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Робоча програма, методичні вказівки та індивідуальні завдання до вивчення дисципліни «Ділова кореспонденція» для студентів спеціальності 8.02010501 – документознавство та інформаційна діяльність / Укл. С.Ф. Шаркова. – Дніпропетровськ: НМетАУ, 2016. – 23 с.

           Наведені робоча програма, методичні вказівки та рекомендації до вивчення дисципліни «Ділова кореспонденція», вправи для опрацювання навиків, необхідних для складання різних видів офіційних листів; перелік тем практичних занять; індивідуальні завдання до виконання контрольної роботи та методичні вказівки щодо їх виконання.

          Призначена для студентів спеціальності 
8. 02010501  – документознавство та інформаційна діяльність заочної форми навчання.

Укладач            С.Ф. Шаркова, канд. психол. наук, доц.

Відповідальна за випуск         В.В. Прутчикова, канд. філол. наук, доц.

Рецензенти         О.М. Знанецька,  канд. психол. наук, доц. 

                             (ДНУ імені Олеся Гончара)



Л.М. Ткач, канд. філол. наук, доц.
ВСТУП

Робоча програма, методичні вказівки та індивідуальні завдання  до вивчення дисципліни «Ділова кореспонденція» призначені для студентів, які навчаються для отримання кваліфікаційно-освітнього рівня «Магістр». Дане навчальне видання є продовженням комплексу підручників, які спрямовані на усунення недоліків, пов’язаних із недостатньою ефективністю зворотного зв’язку у практиці вузівського викладання іноземної мови.

Запропонований матеріал складається з шести частин, до складу яких входять: 1) завдання, спрямовані на розвиток навиків заповнення анкет, оформлення заяв; 2) завдання, спрямовані на виокремлення різних видів листів та їх співставлення; 3) завдання, спрямовані на ознайомлення з технікою написання ділових листів; 4) завдання, спрямовані на опрацювання бізнес-термінології, ознайомлення із засобами вираження й особливостями перекладу речень різної структури; 5) завдання, спрямовані на засвоєння міжнародних стандартів оформлення документів з урахуванням особливостей перекладу та діловодства; 6) тренувальні вправи, призначені для активізації засвоєного матеріалу.
Текстовий матеріал до вправ підібраний з англійських та американських оригінальних джерел (American Business Vocabulary; Business Spotlight, The Economist; Email English, Macmillan English Dictionary for Advanced Learners, New Headway Intermediate). Методичні вказівки допоможуть індивідуалізувати вивчення мови та підвищити ефективність контролю за роботою студентів на практичних заняттях. 
FILLING IN APPLICATION FORMS
1. Most people hate filling in forms. What occasions can you think of when you have to fill in a form? What sort of information do you have to provide?
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2. Forms do not usually ask questions, but they ask for information. Match a line in A with a question in B.

A

1. First name

2. Surname 

3. Date of birth

4. Country of origin

5. Present address

6. Permanent address

7. Marital status

8. Occupation

9. Annual income

B

a  Where do you live? 

b  What do you do?

c  Where are you living at the moment?

d  Are you married or single?

e  What’s your first name?

f  How much do you earn a year?

g  When were you born?

h  What’s your surname?

i  Where were you born?

3. Forms ask you to do certain things. Do the following:



Write your name in block capitals.  ________________________________



Sign your name. _______________________________________________



Delete where not applicable.





I am a student / an employee / an employer.



Put a cross if you are male.  □


Put a tick if you are female. □

4. Fill in the form. It is an application form to open a bank account.
Applicant

Title

Mr□

Mrs□
Miss□
Ms□
Surname ______________________________
First name (s) __________________________
Date of birth ____/ ____/ ____

Country of origin ________________________
Present address __________________________


_______________________________
Post code ___________
When did you move to this address? ___/ ___ / ___

Permanent address (if different from above)

__________________________________________
__________________________________________
Post code ___________
Telephone no. (home) ________________________
Telephone no. (work) ________________________
Marital Status

Single□
Married□
Divorced□
Widower□


No. of dependant children □ 
Residential details

Owned□

Rented□
Where do you reside?

With parents□
With a partner□
Alone□
Employment status

Employed full-time□
Employed part-time□
Self-employed□

Unemployed□

Retired□
Income details

Annual income ____________
Signature _________________
Date
___/ ___/ ___

BEGINNING AND ENDING LETTERS
1. Match the correct beginning and ending for the five letters below. Which letter

(a) asks for information?
(b) accepts an invitation? (c) invites?
(d) gives news?

