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1. Bài 1 

Questions 1-7: Look at the three restaurant advertisements below. Answer the 

questions below by writing the letters of the appropriate restaurants (A-C) in 

boxes 1-7 on your answer sheet. 

Example: It stops serving lunch at 2.30 pm. Answer: B 

1. It is open for breakfast. 

2. It is open every night for dinner. 

3. It is only open for lunch on weekdays. 

4. It has recently returned to its previous location. 

5. It welcomes families. 

6. It caters for large groups. 

7. It only opens at weekends. 

DINING OUT 
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Questions 8-13 

Read the information given in 'New Electricity Account Payment Facilities' 

below and look at the statements (Questions 8-13). In boxes 8-13 on your 

answer sheet write: 

TRUE if the statement is true 

FALSE if the statement is false 

NOT GIVEN if the information is not given in the passage 

Example: You must pay your account by mail. Answer: FALSE 

8. If you want a receipt, you should send your payment to the Southport 

address. 

9. You may pay your account at branches of the Federal Bank. 

10. You must pay the full amount, instalments are not permitted. 

11. The Coastside Power Office is open on Saturday mornings. 

12. You may pay your account by phone using your credit card. 

13. There is a reduction for prompt payment. 
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NEW ELECTRICITY ACCOUNT PAYMENT FACILITIES 

AVAILABLE FROM' JULY 1998 

After 1 July 1998, you may pay your electricity account in any of the following 

ways: 

1. Payments via mail: 

 (A) No receipt required: 

 Mail payments to: 

 Coastside Power 

 Locked Bag 2760 

 Southport NSW 3479 

 (B) Receipt required: 

 Mail payments to: 

 Coastside Power 

 PO Box 560 

 Northbridge NSW 3472 

2. Agency payments (payments directly to the bank): 

Payments can be made at any branch of the Federal Bank by completing the 

deposit slip attached to your account notice. 

NB: This facility is no longer available at South Pacific Bank branches. 

3. Payments directly to Coastside Power Office: 

Payments can be made directly to Coastside Power Office at 78-80 Third 

Avenue, Northbridge. Office hours are Monday to Friday, 8.30 am to 4.30 pm. 

Payment may be by personal cheque, bank cheque or cash. 

Note: Payments cannot be made by phone. 
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2. Bài 2 

Questions 1-8 

Look at the advertisements opposite. Write the correct letter, A-E, in boxes 1-8 

on your answer sheet. 

A. International Language Centre 

B. Global Language Learning Centre 

C. Tafe International 

D. Club Francais 

E. University of Canberra 

Which advertisement mentions: 

1. up-to-date teaching systems? 

2. that the institution has been established for a significant time? 

3. examination classes? 

4. that arrangements can be made for activities outside class? 

5. the availability of courses for school students? 

6. language teaching for special purposes? 

Which TWO advertisement mentions: 

7. a wide variety of language choices? 

8. evening classes? 

https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf
https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf
https://www.ieltsdanang.vn/blog/cach-dung-tinh-tu-up-to-date-tieng-anh


 

TỔNG HỢP TOPIC BUSINESS IELTS GENERAL READING  BÀI 2 
IELTS TUTOR 

5 
https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf 

 

 

 

 

https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf
https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf
https://www.ieltsgeneral.info/
https://www.ieltsgeneral.info/


 

TỔNG HỢP TOPIC BUSINESS IELTS GENERAL READING  BÀI 2 
IELTS TUTOR 

6 
https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf 

Questions 9-13: Read the notice about road works below. In boxes 9-13 on 

your answer sheet, write: 

TRUE if the statement is true 

FALSE if the statement is false 

NOT GIVEN if the information is not given in the notice 

9. The road will be closed for two days and not re-opened until Monday. 

10. The road will be open as far as Little Street. 

11. Work on the road will continue each weekend for the next month. 

12. Temporary traffic lights will operate at intersections with Main Street. 

13. There will be bus services to the university throughout the weekend. 

 

MAIN STREET, GATTON RE-DEVELOPMENT 

ROAD WIDENING TO AFFECT WEEKEND TRAFFIC AND BUS SERVICES 

TO THE UNIVERSITY CAMPUS 

The next stage in the re-development of the roads in the town of Gatton will 

mean that Main Street will be closed between Little and Denning Streets from 

6.00 am on Saturday, 12 August to 6.00 pm on Sunday, 13 August. The 

intersections of these streets with Main Street will not be affected. 

