........ train.

A) on B) through C) for
What time did you get ....... this morning?

A) at B) for C)up

Are you happy ........ this new machine?

A) for B) with C) by

[ would like to fly ..... London to New York.

A) with B)in C) out
Shall | make a booking ....... you?
A)on B) from C) for
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D) for

D) with

D) from

D) from

OVER
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28

29

30

31

Make ........ | get an early flight.

A) shore B) sore C) sure
Can you arrange for a .......... to take me to the airport?
A) taxis B) taxi C) taxes

| don’t want to be ...... and miss the plane.

A) delay B) late C) lay

You can come and ..... goodbye to me.

A) make B) give C) wavy

My family will be there ......

A) to B) two C) too

What .... is my first meeting in New York?

A) times B) time C) hours
Will anyone be there to ........ me when | arrive?
A) meat B) great C) meet

| need to know the ..... and telephone number of the hotel.

A) identity B) dress C) undress

This order must be delivered today. Itis very .........

A) urging B) urgent C) emergent
Would you like me to .......... it by post?

A) patch B) sand C) despatched
Do you mind how ......... it costs?

A) more B) much C) many
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D) shaw

D) tax

D) latter

D) say

D) tow

D) ours

D) grit

D) address

D) emerging

D) send

D) big



32

33

34

35

36

37

38

39

40

41

42

No. ....... important to get it there as soon as possible.

A) She’s B) It's C) They're
I haven’t got time to do it myself. Shalllaska .......... ?
A) colleague B) college C) league

| would ..... you to do it yourself, please.

A) preferred B) liked C) prefer
We also have to ........ these bills.

A) pay B) pie C) pea

[ will ..... them to the Finance Department.

A) pose B) pass C) place
They will ..... with them tomorrow.

A) dealt B) dole C) dill
Please keep ....... for our file.

A) cops B) kopjes C) copies

When do you ..... your holiday?

A) make B) have C) took

Why do you ...... to know ?

A) won’t B) want C) needed
| had a telephone ...... with him last week.

A) conversion B) conversation C) conkers
Are you ...... in this country or going abroad?

A) taking B) stay C) take
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D) collect

D) lick

D) play

D) put

D) deal

D) copy

D) taking

D) wishes

D) chatted

D) staying



43 We haven’t decided ......... We will need to think about it.

A) soon B) yeti
44 | can recommend a good ......... agent.
A) traveller B) travel

45 My wife works in the tourist ..........

A) industry B) industrial
46 Isita........ idea to go in August?
A) best B) worst
47  Thatsan ......... question.
A) interrupt B) interesting
48 lamso....... | feel | need a holiday now.
A) tire B) stress

49 | think we all feel the .......

A) some B) same

50 Willyou ..... me for a drink on the way home?

A) joint B) come
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C) yet

C) travail

C) agent

C) well

C) intestine

C) tired

C) sum

C) join

D) if

D) travelled

D) deportment

D) good

D) interested

D) tried

D) similar

D) taking
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ANSWER SHEET FOR THE LCCIEB PRACTICAL BUSINESS ENGLISH EXAMINATION

Answer the questions by putting a tick in the
correct box as shown in the examples below.

NOTE

For questions 1 to 10 there is a

choice of 2 answers only.

For questions 11 to 50 there is a choice of
4 answers.

EXAMPLES only

Question 1

The sun is setting.

Isit (A)morning or (B)evening?

The correct answer is B so tick the B
box for Question 1 as shown.

QUESTION| A B C D
1 v

Question 11

The letter.......cccccvveeennnnen. yesterday
A) come B)comes C)came D)coming

The correct answer is C so tick the C
box as shown.

QUESTION| A B Cc D

11 v
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