(e) says that money has been received?

Beginnings

a
Dear Mary


This is just a note to ask if you and Dave are free on the evening of July 11.

b
Dear Jane


Many thanks for your letter. It was lovely to hear from you after such a long time. 
     You asked me what I’ve been doing. Well, …

c
Dear Sir / Madam


I saw an advertisement in the Daily Telegraph for weekend breaks at your hotel.

d
Dear Peter


Thank you so much for inviting Dave and me to your summer party.

e
Dear Mr Smith


We received your order for the World Encyclopedia on CD ROM, and your 
Cheque for ₤75.

Endings

1 Many thanks. I look forward to hearing from you. In the near future.

Yours faithfully

James Fox

James Fox

2 We will have pleasure in meeting your order as soon as we can.

Yours sincerely

Thames Valley Computer Software

3 It would be lovely to meet some time. Do you ever come to London? You must let me know.

Love

Pat

4 Do get in touch soon and tell me if you can make it. Regards to you all.

Best wishes

Peter

5 We’re really looking forward to seeing you again, and to meeting your friends.
Best wishes

Mary

2. Which of these sentences continues each letter?

A
Could you please send me your brochure and a price list? I would be most 


grateful.

B
I’ve changed my job a few times since I last spoke to you, and as you know, 


I’ve moved, too.

C
Unfortunately this amount did not include packing and postage, which is ₤7.50.

D
June and I are having a barbecue with all our friends, and we were wondering 
if you could come.

E
We’d love to come. I haven’t been to your part of the country for ages.

FORMAL AND INFORMAL LETTERS
1. Look at the organization of a formal letter in English. Is it the same as in your language? Think about…

… the position and content of the two addresses and the date.

… the beginnings and endings of letters.

2. Choose the words that are more formal or appropriate in the letter. What makes a letter more or less formal?

3. The letter below is a formal letter to a hotel. Analyze it and compose an e-mail to book a room in a European hotel.
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Reservation Manager                                                               
Carlton Hotel

78, Park Lane

Bristol

BH12 3GR

June 16

Dear Jack/Sir or Madam
I am writing/This is just a note to confirm a reservation that was made/I asked you for this morning by telephone. The reservation, for a couple of/two nights, is for me/myself, David Cook.

I want/would like a room with a bathroom, from 12-14 July inclusive. I will be attending/’m going to pop into the Trade Fair that is being held/is going on in 
Bristol that week.

Is it all right/Would it be possible for me to have a room at the back of the hotel? I think/am afraid that the room I was given/you gave me last year was rather/really noisy. 

Thank you/Thanks for sending me the brochure about/regarding your conference facilities, which I got/received this morning. They look most interesting/great. Unfortunately/I am sorry I can’t give you/ am unable to provide you with any definite dates at the moment/now, as/because we have yet to finalize/sort out the details of our sales conference. But/However, I will contact you/’ll drop you a line 
as soon as I can/possible.

I look/’m looking forward to meeting you on 12 July.

Best wishes/Yours faithfully

David Cook

                                                                  117 Fulham Palace Road London SW 11

                                                                                                Phone 0171 437 8955

                                                                                             Fax number 0171 437 6900


REMEMBER
Informal letters are more often handwritten.

▪ The sender’s address appears on the right with the date.

▪ We begin with Dear Robert, or Dear Ann and David.

▪ There can be contractions, and the style can sound quite conversational.

▪ I’m looking forward to … is informal.

▪ End by writing With best wishes or Love.

WRITING FORMAL LETTERS
The characteristics of a formal letter in English are as follows:

▪ The name of the company and its address, phone, and fax details generally appear at the top of the page, together with any Internet and email details. If the writer’s address is handwritten, it appears at the top right. The number of the street comes before the name of the street. The sender’s name does NOT appear at the top of the letter.

▪ The date can appear either below the address on the right or on the left-side, taking into account that the most usual style is to have everything aligned to the left.

▪ In typewritten letters, the name and address of the person or organization you’re writing to goes on the left, with the date underneath. If you know the name of the person and his/her title, add these above the address too.

▪ All letters, both formal and informal, begin with Dear… . If you know the person’s name, you can begin with Dear Mr Smith. If you don’t know who you’re writing to, begin Dear Sir or Madam, Dear Gentlemen. Avoid using Mrs or Miss unless the person you’re writing to has already used the title themselves in a previous letter. 