We expect that the work will be completed at this time without further disruption 

to traffic. 

Motorists should note that Main Street will be closed over the weekend during 

the hours indicated. 

No university bus services will operate through the area between Little and 

Denning Streets. However, alternative services will operate on bus routes 566 

and 45 between Gatton Road, the town centre and the university. 

The Transport and Roads Department apologises for any inconvenience 

caused while improvements are in progress. 
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3. Bài 3 

Read the information below and answer Questions 1-7. 

MAIL ORDER BROCHURE 

Want some great clothing ideas for your family? 

Our key for clothing specials in July: M for men; W for women; C for children 

For under $10 

Cotton socks C - made of pure cotton for long wearing 

Woollen socks C - to keep young feet warm in winter 

Sports socks M - to go with jeans and other casual clothes 

Patterned belts W - to go with jeans and other casual clothes 

For under $25     

Cotton shirts W - for day and evening wear 

Silk shirts M - five sizes, in designer colours, for that special social occasion 

T-shirts C - hard-wearing, white with a variety of animal motifs 

Colour T-shirts M W - cotton and polyester blend, plain colours, no ironing 

For under $50       

Blue jeans M W - non-shrink, colourfast, small sizes only 

Silk shirts M W - plain and patterned, all sizes 

Hooded jacket C - protects from the wind, 4 sizes, large strong pockets 

Jacket W - waterproof with zipper front, all sizes 

 Or you can buy a gift voucher so that someone else can choose. These 

come in $10, $20 and $50 amounts. 

Additional monthly specials for July to September 

July - $10 voucher with any purchase over $60 

August - Travel alarm clock worth $19.95 free with purchases of $80 or more! 

September - Children's backpacks. Free with any credit card purchase over 

$75! 
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Note: Postage and packing charges 

These are applied to each order as follows: 

Within Australia: 

$7.95 per address, regular post 

$17.95 for Express Delivery Service (overnight) 

Overseas: 

Surface Mail (allow a minimum of two months for delivery) 

Airmail (allow around two weeks delivery to most destinations) 

 

Questions 1-7 

Do the following statements agree with the information given in the text? In 

boxes 1-7 on your answer sheet, write: 

TRUE if the statement agrees with the information 

FALSE if the statement contradicts the information 

NOT GIVEN if there is no information on this 

1. Women's cotton socks cost less than men's. 

2. Men's silk shirts are available in more than five colours. 

3. Children's T-shirts come in a variety of colours. 

4. The child's jacket has four pockets. 

5. If you buy clothes worth $80 in August, you will receive a free alarm clock. 

6. The charge for special next-day delivery in Australia is $7.95. 

7. All clothing is guaranteed to arrive within two months for international 

delivery. 
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Read the information below and answer Questions 8-14. 

Questions 8-14 

The list of the text "New Book Releases" below has nine book descriptions, A-

I. Choose the correct title for each book from the list of book titles below. Write 

the correct number i-xi in boxes 8-14 on your answer sheet. 

List of Book Titles 

i. Field Guide to Native Birds of Australia 

ii. The Bush on Two Wheels: 100 Top Rides 

iii. Bush Foods of Australian Aborigines 

iv. A Pictorial History of the Dinosaur in Australia 

v. Bush walking in Australia 

vi. World Geographica 

vii. Driving Adventures for 4-wheel-drive Vehicles 

viii. Survival Techniques in the Wild 

ix. Encyclopaedia of Australian Wildlife 

x. Guide to the Art of the Australian Desert 

xi. Field Guide to Animals of the World 

8. Book A 

9. Book B 

10. Book C 

Example: Book D. Answer: vi 

11. Book E 

12. Book F 

13. Book G 

14. Book H 

Example: Book I. Answer: vii 
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New Book Releases 

A. This book describes the creativity of Aboriginal people living in the driest 

parts of Australia. Stunning reproductions of paintings, beautiful photography 

and informative text. 

