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PREFACE 

It is a  great opportunity for us to present this module for the students of As-Syafi’iyah 

Islamic University who took English course this semester. This is the revised version from 

the previous module entitle Introduction to TOEIC.  

This module aims to help the students get more undestanding of TOEIC and be ready to 

take test in the future.It is divided into fourteen units consist of listening, reading, grammar, 

speaking, and writing. There are various exercises in each unit. It is structured based on the 

level of difficulties. You can choose the exercise based on your preferences or by the order. 

It is believed that this module is far from perfect. Any suggestions are welcome to make it 

better.  

 

 

The Authors 
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UNIT 1 
 
LISTENING 

 
In the listening test, you will be asked to demonstrate how well you 

undestand spoken English. The entire listening test will last approximately 45 
minutes. There are four parts, and directios are given for each part. You must mark 

your answers on the separate answer sheet. Do not write  your answers in your test 
book. 
 

Part 1: Photographs  (Kusuma, p.11-17) 
Directions: For each question in this part, you will hear four statements about a 

picture in your test book. When you hear the statements, you must select the one 
statement that best describes what you see in the picture. Then find the number of 
the question on your answer sheet and mark your answer. The statements will not 

be printed in your test  and will be spoken only one time.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
 

1. Look at the picture marked number 1 in your test book. 
(A) The shelves fell. 
(B) The man is checking the 

inventory. 
(C) The woman has an injury. 
(D) The boxes are damaged. 

 
 

 
2. Look at the picture marked number 2 in your test book. 

(A) There is only one rescue vehicle in  

the picture. 
(B) One of the buildings in the picture is  

on fire. 
(C) A large crowd is watching the rescue  

efforts. 

(D) There are two people trapped in the car. 
 

 
3. Look at the picture marked number 3 in your test book 

(A) The woman is in the department store. 

(B) The woman is in the grocery store. 
(C) The woman is buying furniture. 

(D) The bananas are spoiled. 
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4. Look at the picture marked number 4 in your test book. 

(A) The children are having fun in the pool. 
(B) The children are having a picnic. 

(C) This hotel has good rates. 
(D) Do not run near a swimming pool.  

 

 
 

5. Look at the picture marked number 5 in your test book 
(A) They’re shopping for a sofa. 
(B) They’re having a family dinner. 

(C) They’re playing a game.  
(D) They’re putting away the toys. 

 
 
 

 
6. Look at the picture marked number 6 in your test book. 

(A) The curtain is closed. 
(B) A child in on the examining table.  
(C) The doctor is checking his blood  

pressure. 
(D) Nobody is inside the examining room. 

 
 
 

7. Look at the picture marked number 7 in your test book 
(A) The receptionist is on the phone. 

(B) The woman hung up the phone. 
(C) She is turning off the computer.  
(D) The appointment is cancelled. 

 
 

 
8. Look at the picture marked number 8 in your test book 

(A) The women are cooperating 

(B) She likes to exercise at the gym. 
(C) They play soccer for exercise. 

(D) She is preparing a healthy meal.  
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9. Look at the picture marked number 9 in your test book 

(A) She’s preparing for the meeting. 
(B) She’s closing her book. 

(C) She’s ironing her suit.  
(D) She’s giving a presentation.  

 

 
 

 
 

10. Look at the picture marked number 10 in your test book 

(A) The device is broken. 
(B) He’s on a flight. 

(C) They’re waiting for a bus. 
(D) He spilled the coffee.  
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SPEAKING 
Getting to know you  

 

a. Practice the conversation below with your partners  

 

Anisa : Hello, Daniel. How are you?  

Daniel : Hi, I am good. How are you? 
Annisa : Pretty good. Thanks. Daniel, this is Syifa, a friend of mine  

Daniel : Hi Syifa, where do you come from? 
Syifa : I come from Turkey. nice to meet you  
Daniel : Nice to meet you too Syifa  

Annisa : Syifa is my cousin. She is a new student here 
Syifa : Yes, I just moved from Istanbul last month and now I am studying 

here. 
Daniel : What do you study? 
Syifa : I study economics, what about you?  

Daniel : Yeah, I study English like Nisa. We are classmates.  
Syifa : Great. Hope we can be good friends.  

 
b. Exercise: Fill in the blank with appropriate words or phrases  

 

1. What is your name? 
My name is _____________. 

 
2. Where are you from? 

I am from _______________. 

 
3. Have you visited a foreign country? 

Yes, I have./No, I haven't. 
 

4. If you have, which country/countries? 

I have visited ___________________. 
 

5. How do you come to college/university? 
I take __________./I drive./ I walk to school. 
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c. Follow up Questions: take turn with your partner the questions below 

 

1. Do you enjoy meeting new people? 

 
2. What are some good things to ask someone you just met? 

 

3. What are some things you shouldn't ask people you just met? 
 

4. Is it OK to ask a person's age in your country? 
 

5. Are you nervous when you are introduced to someone new? 

 
6. What are some ways to overcome being nervous about meeting new 

people? 
 

7. About how many new people do you meet a week? 

 
8. Where are some good places to meet people? 

 
9. How important are first impressions to you? 

 

10. What do you do if you forget the name of someone you've just been 
introduced to? 

 
11. What kind of people do you like to meet? 
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READING 
Email and Letter 

 

To :   Clara 
From :   Chandra 
Date :   January, 13th 2019 

Subject :   Making Letter 
 

Since the International Conference on Linguistic will be held on February, 
20th 2019, we would like to inform you to make a permission letter for using the 
auditorium room. 

Dealing with the administration and payment for the room, you can contact 
the secretary of the vice manager.  

 
 

1.    What is the email about ? 

a. An email reply about update on the T-12 Phase Three testing 
b. To enter Phase Four of the T-12 testing 

c. To provide a progress overview 
d. To give a summary report 

 

2.   The auditorium room will be used for ? 
a. The meeting of the secretary manager 

b. International Conference of Linguistics 
c. Asking permission 
d. The manager 

 
3.   Who will be contacted for the administration and payment ? 

a. The secretary of the vice manager 
b. The vice manager 
c. Candra  

d. Clara 
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4.    Who is the sender of the email ? 
a. Cindy Reese 

b. Michael Alley 
c. University of Wisconsin 
d. Fritz Strassman 

 
5.    What is the purpose of the email ? 

a. To discover nuclear fission 
b. To ask permission for conducting the research 
c. To meet the criteria for a successful topic 

d. To conduct new research 
 

6.    Who conducted research on Lise Meitner: A Life in Physics? 
a. Ruth Sime 
b. Cindy Reese 

c. Michael Alley 
d. Fritz Strassman 

 

 
 

 
 

 
 

 
 

To :   Professor Michael Alley 

From :   Cindy Reese CTR 

Date :   September, 23rd 2018 

Subject :   Request to Research How Credit was Awarded for the Discovery of Nuclear 

Fission 

 

For my EPD 397 project, please grant me permission to study the way in which 

credit has been awarded for the discovery of nuclear fission. Although Otto Hahn received 

the 1946 Nobel Prize in Chemistry for the discovery, several people assert that Lise Meitner 

and Fritz Strassman should have also received credit. In my research, I will attempt to 

discern how credit should have been bestowed. 

This topic meets the criteria for a successful topic in this course. First, I am interested 

in the topic. As a nuclear engineering student, I realize that the discovery of nuclear fission 

was perhaps the single most important discovery this century in my field. As a woman 

scientist, I am also deeply interested in the successes and challenges faced by other women 

scientists. A second way in which this topic meets the criteria is that it can be quickly 

researched. A computer search in the library has revealed many sources available on this 

topic. Attached to  this email is a summary of one such source, Lise Meitner: A Life in 

Physics by Ruth Sime. 

If you have any suggestions for modifying this topic, please let me know. With your 

permission, I will continue researching. 
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GRAMMAR 
Parts of Speech 

Nouns 

A. Nouns functions as the subject of a verb 
- Your participation is expected and appreciated. 

B. Nouns functions as the object of a transitive verb or a preposition. 

- The conference organizers needed a proposal. (transitive verb) 
- He was very interested in the new product. (preposition) 

C. Nouns function as subject complements or object complement. 
- Marta is the head of the research department. (subject complement) 
- Collin called himself a failure after the project failed to impress the 

president. (object complement) 
D. Nouns can be modified by determiners, adjectives, or other nouns. 

- Some papers / a 2-hour journey / evening classes 
Verb 

A. Intransitive verbs are followed by a complement, and adverb, or a 

prepositional phrase. 
- Mr Gray became chairman of the board. (complement-nouns) 

- Equatorial countries stay hot all year round. (complement-adjective) 
- Electronic transfer of money happen instantaneously. (adverb) 
- He works for the government. (prepositional phrase) 

B. Transitive verb are followed by an object. 
- Tim wrote the report in only a few hours. 

C. Modal verbs are followed by the bare infinitive. 
- We will see you tomorrow at the meeting. 

E. Auxiliary verbs, be and have, are followed by a past participle in the passive 

mmod and the present/ past perfect tenses. 
- The report was written by Ms. Jones from Marketing. 

- The client has decided against making changes to the plan. 
F. Imperative are formed with the plain form of the verb + object / 

complement. They do not usually have a subject. Negative imperatives add 

do + not before the plain form of the verb. 
- Contact me if you need information. 

- Do not leave that book at my desk. 
Interjections 

Interjections are words added to convey emotion. They are usually used in informal 

speech. 
- Oh no, the photocopier is out of ink! 
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Exercise 

Incomplete Sentences 

Choose the word or phrase that best completes the sentences 

1. All____ will be considered if submitted by the deadline. 
a. proposals b. propose 
c. proposing d. proposers 

2. Please_____ me to send the photocopies to the client. 
a. to remember b. remainding 

c. reminder d. remind 

3. Mr. Follet ____ the tax statement in just 30 minutes. 
a. preparation b. preparatory 
c. prepared d. preparing 

4. The items are in stock and _____ be delivered tomorrow in order to meet 
our deadline. 

a. must b. might 

c. are d. does 

 

Text Completion 

Choose the best word or phrase for each blanks. 
 

Dear Ms. Powers, 
On behalf of Swan Manufacturing. I would like to thank you for your ______ 
in our company. 

a. interest b. interested 
c. interesting  d. to interest  

there are no positions currently available in the costumer affairs department. 

However, we will _____ your resume on file until we do have. 
a. keeping b. kept 
c. have kept  d. keep  

Some vacancies, 
Sincerely, 
 

Tanya Ramsay 
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Vocabulary Use 

Fill the blank with the appropriate word. 
 

1. This____ has to be signed by both people in order to be legal. 
a. guarantee b. liability 
c. contract d. pledge 

2. I asked the new intern to ____ the documents in the proper drawer. 
a. deposit b. file 
c. rank d. Enter 

 
3. We studied new ____ to identify ways to cut costs. 

a. techniques b. technical 
c. technicality d. technicians 

4. I recommend you remain _____ and wait until everyone has had a chance 
to explain. 

a. capable b. enduring 
c. lenient d. patient  
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Incomplete Sentences 

Mini-test 

Choose the word or phrase that best completes the sentences  

 

1. The critic complained that the movie was full of ____ and was unwatchable. 
a. Violent b. Violence 

c. Violently  d. More Violent  
 

2. The stocks have done ____ well since I bought them and have nearly 
doubled. 

a. astonishment b. astonished 

c. Astonishing d. Astonishingly 
 

3. I ____ my new position very much because it gives me lots of independence. 
a. like b. am liking 
c. have liked d. will like 

 
4. We received good _____ from the consultant we hired last month and would 

recommend him. 
a. adjustment b. adaptation 
c. advice d. advise 

 
5. There is an increasing _____ in our product since the new publicity 

campaign 
a. interest b. interested 
c. interesting d. interestingly 

6. Because of its unpleasant images. The new advertising campaign has proved 

to be very ____ 
a. contemporary b. contrary 

c. controlling  d. controversial  
 

7. These workshop are going to be ____ for people who have time 

management issues 
a. benefit b. benefactor 

c. beneficial d. benevolent 
 

8. The IT department de-bugs the computer system on a ____ basis to get rid 

of viruses 
a. like b. am liking 

c. have liked d. will like 
 

9. John woke up _____ again and missed the meeting, which is why he got 

fired 
a. latest b. of late 

c. lately d. late 
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10. _____ at the airport by five o’clock to meet the representative from 

Starcorps when his flight lands. 
a. was b. be 

c. being d. to be 
 

11. Please mark the envelope “_____” to make sure that nobody opens it by 

accident. 
a. confident b. confidential 

c. confide  d. confidently  
 

12. Martina hardly ever ____ reports on time because she is very lazy. 

a. submits b. submerges 
c. supports d. supposes 

 
13. I ____ with you and think that we should accept your suggestion. 

a. agree b. agreed 

c. have liked d. will like 
 

14. Jacob’s event planning business has been doing very _____, considering it 
is the first year. 

a. goodly b. well 

c. best d. better 
 

15. The crowd settled down and grew _____ as the keynote speaker began her 
speech. 
a. quietly b. as quiet 

c. quiet d. as quietly 
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UNIT 2 
 
LISTENING 

In the listening test, you will be asked to demonstrate how well you 
undestand spoken English. The entire listening test will last approximately 45 

minutes. There are four parts, and directios are given for each part. You must mark 
your answers on the separate answer sheet. Do not write  you answers in your test 
book. 

 
Part 1- Photographs 1-10  (Kusuma, p.18-21) 

Directions: For each question in this part, you will hear four statements about a 
picture in your test book. When you hear the statements, you must select the one 
statement that best describes what you see in the picture. Then find the number of 

the question on your answer sheet and mark you answer. The statements will not be 
printed in your test book and will be spoken only one time. 

 
Picture 1. 

(A) Two people are writing a book together. 

(B) They are working on the laptop. 
(C) The telephone doesn’t work 

(D) The computer is broken. 
 
 

 
Picture 2. 

(A) It is time to go home. 
(B) The meal is not ready to eat yet. 
(C) Three people are forming a team. 

(D) They are listening to someone speaking. 
 

 
 
 

Picture 3. 
(A) It might rain soon. 

(B) The dirt is turning to mud. 
(C) Someone is digging a hole. 
(D) Something needs to be fixed. 
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Picture 4. 

(A) A policeman is going to arrive. 
(B) A person is answering a survey. 

(C) A mother is unhappy with her daughter. 
(D) A new person is moving into the house. 

 

 
 

Picture 5. 
(A) There is a traffic jam 
(B) A lot of cars are for sale. 

(C) The road is being repaired. 
(D) A new sidewalk in going in. 

 
 
 

Picture 6. 
(A) Two people are being interviewed. 

(B) The couple is being asked to leave. 
(C) The waiter is taking their order. 
(D) The menus have not arrived yet. 

 
 

 
 
Picture 7. 

(A) The kids are making pizza. 
(B) They are wearing their new hats. 

(C) One of the kids doesn’t like vegetables. 
(D) Mother is going to be unhappy about the  

mess. 

 
 

 
Picture 8. 

(A) A boat just sank. 

(B) Someone is lost at sea. 
(C) The beach is not far away. 

(D) The sun is setting behind the ocean. 
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Picture 9. 

(A) There is no food for the bird. 
(B) The bird is cleaning itself. 

(C) A cat is about to attack the bird. 
(D) A bird is hunting for fish. 

 

 
 

 
 
Picture 10. 

(A) A woman is paying for her  
purchases. 

(B) The bags are filled with credit  
cards. 

(C) Something is wrong with a lot of  

jeans. 
(D) Two clerks are stocking the shelves. 
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READING 
Email and Letter  

 

Read the following text to answer questions number 1 to 3. 
 
From: rehan_ca@yahoo.co.id 

To: ivan ganteng@gmail.com 
Dear Ivan, 

How's life? I know you must be very busy these days since it's the beginning of the 
term. 
I hope you are not too tired and still have time for yourself. I found that the school 

here is exciting too. I have made a lot of friends, I'll tell you about them later on my 
next e-mail. 

 
I have a new hobby now. Planting! You won't believe it, I grow so many kinds of 
fruit here such as guava, mango, orange, and dragon fruit. I usually buy the seed at 

a nearby shop. I'm crazy about planting now. I guess because it's so easy to get the 
seeds or young plants, and the soil here seems so nice to plants. Everything grows 

easily here. I own a small farm behind my house. I love my farm. It's about two 
hundreds square meter. My little brother helps me at the farm. We make a great 
team. 

 
Well, I promise to send you some fruits when they are ripe someday and let me now 

how they taste. 
Bye! 
Rehan. 

 
1. Rehan will give some of his crops to Ivan when .... 

     A. His brother helps him 
     B. The fruit are ripe 
     C. Ivan visits him 

     D. The plants grow well  
 

2. What is the main idea of paragraph one? 
A. Ivan is very busy since it is the beginning of the term 
B. Rehan found that his new school is exciting 

C. Ivan is very tired these days 
D. Rehan is asking about Ivan's life 

 
3. Rehan mainly tells Ivan about ... in his e-mail. 
     A. How to grow plants 

     B. His new hobby 
     C. His new school 

     D. His team work 
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Read the following text to answer questions number 4 to 8. 

 
To : Michael Smith msmith@hopmail.net 

From : Jane Adams jane_adams@mail.com 
Re: Change of meeting time 
Date : June 5th 

 
Hi Michael, 

 
I hate to ask you on such short notice, but could we possibly reschedule our meeting 
tomorrow morning to sometime next week? I have been suddenly handed a priority 

project, and it has to be done before the end of the week. This means i will be 
spending the next couple off days with my nose to the grindstone and will be lucky 

to see the outdoors! 
 
Regrads, 

 
Jane 

 
 
To: Jane Adams jane_adams@mail.com 

From : Michael Smith msmith@hopmail.net 
Re: Change of meeting time 

Date : June 5th 
 
Hi Michael, 

Don’t worry about it. It sounds like you have your hands full for the next few days, 
so just concentrate on your project, and we will set something up for later in the 

week. I will be out of town on Monday and Tuesday but anytime after that should 
work. Good luck with the work, and i will talk to you next week. 
 

Sincerely, 
 

Michael 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

mailto:msmith@hopmail.net
mailto:jane_adams@mail.com
mailto:jane_adams@mail.com
mailto:msmith@hopmail.net
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4. What is the purpose of the emails? 

A. To rearrange an appointment 
B. To follow up on a phone call 

C. To start an out-of-town project 
D. To meet outdoors tomorrow 

 

5. What has the woman recieved? 
A. A new set of fiies 

B. A rescheduled meeting  
C. A last-minute assignment 
D. An important phone call 

 
6. What is the man’s response? 

A. He is angry 
B. He is sympathetic 
C. He is excited 

D. He is frustrated 
 

7. When will they likely meet? 
A. Monday 
B. Monday or Tuesday 

C. Tuesday or Wednesday 
D. Thursday or Friday 

 
8. Why will they meet then? 

A. The man will have a doctor’s apppointment 

B. The woman will be projecting numbers 
C. The man will be concentrating on his project 

D. They will both have enough time then 
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GRAMMAR 
 

Present : Simple, Progressive, and Perfect 

A. Use present simple for routines, habits, or things that are always true  

- He takes the subway to work every day. ( regular activity ) 
B. Use present progressive (am/are/is + ing) for an unfinished action. 

- He is attending a meeting. (right now) 
C. Use present perfect (have/has + past participle) for a situation where things 

that happened in the past have a result in the present. The present perfect 

often goes it just, not, yet, for, since, ever, never, first time, second time, this 
week, and so far. 

- He has just finished his lunch 
 

Past : Simple, Progressive, and Perfect 

A. Use the past simple for something that was finished in the past, usually with 
a past time phrase 

- She attended several conferences in Europe last year. 
B. Use past progressive (was/were + ing) for an action in progress at a specific  

C. Moment in the past.  

- She was working late last night when her boss called. 
D. Use past perfect (had + past participle) for something that happened before 

a certain point in time in the past. 

- She had finished the report when the power went out 
 

Future : Use of Will and Other Words with Future Meaning 

A. Use will to express intention or announce a decision  

- OK, I will accept your offer 
B. Use be going to for future actions and events already planned  

- They are going to attend the conference this year. 
C. Used present simple instead of future tense in subordinate clauses that have 

future meaning 

- The moment he arrives , we will for the airport 
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Exercise 

Incomplete Sentence  

Choose the word or phrase that best completes the sentence. 

 
1. We will start when he _____ ready 

(A)  Is being (B) will be (C) has been  (D) is 

2. I _____ him when he came in for a job interview a week ago. 
(A)  Meet  (B) was  (C) have met (D) meeting 

3. So far, there _____ no word from them about the budget 
(A) Been   (B) was  (C) has  (D) has been 

4. When I went to her office, Marry _____ her desk. 

(A)  Clean  (B) cleans (C) Cleaning  (D) was cleaning 
 

Text Completion   

Choose the best word or phrase for each blank 
 

From : The store manager 
To : All employees 

 
I have recently received several complaints from customers about staff 
behavior. They ____ that staff members ignore them inside the store. 

1. (A) complains   (B) have complained 
(B) will complain  (D) complaining 

As you know, our poicy is for all employees to greet customers and ask if 
they need ______ even if they do  not ask for it. 
2.  (A) assist  (B) assists (C) assistance (D) assistant 

This makes out customers feel valued and important. 
 