▪ You can start your letter in different ways:

Thank you for your letter of…

I am writing in response to…/ regarding …/ to inform you that/ of…/

to complain about…

Further to my letter of 16th July…

I would like to enquire about/ whether…

▪ Give further details about the purpose of your letter here.

▪ In formal style, we avoid contractions, slang, certain phrasal verbs, and language that sounds spoken rather than written. We use the passive more, and we use longer words rather than shorter ones.

▪ I look forward to … is formal. You can also close your letter in the following ways:

Thank you in advance for your help.

I would be most grateful if you could inform me…

Please let me know if …

Please phone to confirm the details.

▪ End the letter with Yours faithfully if you begin with Dear Sir or Dear Madam. End with Yours sincerely if you begin with the person’s name. If you know the person well, you can put With best wishes before Yours sincerely.

▪ Sign and print your name at the bottom of the letter.

GOLDEN RULES for writing letters:
1. Give your letter a heading if it can help the reader to see at glance what you are writing about.

2. Decide what you are going to say before you start to writ or dictate. In other words, always try to plan ahead.

3. Use short sentences.

4. Numbering each paragraph may help the reader to understand better.

5. Think about your reader. Your reader must be able to see exactly what you mean: your letters should be CLEAR. Your reader must be given all the necessary information: your letters should be COMPLETE. Your reader is likely to be a busy person with no time to waste: your letters should be CONCISE. Your reader must be addressed in a sincere, polite tone: your letters should be COURTEOUS. Your reader may get a bad impression if there are mistakes in grammar, punctuation and spelling: your letters should be CORRECT.

WRITING SKILLS
1. Read Nancy’s letter of application to Worldwatch. Put one word into each gap.

Compare your answers with a partner.

2. Look at Nancy’s letter again.

· In what other ways can you begin and end formal letters?

· In what ways can you begin and end informal letters?

· Where is Nancy’s address written?

· Where is the address of the company she’s writing to?

· In what other way can you write the date?

· Where does Nancy sign her name? Where does she print her name?

There are three paragraphs. What is the aim of each one?
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Thursday 17 January

David Benton

Worldwatch UK Ltd.

357 Ferry Rd

Basingstoke RG2 5HP

Dear Mr Benton

I saw your _____________ for a Business Journalist in today’s Guardian newspaper. I am very _____________ in the job and I think that I have many of the necessary ______________.

I _____________ politics and modern languages at Oxford University. I am ___________ in French, German and Spanish. I have ____________ widely in Europe and South America, and I _____________ worked as a business journalist for the BBC ____________ the last five years.

I nclose a copy of my curriculum vitae. I look forward _______ hearing from you soon. Please let me know if you need more information.

Yours sincerely

Nancy Mann

    Nancy Mann


3. Write a letter of application for the following job in the Daily News.

	TRANS-GLOBE

COACHES
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want

TRAVEL COURIERS

In ● Europe ● the Far East ● North and South America

Have you got good interpersonal skills?

Can you speak two or more languages?

Do you want to see the world?

Please apply with CV to

HR Manager

Trans-Globe Coaches

Victoria Square

London SW1 6VC




Abbreviations
Abbreviations are used quite often in business so it is important to look up and note down any new ones you encounter. 
Explain what the abbreviations printed in bold type mean.

1. Rd., St. and Sq. are short for ………………………………………………..
2. On an envelope the abbreviations c/o, Attn., P.O.B. mean …………………………………………………………………………………………..
3. You may see these in a report or textbook: e.g., i.e., etc and P.T.O. They stand for ………………………………………………………………………………...
4. You may also find these: cf., viz. and do.
5. In a printed text you may see this abbreviation: @$300 each. It means …………………………………………………………………………………………..
6. At the end of a formal business letter it’s common to use c.c. and encl., which stand for …………………………………………………………………………
Now give the correct abbreviations of the following:

1. After 12 o’clock midday.

2. Association.

3. Written at the end of an invitation this means you have to send and answer to say you will or will not attend.

4. The opposite of min.

5. Number.

6. The eighth moth of the year.

7. Used when a measurement or time is not exact. It means “about”.

8. For and on behalf of.

9. Reference.

10. Subject of a letter.

Can you make sense of the want ad below?

CV AND RÉSUMÉ
CVs often follow a standard layout and make use of a different group of set phrases and headings.

In your ‘Employment history’ start the list with your most recent job and finish with the earliest one. If you have had many jobs, include only your relevant work experience. You should also include relevant training courses, voluntary work etc.

References (the people that the employer can contact to get information about you) can be listed either at the end of the CV or included in a separate letter.

