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A.  Read the text and then decide if the statements are true or false.     
 

Memorandum 
 

To:    Area managers                                 From: Joan Smith 
 
Subject : Computers                                  Date:   12 September 2008 
 
This is to let you know that all existing IBM computers will be replaced in the week 
beginning 27 September 2008. All other makes of computer will be replaced after Christmas. 
 
It is vital that any member of staff who uses an IBM computor provides his/her manager with 
a list of all files and folders that they wish to transfer to the new computers by 20th September 
at the latest. This will not be done automatically 
 
All affected staff should also delete any unwanted files, which contain confidentiel information. 
This is because the computers are being given to a charitable trust and we do not want such 
information falling into the wrong hands. 
 
Meetings will be aranged with all Area Managers in the week begining 20th September where you 
will be able to discus progress and any problems you have or envisage. 
 
I trust that the changeover goes smoothly. 
  
1.  The memo is to all staff.              true/false 
2.  All computers will be replaced on 27 September.          true/false  
3.  The old computers are being given to a charitable trust    true/false 
4.  All staff can attend meetings in the week beginning 20 September.   true/false  
5.  All folders and files should be deleted by individual staff members.   true/false 
 
6.  Find and circle five spelling mistakes. 
 
B.  Punctuate this text using full stops, question marks and capital letters. 
 
 

it was a fine spring morning as harry walked across the park to work he was early this 
morning as he wanted to be in time for an important meeting his manager had asked 
that all staff attend a meeting at 8.30 it was now 7.30 and harry only had a mile to 
walk  
 
on the other side of town gwen was still fast asleep in her bed she had been out the 
night before and gone to bed very late she too was due at the meeting 
 
as eight o’clock approached, harry walked up the steep steps to the imposing entrance 
he knew that he would be in time for the meeting the same could not be said of gwen 
as she was still fast asleep would she make it 
 
only time will tell… 
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C. Read the text and then answer the questions. 
 
 

 

Dog trapped under shed for days  
A dog has been rescued by firefighters after being stuck underneath a shed full of logs 
for four days.  

Freddy, an 18-month-old border terrier, went missing during a walk, leaving owners Martin 
and Andrea Parrish to search the area and put out adverts. The dog was only found after a 
neighbour heard scratching underneath a shed near the Parrishes' home in Lower Pulley Lane, 
Bayston Hill, Shropshire.  

Freddy suffered dehydration and toxic shock but is recovering.  

Fire crews had to remove all the logs from the shed and cut through floorboards to save 
Freddy. He was then given water and reunited with his owners.  

Mr Parrish, 53, said: "We are extremely elated to have him back."  

The pair had registered Freddy's disappearance on the doglost website, put up posters in the 
area and placed an advert in a local newspaper.  Mrs Parrish, 36, told the doglost website: 
"Freddy is home and sleeping soundly. He spent the night on a drip and is having to go back 
for daily check ups. "I slept properly for the first time since Friday last night - and so did 
Fred."  

Story from BBC NEWS © BBC MMVIII 
http://news.bbc.co.uk/go/pr/fr/-/1/hi/england/shropshire/6158005.stm   
 

 
1. When did Freddy go missing? 
2. For how long was Freddy missing? 
3. Who found Freddy? 
4. Who rescued Freddy? 
5. How did Mr and Mrs Parrish advise people that Freddy had disappeared? 
6. How often is Freddy having check ups? 

 
D. How many words of two or more letters can you make from this word? 
    

f r iends  
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E.  Circle the correct spelling from each pair. 
 
 
 

ocasion or occasion 

difficult or dificult 

thier or their 

theif or thief 

memmory or memory 

presant or present 

grammer or grammar 

necessary or necesary 

strength or strenghth 

tommorrow or tomorrow 

separate or seperate 

receive or recieve 

February or Febuary 

hopefull or hopeful 

begining or beginning 

freind or friend 

guage or gauge 

computer or computor 
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F. Choose one of the following topics and write a short essay or story. 
 

 

What did you do over the summer?  
Did you go on holiday anywhere?  
Did you have to look after the kids?  
Describe your summer. 

 

Has something embarrassing ever happened to you?  
Have you ever found yourself in an amusing situation? 
Write a short story giving the details of the incident. 

 

Zoos are sometimes seen as necessary, not as poor 
alternatives to a natural environment. Discuss some of the 
arguments for and against keeping animals in zoos. 

 

Do you think we could live without television or has it 
become a daily part of our existence?  
Write a short essay about your views. 

 

What do you think makes a good film?   
Is it the actors? Is it the story?  
Is it a particular type of film? 
Write about your ideal film.  
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A 
1. false – it is to all Area Managers 
2. false – only IBM computers 
3. true 
4. false – Area Managers 
5. false – only unwanted files 
6. confidentiel should be confidential, discus should be discuss, begining should be beginning, aranged should 
be arranged and computor should be computer. 
 
B 
It was a fine spring morning as Harry walked across the park to work. He was early this morning as he 
wanted to be in time for an important meeting. His manager had asked that all staff attend at meeting at 
8.30. It was now 7.30 and Harry only had a mile to walk. 
 
On the other side of town Gwen was still fast asleep in her bed. She had been out the night before and gone 
to bed very late. She too was due at the meeting. 
 
As eight o’clock approached, Harry walked up the steep steps to the imposing entrance. He knew that he 
would be in time for the meeting. The same could not be said of Gwen as she was still fast asleep. Would she 
make it? 
 
Only time will tell… 
 
C 

1. When did Freddy go missing?             During a walk 
2. For how long was Freddy missing?      Four days 
3. Who found Freddy?    Neighbours  
4. Who rescued Freddy?                         Fire Crews 
5. How did Mr and Mrs Parrish advise people that Freddy had disappeared? 
     On a website, local posters and an advert in the local newspaper. 
6. How often is Freddy having check ups? Daily    

 
D.  Possible words include 
        friend  fined  rinse  send  rends   
        rend             end  sin  fried  diners 
        sine  dens  den  fen  fin 
        fire  fired  fires  if  rife 
        ride  dire  dine  diner  fir 
        rise  sire  risen  din  ire  
 
E. Correct spellings are listed below 

 occasion  tomorrow 
difficult  separate  

 their receive  
 thief February  
 memory  hopeful 
 present  beginning 
 grammar  friend 

necessary   gauge 
strength  computer  
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