Vocabulary Use 

Fill in the blank with the appropriate word. 
1. I believe Sarah is probably the best _____ for the job 

(A)  candidate (B) competitor   (C) campaigner (D) contestant 
 

2. I am quite sure this business idea will be huge _____ and make us money  
(A) Benefit  (B) winning    (C) success  (D) increase  

 

3. The board of directors will hold their ______ meeting on Friday 
(A) Year  (B) anniversary   (C) yearlong   (D) 

annual 
 

4. This notice from the client will surely ease your _____ 

(A) Concerns  (B) matters   (C) attention   (D) interest 
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Incomplete Sentence 

 

1. I hope you ____ next year when the Olympic Games come to my city. 

A. will visit 
B. have visited 
C. will be visited 

D. have to visit 
 

2. The arbitrator ____ a very successful contract between management and the 
union last week. 
A. negotiates 

B. negotiated 
C. will negotiate 

D. will be negotiating 
 

3. Milton Investment Bankers ____ such a profitable quarter until last year. 

A. had not 
B. had never had 

C. will never have 
D. have had not 

 

4. I ____ to study aboard for one year once I have saved enough money. 
A. will be 

B. am going 
C. will going 
D. will be going 

 
5. Last year, I ____ of attending evening school to study for professional 

qualification. 
A. have been thinking 
B. was thinking  

C. am thinking  
D. have thought 

 
6. I am quite sure the company will pay for all travel expenses if employees 

submit their ____. 

A. receipts 
B. bonuses 

C. purchases 
D. certificates 

 

 
 

 
 
 

 
 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 28 

 

7. When I dropped by Mary’s place, she ____ on the Erwin project by herself. 

A. works 
B. worked 

C. was working 
D. will work 

 

8. Earnest ____ up early every day because he likes going to the gym before it 
is busy. 

A. gets  
B. to get 
C. is getting 

D. getting 
 

9. Confectionery manufacturers from all over the world ____ at the first 
international Candy Expo last month. 
A. conferred 

B. contradicted 
C. converted 

D. convened 
 

10. The Native Americans ____ in America for centuries before the Europeans 

arrived. 
A. live 

B. have lived 
C. are living 
D. had been living 

 
11. The issue I ____ about yesterday is causing a great deal of stress in our 

department. 
A. was talking 
B. am talking 

C. talk 
D. talking 

 
12. John was not prepared for the ____ because he had left his notes at home. 

A. presentation 

B. present 
C. representation 

D. presence 
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13. While I ____ for my accounting exams last summer, my employer gave me 

2-weeks’ extra leave 
A. study 

B. was studying 
C. will study 
D. will be studying 

 
14. When you ____ Evan, please ask him to call the personnel manager. 

A. see 
B. saw 
C. will see 

D. are going to 
 

15. We had been working for five straight hours before we finally finished the 
____. 
A. proposal 

B. motion 
C. suggestion 

D. proposition 
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2455 Main Street 

Dixion  

MI 58336 

 

Dear Mr. Garrison, 

 

Let me answer your questions regarding our return policy. In order to return 

your item, it must be in its original saleable condition, and you must have 

your original receipt. 

Unfortunately, this does not guarantee that we ____ the item. 

1. A. refunded 

B. refund 

C. will refund 

D. will have refunded 

According to our records, you ____ multiple items in the past six months, 

which is a  

                                                 2. A. have returned  

                                                     B. return 

                                                     C. will return 

                                                     D. are returning 

much higher volume than usual. Because of this, we will not be accepting any 

returns from you for the next 12 calender months. As per our letter of last 

month, we ____ you of this  

                                                                                              3. A. notify 

                                                                                                  B. notified 

                                                                                                  C. had notified 

                                                                                                  D. notifying 

situation, so it is unclear to me why you are inquiring about our policy, but I 

hope I have answered your questions. 

 

Sincerely, 

 

Janice Tamara 

Customer Service Relations 
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Choosing a career is one of the most important decisions you ____ to make. The 

following  

                                                                                           4. A. having 

                                                                                               B. had 

                                                                                               C. will have 

                                                                                               D. are having 
suggestions should help you make an informed decision. Research the career 

you ____. 
                                                                                           5. A. consider 

                                                                                               B. considered 
                                                                                               C. are considering 
                                                                                               D. had been 

considering  

While you are researching the field, take some time to look at the necessary 

skills and future job opportunities available. Also, talk to people in the field, and 

ask questions that will gave you first-hand knowledge about the job: ____ there 

opportunities for career advancement?  

                                                           6. A. are 

                                                               B. was 

                                                               C. were 

                                                               D. have  

Who are other people in the industry? What do they like most and least about 

working in the field? Finally, look at several companies in the industry. 

Compare working conditions, salaries, benefits, and any other factors that are 

important to you. 
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WRITING 
Curriculum Vitae 
CV and Resume 

 
CV (Curricukum Vitae) also called a “Vita” 
 

Purpose of CV is to get you an interview 
Details all your academic credentialsand professional accomplishments 

- Used for seeking 
- Academic jobs 

- Research jobs in government laboratories 
- Funding (grands or fellowships) 

 
Highlights your technical skills and summarizes academic accomplishments and 
professional history 

- Used for seeking 
- Positions in industrial research 

 
Resume  

Purpose of resume is get you an interview  
Summarize your experiences and skills as they relate to a specific non-bench career 

or jobs  

Descriptions of skills, experience and education should be targeted  

- Used for seeking 
- Non-research positions in such areas as business, law, writing/ editing, 
policy and regulation 
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Template CV 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
Exercise 
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Write your Curriculum Vitae by using CV template design and post it on your 

instagram. 
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UNIT 3 
 

LISTENING 
In the listening test, you will be asked to demonstrate how well you 

undestand spoken English. The entire listening test will last approximately 45 

minutes. There are four parts, and directios are given for each part. You must mark 
your answers on the separate answer sheet. Do not write  you answers in your test 
book. 

 
Part 1- Photographs 1-10 (Kusuma, p.22-24 ) 

Directions: For each question in this part, you will hear four statements about a 
picture in your test book. When you hear the statements, you must select the one 
statement that best describes what you see in the picture. Then find the number of 

the question on your answer sheet and mark you answer. The statements will not be 
printed in your test book and will be spoken only one time. 

 
Practice exam 2, 1-10 (Kusuma 28-30-Pembahasan) 
 

Picture 1. 
(A) They are eating their dinner. 

(B) They are looking at a computer. 
(C) They are looking out the window. 
(D) They are walking down a hallway. 

 
 

 
Picture 2. 

(A) They are talking to each other. 

(B) They are sitting at their desks. 
(C) They are clapping their hands. 

(D) They are listening to a speech. 
 
 

 
 

Picture 3. 
(A) They are all swimming. 
(B) They are playing soccer. 

(C) They are watching a film. 
(D) They are running a race. 
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Picture 4. 

(A) He is walking. 
(B) He is laughing. 

(C) He is talking. 
(D) He is eating. 

 

 
 

 
Picture 5. 

(A) He playing golf. 

(B) He is watching TV. 
(C) He is going on a hike. 

(D) He is walking outside. 
 
 

 
 

Picture 6. 
(A) They are inside a house. 
(B) They are going shopping. 

(C) They are taking a walk. 
(D) They are having a picnic. 

 
 
 

 
 

Picture 7. 
(A) They are laughing. 
(B) They are standing up. 

(C) They are having lunch. 
(D) They are in a meeting. 
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Picture 8. 

(A) She is riding a bike. 
(B) She is walking a dog. 

(C) She is singing a song. 
(D) She is at a computer. 

 

 
 

 
 
Picture 9. 

(A) She is sitting at a table. 
(B) She is drawing a diagram. 

(C) She is waiting in a line. 
(D) She is stretching out. 

 

 
 

 
 
 

 
Picture 10. 

(A) He is eating his lunch. 
(B) The man is skiing down a hill. 
(C) The man is typing a report. 

(D) He is sitting at a desk. 
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SPEAKING 
Family 

a. Learn how to talk about your family in English. Some sample phrases 

and sentences for talking about your family. 

This is my mother/mom. 

This is my father/dad. 

(These are my parents) 

This is my wife. 

This is my husband. 

There are five people in my family. 
(My mother, my father, my older brother, my older sister, me, my younger brother.) 

I have two brothers. 
One is older. 

One brother is older (than me). 
One is younger. 

I have one sister. 

I’m number three. 

Asking about family 

How many brothers and sisters do you have? 

What number are you? 

He’s the oldest (of five children). 

She’s the youngest. 

Cindy doesn’t have any brothers or sisters. 

Jared is an only child. 

How many children do you have? 

We have two. One son and one daughter. 

Do you have any kids? 

No, I’m not married.
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b. Here is board game to play with your friends. Prepare dice and counters 

(can be printed). Each player puts their counter on the space that signs 

with “star”. Take it in turns to roll the dice. Move your counter forward the 

number of spaces shown on the dice. Answer the question in the box of 

your counter lands. The first player to get to the space that signs “love” is 

the winner. 
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c. Role-play. Act it out. 

 

 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

Student A: Your parent (Student B) is 98 years old and lives with your 

family. He/she is completely dependent on you. This is having a 

bad effect on your personal life and career. He/she never goes out. 

You have decided to put him/her in a retirement home, where 

he/she can be with other seniors and get the care he/she needs. 

Tell him/her your plan. 

Student B: You live with Student A, who is your daughter/son, in a house 

you built with your own hands in 1930. You are old now. Your 

daughter/son says she/he wants to speak with you about 

something.  
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READING 
Email and Letter 
 

Yogyakarta 
December 15th , 2018 
 

Dear Clara, 
Hi Clara, how life ?  I have returned from my long holiday in Paris since two 

days ago. I had wonderful experiences during my holiday. I went to Eifel and it is 
more beautiful than I saw in the picture. I also visited some museums in Paris and 
they were wonderful. When I had a lunch near the museum, I met my old friend, 

Tiara. She is taking her master degree in Sorbone University. Then, she invited me 
to come to her doorm near Paris. During my way to Tiara’s doorm, I saw beautiful 

scenery. The following day I backed to Paris then had a flight to Jakarta. 
The next month I plan to have a trip to Lombok. I really want to see its 

beautiful beaches and sceneries. Anyway, will you come with me to Lombok ? 

don’t you want to have snorkeling in beautiful beaches ? Please reply my letter 
soon. 

 
Yours, 
 

Andini 
 

 
1. Who sent the letter? 

a. Tiara 

b. Andini 
c. Clara 

d. None of them is right 
 

2.    What is the purpose of the letter ? 

a. To entertain Clara 
b. To greet Clara 

c. To invite Clara 
d. To tell the holiday experience 

 

 
 

 
 
 

 
 

 
 
 

 
 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 42 

 

 

 
Dear Mr. Black, 

Please find enclosed my CV in application for the post advertised in the 
Guardian on November 30th 

.   
The nature of my degree course has prepared me for this position. It involved 

a great deal of independent research, requiring initiative, self-motivation and a wide 
range of skills. For one course, economy, an understanding of the financial industry 

was essential. I found this subject very stimulating. 
I am a fast and accurate writer, with a keen eye for detail and I should be very 

grateful for the opportunity to progress to market reporting. I am able to take on the 

responsibility of this position immediately, and have the enthusiasm and 
determination to ensure that I make a success of it.  

Thank you for taking the time to consider the application and I look forward 
to hearing from you in the near future. 
 

Your sincerely 
   

 
3. What is the purpose of the text? 

a. To ask Mr. Black to find enclosed CV in application 

b. To enroll an application job 
c. To read the letter 

d. To accept the application 
 
4.  The followings are the benefits of the writer’s degree course, except? 

a. Independent research 
b. Requiring initiative 

c. Self-motivation 
d. No skill 

 

5.   The followings are the writer’s characteristics, except ? 
a. Fast and accurate writer 

b. Careful 
c. Responsible 
d. Beautiful 
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GRAMMAR 
Passive Voice 

Forming the Passive  

A. Active sentence: Subject + Verb + Object 
Passive sentence: Subject + Be-verb + Past Participle + Preposition + Object 

- The manager fired John  -> John was fired by the manager 
B. Using by + Noun  

With the passive, we usually use the preposition by + noun if we wish to 
emphasize who does the action. 

- The boss caught him -> he was caught by the boss 

 

Use of the Passive 

A. Only transitive verbs can be changed to the passive form. 

- English is spoken here (O) 

- The accident was happened (X) 
B. Causative verbs like make. Tell, and ask are followed by a to infinitive in 

passive sentences. 

- The secretaries were made to work very hard. 

- The employees were asked to stop making private phone calls. 
C. Perceptual verbs like see, observe, and hear are followed by either a to –

infinitive for repeated or habitual  action or an-ing  form for an action to  

progress in passive sentences. 

- The intern was observed to tidy his desk every morning (habitual) 
- The intern was observed tidying his desk (action in progress) 

D. Phrasal and Propositional verbs that consist of verb + adverb/preposition are 

treated as one unit when change into passive. 

- No one has marked down the passive 

➔  The prices have not been marked down (by anybody) 

- the officer has taken care of the problem 

➔ the problem has been taken care of ( by the officer) 
E. Besides by: the prepositions at, with, and in may also used in passive 

sentence. 

- at : be alarmed at, be surprised at. 

- with : be pleased with, be satisfied with, be covered with, be (pre) 
occupied with. 

- at a or with : be delighted at/with, be disgusted a /with. 
- in: be interested in, be involved in, be covered in, be engaged in. 
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Exercise 

Incomplete sentence 

Choose the word or phrase that best completes the sentences. 

 
1. The mistakes has already ______ by him 

(A) correct    (B) correcting      

(C) corrected    (D) been corrected  
 

2. The CEO has ______ from his vacation already. 
(A) return    (B)  been return   
(C)  been return         (D) been returned 

 
3. They _____ talking with a rival company last weekend. 

(A) have seen    (B)  saw    
(C)  were seen    (D) were seeing 
 

4. The manager _____ with checking the reports yesterday. 
(A) is preoccupied   (B) has preoccupied 

(C) was preoccupied   (D) has preoccupied 
 

Text completion  

Choose the word or phrase for each blank 
 

A survey of mobile phone use ___ by the national telecomunication institute:  
1.(A) conduct   

(B) was conducted 

(C) were conducted  
(D) has conducted 

 
they discovered that only 5% of people have download a mobile phone game. The 
study also found that many were confused about whether their handset could play 

game or how to download them 2.500 phone users were ____ across the US and 
several European countries. 

2. (A) interviewed   
(B) interview 
(C) interviews   

(D) interviewing 
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Vocabulary Use 

Fill in the blank with the appropriate word. 
1. He works in the _____ division of our company  

(A) personal (B) persons (C) personnel   (D) personality 
 

2. This is not _____ busines; it can wait. 

(A) urgent  (B) primary (C) taxing   (D) instant 
  

3. Our project team is ____ to finish ahead of schedule. 
(A) like   (B) likened (C) likely  (D) likable 
 

4. They gave us a very _____ reception when we arrived 
(A) warm (B) heated (C) roasting  (D) flushed 

 

Incomplete Sentence 

Mini Test 

Choose the word or phrase that best completes the sentence. 
 

1. Detroit, Michigan is the motor capital of America, and many ____ are 
manufactured there. 
(A) Transport 

(B) Conveyances 
(C) Aircraft 

(D) Verifies 
 

2. The last time the robbers were spotted they ____ leaving the bank in a black 

car. 
(A) Are seen 

(B) Saw 
(C) Were seen 
(D) Were seeing 

 
3. The bank manager _____ my application for a small business loan, saying 

it was too risky. 
(A) Refusing 
(B) Refused 

(C) Was refused 
(D) Is refused 
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4. The manager was heard _____ at the accountant after he read the latest 

financial reports yesterday 
(A) Shouts 

(B) Shouting  
(C) To shout  
(D) Shouted 

 
5. Thousands of customers ______ about their phone service by filling out 

questionnaires online 
(A) Were surveyed 
(B) Were surveying 

(C) Had surveyed 
(D) Had been surveying 

 
6. The company was ordered by the _____ to reinstate the employee who was 

wrongly dismissed 

(A) Referee 
(B) Judge 

(C) Umpire 
(D) Lawyer  

 

7. The  president of Acquisitions _____ with the outcome of the negotiations 
with his competitor 

(A) Was satisfied 
(B) Satisfied 
(C) Satisfies 

(D) Is satisfying  
 

8. Kevin _____ at the board room about 20 minutes after the meeting had 
started. 
(A) was arrived 

(B) is arrived  
(C) arrived 

(D) arrives 
 

9. The New York Stock Exchange was first  ____ on May 17, 1792 by 24 

stockbrokers. 
(A) Establish  

(B) Established 
(C) Establishing  
(D) Had established 

 
 

 
 
 

 
 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 47 

 

10. Hank ____ by Shuster and Green ever since he first graduated from 

university  
(A) Is employed 

(B) Has been employed 
(C) Is employing  
(D) Will be employing 

 
11. It is a long weekend, so the highways ____ with people leaving the city  

(A) will be crowded  
(B) will be crowding 
(C) have crowding 

(D) have crowded 
 

12. The _____ of the company was attributed to the hard work and dedication 
of its staff. 
(A) Failure 

(B) Advantage 
(C) Benefit 

(D) Success 
 

13. The committee is still _____ the proposal, and no decision will be made 

until Monday  
(A) Consider  

(B) considered 
(C) Considering  
(D) Considers 

 
14. The winning bid for the contract to build the new recreation center ____ yet 

(A) Has not been announcing  
(B) Has not been announced 
(C) Has not announcing 

(D) Has not announced  
 

15. University fees for local residents ____ by the government. 
(A) Are subsidized 
(B) Subsidizes 

(C) Are subsidizing 
(D) Subsidized 
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Choose the best word or phrase for each blank. 

Questions 16 through 18 refer to the following letter. 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
16. (A) has rejected  (B) has been rejecte (C) reject  (D) rejected 
 

17. (A) advise   (B) advice  (C) devise  (D) device 
 

18. (A) luckily   (B) lucky  (C) luck  (D) luckier 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

Upton Community Credit Union 
3434 Market Square 

Upton, UT 84017 
(435) 978-0000 

Dear Mr. McCartney, 
I regret to inform you that your loan application _____ (16). Unfortunately, your credit 
rating indicates that you have been more than two months in arrears on your bills in 

the last 12-month period. This means that your credit score is too low for us to loan 
you money at this time as you are considered a high-risk borrower. If you wish to re-

apply for a loan, we _____ (17) you to wait six months before re-submitting your 
application. Once again, I am sorry to have deliver this bad news to you, and I wish 
you _____ (18) in your business endeavors. 

 
Yours truly, 

 
Nelson Amos 

Loans Officer   
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Questions 19 through 21 refer to the following advertisement.  

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

19. (A) is having  (B) are having  (C) have  (D) has 
 
20. (A) will be   (B) is   (C) has been  (D) was 

 
21. (A) application  (B) applicant  (C) applicative  (D) appliance 

 
 

 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

Work for a Dynamic Company and Help Your Community! 

Inter Connect is a top company specializing in providing telecommunications to 

North America. As we grow, so does our desire to positively influence the 

communities that we live in. To this end, Inter Connect _____ (19) an exciting 

opportunity for a Community Relations Director for our San Francisco corporate 

office. The person who is eventually accepted for the position _____ (20) in 

charge of our many social responsibility programs including environmental 

awareness and community relations. The successful candidate will also possess 

a minimum of 10 years experience, have excellent written and verbal 

communication skills as well as have the ability to multitask. A sample piece of 

writing should be included with your _____ (21) along with a recent updated 

resume. Please apply by email to: rjricharde@interconnect.com, Job ID #8882 

mailto:rjricharde@interconnect.com
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UNIT 4 
 

LISTENING  
Question-Response 

 

Question 1.  You will hear: This software is difficult to use, isn’t  it? 
(A)Yes, it’s very complicated. 
(B) Yes, I often wear it.  

(C) No, but she used to. 
 

Question 2. You will hear: Why don’t you have a seat while you wait? 
(A)  Two in the same row, please. 
(B)   It didn’t weigh very much. 

(C)  Thanks, I think I will. 
 

Question 3. You will hear: They’ve reduced the price of these cameras. 
(A) Then let’s go ahead and buy one. 
(B)  I don’t think we’ve been introduced. 

(C)  I never win anything. 
 

Question 4. You will hear: Is her farther’s name Albert?                                        
(A)No, he isn’t                                                                                                                                 
(B) Her name is Nadia                                                                                                                                                

(C) Yes, it is. 
 

Question 5. You will hear:  How do you do?                                                                                                                
(A) How do yo do?                                                                                                                           
(B) Fine, thanks.                                                                                                                                

(C) I’m doing well 
 

Question 6. You will hear :  Could you lend me some money?                                                                                    
(A) I have a lot of money                                                                                                                  
(B) You lend me a lot of money                                                                                                       

(C) Yes, certainly. How much do you need 
 

Question 7. You will hear :  Have you met the manage?                                                                                             
(A) The manager   is in his room now                                                                                             
(B) Yes, I met him yesterday                                                                                                           

(C) I want to report to manager 
 

 
 
Question 8.. You will hear : Would you like some coffee?                                                                                           

(A) Yes, I’d love to                                                                                                                           
(B) It is like a cup of coffee                                                                                                             

(C) The coffee is too hot 
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Question 9. You will hear : When was the meeting over?                                                                                           

(A) Twenty minutes ago                                                                                                                   
(B) The meeting was tiring                                                                                                              

(C) They talked about serious things 
 
Question 10. You will hear: Who delivered this package last Sunday?                                                                       

(A) Mr President delivered a speech at the conference yesterday                                                                                
(B) The postman                                                                                                                              

(C) I have delivered the package for him 
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READING 
Letter 

 

Padang, 3rd June 2019 
Dear Jonny, 
 

Hello! How are you? I received your letter today. I am very excited to hear that 
you are coming to stay with me for the holidays. I am sure we will have a lot of 

fun together. 
My parents have agreed to let you stay with me. They offered to pick you up at the 
airport. All you have to do is to tell us when you are coming. 