ANN SMIRNOVA

Prospect Haharina 4 a

Dnipropetrovs’k, Ukraine

Tel: + 3 8 056 7777777

e-mail: anna_smirnova@...

JOB TARGET:

    Seeking an office position requiring word processing 
                                             skills with opportunities for advancement.

EDUCATION:

September 2014- 
     
     National Metallurgical Academy of Ukraine 

to the present

     (Dnipropetrovs’k, Ukraine)





     Faculty of Humanities





     Major in Psychology

October 2011- May 2012    General computer courses.

September 2004-June 2014 School № 1 (Dnipropetrovs’k, Ukraine)

SKILLS:


Computers

      Software – WordPerfect and Lotus 1-2-3





     Typing – 50 words per minute

      
Languages

      Ukrainian – native





      Russian- fluent





      English - fluent


Driving license category B

EXPERIENCE:

      

December 2014-

      Cashier, Vito-Centre


to the present

      Responsible for: running the register, helping customers 





       with self-service copiers, writing print orders, answering 





      the telephone

INTERESTS:

      playing the guitar, writing poems, collecting matchboxes    

REFERENCES:

      Ivan I. Ivanov, Superviser





      Denton Copy Center





      (056) 333333 

Find out the difference between Resume and CV.

Check information on the following websites:
►http://finance.yahoo.com/news/fake-amazon-page-best-online-resume-ever-212605921.html;
►http://career-services.monster.com/yahooarticle/phrases-never-to-put-on-resume#WT.mc_n=yta_fpt_article_phrases_never_on_resume
WRITING SKILLS
Compose your own CV.
TYPES OF BUSINESS LETTERS
There are different types of business letters. Rearrange the letters and give both translation and definition of these types.

ERINQUY Letter 




Letter of AACCMMDNOOOTI

Letter of CATOMLINP



Letter of CECEONDONL

IAVIOTNTIN 




RDERMIEN Letter 

Letter of ODRER 




Letter of ORFEF

MONEMURMAD

WRITING SKILLS
Letter of inquiry

Below you will see parts of three letters of inquiry. Put the correct word or phrase in each blank. Choose from the following list. Use each item once only.
	advertisement      advise      current issue       Dear      discount      sincerely      forward                      

      information       latest catalog       model       particularly       payment       price list  

                                       price range      regards      still available


A.

1………………… Sir or Madam,

I saw your 2………………… in the 3 ………………… of ‘Office Weekly’ and am interested in your selection of office stationary.

Could you please send me our 4………………… and 5 ………………… . 

I look 6 ………………… to hearing from you. 

7 …………………

B. 

With 8 ………………… to your advertisement in today’s ‘Washington Post’, could you please send me 9 ………………… about your office furniture. I am 10………………… interested in our adjustable secretary’s chairs.

C.

Some time ago we purchased from you some JF72 solar-powered pocket calculators. As this 11 ………………… was so popular with our customers, we would like to know if it is 12………………… If so, would you kindly 13 ………………… us of your terms of 14………………… and any quantity 15………………… available. Could you also include details on any new models in the same 16………………… .
Below you will see part of three letters answering an inquiry. Put the correct word or phrase in each blank. Choose from the following list. Use each item once only.

	additional features      competitive price     date     doing business     enclosed leaflet

   inquiring      inquiry        full details       further details      hesitate       In addition

in production        pleasure        selection         Sincerely          supply


A.

Dear Ms Prentice,

Thank you for your 1………………… of May 3rd about our office stationery. It is our 2………………… to enclose our latest catalog and price list. We hope you will find it of interest.

If you require any 3…………………, please do not 4………………… to contact us.

5…………………

B. 

Thank you for your letter of January 4th, asking about office furniture. The enclosed catalog contains 6………………… of our selection. In most cases we are able to 7………………… you with the goods you require within fourteen days.

We look forward to hearing from you.

C.

Thank you for your letter of June 1st, 8………………… about the JF72 pocket calculator.

This model is no longer 9………………… as it has been superseded by the JF73 solar-powered pocket calculator.  As you will see from the 10…………………, the new model has several 11………………… at an extremely 12………………… .
We have also enclosed our latest catalog giving details of the wide 13………………… of electronic goods we supply.

We provide a discount of 30% on purchases of not less than 50 of the same model, and 35% on quantities of not less than 100. 14…………………, we give a discount of 3% for payment within fourteen days from 15………………… of invoice.

We look forward to 16………………… with you in the near future.