B. Pocket-sized maps and illustrations with detailed information on the nesting 

sites and migration patterns of Australia. This is a classic booklet suitable for 

both beginner and expert. 

C. Packed full of information for the avid hiker, this book is a must. Photographs, 

maps and practical advice will guide your journeys on foot through the forests 

of the southern continent. 

D. More than an atlas - this book contains maps, photographs and an 

abundance of information on the land and climate of countries from around the 

globe. 

E. Australia's premier mountain biking guidebook - taking you through a host of 

national parks and state forests. 

F. Here's the A-Z of Australian native animals - take an in-depth look at their 

lives and characteristics, through fantastic photographs and informative text. 

G. Graphic artists have worked with researchers and scientists to illustrate how 

these prehistoric animals lived and died on the Australian continent. 

H. A definitive handbook on outdoor safety - with a specific focus on equipment, 

nutrition, first aid, special clothing and bush skills. 

I. Detailed guides to 15 scenic car tours that will take you onto fascinating 

wilderness tracks and along routes that you could otherwise have missed. 
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4. Bài 4 

CHOOSING PREMISES FOR A NEW BUSINESS 

What you need 

Three factors dominate the priorities of small businesses looking for premises: 

cost, cost and cost. Nobody ever has enough money, so there is an 

overwhelming temptation to go for the cheapest property. It is a mistake that 

can take decades to rectify - and even threaten the future of a promising 

business. 

Ironically some firms swing too far in the other direction, committing themselves 

to a heavy initial outlay because they believe in the importance of image - and 

that does not come cheap. Finding the right premises is the real secret. That 

can, and will, vary enormously according to the type of business. But there are 

some general rules that apply to any operation. 

Location 

High street premises are important for shops which rely on passing trade - but 

these are expensive. Rents fall quickly within a few metres of main roads. 

Offices, however, need not be located centrally, particularly if most business is 

done on the phone or via email. 

Manufacturing and storage relies heavily on access. Think about how vans and 

lorries will deliver and collect goods from the premises. Nearby parking can be 

important for staff, and public transport can be even more so, as traffic 

restrictions tighten. 

Size 

This is a crucial decision. Health and Safety laws provide basic guidance on 

how much room is required per office desk or manufacturing operation. But 

remember to allow for growth. 
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Growth 

Every small business aims to become a big business, but this prospect can be 

obstructed if the wrong decisions are made early on. It is important to consider 

flexibility from the start. Can a building be physically altered internally by 

knocking down walls or by extending outwards or adding extra floors? Is there 

spare land next door to expand later if necessary? 

Landlords obviously have to agree to any changes so it is important that the 

contract includes details of what will be allowed and how much extra will be 

charged on top of the costs of rebuilding or alteration. Planning rules must also 

be considered. Local authorities are not always open to discussion about the 

future of premises. They may have rigid rules about increasing density of 

development. The building may be in a conservation area or near housing, in 

which case it will be much more difficult to consider changes. 

Questions 15-20: Complete the sentences below. Choose NO MORE THAN 

TWO WORDS from the text for each answer. Write your answers in boxes 15-

20 on your answer sheet. 

15. Some people choose expensive premises because they want to create an 

impressive ..................... for their company. 

16. Businesses which depend on ..................... need to be on or near the 

principal shopping areas. 

17. Businesses which produce goods must check there is ..................... to the 

premises for delivery vehicles. 

18. When choosing a building for your premises, find out whether ..................... 

could be removed to create more room. 

19. Make sure that the ..................... states what type of building alterations 

might be permitted. 

20. If business premises are located close to ....................., extensions may not 

be allowed. 
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Read the text below and answer Questions 21-27. 

CALIFORNIA STATE COLLEGE 

WORKING CONDITIONS AND BENEFITS FOR EMPLOYEES 

Payday 

Employees are paid every other Friday. If Friday is a holiday, payday will be the 

following Monday. Generally, employees pick up the pay checks in 

their department; if not, they may be picked up at the Business Office. 

Overtime 

All time worked over eight hours in one day and forty hours in a workweek, and 

also the first eight hours worked on the seventh day of work in a workweek is 

considered overtime for non-exempt employees. The supervisor must approve 

all overtime before overtime occurs. Hours in excess of eight hours on the 

seventh day and in excess of twelve hours in one day will be paid at double 

time. Exempt employees receive no additional compensation for overtime 

hours. 