I will now tell you about some of the things you will experience here in Indonesia. 
You do not have to worry about the local spicy food. We have a lot of fast food 

restaurants here like the ones you have in England. 
You can also shop for souvenirs to bring home. Sarinah or Blok M are our famous 
shopping areas. They have many shops selling all kinds of things. I am sure you 

will love them. 
I am also planning to take you to a few tourist spots like miniature of Indonesia, 

National monument, or Safari Garden. We can also go to the Ancol beach where 
you can swim, play on the beach, and have picnics. 
My family and I are looking forward to your coming. I hope to hear from you 

soon. Good bye. 
 

With love. 
 

Nadim 

 
 

1. What is the letter about? 
A. Planning to stay and do some activities in Indonesia during holiday 
B. Buying in the fast food restaurant and shopping at Sarinah. 

C. Going to buy souvenirs and going to tourist spots. 
D. Planning to stay in Indonesia for the holidays. 

 
2. What will probably Jonny buy for his lunch while he is in Indonesia? 

A. Mixed vegetables with peanut chili sauce. 

B. Spicy food with chili sauce. 
C. Soup with hot black pepper. 

D. Non spicy food 
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3. Why is Tamara writing? 
A. To find furniture for her house 
B. To inquire about a place for rent 

C. To mention the advertisement 
D. To locate an apartment 

 
4. Where is the apartment located? 

A. Close to downtown 

B. Near a bus stop 
C. Outside of town 

D. In the next town 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

Jakarta, 23rdAugust 2019 

Dear Mrs. Syifa, 

 

 I am writing to ask about the 2-bedroom apartment for rent that I 

saw in the newspaper last weekend. I was wondering how many square 

feet the apartment is and whether or not utilities are include in the rent. If 

not, how much extra would it be? You also mentioned in the ad that is 

partially furnished. Could you please tell me what furniture there is? The 

last thing I was wondering about was the location. You stated that is on 

the outskirts of town, but I want to be clear on how remote it is. Is it close 

to public transportation? I don’t mind living outside the city, but I don’t 

have a car, I will need to take the bus into town for work. 

 

Thank you for your time, and I look forward to hearing from you. 

 

 

Sincerely, 

Tamara 
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GRAMMAR 

 
Subject-Verb Agreement 

A. Modifiers do not affect the number of the verb. 
➢ The manager, along with his team, wants to hold a brainstorming session. 

(The phrase along with his team is a modifier) 
B. Expressions of time, distance, price, and weight need a singular verb. 
➢ $20 is too much to spend on lunch every day. 

C. With fractions or their equivalents, the noun in the of-phrase determines the 
number of the verb. 

➢ Two-thirds of the land has been sold 
➢ Two-thirds of the products have been sold 

D. The number of the verb is determined by what is next to it in sentences with 

either A or B or neither A nor B. 
➢ Either the departmental head or his staff members are going to help us 

Note: When the subject begins with not only A but (also) B or B as well as A, 
the number of the verb is determined by B. 

 

Adjective/Determiner-Noun Agreement 

Modifiers and the nouns modified by them agree in number. 

- This/that book     - these/those books 

- Every contract     - all contracts 

- Another file     - several files 
- Each car      - most cars 
Note: Eevery and another may be followed by either a singular or a plural 

noun in expressions regarding time or distance. 

- every day/mile     - every two days/miles 

- another week/mile     - another two 
weeks/miles 

 

Noun-Pronoun Agreement 

Pronouns including reflexives must agree with their antecedent in number. 
➢ The members of John’s department are early risers; they rise at 6 a.m. (NOT 

it) 

➢ They advised her to take care of herself. (NOT themselves) 
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Exercises 

Incomplete Sentences 

Choose the word or phrase that best completes the sentence 

 
1. Data analysis ____ one of my favorite areas at work. 

(A) be  (B) to be  (C) is  (D) are 

 
2. There are some books on the table, the pages of which ____ torn. 

(A) has  (B) have  (C) has been (D) have been 
 
 

3. A third of the employees ____ passed the core values test. 
(A) has been (B) have  (C) has  (D) have been 

 
4. The bus ____ here every 30 minutes. 

(A) come (B) has come  (C) comes (D) have come 

 

Text Completion 

Choose the best word or phrase for each blank. 
 
World famous folk singer, Daniel Matthews, ____ with the Smallville Choir,  

1.  (A) next   
(B) along   

(C) by   
(D) for 

will give a small concert in the main lobby on August 27th. Mr. Matthews will 

perform songs from his new CD, Voices from Heaven. Tickets are limited, so ____ 
fans who missed his last concert should hurry! 

2.  (A) every   
(B) another   
(C) all   

(D) each 
Tickets go on sale on June 30th. All proceeds from the concert will go to charity. 

Call the Smallville Arts Hall at 021-333-0999 for more information. 
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Vocabulary Use 

Fill in the blank with the appropriate word 
 

1. The merger has been ____ in the newspapers. 
(A) said  (B) told (C) pronounced (D) announced 

 

2. I was ____ for speeding on my way to the conference. 
(A) fined  (B) find (C) found  (D) founded 

 
3. I asked them to ____ the cost of repairing my car. 

(A) estimate  (B) account (C) regard  (D) predict 

 
4. I wonder if you could ____ a room for me at the hotel. 

(A) prospect  (B) respect (C) preserve  (D) reserve 
 
Incomplete Sentences 

1. The police.... waiting for the demonstrators at the next corner when they 
arrived. 

A. was  B. has been  C. have been D. were 

 

2. Several branches of that bank.... special deals for local citizens. 

A. offer  B. are offered  C. offers D. is offered 
 

3. I decided to get the direct flight because I think five hours.... a long time to 
wait at the airport for a connecting flight. 
A. are   B. were   C. is  D. was 

 
4. Neither your attitude not your performance.... good enough to justify 

renewing your contract. 
A. is   B. are being  C. is being D. are 

 

5. Climbing mountains.... how he best likes to spend his time away from the 
office. 

A. is   B. are   C. has  D. have 
 

6. Both the marketing and the payroll.... are looking to hire more people for 

the summer. 
A. areas  B. departments  C. fields D. 

districts 
 

7. The head of HR, as well as three of his staff members, the conference this 

weekend. 
A. are attending B. is attending  C. Attends D. attend  
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8. Every employee.... to submit vacation requests at least one month in 

advance. 
A. is required B. are required  C. requires D. require  

 
9. Three-quarter of the new development.... to overseas investors. 

A. have been sold B. has been sold C. has sold D. have sold 

 
10. All of the mail that comes into the building.... first sorted in the mail room. 

A. are   B. has   C. have  D. is  
 

11. Kobe beef.... the most expensive beef you can buy anywhere in the world. 

A. is    B. are   C. has  D. have  
 

12. Most of the news that you read on internet news sites is as.... as possible. 
A. present   B. fashionable  C. trendy D. current  

 

13. There is strong evidence that global warming.... leading to the increased 
melting of glaciers. 

A. is   B. are   C. was  D. were 
 

14. One hour every two weeks.... to adequately discuss new projects. 

A. is too little  B. are too little C. is all little D. are 
all little 

 
15. The directors in marketing were advised not to produce the campaign by.... 

but ignored the warnings. 

A. herself  B. himself  C. themselves D. ourselves 
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Text Completion  

Choose the best word or phrase for each blank. 
Questions 1 through 6 refer to the following information.  

 
To run a successful business, it can be helpful to work with a mentor who ______ 
 1. (A) were 

(B) are  
(C) is 

(D) was  
experienced in your field. Various organizations offer resources to put you in touch 
with a mentor. These mentors can offer assistance in establishing a network within 

your chosen area of business.  
When you and your mentor ____ together, be respectful. Your mentor is a volunteer  

2. (A) Were worked  
(B)  Works  
(C)  Work  

(D) Was worked  
who has given up his or her time to help you. Plan your meetings in advance. Know 

what you want to discuss and plan your questions. Set goals and ask your mentor 
of these are _____ 

3. (A)  Real 

(B) Realistic 
(C) Realism 

(D) Reality 
your mentor cannot help you effectively if you have no idea what you need to know. 
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Once your product is ready to sell, you must consider various legal matters. There 

are numerous online resources from the relevant govermental organization and 
departemen to help you with this. First, you must realize that advertising laws 

protect consumers by requiring advertisers to be truthful about_______ products. 
4. (A)  Theirs  

(B) Their 

(C) Them  
(D) They  

Second, even the label on your product can be considered as a form of advertising. 
In recent years, over two-third of start-up companies ______ warning for inaccurate  

5. (A)  Has received 

(B) Receives 
(C) Receive 

(D) Have received 
labeling.for example, there are strict limits on the use of the words “all natural”.  
It is _____ important 

6. (A)  same 
(B) evently 

(C) similar 
(D) equally 

to make sure the product label does not imply something which is untrue. 
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WRITING 
Employment Application 
Direction  

Complete this following employment application based on your personal data. 
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UNIT 5 
 

LISTENING 

 
Question 1. You will hear: …………………. 

(A)Yes, it’s very complicated. 
(B) Yes, I often wear it.  
(C) No, but she used to. 

 
Question 2. You will hear: …………………... 

(A)  Two in the same row, please. 
(B)   It didn’t weigh very much. 
(C)  Thanks, I think I will. 

 
Question 3. You will hear: ……………………... 

(A) Then let’s go ahead and buy one.                                                                                 
(B)  I don’t think we’ve been introduced. 
(C)  I never win anything. 

 
Question 4. You will hear:…………………………….                                                                                

(A) No, he isn’t                                                                                                                   
(B) Her name is Nadia                                                                                                        
(C) Yes, it is. 

 
Question 5. You will hear:  ………………………….…                                                                            

(A) How do yo do?                                                                                                            

(B) Fine, thanks.                                                                                                                 
(C) I’m doing well                                                       

 
Question 6. You will hear :  …………………………                                                                                

(A) I have a lot of money                                                                                                   

(B) You lend me a lot of money                                                                                        
(C) Yes, certainly. How much do you need? 

 
Question 7. You will hear :  ………………………                                                                                    

(A) The manager  is in his room now                                                                                

(B) Yes, I met him yesterday                                                                                             
(C) I want to report to manager 

 
Question 8.. You will hear : ………………………..                                                                                  

(A) Yeas, I’d  love to                                                                                                         

(B) It is like a cup of coffee                                                                                               
(C) The coffee is too hot 
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Question 9. You will hear : ……………………..…                                                                                   

(A) Twenty minutes ago                                                                                                    
(B) The meeting was tiring                                                                                                 

(C) They talked about serious things 
 
Question 10. You will hear: ……………………                                                                                        

(A) Mr President delivered a speech at the conference yesterday                                                                                
(B) The postman                                                                                                                 

(C) I have delivered the package for him 
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SPEAKING 
Describing People and Things  

 

a. Say where people and things are in the picture 
 
In the top/bottom right/left-hand corner…On the left-hand side…On the 

right/left. 
 

At the top/bottom…At the rear… 
 
In the distance…In the middle… 

 
In the foreground/background…In the front/ back 

 
Between/ beside/next to/near/ close to/far 
from/over/above/underneath/below… 

 
By the door 

 
Between/among 
 

Opposite/ in front of 
 

The scene/picture shows/depicts/ portrays… 
 
I can see…There is/are…In this picture I can clearly see. 

 
This is a picture of…This picture is a representation of… 

 
They look excited /look like tourists/ look as if they are about to take off 
/look as though they belong to Barbie doll's feet 

 
You can also describe what is happening, what has just happened, what is 

going to happen next… 
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b. Describe the pictures below and use phrases and sentences as 

explained in part a.  

Picture 1  

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 

          Picture 2                             Picture 3 
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c. Physical Description 

 
1. Hair 

 

 
 

 
He is going bald /bɔːld/. His hair is receding. He has got a receding hairline. 
She wears her hair in a ponytail. She has got a ponytail. 

He has got a beard/a moustache/ a goatee/some stubble/ dreadlocks/ sideburns 
He has got cropped hair 

He has got a crew cut 
She wears her hair in a plait /plæt/ /a braid /breɪd// a French plait/a French 
braid/pigtails/ a bun/cornrows 

She has got a plait/braid/ a French plait/a French braid/pigtails/ a bun/cornrows 
She has got layered/ permed hair. Her hair is permed/layered 

She wears her hair in a bob. 
She has got ginger hair (ginger: a light brownish-orange colour) 
She has got curly/ straight/ wavy/ thick/ thin /dyed hair 

He has got greasy, unkempt hair. (Unkempt: /ˌʌnˈkempt/ not well cared for; not 
neat or tidy) 

She has got a fringe 
She has highlights in her hair 
 

 
 

 
 
 

 
 

https://4.bp.blogspot.com/-8O8FJDlc3BU/Um0gamWLDwI/AAAAAAAABic/53aop8_cKqg/s1600/hair+Oxford+Dictionary+3.jpg
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2. Height and Weight 

 
He is rather tall/ fairly short/medium height. 

He is quite plump/stout/ slim/skinny/bony/wiry/strong/hefty 

Plump: having a soft, round body; slightly fat. E.g. a short, plump woman. A 

plump face. 

Stout: /staʊt/  rather fat, plump. 

Bony: /ˈbəʊni/ very thin so that the bones can be seen under the skin. E.g. a 

bony hand. a tall bony man. 

Wiry: /ˈwaɪəri/ thin but strong. Sinewy /ˈsɪnjuːi/ E.g. a wiry little man. 

Hefty: big and heavy. E.g. Her brothers were both hefty men in their forties. 

3. Clothes 

 

 
 

 
He is wearing a pair of polka-dot pyjamas 

He is wearing a striped /straɪpt// check(ed) shirt 
He is wearing a pinstriped suit/ a business suit/ a two-piece suit/a three-
piece suit (with waistcoat/vest) 

 
 

 
 
 

 
 

 
 
 

 

https://3.bp.blogspot.com/-S0fJ2APt5yI/Um0kiuXlG0I/AAAAAAAABio/HTBbYRfou0Y/s1600/clothes+Oxford+dictionary.jpg


  

TOEIC PREPARATION FOR COLLEGE STUDENTS 67 

 

Pinstriped: 

 
 
He is wearing a jogging suit/ tracksuit/ a sweatsuit/ a sweatshirt/ 

sweatpants 
He is wearing a baggy/loose/tight/ a tight-fitting T-shirt 

She is wearing high-heeled shoes/ flat shoes/ high heels 
 

1. Shoes 

  
 

https://1.bp.blogspot.com/-ZYMFMUcBqRI/Um0l7XMq4CI/AAAAAAAABi4/F_rZwrogSmo/s1600/shoes+oxford+dictionary.jpg
https://1.bp.blogspot.com/-ZYMFMUcBqRI/Um0l7XMq4CI/AAAAAAAABi4/F_rZwrogSmo/s1600/shoes+oxford+dictionary.jpg
https://3.bp.blogspot.com/-yK3asW-phro/Um0laUOX-mI/AAAAAAAABiw/Hk4QwTBPdmg/s1600/pinstriped.JPG
https://1.bp.blogspot.com/-ZYMFMUcBqRI/Um0l7XMq4CI/AAAAAAAABi4/F_rZwrogSmo/s1600/shoes+oxford+dictionary.jpg
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He is wearing trainers/ wellingtons/ lace-ups/ loafers/ slippers/ flip-

flops/cowboy boots 
 

He looks a little scruffy. He is wearing a scruffy pair of jeans. 
 
Scruffy: /ˈskrʌfi/ dirty or untidy. Shabby. 

 
She is wearing shabby old jeans and a T-shirt. 

 
A wrinkled suit. The suit has wrinkles. 
 

Unkempt: not well cared for; not neat or tidy 
 

He looked tired and dishevelled /dɪˈʃevld/ (very untidy) 
 
She is wearing a sober /ˈsəʊbə(r)//bright dress 

 
A bleached/stonewashed pair of jeans. 

 
Bleach: to become white or pale. 
 

Stonewashed: washed in a special way so that the cloth loses some colour 
and looks older 

 

https://2.bp.blogspot.com/-tUN_PUyXnWc/Um0mfnaB9hI/AAAAAAAABjA/DidaVO5dlvo/s1600/boots+oxford+dictionary.jpg
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He is wearing a polo neck/turtleneck/ V-neck/ crew neck sweater 
 

A polo shirt 
 
He is wearing tapering/ tapered/flared jeans 

 
Taper: /ˈteɪpə(r)/ to become gradually narrower 

 
Flared: /fleəd/ wider at the bottom  
 

Swimsuit (also swimming costume /bathing suit) (worn by women) 
 

Trunks/ swimming trunks (worn by men) 
 
A short-sleeved shirt/ a long-sleeved shirt 

a dress with short / long sleeves. He rolled up his sleeves 
 

To judge from the clothes he is wearing… 
 
 

 
 

 
 
 

 
 

 
 
 

https://1.bp.blogspot.com/-JN0g5GamVVg/Um0pFNjyIII/AAAAAAAABjU/g8yM9PLzN8c/s1600/clothes+2+Oxford+dictionary.jpg
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5. Exercise: Describe the pictures below  

 
Picture 1 

 

 
 

 
 

 
 

 
         Picture 2  

 
 

 
 
 

 
 

 
 

Picture 3 
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READING 
Advertisements  

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
1. What is the purpose of the text? 

a. to advertise a job vacancy c.   to get job 
b. to seek information d.  to apply job 

 

2. The following are the requirement, except …….. 
a.  having experience    c.  honest 
b.  fluent in English    d.  having master degree 

 
3. The phrase “good looking” has the antonym to ……………….. 

a.    handsome c.  pretty 
b.    beautiful d.  ugly 

 

 
4. The application must be submitted before ………….. 

a. February 21, 2013 c.   February 20, 2013 
b. February 22, 2013 d.   February 23, 2013 

 

 
 

 
 
 

 
 

 
 
 

 
 

URGENTLY  NEEDED 
We are INTERNAL  FREIGHT  forwarding looking for : 

1.   Operating Staff 
      Male, max 27 years old, 1 year experience, honest, able to work under pressure, 

have motorcycle and driving license. 
2.   Marketing Executive 

Male / female, max 25, exp min 1 year in marketing, fluent in English oral and 

written, good looking, team worker, honest and hard worker 
 

Please  send CV with recent 3 x 4 photograph latest by Feb 21, 2013 to : 
HRD Manager, Ruko Tanjung Priok Permai 

Jl. Laksda M. Nasir 29 Blok E-17, Surabaya 
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16.    What is the purpose of the text ? 
a. To advertise hotel service 

b. To help people 
c. To find accommodation 
d. To give information 

 
17.   How much does the room cost ? 

a. S$ 510- 
b. US$ 510+ 
c. S$ 510+ 

d. US$ 510- 
 

18.   The followings are the services provided by the hotel, except ? 
a. Spa treatments 
b. Tennis Match 

c. Outdoor swim 
d. Mini market 

 
 
 

 
 

 
 
 

 
 

WHERE THE FAMILIAR FEELS COMPLETELY NEW 

FOUR SEASON HOTEL 

SINGAPORE 

 

Welcome to Singapore’s Newest rooms and suites. Soothing, sleek, and 

streamlined with the latest technology, our newly refurbished interiors raise the 

city’s standard for sophistication. Enhance your enjoyment in two inspired 

restaurants and the new Alfresco. Discover relaxing spa treatments and unwind 

with a Workout, tennis Match or outdoor swim. In our astonishingly quiet refuge, 

just step from Orchard Road. Legendary Four Season care always promise new 

delight. 

 

THIRD NIGHT FREE 

RATES STARTING FROM S$510+ PER ROOM PER NIGHT 

CONTACT YOUR TRAVEL CONSULTANT, VISIT 

WWW.FOURSEASON.COM/SINGAPORE 

OR CALL THE HOTEL DIRECTLY AT (65)6734-1110 
 

http://www.fourseason.com/SINGAPORE


  

TOEIC PREPARATION FOR COLLEGE STUDENTS 73 

 

GRAMMAR 
Infinitives and Gerunds  

 

Infinitives  
A. Use a to-infinitive after the following verbs: agree, decide, expect, happen, 

pretend, promise, manage, and tend.  

• He decided to finish his work at home.  
B. Use a to-infinitive after the following verbs plus their object: advise, allow, 

expect, forbid, want, force, and tell. 

• He did not allow his employees to use their cell phones while at 
work. 

C. Use an infinitive without to after the following verbs plus their object: have, 

let, make, feel, see, hear, smell, and find.  

• I was exhausted from my long trip, so I let Tom chair the meeting. 
 