Below you will see extracts from three sales letters. Put the correct word or phrase in each blank. Choose from the following list. Use each item once only.

	colleagues         confident          convenience        eligible         experience      featured                                 needs     recommend    suitable      value      complimentary copy     extensively tested          favorable response        further information       highly popular     recent publications         representatives         specially selected        subscription form         payment terms


A.
It is our pleasure to enclose a 1………………… of one of our most 2…………………, ‘American Business Vocabulary’.

You will notice that the book has a similar format to our 3 ………………… series, ‘American Vocabulary Program’, but concentrates on vocabulary useful to anyone who needs English in a business situation.

The exercises have been 4………………… and have met with a 5………………… from both learners and teachers. The book is 6………………… for use in the classroom or for self-study.

We feel confident that you will want to 7………………… this book to your colleagues and students.

B.

We are a company with over 30 years 8………………… in selling office equipment. We have recently come out with a new selection of equipment and furniture designed to meet the 9………………… of today’s electronic office.

This new selection is 10………………… in our latest brochure which I have enclosed together with details of our flexible 11………………… .

If you require any 12…………………, simply telephone me and I will arrange for one of our 13 ………………… to get in touch with you at your convenience.

C.

You have been 14………………… by my company to receive a free copy of our latest publication ‘Business Dealings’. 

We cannot of course a free copy to everyone but we have chosen you because we 15………………… your opinion. We are 16 ………………… that you will find it fascinating and want to show it to your 17 ………………… . ‘Business Dealings’ is published monthly and we have enclosed 18 ………………… for your 19………………… Subscribe within the next three weeks and you will be 20………………… for a discount of twenty per cent.

A letter and a memo

The following phrases are from a letter and a memo. They are all mixed up. Put them in the correct order.

1. I have asked the Secretarial Supervisor to come and speak to you and she may wish to arrange a later demonstration for her staff.

2. From: Vincenta Enjuanes,


Purchasing Manager

3. Subject: Demonstration of word processor

4. We would be pleased to have you with us on the 3 April as you suggest.

5. The Sales Manager of Smart Offices Ltd will visit the firm on 3 April to demonstrate the AX 3000 word processor which I am sure you will be interested in seeing.

6. I look forward to meeting you.

7. Please ring my secretary to arrange a time to meet the Sales Manager. A later demonstration can be arranged for members of your staff to see it.

8. Dear Ms Devereux

9. To: Secretarial Supervisor

10. Thank you for your letter of 12 March offering to come to our firm to demonstrate the AX 3000 word processor.

11. Yours sincerely, 


Vincenta Enjuanes 


Purchasing Manager

12. V.E.

WRITING SKILLS
Imagine, you are a Sales Manager for a company which manufactures wheel and pipe products. Reporting to you there is a team of 28 sales representative. Each one is responsible for a different area and they travel all over EU countries. You are looking for ways to motivate them to sell more. At the moment 75% of their salary is fixed and 25% is paid in the form of individual commission.
Possible new incentives:
· Smaller fixed salary, more on commission

· Team (not individual) commission

· Bonus payments

· A share in company profits

· Competitions and prizes (cash, holidays, etc)

· Non-financial incentives such as training, promotion, time off

· Others?

	MEMO

To              The Sales Director

From          Sales working committee

Subject      Report on meeting to discuss motivation of sale team

Date           12 December

At a meeting of sales managers last Friday, we decided to recommend the following action to motivate the sales team and to increase sales.

     1. __________________________________________________________

2. __________________________________________________________

3. __________________________________________________________

We look forward to receiving your comments on these suggestions.


Fax
After reading fax messages compose your reply to the supplier.

	FRAISJUS 4100 COMPIEGNE

FRANCE

Attention: Vidal Garcia, Purchasing Department

Fax: 34 6 588 310

From: Jean-Luc Matthias, Sales Manager

Dear Sr Garcia,

Thank you for your order of 2000 cartons of pineapple juice. They will be ready for collection next Tuesday. Please can you collect them from our warehouse on that day at 8.00 a.m.

Yours sincerely

Jean-Luc Matthias


Write the reply including the following information
▪ not company policy to collect goods

▪ insurance and transport too expensive

▪ supplier must deliver goods to Mercanda warehouse in Zaragoza

	MERCANDA SUPERMARKETS

16001 Valencia

Attention: Jean-Luc Matthias

Fax: 33 1 44 88 97 94

From: Vidal Garcia, Purchasing Department

Dear M Matthias,

Thank you for your fax.

