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Name: Date:

Understand the idea

Read a workplace message for its purpose first. Then look for the exact time, action or person needed.
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Example: Please reply by Friday. The deadline is Friday.
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A. Complete the workplace sentences
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1. Please the form before you submit it. (complete / completion / completely)
2. The meeting begins 9a.m. (in/on/at)
3. All visitors sign in at reception. (must / must to / musts)

B. Read the notice and choose
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NOTICE: Today's staff meeting will take place in Room 4 instead of Room 2. The start time remains 10 a.m.
Please bring your sales report.
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4. What has changed? (a) the meeting time (b) the meeting room (c) the office address
5. Where should staff meet? (a) Room 2 (b) reception (c) Room 4

6. What should staff bring? (a) a sales report (b) an application (c) a visitor pass
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Continue with questions 7-10. Use complete sentences when asked.
C. Read the email and respond
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EMAIL: Dear Nadeesha, Your printer will arrive on Thursday, not Tuesday, because we are waiting for a
replacement part. Please confirm that someone will be available to receive it. Kind regards, Amal
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7. On which day will the printer arrive?
8. Why has delivery been delayed?
9. What must Nadeesha confirm?

10. Write one polite sentence confirming that someone will receive it.

More practice? 3 /6 /10 worksheet sets + separate answers - charges apply.
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WhatsApp: 3 sets + answers WhatsApp: 6 sets + answers WhatsApp: 10 sets + answers

Ask EWS Academy on WhatsApp: +94 703 101 101. Confirm topics, availability, fee and delivery before payment.
Direct practice page: englishwithasmile.lk/youtube-practice/toeic.html

Would you like to join an EWS class? Ask us for class details.

EWS 538 8edomd e3e0 onedzmy WhatsApp @@ S@eseden.

Original EWS workplace reading and language practice. No listening audio; not an official TOEIC test or a full mock.
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