Gerunds  
Use an –ing form after the following verbs: appreciate, avoid, can’t help, deny, 

enjoy, feel like, give up, imagine, mind, and postpone.  

• He denied giving up working on the project.  
 
Choosing Between Infinitives and Gerunds  

The following verbs allow both to-infinitive form and an –ing form: remember, 

forget, stop, regret, and try.  
The choice of a to-infinitive or an –ing form depends on the meaning.  

• I stopped to eat dinner before the show.  
                 I ate dinner quickly before the show.  

• I stopped eating dinner before the show. 
                 I was eating dinner, but then i stopped before the show. 

 
Choosing Subjects of To-infinitives and Gerunds  

A. Use an objective pronoun with a to-infinitive. 

• Martha expect him to help her with the projections. 

• Even though Patrick was a novice, I allowed him to run the 
machinery. 

B. Use a possesive pronoun with a gerund.  

• I appreciate your telling him about the situation. 

• I asked my boss if he minded my leaving work 10 minutes early. 
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Exercises  

Incomplete Sentences  
Choose the word or phrase that best completes the sentence.  

 
1. He expects his client ______ within the hour.  

(A) arrive  (B) arrival     (C) to arrive            (D) arriving  

 
2. All I want is for him _______ that investing in the company was a mistake.  

(A) admits  (B) to be admitting   (C) admitting         (D) to admit  
 

3. John stopped ________ to staff meetings without explaining why.  

(A) come (B) came               (C) coming           (D) to come  
 

4. Christine promised ______ us at the theater after she got off work. 
(A) meet  (B) to meet                (C) meeting          (D) having met  

 

 
Text Completion  

Choose the best word or pharase for each blank.  
 
Research has shown that there are several ways of thinking that are common 

among the world’s most successful people. One of these ways is that successful 
people expect  1. ____.  

(A) To succed 
(B) Succeeded 
(C) Succeeds 

(D) To have succeeded 
Failure is not on option. That is why they never stop 2. ____ even when it seems  

(A) To try 
(B) To have tried 
(C) Trying 

(D) To be trying 
the odds are stacked against them.  
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Vocabulary Use 

Fill in the blank with the appropiate word. 
1. Tim is making every possible effort to beat out Brand and ______ the 

promotion.  
(A) Overcome              (B) triumph           (C) win                    (D) conguer  

 

2. When john decide to _______ his position, his manager reacted badly. 
(A) Separate                 (B) suppress          (C) return               (D) resign 

 
3. When we arrived, the keynot ________ was about to start. 

(A) Languange                                          (C) inherited            

(B) Communication                                 (D) compensated 
 

Incomplete Sentences  
Choose the word or phrase that best completes the sentence. 
 

1. Jonathan enjoys nothing more than arriving early and _______ the first 
person in his office. 

(A) To be  
(B) Being  
(C) To being  

(D) Be 
  

2. I would like to speak to whoever is responsible for _______ office supplies 
in this office. 
(A) Order  

(B) Ordering 
(C) To order 

(D) Will order 
  

3. ______ insurance is not always easy in this economic environment. 

(A) Sell  
(B) Selling  

(C) To sell  
(D) Having sold  

 

4. Passengers are no longer allowed ______ more than 100 ml of liquids on 
board airplanes. 

(A) Bringing  
(B) To bring  
(C) Brings  

(D) Brought 
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5. Tim has never regretted ______ up his corporate job to help the needy in 

Africa.  
(A) Gives  

(B) Giving  
(C) To give  
(D) To have given 

  
6. We are _____ to talk about the details of the settlement because of our 

confidentiality agreement. 
(A) Allowed  
(B) Discouraged 

(C) Forbidden  
(D) Asked  

 
 

7. I forgot _____ off the coffe maker before i left the office last night. 

(A) To turn  
(B) To have turned  

(C) Turning  
(D) Have turned 

 

8. Jane left her last job because she wanted _______ career oppurtunities at 
our  

(A) Pursue 
(B) Pursuing 
(C) To pursue  

(D) To have pursued  
  

9. Mr. Nakamura was asked ______ the keyot speech at this year’s annual 
investors’ meeting. 
(A) To have given 

(B) To give  
(C) Giving  

(D) Having given 
 

10. It is important ______ clients feel confident that you have their best 

intersting the heart.  
(A) Making 

(B) To make  
(C) To be making  
(D) Having made  
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11. Dennis helped me _______ all the date from the survey.  

(A) To enter  
(B) Entering  

(C) To have entered  
(D) Entered   

 

12. Even though Alberto was caught red-handed, he denied _____ the funds 
from the company. 

(A) Stolen 
(B) Stealing  
(C) To have stolen  

(D) To steal  
 

13. We regret ____ you that your loan application has been denied due to your 
poor credit rating.  
(A) To inform  

(B) Informing  
(C) Inform  

(D) Informed  
 

14. Mrs. James specialized in ______ financial plans and investment portfolios.  

(A) Making  
(B) To make  

(C) Having made  
(D) To have made  

 

15. I tried ______ into the hotel last night, bt i could not because my credit card 
was declined. 

(A) Checking  
(B) To have checked  
(C) To check  

(D) Checked  
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UNIT 6 
 

LISTENING  

 
Part 2. Question-Response (Kusuma, p.31-41, no.11-40) 

Directions: You will hear a question or statement and three responses spoken in 
English. They will not be printed in your test book and will be spoken only one 
time. Select the best response to the question or statement and mark the letter (A), 

(B), or (C) on your answer sheet. 
 

1. Who made the reservation? 
(A) You need to reserve a table. 
(B) My travel agent. 

(C) The housekeeper made the beds. 
 

2. Do we have to use a pen? 
(A) No, use a pencil if you want. 
(B) I’ll tell you when. 

(C) We are used to having it open. 
 

3. What is the deadline for third project? 
(A) He died last week. 
(B) We need to finish it this week. 

(C) The bid was rejected. 
 

4. Why are you laughing? 

(A) Because our staffing policy is clear. 
(B) I love until I cried. 

(C) I just heard a joke. 
 

5. Who is standing by the window? 

(A) That’s a client of mine. 
(B) The plant is by the window. 

(C) The carpenter is sanding the chair. 
 

6. Where did you find you address book? 

(A) Address this envelope, please. 
(B) Just yesterday. 

(C) I found it at the office. 
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7. How can I get my pants pressed? 

(A) Don’t be depressed. 
(B) Send them to the cleaners. 

(C) I got a new pair last week. 
 

8. When are you going to start exercising? 

(A) I start my day with a healthful breakfast. 
(B) The exercises are at the end of the book. 

(C) I’ll start when I have more free time. 
 

9. What kept you so long? 

(A) I’m sorry. I couldn’t get off the phone. 
(B) I think I’ll keep the long one. 

(C) They had long stems and wide caps. 
 

10. Could you summarize the article for me? 

(A) I’ve never liked that size art. 
(B) You should read the article yourself. 

(C) Summer is my favorite season, too. 
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READING 
Advertisement 

 

 
Where The Familiar Feels Completely New Four Season Hotel Singapore 

 

Welcome to Singapore's Newest rooms and suites. Soothing, sleek, and  
streamlined with the latest technology, our newly refurbished interiors 

raise  
the city's standard for sophistication. Enhance your enjoyment in two  
inspired restaurants and the new Alfresco. Discover relaxing spa 

treatments  
and unwind with a Workout, tennis Match or outdoor swim.  

In our astonishingly quiet refuge, just step from Orchard Road, legendary  
Four Seasons care always promises new delight. 
 

Third night free 
Rates starting from s$ 510+ per room per  night 

Contact your t'ravel consultant, visit www.fourseasons.com/singapore or  
call the hotel directly at (65) 6734-1110 
 

 
 

1. What kind of the text above? 
(A) Announcement 
(B) Advertisement 

(C) Memo 
(D) Personal Letter 

 
2. What does the hotel provide to enhance our enjoyment? 

(A) Newly refurbished interiors 

(B) The city's standard for sophistication 
(C) The 2 inspired restaurant & new Alfresco 

(D) Relaxing spa treatments and unwind 
 
3. "Soothing sleek and streamlined with the latest technology ... " 

The underlined word means.... 
(A) Cool and fresh 

(B) Hot and noisy 
(C) Quiet and calm 
(D) Dusty and crowded 

 
 

 
 
 

 
 

http://www.fourseasons.com/SINGAPORE
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WANTED : part time payroll support worker to fill 1-year contract covering 
for maternity leave 
 

Job Description 

As payroll support, you will be :  

A. Remitting payroll taxes 
B. Calculating overtime, vocation pay, and severance pay 
 

Qualifications  

Candidates must : 

• Have minimum one year’s experience in payroll 

• Understand IRS requirements in regards to remitting payroll taxes 

• Be a registered certified accountant 
 

Kindly email your resume to lindawalters@mightytowers.com 
Subject: job ID #7244, or apply online. 

 

 

To : Linda Walters 

From : Tina Rodriguez 
Subject : Job ID #7244 
 

Dear Ms.Walters, 
I recently saw your and for the part-time payroll support worker on 

www.alljobs.com . 
 
I am writing for formally apply for the position. I am a recent graduate from ACE 

Community College with a diploma in accounting. I realize that I do not have the one 
year of work experience that you are asking for, but I graduated ar the top of my class. 

I feel that I am ready and able to step into the position. I am willing to work hard and 
prove that I am capable. 
 

Please feel free to call me at your earliest convenience to arrange an interview. 
Thank you in advance for your kind attention. 

 
Sincerely, 

 

Tina Rodriguesz  

mailto:lindawalters@mightytowers.com
http://www.alljobs.com/
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4. What does the job entail? 

(A) Receiving taxes from staff 
(B) Calculating maternity leave 

(C) Supporting the payroll department 
(D) Completing grant applications 

 

5. What are the qualifications necessary for the position? 
(A) Minimum 10 years’ experience  

(B) Training in current pension laws 
(C) A professionally recognized certificate 
(D) Completion of company business 

 
6. Where was the advertisement posted? 

(A) On a website 
(B) In the newspaper 
(C) On a bulletin board 

(D) In a trade magazine 
 

7. What qualifications does Tina’s have? 
(A) Many years of experience 
(B) A diploma in accounting 

(C) A strong desire to work 
(D) Excellent interview skills 

 
8. Why will Tina likely not be hired?  

(A) She is too experienced 

(B) She is over-qualified 
(C) She is unmotivated 

(D) She is inexperienced 
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GRAMMAR 
Participles and Participle Clauses 

    

Forms of Participles 

A. If the participle of a noun is the agent (doing the action of the participle), 
choose an -ing form 

➢ The presentation was tiring for the speaker 
➢ It was a tiring presentation for the speaker 

 

B. If the participle is NOT the agent, choose an -ed form 

➢ The speaker felt tired, so she took a break 

➢ The tired speaker took a break 

 

Participle Clauses 

A. An -ing form can be used when two things occur at the same time. 

• He suddenly when outside, shouting everyone as he left 
B. An -ing form can be used when one action occurs as a result of the first 

action 

• She hurt herself cutting papers 

C. An -ing clause can be explanation of the following main clause 

• Feeling tired, he left the office early 

D. Used an -ed form when the object of the original verb serves of the subject 

of the main clause 

• Located on a hill, the hotel commands a fine view 

E. An -ed can be used after if, when, while, once, and until, particularly in 
formal style 

• Once switched on, the photocopier needs time to warm up 

• If asked to sign the contract, make sure you read it carefully 
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Exercises 

Incomplete Sentences 
Choose the word or phrase that best completes the sentence 

 
1. There is a_______ news about the company acquisition 

(A)  excite   (B) excitement  (C) exciting  (D) 

excited 
 

2. _______ to be offered such as a high salary, she decided to accept the 
position 
(A)  Surprising (B) To surprise  (C) Surprisingly

 (D) Surprised 
 

3. _____ the last to leave, he was blamed for the theft. 
(A)  Be  (B) Been  (C) Being  (D) 

Was 

 
4. The next corporate logo, _____ from a distance, was difficult to see 

(A)  Seen  (B) to be seen    (C) Seeing  (D) to 
see  

 

Text Completion 

Choose the best word or phrase for each blank 

 
_____ in the heart of the city, the Plaza Ville Hotel is the most luxurious  
1. (A) Locating  

(B) Located 
(C) To locate 

(D) To have located 
hotel in town, each of the 200 rooms has a wonderful view of either the 
river or the mountains. As part of our weekend package, we offer a free 

massage and use of the sauna to all guests. 
If you need a break, _____ out after a busy week of work, why not check 

into  
2. (A) Wearing  

(B) worn  

(C) wears  
(D) to wear 

the Plaza Ville Hotel for some rest and relaxation? 
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Vocabulary Use 

Fill in the blank with the appropriate word. 
 

1. The ____ for imports this year has already been filled. 
(A)  Quota  (B) quote  (C) quarter (D) quart 

 

2. For a ____ of reasons, he would not accept our offer 
(A)  Variation (B) variant  (C) variety (D) varying 

 
3. Whole sale and retail sales _____ negative growth last month 

(A)  Betrayed (B) registered  (C) expressed (D) scheduled 

 
4. In the 1930’s, there was a world-wide economic ____ and mass 

unemployment 
(A)  Policy  (B) bankruptcy  (C) inflation (D) 
depression 
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Incomplete Sentences 

Choose the word or phrase that the best completes the sentences 

 

1. He said that he was…..at the meeting but continued to talk about it for a 
hour afterwards. 
A. Boring  (B) Bored   (C) Bores  (D) Bore  

 
2. We need to hire a….. accountant to make sure all our numbers are correct. 

A. Certifying  (B) Certifiable  (C) Certified (D) Certifies 
 

3. Feeling….. from theendless weeks of hard work, Mark felt his vacation 

was well-deserved. 
A. Exhausted  (B) Exhausting  (C) Exhausts (D) To 

exhaust 
 

4. The….. return the policy caused a great amount of dissatisfication among 

customers. 
A. Confusingly (B) Confused  (C) Confuse (D) Confusing 

 
5. Tom was among the five diplomats….. in Russia for illegal activities. 

A. Arrested  (B) Arrests  (C) Arresting (D) To arrest 

 
6. The biography of Chemcorp’s CEO,……... by an economics professor, 

was very popular. 
A. Writing  (B) Written  (C) Writes (D) Wrote 

 

7. Juan found the constant tapping of Jane’s pen very….. and he could not 
consentrate. 

A. Interesting  (B) Bothered  (C) Tired (D) Annoying 
 

8. We require that all official documents be typed on letterhead paper in the 

format. 
A. Specialized  (B) Specified  (C) Selecting (D) 

Picking 
 

9. The office has decided to switch to using…. Ink cartridges in all printers. 

A. Recycled  (B) Recycling  (C) Recycles (D) Being 
recycled 

 
10. Brian is the man who fixed the….. photocopier in the boss’s office 

yesterday. 

A. Breaking  (B) Breaks  (C) Broken (D) Broke 
 

11. He said he found the report confusing and wanted it re-writtenfor….. 
A. Visibility  (B) Modesty  (C) Simpleness (D) 

Clarity 
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12. Before we opened our café, we had a …. Company make fancy new 

menus. 
A. Designed   (C) Design   

B. Designing   (D) Have designed 
 

13. …… letters are no longer popular because of the ease and convenienceof 

email. 
A. Hand-writing  (C) Hand-write  

B. Hand-written  (D) Hand-writes 
 

14. Do not leave carry-on bags….. at any time as they may be removed 

without notice. 
A. Neglected   (C) Isolated   

B. Separated   (D) Unattended 
 

15. Because he did not speak language fluently, he had a hard time making 

himself…… 
A. To be understood  (C) To be understanding  

B. Understood  (D) Understanding  
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Text Completion 

Choose the best word or phrase for each blank 
Question 1 through 3 refer to the following notice. 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

Question 4 through 6 refer to the following notice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notice to All Movie World House Managers 

Now that the summer movie session is approaching, we at Movie World would 
like to remind all of our managers that there is an….. increase 200% in food 

and  
1. A. expecting 

B. expected 

C. expectation 
D. expectancy 

beverages sales for the summer. Especially in the case of cola and other sodas, 
we expect sales to increaseby 300%. To achieve the intended sales………, we  

2. A. limits 

B. failures 
C. goals 

D. boundaries 
recommend putting more salt on the popcorn which will make customers 
thirstier, which, in turn, will increase drink sales. 

Also, be remainded that Movie World movie teatherare now selling Sugar 
Cone Ice Cream bars. When….. the beras, each teather is free to determinetheir 

own  
3. A. priced 

 B. pricing 

 C. to price 
 D. having prices 

price. However, the suggested selling price is $4.75. 
Thank you all, and have a great summer.  
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When….. of where movies are made, the city that comes to mind is Hollywood.  
4. A. to think 

B. thinking 

C. to have thought 
D. having thought 

Hollywood is famous for its movie studios, and people often visit in hopes of 
meetinga famous actor or actress. But these days, Hollywood is not only famous city 
in the world for movie production. Another city that becoming…… famous is 

Mumbai, India.  
5.  A. intenationally 

B. worldly 
C. cooperatively 
D. culturally 

In fact, the entertainment industry in Mumbai is known as “Bollywood”. India’s 
Bollywood produces an average of 10 movies per day, and the movie are….. 

throughout  
4. A. distributes 

B. to distribute 

C. distributing 
D. distributed 

the world. 

All Bollywood movies follow the same pattern; there is a lot of singing, dancing, and 

romance but never nudity or extreme violence/ bollywood movies usually run for 

three hours or more.  
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WRITING 
Responding to Written Requests 
 

Direction: 
Read the email below. Respond to the email as if you were Mr. Kim. In your e-
mail, ask two (2) questions regarding your accomodation and make two (2) 

requests. 
From:  Jay Jackson 

To:  Mr. Kim 
Subject: Confirmation 
Sent:  June 2, 2020 

 
Dear Mr. Kim, 

I am writing this letter to you on behalf of the management of H2O Hotel. The 
essence of the letter is to know the things that you will be needing in your event. 
According to our record you made bookings on the 15th of this month for the small 

conference center all of which you intend to use for your upcoming annual 
conference. 

We want to assure that your bookings have been recorded and we promised that 
you would get the real value for your money. We would like to know if there’s any 
request that you would like to make regarding the things that you have to prepare 

for the seminar such as lights, extensions cords, sound system etc. We will be glad 
to assist you. We hope for your response. 

 
Sincerely, 
 

Mr. Jay Jackson 
 

Reply 
From:  ___________________ 
To:  ___________________ 

Subject: ___________________ 
Sent:  ___________________ 

 
___________________ 
__________________________________________________________________

__________________________________________________________________ 
__________________________________________________________________

__________________________________________________________________ 
__________________________________________________________________
__________________________________________________________________ 

 
__________________ 

__________________ 
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UNIT 7 
 

LISTENING 
 
Part 2. Question-Response (Kusuma, p.31-41, no.11-40) 

Directions: You will hear a question or statement and three responses spoken in 
English. They will not be printed in your test book and will be spoken only one 
time. Select the best response to the question or statement and mark the letter (A), 

(B), or (C) on your answer sheet. 
 

11. Where would you recommend I go? 
(A) At this time of year, I would go south. 
(B) I’ll go sometime soon. 

(C) You should commend on this memo. 
 

12. Did you have a good trip? 
(A) Yes, thank you. It was very pleasant. 
(B) My vacation is in August. 

(C) We are good friends. 
 

13 How long will you stay? 
(A) There are twenty-four hours in a day. 
(B) I always stay in a hotel. 

(C) Only one week. 
 

14.Who wrote this letter? 
(A) I did, and I typed it, too. 
(B)She can read better than I. 

(C)The exchange rate is better today. 
 

15. What color shirt are you wearing? 
(A) I need a long-sleeve shirt. 
(B) It’s light blue. 

(C) Everyone knows where I am. 
 

16. Where will she call me? 
(A) She said after lunch. 
(B) I’ll return this call soon. 

(C) She called me lazy. 
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17. Why are you waiting in here? 

(A) It’s too cold to wait outside. 
(B) I knew my way there. 

(C) The waiter is new here. 
 

18. Where is your family from? 

(A) All her books made her famous. 
(B) My children are at school. 

(C) My parents were born here. 
 

19. How soon will you be ready? 

(A) In about ten minutes. 
(B) Her son left early. 

(C) We said we wanted red. 
 

20. Which restaurant shall we go to? 

(A) It’s closed tonight. 
(B) I have reservations at a steak house. 

(C) We restored this hall last year. 
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SPEAKING 
My Classmates 

a. How well do you know really know your classmates? Find someone who fits 

each sentence and let that person sign his or her name in the space.  
Ask questions in English. E.g: What is your phone number?, Where do you 

live? How long does it take from your house to campus? 

1. ___________________________ has a telephone number that ends with 5. 

2. ___________________________ lives more than two hours from campus. 

3. ___________________________ plans to go to New York this summer. 

4. ___________________________ went skiing during winter vacation. 

5. ___________________________ rides a motorcycle to school. 

6. ___________________________ will go to a movie on Saturday. 

7. ___________________________ has two younger brothers. 

8. ___________________________ rides a bicycle to school. 

9. ___________________________ `s favorite color is blue. 

10. __________________________ likes to play volleyball. 

11. __________________________ has a birthday in June. 

12. __________________________ eats bread every day. 