I look forward to hearing from you.

Yours sincerely

Vidal Garcia


	FRAISJUS 4100 COMPIEGNE

FRANCE

Attention: Vidal Garcia, Purchasing Department

Fax: 34 6 588 310

From: Jean-Luc Matthias, Sales Manager

Dear Sr Garcia,

I am sorry to inform you that the batch of 2000 cartons of pineapple juice left our plant 24 hours late and will not arrive until Wednesday.

Please accept my apologies.

Yours sincerely

Jean-Luc Matthias


Write the reply including the following information

▪ last batch arrived late
▪ juice bad: temperature in lorry too high

▪ we expect your insurance to pay

PAY ATTENTION
There are different methods of payment. Link the forms and documents in the left hand column with their definitions in the right hand column.

	1. Airwaybill


	a. this has 3 functions; it is (i) a contract between 

    the shipping company and the exporter; (ii) a 

    receipt; (iii) a title deed

	2. Bill of Exchange
	b. an invoice certified as accurate by the consul 

    of the importing country

	3. Bill of Lading
	c. proof of which country goods originate from



	4. Certificate of Origin
	d. a form granting permission to import certain 

    goods

	5. Consular Invoice
	e. an order requiring the person to whom it is 

   addressed to pay money to someone else

	6. Customs Declaration 

    Form
	f. letter from a bank authorizing the payment of a 

   sum of money to the person named in the letter

	7. Delivery note
	g. this form shows what goods are being 

   delivered to the buyer; it is also the seller’s 

    receipt

	8. Import Licence
	h. a bill or formal request for payment



	9. Invoice (commercial 

    invoice)
	i. a monthly account showing all transactions   

   between a buyer and a seller

	10. Letter of Credit
	j. formal request for goods



	11. Order
	k. contract between an airline and an exporter



	12. Statement
	l. form declaring the value of imported goods for taxation purposes


REMEMBER
Words often have different grammatical forms. Remember to keep looking for words that are formed from the same basic word.

WRITING SKILLS
Complete each sentence given below with the correct form of the word in capital letters.

1. MANAGE
Since the ………………… buy-out profits have risen sharply.

The general ………………… sent a letter to every member of the staff.

It makes sense to break the task up into ………………… steps.

2. NEGOTIATE

The salary is ………………… so how much do you think I should ask for?

Unfortunately, ………………… with the union have broken down.

3. OCCUPY

The block has been ………………… since the fire.
Dust is an ………………… hazard in this factory.

4. OPERATE

The oil rig should be in ………………… by tomorrow morning.

We expect an ………………… profit of at least 20 million dollars next year.

The system should be fully ………………… by this time next year.

The switchboard ………………… was unable to find the person I wanted.

5. OPT

Although insurance is …………………, we strongly recommend it.

I want to leave my ………………… open, so I haven’t given him my answer yet.

6. ORIGIN

We …………………intended to close only three of our branches.

The idea is said to have ………………… from the Sales Department.

Her proposal showed a lot of ………………… - perhaps too much, in fact.

7. PREFER

We’ll obviously give ………………… to candidates with previous experience.

They gave her the loan at a ………………… rate of interest.

8. PRODUCE

The new model should be in ………………… in three months.

The finished ………………… must leave the factory in perfect condition.

I’m afraid our talks with the manufactures have been ………………… .

We hope that longer lunch hours will increase worker ………………… .

9. PROFIT
Any line which proved ………………… was immediately discontinued.

Doubts have been expressed as to the ………………… of the business.

10.  SYSTEM

You need to have a ………………… approach in this type of work.

We need to carry out this survey ………………… .
11.  RESTRICT

They have imposed ………………… on the selling of certain electronic goods.

Such ………………… trade practices are not in the public interest.

I’m afraid access to this information is ………………… .

12.  SATISFY

What job ………………… can anybody get from working on an assembly line?

We hope the discussions with our creditors will have a ………………… outcome.

The customer was ………………… with the service and complained to the boss.

13.  SUIT

I’m not sure about the ………………… of the site for the new factory.

We now have to find a ………………… name for our new chocolate bar.

14. VARY

Our company produces a great ………………… of toys.

Remember the interest rate is …………………, so you could have problems.

They put forward ………………… suggestions but none was acceptable. 
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SHIPPING CLERK – Exc. oppty, FT, sal $ 18K, 1 yr exp pref, job avail immed, send résumé and ref to Personnel, 1341 Crescent Dr., Columbia, FL 32055.
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