13. __________________________ has a dog for a pet. 

14. __________________________ likes to read books. 

15. __________________________ can play the guitar. 

16. __________________________ does not like cake. 

17. __________________________ plays baseball. 

18. __________________________ enjoys swimming. 
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READING 
Office Memos 

 

 

 

 

 

 

 

 

 

 

 

 
1. What is Steve Wilder’s occupation? 

A. A teacher 

B. An Interior designer 
C. Secretary 

D. Manager 
 

2. Who is Mr. Wilder visit their office? 

A. A designer 
B. Junior secretary 

C. John’s boss 
D. Steve’s boss 

 

3. When will Mr. Wilder visit their office? 
A. At night 

B. In the afternoon 
C. May 3rd, 2017  
D. May 5th, 2017 

 
4. Where does Mr. Wilder come from? 

A. America 
B. Australia 
C. German 

D. Canada 
 

 
 
 

 
 

 
 
 

 
 

To    : John Cena (Senior Secretary) 

From : Andy Wright 

Date :  May 3 rd , 2019 

Sub  : Steve Wilder, American Interior Designer 

 

Mr. Wilder will be visiting our office on Friday, May 5th, 2017.  

I would like you to prepare the concept of our new building’s interior for 

him. He will arrive in the morning before. 
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5. Mega Rianty wrote the memo because … 

A. She will attend a conference 
B. She needs her assistant to visit the other office 

C. She has another office accountant 
D. She contacts Wulandari to attend the conference 

 

6. From the memo, we understand that Mega Rianty is ... 
A. Wulandari’s assistant 

B. Conference committee 
C. Chief of accounting department 
D. Accounting department staff 

 
7. “… please contact my assistant,…..”  

The word “My” refers to … 
A. Accountant staff’s 
B. An office accountant’s 

C. Mega Rianty’s 
D. Wulandari’s staff’s 

 

 
 

 
 

 
 

 
 

 
 

 
 

The PANCA Company 

From :   Mega Rianty 

Date :  Friday, April 17 

To :  Accounting Department staff 

Re :   Next Week 

 

I will be out of the office foe an accountants’ conference 

next week, April 20-24. If you need help during that 

time, please contact my assistant , Wulandari. 

 

Thank you 
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GRAMMAR 
Relative Clauses 

 

Relative pronouns 

A. Who, Which, That 
Who is used when the antecedent is a person while which is used 

when the antecedent is not a person. However, that as a relative 
pronoun can replace either who or which, and it is preferred especially 

after all, everything, nothing, the only, and superlatives. 

• The woman who/that lives next door is a lawyer 

• The printer which/that broke was bought three months ago 

• All that I need is an efficient office assistant to organize my 
schedule. 

B. Which is also used to refer to the entire preceding clause separated by 
a comma 

• John did not pass the test, which disappointed his boss. 
(NOT that or what) 

C. Whose 

Possession can be expressed by whose whether or not the antecedent 

is a person. When the antecedent is not a person, of which may also 
be used. 

• The man whose car broke down is my supervisor 

• Brian introduced a new system of which I have forgotten the 
name 

D. What is different from other relative pronouns in that it is not 
preceded by a noun 

• He believes what he hears 

(= He believes the thing that/which he hears.) 

 

Relative Adverbs 
A. When: Used when for the day/month/year/time etc. 

• I remember the day (when) we met. 
 

B. Where: Use where or preposition + which for plac. 

• Is this the building where you two work? 

• Is this the building in which you two work? 
 

C. How: Use How to replace the way 

• This is the way he did it. 

• This is how he did it 
Note: The way and how cannot be used together 

D. Why: Use why reason. 

• This is the reason (why) he got upset 
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Incomplete Sentences 

 
Choose the word or phrase that best completes the sentence 

1. _____ he says deserves special attention 
(A)  Which   (B) Who (C) That (D) What 

 

2. Yesterday, I met the man ____ grandfather had founded the company 
(A)  Who  (B) who’s (C) whose (D) which 

 
3. Tom, _____ works in retail, has no interest in trying for a promotion 

(A)  who  (B) whom (C) that (D) which 

 
4. She put her laptop in a place, _____ everyone would notice it 

(A)  where  (B) which   (C) in what (D) to that  
 

 

Text Completion 

Choose the best word or phrase for each blank 

 
Monet Art Supplies 
June 28th 

Dear Mr. lynch 
The set of paint brushes_____ you ordered on June 20th has arrived in our 

1.(A) which   
(B) what  
(C) whose  

(D) who 
store. Please come by the store before July 15th to collect and pay for your 

order. Unfortunately, the paint that you required is no longer available. 
Our supplier no longer stock that brand. I ____ for the inconvenience. 

2. (A) sorry   

(B) apologize   
(C) regret  

(D) regretful 
Regards, 
 

 
Alvin Westwood 
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Vocabulary Use 

Fill in the blank with the appropriate word. 
1. Let’s not ____ focus of what the issue is. 

(A)  avoid  (B) lose  (C) refuse (D) subtract 
 

2. He explained the reason why he made the employees work____. 

(A)  supplement (B) Addition (C) surplus (D) overtime 
 

3. The conversations of my co-workers _____ me when I work 
(A)  pay (B) distract  (C) focus (D) pull 

 

4. He ____ a very important favor of me 
(A)  told  (B) asked (C) talked (D) inquired 

 

Incomplete Sentences 
Mini test 

Choose the word or phrase that best completes the sentences 
 

1. He used to live in Vladivostok, ______ is a very important port city in 
western Russia. 
(A) Where 

(B) What 
(C) Which 

(D) That 
 

2. This is the computer company to ____ I have applied for the position of 

programmer. 
(A) Whom 

(B) Which 
(C) Who 
(D) That 

 
3. Please let my assistant know ____ it would be best to contact you. 

(A) That 
(B) Who 
(C) What 

(D) When 
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4. This year’s conference will take place in the area of the country ____ I grew 

up 
(A) Where 

(B) In that 
(C) With that 
(D) In where 

 
5.  Brice and Co. is the company that does the catering for all our___ 

(A) Conferrals 
(B) Conversations 
(C) Citations 

(D) Conferences 
 

6. Tom took a lot of because ____ last year because he represented his company 
at several conferences. 
(A) Trips 

(B) Travel 
(C) Journeys 

(D) Excursions 
 
7. The president liked all the options, so he said we should choose ____ we 

think is best 
(A) Whichever 

(B) Whoever 
(C) Whenever 
(D) However 

 
8. It is always interesting to meet people ____ backgrounds and lifestyles differ 

from ours. 
(A) Who 
(B) Whose 

(C) Which 
(D) Who’s 

 
9. It was my first boss___ taught me the importance of time management. 

(A) Whose 

(B) Who 
(C) This 

(D) They 
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10. Obligations to his family were the reason____ he felt the need to retire early. 

(A) Why 
(B) Because 

(C) Which 
(D) How 

 

11. Marcus Allen is the person____ you must speak for the information you need 
(A) Whom 

(B) To whom 
(C) Who 
(D) To who 

 
12. James is the one____ came up with the idea for the new advertising campaign 

(A) He’s 
(B) Whose 
(C) He 

(D) Who 
 

13. Nobody is quite certain____ Katherine has been working for the last few 
months. 
(A) For who 

(B) Whom 
(C) For whom 

(D) Who 
 

14. There is the woman who erased the database by___ 

(A) Error 
(B) Mistake 

(C) Misprint 
(D) Misunderstanding 

 

15. The international tax accountant_____ we hired last month is not working out 
very well 

(A) That 
(B) Whose 
(C) Why 

(D) When 
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UNIT 8 
 

LISTENING 
Part 2. Question-Response (Kusuma, p.31-41, no.11-40) 
Directions: You will hear a question or statement and three responses spoken in 

English. They will not be printed in your test book and will be spoken only one 
time. Select the best response to the question or statement and mark the letter (A), 
(B), or (C) on your answer sheet. 

 
21. What time does the train leave?  

(A) It stopped raining at four. 
(B) This time let’s take the train. 
(C) It departs every hour on the hour. 

 
22. All lines are busy. Will you hold? 

(A) No, I’ll call back. 
(B) I’m not busy this evening. 
(C) She’s not very old. 

 
23. Who is working late this evening? 

(A) Good night. Sleep well. 
(B) All of us – until we finish this report. 
(C) I always eat after ten. 

 
24. When was the invoice sent? 

(A) Two weeks ago. 
(B) My voice is very soft. 
(C) We went in March. 

 
25. How many times have you been to Asia? 

(A) I have a chinese watch. 
(B) It takes about 14 hours. 
(C) This is my first trip. 

 
26. Why don’t you come over tonight? 

(A) Thank you. I’d like to. 
(B) His pants are too tight. 
(C) There’s more light over there. 
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27. Which team is your favourite? 

(A) I prefer tea with milk. 
(B) I like them both. 

(C) Your fee seems right. 
 

28. Have you met my new assistant? 

(A) No, I don’t have a new chair. 
(B) Yes, I introduced myself earlier.  

(C) The newspaper is wet. 
 

29. Where is the fax machine? 

(A) It’s next to the photocopier. 
(B) All the facts are true. 

(C) The magazine is on the desk. 
 

30. What day is she coming? 

(A) She left yesterday. 
(B) He will come next month. 

(C) On Tuesday, I think. 
 

 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 103 

 

READING 
Memo 

 

Questions 4 and 6 refer to the following memo. 
 
MEMO 

To: All staff 
From: Eileen Montgomery, Accounting Manager 

Re: Reimbursement forms  
 
Hello everyone,  

I have recently noticed that there has been an increase in reimbursement claim 
forms being handed in without receipts. Some of you have been adding notes 

explaining what you are to be reimbursed for, but unfortunately, I cannot accept 
them. The policy is if you do not have a receipt, you will not be reimbursed for your 
expense: no exceptions. I have also noticed that not all the forms are being filled in 

correctly. Please make sure to fill in your employee number as well as the type of 
purchase. This will make processing your claim much easier and therefore, faster. 

So please, in the future, keep a hold of your receipts, and fill in the form completely.
  
 

1. What is the purpose of this memo? 
A. To issue reimbursement forms  

B. To give receipts back to employees 
C. To remind staff follow procedures 
D. To outline a new company policy 

 
2. Who sent the memo? 

A. The secretary 
B. Accounting Manager 
C. CEO 

D. Security  
 

3. What should employees do? 
A. Keep all receipts if they want reimbursement  
B. Fill out the top half of the reimbursement form  

C. Make a copy of their reimbursement forms 
D. Process their receipts before handing them in  
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Questions 6 and 10 refer to the following memo. 

 
To: Marshall Green, Office Manager 

From: RanjitBasheer, Personal Manager 
Re: Executive Assistant for Ryan Chalmers  
 

Hi Marshall, 
I have spent the last two weeks interviewing candidates for an executive assistant 

for Ryan, but it has been impossible. His list of demands is unrealistic, and there 
are no candidates available who can do what he wants at the salary he wants to pay! 
Could you please have a chat with him and see if you can convince him to lower 

his expectations and come up with a more realistic list of qualifications and skills 
that he wants in his assistant? I would really appreciate through a lot of my time 

energy. 
 
Let me know what he says, 

 
Ranjit. 

 
4. What is the problem? 

A. Marshall does not want to assist Ryan  

B. A colleague’s demands are unreasonable 
C. Ranjit must find a new job for Ryan to do. 

D. Marshall needs a secretary to help him out 
 

5. What does Ranjit ask of Mashall? 

A. To interview candidates  
B. To lower his standards  

C. To assist in the search  
D. To talk to their colleague  

 

6. Who sent the memo? 
A. Ryan Chalmers 

B. Marshall Green 
C. Ranjit Basheer 
D. Tom Charles 

 
7. What are the reason for the interview? 

A.  Find the executive assistant 
B.  Find the new secretary 
C.  Find the security  

D.  Find the manager 
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GRAMMAR 
Conjunctions and Prepositions 

 

Coordinating Conjunctions  

For  : I am not going to join the club, for I am not sure of its purpose 
And : I made a phone call and sent an email. Nor. Dick did not receive a 

promotion, nor did his friend, John.  
Yet/But : He has a good job, yet/but he never seems satisfied.  

Or  : Do you want to talk now or later?  
So  : John was not in his office, so I left the document on his desk.  

 

Subordinating Conjunctions  

Simultaneous action : while, as, the moment/instant (that)  

Sequential actions  : when, before, after, until  
Reason   : since, because, now that, seeing that  
Condition   : if, unless, provided, as long as, once  

Concession   : even if, even though, although, though  
Purpose   : (so) that, in order that  

Contrast   : whereas, while  
Unreal Comparison  : as if, as though  

 

Distinction Between Conjunctions and Prepositions  

Conjunctions are followed by subject + verb while prepositions are followed by 

a noun, pronoun, or gerund.  

• While I was napping, my boss called. vs. My boss called during my nap  

• Although I was exhausted, I continued. vs. Despite being exhausted, i 
continued.  

• Because I was sick, I went home. vs. Because of my illness, I went hot  
 

Key Prepositions  

A. for (how long…) vs. during (when…)  

• We were closed for two weeks. vs. We were closed during the summer. 
B. by (completion) vs. until (continuation)  

• Have it done by tomorrow. vs. Use the car until this evening.  
C. between (two or more distinct and individual items) vs. among (more than 

two)  

• We have to choose between John, Max, and Ellen. vs. We have to choose 
among many candidates.  
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Incomplete sentences 

Choose the word or phrase that best completes the sentence. 
 

1. He left home early, … he still failed to catch the train. 
a. And  b. therefore  c. but  d. or 

 

2. … he was completing the data analysis, his secretary was addressing 
envelopes. 

a. But  b. beside  c. yet  d. while 
 

3. He is always the last to leave the office … he has very little work to do. 

a. During  b. although  c. despite d. because 
 

4. I have not used the dispatch delivery service … ages. 
a. With  b. for   c. during d. until 

 

Text Completion 

Choose the best words or phrase for each blank 

 
Many people work too hard, and experts say it is very important for people 
to take a part in or have at least one hobby in their free time. This helps 

people to relax …  
 a. during 

 b. despite 
 c. while 
 d. provided 

they are doing something that enjoy and there for relieve the stress of the 
day. Even though it may seem like “wasted” time, time spent relaxing is 

vital for the … of a well-rounded, happy adult. 
a. be developed 
b. developer 

c. developed 
d. development 
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Vocabulary Use 

Fill in the blank with the appropriate word. 

1. He did not fail the test; …, he got the highest score. 

a. likewise  c. otherwise 
b. else    d. on the contrary 

 

2. … after his arrival in Paris, Tom called me at the office. 
a. briefly   c. nearly   

b. shortly   d. frankly 
 

3. Last year, the shoe company … went bankrupt. 

a. nearly   c. mostly   
b. all   d. next to 

 
4. Meetings will be broadcast … a week after they take place. 

a. substantially  c. comparatively 

b. potentially   d. approximately 
 

Incomplete Sentences 
 
1. I have no objections to your attending the conference ____ the entire week.  

(A) by  (B) for   (C) with  (D ) to  
 

2. This meeting is mandatory, and it does not matter____ you want to attend or not.  
(A) whether  (B) because   (C) however  (D) 

therefore  

 
3. The moment the announcement was made, the staff started talking____ the 

consequences of the news. 
(A) for  (B) with  (C) about   (D) to  

 

4. The tension in the office is caused by the problems____ Jake and John only.  
(A) among   (B) with   (C) to    (D) between  

 
5. ____ I was waiting in line for my visa interview, I emailed clients from my phone.  

(A) Besides   (B) While   (C) With   (D) 

After  
 

6. ____ I am retired, I can take that trip to Africa I have dreamed of for years.  
(A) Now which  (B) When then  (C) Now that   (D) When that  
 

7. It was not ____ the 1953 that an effective vaccine for that virus was found. 
(A) unless  (B) by    (C) for   (D) until  
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8. During her lunch hour, she was sitting at her desk ____ her eyes closed, 

meditating.  
(A) because   (B) with   (C) by    (D) 

together  
 

9. Being shy, he would not say anything ____ someone asked him a question 

directly, and then he would answer.  
(A) because   (B) while  (C) unless   (D) 

whether  
 
10. Not ____ does Eric take care of central reservations, but he also runs the 

marketing department.  
(A) yet   (B) only   (C) that   (D) how  

 
11. We did not need to turn on the heat ____ it was already hot in the room.  

(A) because  (B) whereas   (C) and then   (D) so that  

 
12. Consumers have become more interested in green energy because of ___ for th 

environment.  
(A) interests  (B) thoughts   (C) concerns   (D) issues  

 

13. We had better diversify our investments ____ there is another worId -wide 
economic crisis.  

(A) in case  (B) whether   (C) after   (D) and then  
 
14. Sung-Joon was planning to relax as well as work ____ his business trip to 

Australia.  
(A) while   (B) for   (C) with   (D) during  

 
15. This airline offers free meals and drinks on all domestic flights ___ that one 

does not.  

(A) than   (B) whereas   (C) so    (D) because 
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Question 1 trough 3 refer to the following information 

 
A lot of people say that they are not interested in fishing because it is a boring 

hobby. ____,  
1. (A) However 
    (B) So 

    (C) Nor 
    (D) Moreover 

it continues to be popular worldwide.  What is the attraction of this pastime?  Well,  
it is a good way to escape from the stresses of modern life.  When you are fishing,  
you don't have to worry about ____, there are no emails to write, and you can just 

sit there  
2.  (A) deadlines 

  (B) delay 
     (C) conditions 

     (D) ultimatums 

as long as you want,  relaxing and thingking about whatever you want.  
Or you can even thingking about nothing.  It doesn't have to be a ____ hobby. Some  

        3. (A) comfortables 
            (B) deserted 
            (C) lonely 

            (D) famous 
people go fishing with a big group of friend. They enjoy the peace and quiet 

together.  Afterwards, they eat dinner together after a long day of waiting for fish 
to bite their hooks.  
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Dear Mrs.  Miles,  

it is with great ____ that I am writing this letter. As we have disscused at length, 
we  

4. (A) demur 
         (B)  regret 
         (C) concern 

        (D) upset 
have been looking into your complaints against your coworker.  Unfortunately, we 

have discovered quite a few inconsistencis in your story ____ our investigation.  
Asa  
      5. (A) during 

              (B) despite 
              (C) while 

             (D) besides 
result, we have found no evidance of wrong-doing and ____ are so closing the case. 
As  

                      6. (A) so 
                  (B) as 

                   (C) while 
                   (D) once 
a consequence of your complaints, your coworker has now filed a complaint against 

you, claiming harassment. So far, these allegations seem to have merit and, 
therefore, we must investigate this matter. We would like to speak to you in person 

and would like to set up an interview time as soon as possible. We are hoping for 
and expecting your full cooperation.  
 

Thank you.  
 

Sincerely,  
Mariorie Bartle  
Head, Legal Department  
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WRITING 
 

MEMORANDUM 

 
DATE : May 28, 2020 
TO :  All Employees 

FROM : Denise Cameron, Director, Human Relation Department 
SUBJECT: James Rich’s Retirement Party 

 
We are writing to inform you of a retirement party for James Rich from the 
Marketing Department. 

We invite you to join us in celebrating the contribution that James has made to our 
company throughout the years. 

The party will be held at Golden Corral on Friday June 4, 2020 at 7 p.m. Dinner 
will be provided by the company. 
Please RSVP to dcameron@businesscompany.net by 4 p.m on Tuesday June 2, 

2020.  
 

Purpose 
The purpose of a memo is to convey important information efficiently. 
It may be used for: 

- Giving recommendations 
- Outlining new procedures 

- Announcing personel changes 

- Persuading others to take action 
- Giving feedback on an issue 

 

General guidelines 

- Heading: information about the sender and receiver 
TO: 
FROM: 

DATE: 
SUBJECT: 

- Highlight this part  

- Include the job title of sender and receiver 
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Exercise 

Write a memo based on this following describtion 

- Miss Raina has asked me to arrange a working lunch for all members of the 
writing staff, at the main office, sometime before the end of the month 

- The purpose of this memo is to request authorization to purchase a set of 
audio output speakers and a modem for Lab Video Lectures in classrooms 

 

MEMORANDUM 
 

TO:  _____________________________________________________ 
FROM: _____________________________________________________ 
DATE:  ____________________________________________________ 

SUBJECT: ____________________________________________________ 
 

_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 

_________________________________________________________________ 
_________________________________________________________________ 
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UNIT 9 
 
LISTENING 
Part 2. Practice Exam: Question Words (Kusuma, p.47-51) 
 

Section 1. Question Words  
 

1. Who will take charge of the project? 

(A) I’ll pay cash. 
(B) They won’t take more than necessary. 

(C) She wants to manage it. 
 

2. Who won the tournament last year? 

(A) I don’t want any more this year. 
(B) Our team, of course. 

(C) One or two of them came. 
 

3. Who designed your office? 

(A) The same firm that designed my office did it. 
(B) No one ate in the office. 

(C) He offered me the sign. 
 

4. Have you invited anyone that I know? 

(A) You’ve met everyone on the list. 
(B) I don’t know that you did. 

(C) We did it without you. 
 

5. Who delivered the opening address? 

(A) The dry cleaners 
(B) The featured speaker. 

(C) The man with the truck. 
 

6. Who was the last one off the bus? 

(A) The last bus leaves at 7:30. 
(B) The driver was the last. 

(C) No, there were two of them. 
 

7. Who didn’t finish their dinner? 

(A) I didn’t. 
(B) I prefer it unfinished. 

(C) I’ll do it next week. 
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8. Who is calling, please? 

(A) This is Ms. Alvina. 
(B) The telephone is broken. 

(C) She called the police. 
 

9. Who are you waiting to see? 

(A) My name is Enha Punjabi. 
(B) The waiter is French. 

(C) The manager, if he is available. 
 

10. Who organized the expedition to tha South Pole? 

(A) My relatives go south every winter. 
(B) The flight service expedited the shipment. 

(C) Members of the Explorers Club organized it. 
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SPEAKING 
Talktastic. 

Use board game, dice and counters. With a bit of preparation, you will be asking 

each other questions and answering in no time. Teacher makes groups of two. 
Next, students roll the dice and move their game pieces. When they land on a 
square, they’ll ask their partner the question in the box. Accordingly, their partner 

responds until they go around the entire game board. only speak in English in 
class.  

Use : What, Where, When, Who, Why and Have you ever? 
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READING 
Notice 

 

 
1. What should we do after reading the notice? 
     A. Keep the toilet clean 
     B. Help repair the toilet 

     C. Use the toilet on purpose 
     D. Use another toilet 

 

 
2. Where can we read such warning? 
     A. At the beach 

     B. In a swamp 
     C. At the lake side 

     D. In a water park  
 

 
3. From the text we know that.... 

A. We must not use the product 
B. We cannot spray the product everywhere 

C. We can spray the product into our eyes 
D. We must not spray the product into our eyes 
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Question  4 through  6 refer  to the following  notice. 

 
Attention All Passengers 

Due to construction ini the main terminal, there have been some changed to 
security procedures. All passengers are kindly asked to proceed directly to their gate 
after checking in. Please follow the yellow linear on the ground to go through 

Security and Customs. As you cannot take more than 100 ml of liquid through 
security, we suggest you wait until after Customer to purchase beverages or food 

you would like to carry on to the plane. Once you have cleared Customer, you will 
be free to move about the terminal where you will find a variety of restaurants, bars, 
duty-free shops, gift shops, and bookstores as well as a pharmacy. Please ensure 

that you have your boarding pass passport with you at all times as you may be asked 
to produce three items by the security officers patrolling the terminal. 

Thank you for your cooperation, and have a great flight. 
 
4. Why must Passengers go directly to their gates? 

A. There is a security alert 
B. Custom is busy these days 

C. The airport is bring remodeled 
D. Check-in desks are understaffed 

 

5. Why shoulder you wait until after Customs to buy beverages? 
A. It is less expensive to purchase then in the main terminal 

B. There is a limit to the amount of liquid you can carry on 
C. There are more choices of beverages near the gates 
D. Beverages will be served to everyone on the plane 

 
6. Why should you always have your boarding pass and passport? 

A. Your identity may be checked at any time 
B. Airline personnel will help you find your seat 
C. You will need them to make any purchase 

D. The duty-free shop will ask to see them 
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GRAMMAR 
Modifications 

 

Determiners 

Determiners are articles, possessive pronouns, quantifiers, numerical 
adjectives, and demonstrative adjectives that modify nouns. 

• She bought a car with her bonus. (article) 

• My book was published last week. (possessive pronoun) 

• All employees are required to attend the meeting. (quantifier) 

• The president liked the first proposal.  (numerical adjective) 

• I think we should go with this option. (demonstrative adjective) 
 

Adjectives 

Adjectives modify nouns and come before or after a noun: 

• No more Canadian products are available here. 
(NOT Canada products) 

• He took every precaution possible. 
Note: adjectives never agree in number with the noun. 

• He took a three-week holiday. (NOT three-weeks holiday) 

• He carried two large files. (NOT two larges files) 
 

Adverbs 

Adverbs modify, verb, adjectives, adverbs. prepositional phrases, or sentence.  
• She writes skillfully.  

Note: linking verbs like sound, feel and seem are followed by an 

adjective, NOT an adverb. 

• He seems tired. (NOT seems tiredly) 

• He is an extremely quick thinker. 

• He worked painfully slowly. 

• It is a difficult task to finish, even for an expert. 

• Basically, she quit because she was not paid enough. 
Note: even though words like friendly, costly, deadly, and lively end 

with the -ly ending. They are adjectives and NOT adverbs. 

 
Prepositional Phrases 

Prepositional phrases modify a noun or a verb. 

• We always eat lunch at a restaurant near the office. 

• Please complete the form in pen. 
 
 

 

 

 

 

 

 

 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 119 

 

Incomplete Sentences 

Choose the word or phrase that best completes the sentences.  
 

1. He is a very ______ person.  
(A) society     (B) sociable     (C) sociably    (D) socially 

 

2. These latest figures are ______ difficult to interpret.  
(A) more terrible    (B) terribly     (C) terrible     (D) much terrible  

 
3. I have read _____ book about investments that you recommended.  

(A) a        (B) the      (C) these      (D) some 

 
4.  There is no new stock _____ the warehouse.  

      (A) of        (B) to     (C) with      (D) in 
 

Text Completion  

Choose the best word or phrase for each blank. 
 

To: All network engineers 
From: Mallory Thomas 
 

I wish to remind all network engineers that the _____ changes to the system  
1. (A) schedule   

    (B) scheduled  
         (C) schedules         
               (D) to schedule 

will take place this weekend. All network engineers are required to be 
present to    assist with the changes. Compensation will be paid at double 

the usual daily rate. This   pay will be effective _____. 
                 2. (A) immediate  
                            (B) more immediate  

                             (C) immediately   
               (D) most immediately  

Any engineer unable to attend must inform his or her supervisor before the 
weekend or may be subject  to a temporary reduction in pay.  
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Vocabulary Use  

Fill in the blank with the appropriate word.  
 

1. If you do not follow the conditions in the contract, the contract will be 
____. 
    (A) annulled        (B) terminated       (C) completed       (D) abolished 

 
            2. Please ____ my call at your earliest convenience.  

 (A) respond         (B) phone              (C) message        (D) return 
 
 3. The ____ cause of the fire will never be known. 

  (A) probable        (B) probably    (C) probability     (D) problematic 
 

 4. I photocopied and ____ 40 copies of the annual report for the meeting.  
  (A) stuck           (B) created     (C) stapled         (D) contacted  
 

Incomplete Sentences 
Mini-test  

Choose the word or phrase that best completes the sentence. 
 
1. Maria designed the new company brochures ____. 

    (A) extreme well 
    (B) extremely  

    (C) extreme  
    (D) extremely well  
 

2. Market research, performed before you even ask for a bank loan, is 
_____ part of stablishing a successful business.  

(A) essential 
            (B) that essential 
            (C) an essential 

            (D) this essential  
  

 3. Mary, hoping to get a promotion, started arriving at work an hour early 
____ _ day. 

     (A)  all 

     (B)  very 
     (C) most 

     (D) every  
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4. The _____ information available on the mysterious offshore company frustrated                                           

investigators looking into the fraud.   
(A) little  

(B) a little 
(C) few 
(D) many  

 
5. With her family’s _____ support, she completed her doctorate degree with 

honors.  
     (A) completely   
     (B) complete 

     (C) completed 
     (D) completes  

 
 
6. The company scarcely had enough money to remain solvent and could not pay 

_____ employees. 
      (A) them 

      (B) his 
      (C) its  
      (D) it 

 
7. Your account is 30 days past due, and we ask that you _____ your payment 

immediately.  
     (A) remit 
     (B) turn back 

     (C) give  
     (D) hand in  

 
8. This project has been going well, but i still have a feeling that _____ bad is going 

to happen.  

     (A) some 
     (B) something 

     (C) thing 
     (D) things  
 

9. I hope that this year i will find out what _____ like to be the top salesperson. 
     (A) it is 

     (B) is it  
     (C) is 
     (D) it  

 
 

 
 
 

 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 122 

 

10. Because Ivan was not feeling _____ well, he decided he would go home early 

and rest.             
      (A) ever   

      (B) much 
      (C) most 
      (D) very  

      
 11. I have an interview this afternoon for a _____ job at a company. 

(A) ever good  
(B) really good  
(C) very goodly 

(D) too goodly  
 

12. Police are looking for the whereabouts of a _____ girl named Anna who was 
last seen  playing in the park.  
(A) 7-years-old 

(B) 7-aged-old 
(C) 7-year-old 

(D) 7-ages-old  
 

13. Being _____ qualified to respond to the questions, the director of marketing 

answered the  reporter.  
(A) almost  

(B) the most 
(C) of the more 
(D) the mostly  

 
14. Whether he wants to or not is irrelevant; he is _____ obligated to finish the job. 

(A) contractual  
(B) contracts 
(C) contracting  

(D) contractually  
 

15. Bernhard could not go to the conference, nor did he have _____ interest in 
attending it. 
(A) any    

(B) little   
(C) few 

(D) none  
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Text Completion 

Mini-test 
Choose the best word or phrase for each blank. 

 
Question 1 through 3 refer to the following articles. 
 

New green ham soccer team manager, Ernie Williams, showed that he knows what 

he is doing with a great game on Sunday. The players played the game strategically 
and scored goal after goal, whinning the match 5 – 0. The ___________ team tried 

to score,  
                                                                                1. (A) other 
                                                                                    (B) others 

                                                                                    (C) another 
                                                                                    (D) any 

but New Greenham’s defense did not let the ball anywhere near the net.                                                            
Their goalkeeper, Mike Alan, also made some amazing saves, and the crowd 
cheered as he jumped higher than seemed ______ 17-years-old striker, Greg 

Fleming, played  
                                                   2. (A) possible 

                                                       (B) possibility 
                                                       (C) possibly 
                                                       (D) is possible 

his first game for the team, and he was an excellent choice. He was responsible for 
two of the team five goals. We can expect great things from him if he keeps up his 

pace. With his good looks, there are rumors of a modeling contract in the near future. 
Let’s hope this does not____him from the game. 
                         3. (A) agitate 

                             (B) distract 
                             (C) mislead 

                             (D) prevent 
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Question 4 through 6 refer to the following information. 

 

You are never too young or too old to get involved in sports and exercise. In fact, 
the sooner you start exercising, the better. According to some recent_____people 

who  
                                                                              4. (A) development 
                                                                                  (B) investigation 

                                                                                  (C) research 
                                                                                  (D) rumor 

started playing sport at a young age were more likely to keep it up as they got older. 
This applied whether they were involved in competitive sports or not. In fact, 
people who did sports just for fun when they were younger were about 7% 

more____ to keep  
                               5. (A) like 

                                   (B) liked 
                                   (C) liking 
                                   (D) likely 

exercising when they were older. Researchers believe this might be because some 
young people get burnt out of competition. However, even people who gave up 

sport because they grew sick of it tended to return to exercising____ years later. 
So start  

             6. (A) few 

               (B) a few 
                 (C) a little 

                 (D) little 
exercising now if you want to be strong and healthy later in life! 
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UNIT 10 
 

LISTENING 
Part 2. Practice Exam: Question Words (Kusuma, p.47-51) 
 

Section 1. Question Words  
 

1. What agency did you get these tickets from? 

(A) The place where we always do business. 
(B) The agent with the mustache. 

(C) I don’t like the theater 
 

2. What is she going to do now? 

(A) She went home already. 
(B) She’ll take a vacation. 

(C) He’s going anyway. 
 

3. What is my total hotel bill? 

(A) Two hundred and fifty dollars, including tax. 
(B) About seventeen floors counting the ground floor. 

(C) Seven nights. 
 

4. What made you two want to share the office? 

(A) We’re both working on the same project. 
(B) We usually make tea but sometimes coffee. 

(C) We used glue. 
 

5. What caused the problem? 

(A) My assistant always does. 
(B) The was a mistake in the figures. 

(C) The printer is brand-new. 
 

6. What kind of car do you want? 

(A) Not the one that looks like a taxi. 
(B) We’ll eat in the last car. 

(C) She’s very kind. 
 

7. What were the effects of the salary increase? 

(A) There was not enough celery. 
(B) If you eat it raw, it is not harmful. 

(C) Not increase productivity, as you would expect. 
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8. What did you do to deserve this? 

(A) You chill it first. 
(B) Just my luck, I supposed. 

(C) I didn’t get to serve. 
 

9. What was the budget director before you like? 

(A)  I didn’t see it, but I heard it wasn’t bad. 
(B)  I couldn’t move either. 

(C) Evidently a stubborn person. 
 

10. What solution do you expect the president will adopt. 

(A) A son, most likely. 
(B) For her health she should make pure. 

(C) The most politically expedient one.  
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READING 
Notice 

 

 

 

 

 

 

1. What is the writer’s intention to write the notice ? 
a. To ask people to use stairs 
b. To show the stairs’ location 

c. To apologies for the lift’s condition 
d. To inform people about electrical damage 

 
2. Where do you probably read the notice ? 

a. In a park area 

b. In a store house 
c. In a private house 

d. In a skyscraper 
 

 

 
 

 
 
 

 
 

3. Where do you probably read the notice ? 
a. In the laboratory building 
b. In the head of university’s room 

c. At all the parking lot in front of the university 
d. In the car shed near the laboratory 

 
4. What does it mean if a student parks his/her car near the laboratory ? 

a. The student should pay the fine 

b. The place in highly recommended to park 
c. The head of university endures the car damage 

d. The damage of his/her car will be his/her own risk 

 
 

 
 

 
 

 

NOTICE 

The lift is out of action due to electrical damage. 

Please use stairs beside the lift 

We apologies for this inconvenience 

Attention! 

Please don’t park your car in the parking lot near the 

laboratory building because it is under construction. 

We will not responsible to any damage because of the 

fault in parking your vehicles 
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GRAMMAR 
Pronouns 

 

Personal Pronouns  

There are five types of personal pronouns: subjective, objective, two 
possessive forms, and reflexive.  

• You  should look for a new job. (subjective) 

• The CEO wanted me  to talk to her. (objective) 

• Our new laptop is not as expensive as theirs.  
(possessive: this type is NOT followed by a noun.) 

• The managers explained their new strategies at the last meeting.  
(possessive: this type is followed by a noun.) 

• Marsha was proud of herself for getting the promotion. (reflexive) 
 

Demonstrative Pronouns  

 Demonstrative pronouns, this/these and that/those, can be used to replace 

nouns.  

• This is my laptop, and that is yours 

• These are the contracts that need to be signed, not those. 
 

Interrogative pronouns 

 Who(ever), whom(ever), which(ever), and what(ever) introduce a noun 
clause.  

• Whatever you would like to do is fine with me.  
 

Indefinite pronouns 

A. Use one and the other when there are two things or people. 

• The company only has two choice: one is to give up, and the other 
is to keep fighting. 

B. Use one, another, and the other when there are more than three things or 

people. 

• One deadline is this Monday, another is two weeks after that, and 
the other is the final Friday of the month. 

C. Use one, another, and the others when there are more than three things or 
people. 

• Of the five managers at the meeting, one was my supervisor, another 
is was Jake McGrath from personnel, but the others I did nit know.  

 

None  

None is used for the idea of there being nothing. 

• The company expected a lot of criticsm for their decision, but there was 
none.  
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Incomplete sentences  

Choose the word of phrases that best completes the sentences. 
 

1. We looked for the photocopy paper, but ____ could be found. 
A. no   B. none  C. not    D. 

never 

 
2. He tried to delegate the work, but he ended up doing it ____ 

A. his    B. him   C. he    D. 
himself 
 

3. We need to find a good place for ____ new head office. 
A. ours  B. us    C. we    D. our 

 
4. ____ is not the best bud that we received. 

A. these   B. that   C. the other   D. 

another 
 

Text completion 

Choose the best word of phrase for each blank 
 

Most people think that running an online business is expensive and difficult to 
do. However, it is much easier than running a store. ____ you need is good  

1. A. this   
B. what   
C. that     

D. which 
If you do not have a solid plan, you will soon run into trouble. It takes a lot 

of time and effort to make a plan and discuss it ith a banker and accountant. 
However, the effort will be worth ____ 

2.  A. none    

B. them   
C. it    

D. some  
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Vocabulary use 

Fill the blank with the appropriate word. 
 

1. ____ regulations require everyone to wear their seat belts when seated. 
A. Safe   B. Safety  C. Saves   D. Saved 

 

2. All ____ will go to the Cancer Research Foundation 
A. Proceeds B. Procedures  C. Processes  D. Processing 

 
3. A ____ amount of money has been spent on new equipment, more than ever 

before. 

A. Consuming B.Considerable  C. Considerate D. 
Consistent 

 
4. There is no ____ evidence that power lines a health risk 

A. Disputable B. Conclusive   C. Veritable   D. Finishing 
 

Incomplete Sentences 

Mini-test 

Choose the word or phrase that best completes the sentence. 
 

1. Jane and I use the same accounting programs, but _____ is a newer version. 
(A)  Her  (B) Hers  (C) She  (D) 

She’s 
 

2. _____ the boss hires has to be much better than the last person he hired. 

(A) Whoever  (B) Whatever  (C) However (D) Why ever 
 

3. All of _____ are available online more cheaply than here at this store. 
(A) That  (B) They  (C) These (D) None 

 

4. The company was expecting many complaints from customers about the 
mistake, but there were _____. 

(A) No   (B) Another  (C) One (D) None 
 

5. _____ who are interested in joining the planning committee should talk to 

Jane in personal. 
(A) This  (B) That  (C) Those (D) These 

 
6. Our boss was dictatorial and expected _____ to jump at every command he 

gave. 

(A) We   (B) Us   (C) Our (D) Ours 
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7. The queen _____ the homeless shelter, greeted everyone, and handed out 

food. 
(A) Her (B) Hers  (C) She  (D) Herself 

 
8. As the owner, _____ is ultimately responsible for the success or failure of 

his company. 

(A) He   (B) She   (C) It  (D) We 
 

9. Mr. Smith insists that it is my _____ to lock the supply room at the end of 
the day, but it is not. 
(A) Responsibility (B) Blame  (C) Faulty (D) Charge 

 
10. We need to clarify _____ he said because it is vague and open to 

interpretation. 
(A) That  (B) Which  (C) What (D) Whose 

 

11. I wonder if I can get out of _____ meeting even though it is mandatory. 
(A) A   (B) An   (C) Other (D) This 

 
12. We only need to contact the top three candidates because all _____ were not 

good enough. 

(A) The other  (B) The others  (C) Other (D) Another 
 

13. Unlike Mr. Hodson, _____ expert that I talked to believes that real estate 
prices will not increase this year. 
(A) The other  (B) the others  (C) others (D) Others 

 
14. My greatest achievement for the firm this years was getting McRae project 

all by _____ . 
(A) Myself  (B) Ourselves  (C) Yourself (D) Himself 

 

15. I wish I knew _____ to fix the photocopier, so I did not have to wait. 
(A) How  (B) Why  (C) What (D) That 
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Text Completion 

Mini-test 

Choose the best word or phrase for each blank. 

 

Questions 1 through 3 refer to the following message. 
 

Hi Mary, 
I tried to call you, but there was no answer. I might be a bit late getting to the 

meeting this morning. I’ll try to get there as soon as I can, but I’m having a 
family emergency. I’ve already given Mr. James the main file, but there is 
_____ one that        1. (A) 

other 
            (B) another 

            (C) every 
            (D) something 
he needs. Could you pick up the file from my desk and make sure he gets it? 

I’d really _____ it. 
2.   (A) appreciate 

      (B) thanks 
       (C) grateful 
       (D) recognize 

I really owe you one, so pick up a bottle of wine on me. Get _____ you like. 
           3. (A) some 

               (B) which 
               (C) whatever 
               (D) however 

Money is no object.  
Thanks so much! You’re the best! 

See you later. 
Alex. 
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Questions 4 through 6 refer to the following articles. 

 
  

With the baby boomer generation now quickly approaching old page, many 
economists are predicting hard economic times ahead for them. As the 
population ages, and seniors are no longer able to care for _____, we will see 

a         4. (A) himself 
            (B) herself 

            (C) ourselves 
            (D) themselves 
heavy burden paced on our already taxed health care system. Seniors 

will need help with only the physical aspects of health such as diet and 
exercise, but also with emotional issues such as _____ and loneliness. 

    5. (A) isolation 
        (B) insulation 
        (C) concealment 

        (D) quarantine 
Because there has been no planning ahead, there are no initiatives in place to 

deal with this sudden demand for health care for this great number of elderly. 
President Rodgers has recently _____ funds for more health care 
professionals,  

    6. (A) nominated 
        (B) shared 

            (C) allocated 
        (D) indicated 
but it may be a case of too little too late. 
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WRITING 
Notice Letter 

 
Purpose 
The purpose of a notice is to provide notification efficiently. 

It may be used for: 

- Resignation  
- Prohibition 

- Meeting 
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Exercise 

Complete this following notice letter 
 

 
 
 
 

 
 

 
 
 

 
 

 
 
 

 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 136 

 

UNIT 11 
 

LISTENING 
 
Part. 2.  Conversations 1-2 (Kusuma, p.75-79) 

Directions : You will hear  some conversation between two people. You will be 
asked to answer three questions  about what the speakers say in each conversation. 
Select the besat response  to each question and mark the letter (A), (B), (C), od (D) 

on your answer sheet. The conversations will not be printed in your test book and 
will be spoken only one time. 

 
Conversation 1. (Kusuma, p.76-78) 
Anda akan mendengar: 

Questions 41through 43 refer to the following conversation. 
 

M  : Ah, Shelly, Back from vacation are you? You look tanned and resty. It is good 
to see you, actually. While you were gone, we ran into a problem with the 
Martin account. You see, you were away, and Gino was out sick for a week, 

so we missed our deadline to present our new advertising campaign to Mr. 
Jeffries. We have rescheduled the presentation for Friday. 

 
W  : Friday? That’s a tight deadline. All right, let’s get Gino and meet in the 

conference room. In half an hour. Bring all the design sketches that you’ve 

worked up, and have Gino bring all ad copy he’s written. I”ll grab the old 
power point slides and videos of martin’s current commercials. 

 
M : Right, Look, I know it’s not much time, but I think we’ll be OK. I’ve been 

working hard on the artwork, and I know that Gino was writing at home even 

though he was ill. We’ll put our noses to the grindstone the next couple of 
days and everything will pull together. Don’t worry! We’re going to win this 

account. 
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41. What are the speakers mainly discussing? 

(A) A new video. 
(B) A company project. 

(C) The woman’s vacation. 
(D) The man’s occupation. 

 

42. What problem do the speakers have? 
(A) They are inexperienced 

(B) They lost their artwork. 
(C) They missed a deadline. 
(D) They have no ad copy. 

 
43. What does the man say about the presentation? 

(A) it was rescheduled for Monday. 
(B) The is not enough time to prepare. 
(C) It will be easy. 

(D) It will be successful. 
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SPEAKING 
In town  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercise 

In this imaginative giving directions activity, students draw a map of a town and 
then ask for and give directions to places on the map. Give each student a copy of 

the worksheet. Students begin by creating a map of a town in the box on their 
worksheet. Students then write in the names of the streets and draw eight places 
on the map, e.g. a cinema, town hall, shopping mall, etc. When the maps are 

complete, divide the students into pairs. Students then take it in turns to ask for 
and give directions to the places on the map using the useful language on the 

worksheet. 
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READING 
Article 

 

Today, millions of people want to learn or improve their English but it is 
difficult to find the best method. Is it better to study in Britain or America or to 
study in your own country? 

The advantages of going to Britain seem obvious. Firstly, you will be able 
to listen to the language all the time you are in the country. You will be surrounded 

completely by the language wherever you go. Another advantage is that you have 
to speak the language if you are with other people. In Italy, it is always possible, in 
the class, to speak Italian if you want to and the learning is slower. 

On the other hand, there are also advantages to staying at home to study. 
You don't have to make big changes to your life. As well as this, it is also a lot 

cheaper than going to Britain but it is never possible to achieve the results of living 
in the UK. If you have a good teacher in Italy, I think you can learn in a more 
concentrated way than being in Britain without going to a school. 

So, in conclusion, I think that if you have enough time and enough money, 
the best choice is to spend some time in the UK. This is simply not possible for 

most people, so being here in Italy is the only viable option. The most important 
thing to do in this situation is to maximize your opportunities: to speak only English 
in class and to try to use English whenever possible outside the class. 

 
1. What is the article about? 

a. How many people learn English 
b. The best way to learn English 
c. English school in England and America 

d. English in Indonesia 
2. What is one of the advantages of going to the UK to learn English? 

a. There are no Italians in Britain 
b. You will have to speak English and not your language 
c. The language schools are better 

d. You will have enjoy time 
3. What is one of the advantages of staying in your country to learn English? 

a. The teachers aren’t very good in Britain 
b. You have to work too hard in Britain 
c. Your life can continue more or less as it was before 

d. You can’t go to school in Britain 
4. People who don't have a lot of time and money should...... 

a. Learn English in Britain 
b. Try and speak English in class more often 
c. Go to Italy to learn English 

d.  You can call an Italian teacher 
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A cactus (plural: cacti) is any member of the plant family Cactaceae, 

native to the Americas. They are often used as ornamental plants, but some are 
also crop plants. Cacti are grown for protection of property from wild animals, as 

well as many other uses. 
Cacti are part of the plant order Caryophyllales, which also include 

members like beets, gypsophila, spinach, amaranth, tumbleweeds, carnations, 

rhubarb, buckwheat, plumbago, bougainvillea, chickweed and knotgrass. 
Cacti are unusual and distinctive plants, which are adapted to extremely 

arid and hot environments, showing a wide range of anatomical and physiological 
features which conserve water. Their stems have adapted to become 
photosynthetic and succulent, while the leaves have become the spines for which 

cacti are well known. 
Cacti come in a wide range of shapes and sizes. The tallest is Pachycereus 

pringlei, with a maximum recorded height of 19.2 m, and the smallest is 
Blossfeldia liliputiana, only about 1 cm in diameter at maturity. Cactus flowers 
are large, and like the spines and branches arise from areoles. Many cactus species 

are night blooming, as they are pollinated by nocturnal insects or small animals, 
principally moths and bats. Cacti range in size from small and globular to tall and 

columnar. 
 
5. Where can we find cacti mostly? 

a.   In the jungle.     
b.   On the beach.     

c.   On the mountain. 
d.   In the arid and hot region. 
 

6.  Why do cacti mostly bloom at night? 
a.  Because their flowers are large. 

b.  Since cacti are unusual and distinctive plants. 
c.  Since cacti are pollinated by nocturnal insects. 
d.  As the afternoon period is used for photosynthetic process. 

 
7.  What does the first paragraph tell us about? 

a.  The members of cacti. 
b.  The habitat of cacti. 
c.  The use of cacti 

d.  Types of cacti. 
 

8.  What is the purpose of the text ? 
a.  To give information about American cacti 
b.  To explain physical feature of cacti 

c.  To describe cacti in general 
d.  To tell cacti’s life 
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GRAMMAR 
Comparisons 
 

Regular Comparatives 

A. When comparing things, one-syllable adjectives or adjectives ending in 
-y end in –eri-ier or –est/ -iest. 

• Dark-darker-darkest     

• Happy-happier-happiest  

• Hot-hotter-hottest. 

• Scary-scarier-scariest 
Note : the following are exceptions;  apt,just,pleased, rear, right, 
and wrong. 

B. For longer adjectives of two syllables or more, place more,most less, or 
least before the adjective.  

• Modern –more modern-most modern 

• Expensive-less expensive-least expensive. 
Note : The following are axeptions: polite,sincere, and clever. In 
addition, these adjectives can take both forms A and B clever, 

common, friendly, and stupid. 
 

Irregular Comparatives. 

  A few adjectives and adverbs have comparative and superlative forms 
that are different from the regular forms.  

• Good/ well-better-best 

• Many/much-more-most 

• Far-farther/further-farthest/furthest 

• Bad/badly-worse-worst 

• Little-less-least 
Note : Further is used to talk about both great distance and more 

of something while farther is only used for greater distance. 
 

As .... As Comparatives 

 Only the regular form of an adjectives or adverb comes between as 
and as.  

• He is as experienced as me . (Not as more experienced as) 

• The new supplier does not process orders as quickly as the old 
one. (NOT as more quickly as). 
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Choice Between Comparatives and Superlatives. 

A. Choose a comparative form if than appears in the sentence. 

• He is more productive than Ellen. 
B. Ever, (of) all,possible, and in the world are strong indicators that a 

superlative is needed. 

• This is the longest proposal I have ever read. 
 

Modification of Comperatives 

 Comperatives can be modified by the following words : much, very 
much, far a little, a bit, a lot, any, no,even, and still. 

• He is much better at negotiation than me 

• This computer program is even more difficult to use than 
the previous one  

 

Incomplete Sentences 

Choose the word or phrase that best completes the sentence. 
 

1. The first quarter profits are much   than expected . 
(A) well (B) good  (C) better  (D) best 

 

2. This laser printer is       more efficient than that one.  
(A) far  (B) few  (C) a few  (D) great 

 

3. Of all the  new  recruits, John is the     to understand  new  ideas . 

(A) quick  (B) quicker  (C) quickest (D) most quick 

 

4. Phil is the    salesman I  have ever met. 

(A) persuasive   (C) more Persuasive  

(B) most persuasive    (D) as persuasive as 
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Text Completion 

Choose the best word or phrase for each blank 
 

Dear Ms. Miles, 
Let me answer your   question about travel  insurance. You asked about  

1. (A) Recent   

 (B) Recently  
 (C) Most Recent  

   (D) More recently 
travel insurance Plan A, Plan B, and Plan B+. We have discontinued  Plan A. 
Plan B does not cover  dangerous  sports while Plan B+ covers sports such as 

hang gliding. Plan B+ is more expensive than either Plan A or B but is the __
   choice  

         2.  (A) better 
          (B) good as 
          (C) good 

          (D) best 
among them for an adventurous traveler. 

  
 Sincerely , 
  

 Marigold Green 
Sunland Travel Specialaist 

 

Vocabulary Use  

Fill in the blank with the appropripate word . 

 
1. Other documents are available upon  ______ so feel free to ask.  

(A)  Need   (B) Want (C) Request (D) Necessity 
 

2. The new law takes    next week. 

( A) outcome   (B) Result  (C) Effect (D) Consequence 
 

3. _______ must be paid to what is going on here. 
(A)  Looking   (B) Attention  (C) Presence  (D) Witness 

 

4. Prior to leaving, check your blank      
(A)   Change   (B) Blance  (C) Remains  (D) Advance 
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Incomplete Sentences 

Mini Test 
Choose the word or phrase that best completes the sentence. 

 

1. Milton has made .  money selling chocolate and candy than anyone ever 
thoughts was possible . 

(A) The most 
(B) More  

(C) Most  
(D) More than 

 

2. The most difficult .   of my job is solving disagreemens between 
staaff members 

(A) Article  
(B) View  
(C) Phase  

(D) Aspect  
 

3. Whereever Bill goes on a bussines trip, he likes to make sure he stays in only 
the  .  hotels. 
(A) Well 

(B) Better  
(C) Best 

(D) Very well 
 

4. Of the three candidates we interviewed, she is by far the  .. and 

experienced. 
(A) More qualified  

(B) More qualifying 
(C) Most qualified  
(D) Most qualifying  

 
5. This year, Sally hopes to visit .   overseas branches than anyone else. 

(A) Much  
(B) Far more 
(C) As many 

(D) Most  
 

 

 

 

 

 

 

 

 

 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 145 

 

6. The company has changed its policies to become .  environmentally 

friendly as it possibly can. 
(A) As. 

(B) More  
(C) The most 
(D) Well 

7. Management was  .  enthusiastic about my ideas on how to 
improve line productivity efficiency. 

(A) Most of  
(B) The more 
(C) More than 

(D) Mostly  
 

8. We  all agreed that it would be  ..  to request estimates from several 
different companies  
(A) Better than  

(B) Best 
(C) Good of  

(D) Better 
 

9. Considering the adverse conditions he was working in, he did the .  he 

could . 
(A) Best 

(B) Good  
(C) More 
(D) Better 

 
10. The workers were very pleased with the _  -than-usual –year-end bonus 

they received. 
(A)  high 
(B)  higher 

(C) highest 
(D) more high 

 
11. Jerry had    difficulty of all the staff who relocated to the 

overseas branch  

(A) A little 
(B) The least 

(C) Fewest 
(D) Smallest of 
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12. The new human resources manager is better .   than anyone Ihave 

ever worked with 
(A) Arranged  

(B) Established  
(C) Organized  
(D) Aligned  

 
13. Since his promotion, he no longer, works as .   as he used to when he 

was the junior reporter. 
(A) Diligent  
(B) More diligent 

(C) Diligently 
(D) More diligently 

 
14. This candidate’s resume is not .   as the last one that we 

reviewed. 

(A) Much impressive  
(B) As much impressive  

(C) More impressive  
(D) As impressive 

 

15. The new computer data system that the IT department installed is the 
 . is the user-friendly yet. 

(A) Most 
(B) More 
(C) Much 

(D) Mostly 
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UNIT 12 

 
LISTENING 
Conversation 2. (Kusuma, p.78-79) 
 

Question 44 through 46 refer to the following conversation: 
M  :  Is there anything interesting in the paper today? 

W  :  Well, Perry Pondue died yesterday. 
M  : Really? That’s too bad. I love him in Too Noisy  on the Eastern Front. He was 

great in those kind of macho, tough-guy roles. 

W  : Yeah, but he wasn’t one dimensional. He could also play sensitive parts. Didn’t 
he win an Oscar for that love story, The Russian Patient? 

 
44. Who are the speakers talking about? 

(A) Singer 

(B) A playwright 
(C) An actor 

(D) An artist. 
 
45. What does the man say about Perry Fondue? 

(A) He was one-dimensional. 
(B) He was masculine. 
(C) He was bad. 

(D) He was sensitive. 
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READING 
 

Drinking Water 

 
Water becomes the popular drink after sot drink in some countries. People 

believe that it is good to drink eight glasses of water a day to keep our body 

moisturized and healthy. However, drinking eight glasses of water a day was 
nothing more than a guideline, not based on scientific evidence. Water gives us 

many benefits. First, water could aid weight loss. By drinking water before having 
a meal, you can lose your weight. This is because extra H2O helps us eatless by 
making us feel full and boost metabolism. Second, water keeps digest healthy. 

Water helps dissolve fats and soluble fiber. Water also flushes waste product that 
prevents constipation and reduce the burden on our kidneys and liver. The last, 

water prevents headache naturally. We sometimes get migraine. Migraine is caused, 
sometimes, by not drinking water for too long. Water helps our headache by 
drinking two to four cups of water for headache relief within one to two hours. 

Water is the healthiest beverage in the world. You will get nothing from water but 
benefits for your health. 

 
1. What is the text tell about ? 

A. The benefit of driking water 

B. The dangerous of water 
C.  Water is a renewable nutural resource 

D. You will get nothing from water 
 

2. In this below ,which includes benefitsof dringking water ? 

A. To make people weak 
B. Gives bad effects to people 

C.  Driking water could ald weight loss, keeps digest healthy, and dringking 
water prevents headache natuarally. 

D. It can cause lung cancer, and it can lead to an early death. 

 
3. Based on the text , what is the first benefit of dringking water ? 

A. It could ald weight loss 
B. Drikingking water is awful 
C. Make people weak 

D.  Prevents headche naturally 
 

4. According to the text, what is the cause of migraine ? 
A. Water helps dissolve fats  
B. Helps soluble fiber 

C.  Help dissolve your weight  
D.  Not dringking water for to long 
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5. Why dringking water is good for body? 

A. Make the body to be healthy and dringking water gives many benefits. Such 
as dringking   water keeps digest healthy it could ald weight loss etc. 

B. Water is natural resource 
C. It can cause tootchache 
D. It can cause stomacheache 

 
6. People believe that it is good to drink. The word “good” has the similar meaning 

with? 
A. Awful 
B. Fine 

C. Hazardous 
D. Slippery 

 
7. Why do people believe that drinking right glasses of water a day is good? 

A. Because has some mineral 

B. Because leads to improvement in variuos aspects  
C. Because pro tective effects against dangerous diseases 

D. Because to keep our body moisturized and healthy  
 

8. How many benefits of drinking water on the text? 

A. 4 
B. 6 

C. 3 
D. 5 

 

9. Water becomes the popular drink The word “popular” has the similar meaning 
with... 

A. Interesting 
B. Famous 
C.  Terrible 

D. Conduct 
 

10. Which of the following statement is NOT TRUE 
A. Water gives many benefits 
B.  Drinking water is good thing 

C. Drinking water males our body  
D. Water gives disease for body 
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GRAMMAR 
Negation & Word Order 
  

 No vs. Not 

A. Use no as an adjective: no time; no choice. 
B. Use not as an adverb: not going; not busy. 

Non-finite Verbs: To-infinitives, Gerunds, and Participles 

 Put a negative word before non-finite verbs. 

• In order not to fail again, you should work harder. 

• He prefers not taking the bus to work. 

• Not knowing what to do, he just stood still 
Redundancy in Negation 

A. Avoid double negatives. 

• She does not have any money. (NOT does not have no 
money) 

B. Do not use a negative word along with such words as hardly, 
seldom, scarcely, lest, or unless. 

• We could hardly finish the meal. (NOT could not hardly 
finish) 

Word order with Enough 

 Enough comes after adjectives/adverbs but before nouns. 

• He is experienced enough to lead the project. (NOT enough 
experienced) 

• I cannot work quickly enough to reach production targets. 
(NOT enough quickly) 

• We have done enough research on this topic. (NOT research 
enough) 

 

Special Word Endings 

 Words ending in-thing, -body, -one and -where come before 

adjectival modifiers. 

• I have something interesting to suggest. (NOT interesting 
something) 
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Subject-Verbs Inversions 

Question involve inversion between subject and verb, but indirect 
question has no inversion. 

• How long have you been in America? 

• I asked him how long he had been in America.  
(NOT how long had he been) 

When the sentence begins with a negative word, the subject comes 
after an auxiliary verb. 

• Rarely does he work at night. (NOT rarely he works) 

• Never had I made such a costly mistake! (NOT Never I have 
made) 

 

Incomplete Sentence 

Choose the word or phrase that best completes the sentence. 

 
1. They have certainly worked … to merit a special award. 

a. hard enough  c. enough hard 

b. hardly enough  d. enough hardly 
 

2. … finished the task, he could not take a vacation. 
a. Not have  c. Have not  
b. Not having  d. Having not 

 
3. There is … or original about this project. 

a. new nothing  c. nothing newly 
b. newly nothing  d. nothing new 

 

4. If you are … ready yet, let’s start a little later. 
a. no   c. not   

b. never   d. neither 
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Text Completion 

Choose the best word or phrase for each blank. 

 

The maintenance department would like to remind all employees to turn off  
all electrical appliances before leaving the building … off. 

a. turning out   

b. not turned 
c. turned out 

d. not turning  
computers, photocopiers, printers, and in particular, heaters could cause 
fires. However, for security reasons, please leave the lights on so that there 

is … to  
a. enough lightly  

b. lightly enough 
c. enough light  
d. light enough 

walk around the building safely. 
 

Vocabulary Use 

 

1. The client did not agree to pay all hotel … on the due date. 

a. Charges b. fines  c. cares   d. fares 
 

2. Our basic … is that the customer is always right. 
a. Expertise b. policy c. profession d. specialty 

 

3. I would like to … my check because I need the money. 
a. Cash  b. charge c. bill  d. exchange 

 
4. I would like to know if I can … money online to Brazil.  

a. Refund b. reimburse c. transfer d. transit 
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Incomplete Sentences 

Choose the word or phrase that best completes the sentence. 

 

1. _____ what to do, Vincent waited to speak to his manager before carrying 
on. 
(A) Not to know 

(B) To not know 
(C) Not knowing 

(D) Knowing not 
 

2. We would ask you ____ our offices again and instead speak to our lawyers. 

(A) Not tpo call 
(B) To not call 

(C) Not calling 
(D) Calling not 

 

3. We asked to candidate what____ she could make to the company if she got 
the job. 

(A) Supplement 
(B) Contribution 
(C) Allocation 

(D) Comlement 
 

4. Management would pefer employes _____ in front of the building during 
their lunch break. 
(A) To smoke not 

(B) Not to smoke 
(C) Not smoking 

(D) Smoking not 
 

5. I take the bus to work because there are ____ parking spaces in the company 

parking lot. 
(A) Not enough 

(B) Hardly not 
(C) Enough not 
(D) Not hardly 

 
6. For her vacation this year, Angela wanted ___, so she chose Chile. 

(A) To go somewhere different 
(B) Somewhere to go different 
(C) Going different to somewhere 

(D) Different to somewhere going 
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7. He____understand what she was saying because her accent was so strong 

(A) Could hardly 
(B) Hardly could 

(C) Could not hardly 
(D) Hardly could not 

 

8. H pefers____ to work and instead likes to walk to get his exercise. 
(A) Driving not 

(B) Do not driving 
(C) Do not drive 
(D) Not driving 

 
9. At___time should employees’ use the fire escape door unless it is an 

emergency. 
(A) Some 
(B) No 

(C) Not 
(D) Any 

 
10. My boss wanted to know how much more time___ to finish the project. 

(A) Did I need 

(B) Would I need 
(C) I did need 

(D) I needid 
 

11. Rarely___ an employee who wilingly works weekends without the promise 

of ectra pay. 
(A) Finding 

(B) You do find 
(C) Do you find 
(D) To find 

 
12. I have heard that Bill enjoys ___ a break at lunch time, so he can get more 

work done. 
(A) Take not 
(B) Not taking 

(C) To not taking 
(D) To take not 

 
13.  With all my debts and overdue bills, I can ___ to take a vacation. 

(A) Hard afford 

(B) Afford hard 
(C) Hardly afford 

(D) Afford harly 
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14. Please return the package to the sender as this person___lives at this address. 

(A) Not 
(B) Not longer 

(C) No 
(D) No longer 

 

15. If you are___, I do not mind waiting and doing it later. 
(A) Not ready yet 

(B) Yet not ready 
(C) Ready not yet 
(D) Yet ready not 

 

Incomplete Sentences 

Choose the best word or phrase for each blank. 

 
To  : All employees 

For : The Accounts Department 
Re : Texes 

It will soon be time to file your tax returns. We will not be _____ financial 
statement. 

1. (A) selecting 

    (B) revising 
    (C) issuing 

    (D) circulating 
Automatically to all employees as we have done in the past. If you need a statement 
of income, please apply in writing to the accounting office. Please allow___ time 

for the  
2. (A) a 

         (B) any 
         (C) many 
         (D) enough 

processing of your request, which may take up to 10 days. 
Please give the accounting offce the followinng information : 

• Full name 

• Social security number 

• Employee number 
if you do not indicate an address, we will mail all statements to your home address. 

Because we anticipate a large response to this memo, we have a set a deadline of 
March 5th. You mush send your application by this date, or we _____ guarantee 
your  

3. (A) cannot 
   (B) cannot hardly 

      (C) can no 
       (D) can 

statement. 
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Question 4 through 6 refer to the following memo. 

 
To  : All employees 

For : Healty and Safety Department 
Re : First Aid Training 
Hello everyone, 

We are offering all employes the opportunity to take a first aid training course. It 
will be over two days on the weekend of Saturday, January 23rd and Sunday, 

January 24th. The first aid course will be paid for by the company.____what to do 
in an emergency  

4. (A) not to know 

        (B) not knowing 
        (C) knowing not 

                                                (D) to not know 
can cost lives. Do not worry if you do not have ____ prior experience. We will teach  

5. (A) none 

(B) no 
   (C) any 

   (D) not any 
you everything you need to know. 
Sign up as soon as you can. First aid skills can come in handy, especially if you 

work on the factory floor, so take this ___ to learn what to do in an emergency ! 
6. (A) opportunity 

               (B) convenience 
               (C) liberty 
               (D) selection 
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Review Test  

Choose the word or phrase that best completes the sentence. 

 

1. Everyone is very happy that new computer system is _____ to use than the old 
one. 
A) easiest 

B) easily 
C) easy 

D) easier 
 

2. The annual safety drill will be this Friday; _____ who are unable to attend must 

speak to their supervisors. 
A) those 

B) they 
C) them 
D) these 

 
3. I do not really care either way; choose _____ one you think is best, then let me 

know what you decide. 
A) wherever 
B) however 

C) whichever 
D) whomever 

 
4. Mr. Schmidt has been working here as _____ as I have yet earns a higher salary.  

A) longer 

B) much longer 
C) longest 

D) long 
 
5. We looked for three months to find replacement part, and fortunately, we found 

_____ in a scarp yard. 
A) other 

B) one 
C) others 
D) the other 

 
6. We usually hold the conference in-house, but this time we used a hotel because 

we wanted to do _____. 
A) something different 
B) different something 

C) somewhere different 
D) different somewhere 
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7. I realize you do not have _____ inventory, but some is better than none as far 

as I am concerned. 
A) little 

B) few 
C) only 
D) enough 

 
8. _____ he show impatience when dating with customers in his store. 

A) rarely does 
B) rarely do 
C) does rarely 

D) do rarely 
 

9. The cost of living in a big city like Tokyo is _____ higher than in a small town 
like mine. 
A) more 

B) far 
C) very 

D) many 
 
10. Of all the people in our department, Rashida speaks English the _____ although 

she has never taken English lessons. 
A) good 

B) well 
C) best 
D) better 

 
11. We have _____ choice in the matter; we must act immediately before it is too 

late. 
A) not 
B) none 

C) no 
D) never 

 
12. Video conferencing is one of _____ useful tools we have for communicating 

with overseas branches. 

A) more than 
B) most 

C) the most 
D) more 
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13. He is _____ for the position; in fact, he is over-qualified. 

A) more than enough qualified 
B) qualified more then enough 

C) more than qualified enough 
D) qualified enough more than 

 

14. She does not have _____ reason to be in that meeting as she has never even seen 
the proposal. 

A) some 
B) any 
C) no 

D) not 
 

15. The Burj Khalifa in Dubai, UAE is the _____ building in the world. 
A) tallest 
B) taller 

C) most tall 
D) more tall 
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WRITING 
Writing a sentence based on a picture 

 

Directions: 
In this part, you need to write onen sentence that is based on the given picture. With 
each picture you will be given two words or phrases that you must use in your 

sentence. You can change the forms of the words and you can use the words in any 
order. 

 
mouse, fly      car, pool 

 

 
 

 
 
 

 
 

 
         
 

 
 

  girl, bootle     girl, ticket 
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UNIT 13 
 
SPEAKING 
Giving suggestions and recommendation: The Doctor is IN! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try this game to practice giving suggestions/recommendations or using 

should for advice.  

Write short messages on slips of paper; each message should describe a problem 
or a symptom:  

I have a fever and a stuffy nose.  
I feel chills, and I’m too tired to get out of bed.  
Students take turns taking a piece of paper. They must read the problem out loud 

and then proceed to give their recommendation:  
This person should stay in bed and get plenty of rest. 

 They should also drink lots of water and take aspirin for the fever. 
 
Variation: Write other types of problems your students could solve, perhaps 

difficulties related to studying English, financial troubles or any kind they might 
share advice on. 
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READING 
 

Read the text and answer question 1 to 5 

 
An elephant is the largest and strongest animals. It is a strange looking animal 

with its thick legs, huge sides and backs, large hanging ears, a small tall, little 

eyes, long white tusks and above all it has a long noise, the trunk. 
The trunk is the elephant’s peculiar feature, and it has various uses. The 

elephant draws up water by its trunk and can squirt it all over its body like a 
shower bath. It can also lift leaves and puts them into its mouth. In fact the trunk 
serves the elephant as a long am and hand. An elephant looks very clumsy and 

heavy and yet it can move very quickly. 
The elephant is a very intelligent animal. Its intelligence combined with its 

great strength makes it a very useful servant to man and it can be trained to serve 
in various ways such as carry heavy loads, hunt for tigers and even fight. 

 

1. The text tells us about…. 
A. The Elephant’s peculiar feature 

B. Useful servant 
C. Strange looking animal 
D. An elephant 

 
2. The third paragraph is mainly about the fact that…. 

A. Elephants are strong 
B. Elephants can lift logs 
C. Elephants are servants 

D. Elephant are very useful 
 

3. The most distinguishing characteristic of an elephant is….. 
A. Its clumsiness 
B. Its thick legs 

C. It’s large body 
D. Its long nose 

 
4. Which of the following is not part of the elephant described in the first 

paragraph? 

A. It looks strange 
B. It is heavy 

C. It is wild 
D. It has a trunk 
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5. The elephant draws up water by its trunk and can squirt it all over its body like 

a shower bath (paragraph 2). The word “it” refers to…. 
A. A shower bath 

B. Elephant’s body 
C. A shower 
D. Elephant’s trunk 

  
Read the text and answer question 6 to 7 

 

Assesing the Financial Health of a Company 

 

It is always good to know if a company you want to invest in is financially 
healthy or not. In order to make an informed decision, there are a few steps you can 

take. First of all,try to get financial records for te company going back about five 
years. Next, take those numbers and express them as percentages rather tahn dollars. 
This way you can moreeasily identify trens and growth patterns. It also make it 

easier to compare this company with others in the industry. Using these percentages, 
it is easy to analyze trends in gross and net profits,costs,deficits,and expenditures. 

You will be able to identify the company’s weaknesesses and strengths and predict 
future earnings. With this knowledge at your fingertips, it easy to decide whether 
or not the company is profitable and worth investing in. 

 
6. Why should numbers be transposed into percentages? 

A. To recognize well-qualified company accountants 
B. To identify similiar investments by other people 
C. To more easily compare them with other companies 

D. To help decide on a direction for marketing 
 

7. For what purpose can you use the information gathered on a company? 
A. To decide on the investment potential 
B. To give direction toward development 

C. To encourage others to invest as well 
D. To suggest advice in calculating profit 
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GRAMMAR 
Review tst   

Choose the word or phrase that best completes the sentence. 

 

1. The computer system is outdate and really need ___ sometime later this year. 
(A) to update  

(B) To be updated  
(C) Updated  

(D) Being updated  
 
2. On the way to airport, we had to stop at the gas station ___ up the car with gas. 

(A) Filling 
(B) Fill 

(C) Filled 
(D) To fill 

 

3. We usually get updates from our brand offices ___ day, but this week nothing 
has come. 

(A) The other  
(B) Any 
(C)  Every other 

(D)  Another  
 

4.  ___  in the industrial district, the plant is not accesible to yhe public fpr safety 
reasons. 

(A) To located  

(B) Locating  
(C) Located 

(D) For locating  
 

5. Mr. Osaka Allard was hoping ___this year, but once again he was not, so has 

decided to resign. 
(A) To promote  

(B) Promoting  
(C) To be promoting  
(D) To be promoted 

 
6. ___ to finish his presentation, Jason started to wish that he had not volubteered 

to give the closing speech. 
(A) Struggling  
(B) Stuggles  

(C) Struggled  
(D) Struggle 
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7. You must sign up for  ___ workshps at least three days in advance in order to 

reserve a place.  
(A) These 

(B) Every  
(C) Another 
(D) Each  

 
8. Two-thirds of the land we need____ available for use immedetely. And the rest 

will be ready within six months. 
(A) Are 
(B) Is 

(C) Is being 
(D) Are being  

 
9. I think that $200 per month ___ too much to pay for office supplies for our small 

office. 

(A) Has 
(B) Are 

(C) Is  
(D) Have  
 

10. They ordered john ___out the contract that he signed with thw company even 
thoughhe wanted to quit  

(A) To finish  
(B) Finish  
(C) Finished 

(D) Finishing 
 

11. ___ to cacth his light , jim rushed to the airport but was unable to make it in time  
(A) Hope 
(B) Hopes 

(C) Hoped  
(D) Hoping 

 
12. Three weeks ___ the maximum vacation that staff member are allowed to take. 

(A) Are  

(B) Is  
(C) Have  

(D) Has  
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13. The ___ workers continued to work 12-hour day until the jod was finally 

finished. 
(A) Exhauting  

(B) Exshauted  
(C) Exshaut  
(D) Exshautive  

 
14. Neither the worker nor the supervisor ____ going to the conference this year due 

to the high cost of air travel. 
(A) Are 
(B) Am 

(C) Is  
(D) Be  

 
15.  The chairman left the meeting ____ because the company had made a larger 

profit than expected. 

(A) Smiling  
(B) Smile  

(C) Smiled  
(D) Smiles  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 167 

 

Questions 16 through 18 refer to the following article. 

 
Family Sues Major Bank 

 

Who is responsible for  ____ care of your money? Obe family thinks that the bank 
is  

16. (A) Taking  
     (B) To take 

     (C) Take 
     (D) being taken  

the family of 92-years old imogene McGarrity is suring a major bank after her 

caregiver, Spencer Schumacher, stole over $100.00 from mrs McGarrity’s checking 
account ____  

17. (A) live  
 (B) Living  

 (C) To live  

 (D) Lived  
Rent-free with mrs, McGarrity, schumacher was supposed to cook and care for the 

elderry women, but instead, he wrote check using her account, the family of Mrs 
McGarrity is claming that the bank should have been more watchful over _______  

18. (A) her  

      (B) their 
    (C) His 

    (D) Its  
grandmothers money. They clam that the bank failed to monitor who had acces to 
McGarrit’s funds and say the bank is responsible becouse they did not check 

whether schumacherhad the right to take monet out of the account. They are suing 
the bank for the missing money as well ascourt costs. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

TOEIC PREPARATION FOR COLLEGE STUDENTS 168 

 

Questions 19 through 21 rafer to the following advertisement. 

 

Live the Good Live at the Colton 

 

The calton is a 30-story residential tower ___ in the heart of up and coming 
midtown.  

19. (A) is located  
       (B) is locating 

       (C) located  
       (D) locating  
Midtown is where the downtown core mits the south shore and is quickly be coming 

one of the most unique areas in the city. The colton is situated within minutes of the 
lack shore and all the amenitis unit shoping is within easy reach, and there is a brand 

new community center, such convenieces will allow ___ without a car, along with 
the  

20. (A) you living 

        (B) to live you 
        (C) you to live 

        (D) you living  
great outdoor facilities available at your doorstep, each unit has a private overseas 
green spach in addition to the two community rooftop garden where you can enjoy 

gatting to khow your neighbors and growing your sense of community. Hurry to 
thirds of the units___already been sold.  

21. (A) have  
   (B) has 
   (C) are 

   (D) is 
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UNIT 14 
 

READING  
Report 

 

Flood incidences occur every year in Jakarta, especially during the rainy 
season months between November and March. Severity of the flood has increased 
in recent years, particularly in 2002, 2007, and 2013. February 2007 flood inundated 

235 km (about 36%) of the city, by up to seven meters in some areas, affecting more 
than 2.6 million people and forcing 340,000 people to flee their homes. Over 70 

people died and outbreaks of disease affected over 200,00 people. Financial and 
economic losses were estimated at around US$900 million. In January 2013, 
flooding caused 29 deaths and displaced over 37,000 people. Localized inundations 

occur throughout the year, under any sustained rainfall conditions.  
Jakarta’s drainage system comprises 13 major rivers that flow through Jakarta 

north-ward to the Java Sea together with a large number of man-made drainage 
channels. Rampant urbanization surrounding critical catchment areas has increased 
rainwater runoff and reduced natural storm water retention areas. Increased 

sedimentation and accumulation of solid waste in the drainage channels have 
significantly reduced their coping capacities. Land subsidence continues at 

increasingly alarming rates, especially in the northern half of the city. Flooding in 
Jakarta is expected to become more frequent in coming years. 
 

1. In Jakarta, flood occurs? 
a. Every year 

b. Every month 
c. Every season 
d. Every time 

 
2.  The word “inundated”  in line 3 has the closest meaning to ? 

a. Created 
b. Made 
c. Suffered 

d. Flooded 
 

3. Jakarta’s drainage system consists of ? 
a. 13 
b. 14 

c. 15 
d. 16 
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Social class which divides society into several classes based on religion, race, 

origin, and skin has really appears in any society since many years ago. A law of 
social class says that there will be a class which is higher than another. A higher 

class, in many cases, under estimates a lower class even the higher class feels 
superior to the lower class. Consequently, the social class leads to the 
discrimination and racial segregation. 

Since there is difference among people, the treatment and  facilities are of 
course differed in quality and quantity. Those differences affect many aspects such 

as language, dialect, life style, education, and the like. One of the very clear aspects 
affected by class is dialect. There are many aspects effect different dialect : 
demography, education, occupation, sex, social class, etc. ( Wardaugh, 1986: 46). 

It is clear then why social class affects language. 
 

4.   Social class divides society based on the following classes, except  
a. Religion 
b. Race 

c. Origin 
d. Hair 

 
5.   What did a law of social class say ? 

a. One class is higher than another 

b. Pride 
c. High class 

d. Diversity 
 

5.   Social class creates differences in ? 

a. Treatment and facilities 
b. Education 

c. Entertainment 
d. Food 
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GRAMMAR 

Review Test  
Choose the word or phrase that best complete the sentences. 

 
1. ______employee is responsible for the clean up of his or her own workspace in 

the office. 

    (A) All 
    (B) Some 

    (C) Most 
    (D) Each 
 

2. Everything______ you see was done by the designers in our very own graphic 
art    

   departement. 
   (A) what 
   (B) that 

   (C) whom 
   (D) in which 

 
3. He acted____ he were spending his own money instead of the company’s. 
    (A) as though 

    (B) though 
    (C) even though 

    (D) although 
 
4, That is the man ___ wife is the CEO of the major corporation that i mentioned 

yesterday. 
    (A) whose 

    (B) whom 
    (C) which 
    (D) who 

 
5. Despite the __ delays, the project was finished quickly, and the CEO was happy. 

   (A) initial 
   (B) primary 
   (C) unique 

   (D) chief 
 

6. ____ the teleconference call, the vice-president suddenly left without saying a 
word. 
   (A)  While 

   (B) During 
   (C)  As 

   (D) Until 
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7. No one understands ___ he was able to embezzle so much money from the 

company in such a short period. 
   (A) the way how 

   (B) how the way 
   (C) way 
   (D) how 

 
8. Juan  Carloz, our new IT manager, comes from Brazil, ___ is a Portuguese-

speaking      
   country. 
   (A) that 

   (B) who 
   (C) who’s 

   (D) which 
 
9.  We had difficult time making our final choice, but we finally chose Kevin ___ 

all the three  qualified candidates. 
     (A) amid 

     (B) during 
     (C) between 
     (D) among 

 
10. David felt a little sadness  as his __ contract for working abroad was coming to 

an end. 
      (A) 6-months 
      (B) 6-month 

      (C) 6th-months 
      (D) 6th-month 

 
11.______Fedrick has become a senior manager, he no longer has as much free 

time as  before. 

    (A) Now 
    (B) So 

    (C) Now that 
    (D) Even though 
 

12.  Casey worked  very hard on the proposal , but his boss seemed___with his 
work yet again. 

      (A) insensitive 
      (B) depressing 
      (C) unhappy 

      (D) gloomy 
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13. All employee vacation request forms must be received_____June 2nd without 

exception.  
     (A) until 

     (B) not until 
     (C) by 
     (D) not by 

 
14. Miss Green claims that she treats all employees____, but is is very clear that 

she has  favorite. 
      (A)  uniformly 
      (B) commonly 

      (C) regularly 
      (D) equally 

 
15.  Summer is the time of year__ we are the busiest in our air conditioning repair 

business. 

       (A) in that 
       (B) in what 

       (C) when 
       (D) then 
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Choose the best word or phrases for each blank. 

Questions 16 through 18 refer to the following letter.  

 

Francois Dubois 
11 Rue du General de Gaulle 
74001 Paris  

France  
 

Joanna Caldwell  
Public Relations Manager 
Mountain Ranger Tours  

Calgary, AB 
Canada 

 
Dear Ms. Caldweel, 
I had the misfortune of signing up with your tour company last month for my trip 

from Calgary, Albertato Banff National Park in the Rocky Mountains. It was the 
worst trip of my life!  

First of all, the driver drove so fast (16) ____ so recklessly that I feared for my life. 
On  

a. But 

b. Yet 
c. And  

d. Or  
the top of that, the bus was filthy with garbage from the previous tour group.  
To make matters worse, the tour guide, (17) ____ was neither knowledgeable nor  

a. Who 
b. Which 

c. That 
d. What  

interested in the facts about the park, showed no desire to interact with the group.  

I could never recommend your company to anyone, and in fact, I would (18) ____  
a. High 

b. Highly 
c. Very 
d. Much  

discourage anyone from travelling with your company.  
 

Sincerely,  
 
Francois Dubois  
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Questions 19 through 21 refer to the following report. 

 

Top 10 Most Expensive City 

 

A recent wealth management survey determined that Oslo, (19) ____ is the capital 
of  

a. That  
b. Where 

c. What 
d. Which  

Norway, is more expensive to live in than any other place on earth. New York City, 

surprisingly, is no longer in the top 10, and while still the most expensive city in 
the US, it has fallen to no. 14 from no. 6 last year. This is due, in large part, to the 

depreciation of the US dollar. Sidney has rocketed into the top 10 as have other 
Northern European cities (20) ____their increase in currecy value  

a. Because  

b. Because of 
c. In spite of 

d. Despite 
compared to the US dollar. Sydney has become much more expensive to live in, but 
wages have also increased (21) ____. Oslo, Zurich, and Geneva ae the top three 

most  
a. Evenly 

b. Consequently 
c. Accordingly 
d. Lightly  

expensive cities, followed by Copenhagen, Stockholm, Tokyo, Sydney, Helsinki, 
Toronto, and finally, Singapore. 
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WRITING 

Essay 
 

Structure of an Essay 

- Introduction 
- Dramatic opener or hook 
- Transitional sentence 
- Thesis statement 

- Body (can be three or more paragraphs long) 
- Topic sentence 
- Details and examples 
- Concluding transition sentence 

- Conclusion  
- Summary statement 

- Clincher  
 

Example of Personal Essay 
 

I want to become a ......... 

 
In the world there are tons of jobs you want to do or try. When I was young 

I wanted to become a singer, actor and a model. It was around when I was 5 or 6. 
When I was 11 I wanted to become a youtuber to make fun, beauty andn DIY (do-
it-yourself) videos for people who watch Youtube. But now I want to become a 

designer. I want to make clothes for fashion shows and for people who want 
extraordinary clothes what others do not have.  

Also I want to become a baker. I like to bake cookies, cakes and other 
desserts. I also watch lots of baking and cooking shows and videos. My favorite 
show is called “Cak Boss”. It talks about one bakery making awesome cakes.  

For both of the jobs I need to learn patient, because I can start lots of things 
but I never can finish them. And also I don’t even know yet who I want to become. 
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Exercise 

What has been the best period in your life so far and why? 
Write an essay of about 300 words describing the time of your life when you were 

the happiest, and explain why you were happiest then (You may choose to write a 
present event as well) 
 

Title: ______________________________________ 
 

Introduction 
_________________________________________________________________ 
_________________________________________________________________ 

_________________________________________________________________ 
_________________________________________________________________ 

Body 
_________________________________________________________________ 
_________________________________________________________________ 

_________________________________________________________________ 
_________________________________________________________________ 

_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 

_________________________________________________________________ 
Conclusion 

_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 

_________________________________________________________________ 
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