Parking 

All employees who will be parking in a staff parking zone must obtain a parking 

permit. A monthly pre-tax payroll deduction can be made by visiting Human 

Resources. If you wish to pay cash, present your staff I.D. and license number 

to the Cashier's Office. The Safety Department will ticket cars without a parking 

permit and a fine will be applied. 

I.D. Card 

All employees are required to carry an I.D. card. If an employee loses his/her 

card, there will be an automatic charge of $5.00 to issue a duplicate. If an 

employee gives up employment, his/her I.D. card must be returned prior to the 

release of the final paycheck. 

Holidays 

All regular and temporary full-time employees generally receive approximately 

https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf
https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf
https://www.ieltsdanang.vn/blog/cach-dung-danh-tu-department-tieng-anh


 

TỔNG HỢP TOPIC BUSINESS IELTS GENERAL READING  BÀI 4 
IELTS TUTOR 

14 
https://www.ieltsgeneral.info/blog/tong-hop-topic-business-ielts-general-reading-pdf 

13 paid holidays during the course of each calendar year. Regular part-time 

employees will receive holiday benefits worked out using a prorated system. 

The holiday schedule is initiated annually. 

Personal Holiday 

Each employee is granted one extra day as a Personal Holiday at the time of 

hire, and at the beginning of each calendar year, Personal Holiday hours must 

be taken at one time (eight hours full-time or prorated based on the employee's 

time). Employees requesting Personal Holiday will be required to complete 

‘Leave Request’ forms. No more than one Personal Holiday is authorized 

annually. 

Birthday Holiday 

All regular and temporary full-time or part-time employees are entitled to take 

their birthday off with pay. An employee has a fifteen-day span before 

and following his/her birthday to take the paid day off. What is known as a grace 

period through January 15th is given to those employees whose birthdays fall 

between December 16th and the end of the year. 

Questions 21-27: Answer the questions below. Choose NO MORE THAN 

THREE WORDS from the text for each answer. Write your answers in boxes 

21-27 on your answer sheet. 

21. Where do most employees collect their wages? 

22. Who has to authorise any overtime an employee wishes to do? 

23. Who is not paid extra for working more than 40 hours a week? 

24. Where should employees go if they wish to have the parking charge taken 

off their salary? 

25. What method is used to calculate part-time employees′ holidays? 

26. Which documents must employees fill in to select their Personal Holiday? 

27. What is the name of the special entitlement provided to employees with 

birthdays in the second half of December? 
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5. Bài 5 

CONSUMER ADVICE ON BUYING SHOES 

If you have a problem with shoes you’ve recently bought, follow this four-step 

plan. 

Step 1 

Go back to the shop with proof of purchase. If you return faulty shoes at once, 

you have a right to insist on a refund. It is also likely that you will get one if you 

change your mind about the shoes and take them back immediately. But, if you 

delay or you’ve had some use out of the shoes, the shop may not give you all 

your money back. It depends on the state of the shoes and how long you’ve 

had them. 

If you are offered a credit note, you don’t have to accept it. If you accept it, you 

will usually not be able to exchange it for cash later on. So, you may be left with 

an unwanted credit note, if you cannot find any other shoes you want from the 

shop. 

The shop may want to send the shoes back to head office for inspection. This 

is fair and could help to sort things out. But don’t be put off by the shop which 

claims that it’s the manufacturer’s responsibility. This isn’t true. It’s the shop’s 

legal duty to put things right. 

Step 2 

If you don’t seem to be getting anywhere, you can get help. Free advice is 

available from a Citizens Advice Bureau (get the address from your telephone 

book), or from a local Trading Standards Department. Again, consult the 

telephone directory under County, Regional or Borough Council. All these 

departments have people who can advise you about faulty goods and what to 

do with them. 
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Step 3 

Most shops are covered by the Footwear Code of Practice. If the shop you are 

dealing with is covered, you can ask for the shoes to be sent to the Footwear 

Testing Centre for an independent opinion. The shop has to agree with 

whatever the resulting report says. There is a charge of £21. You pay £7 and 

the shop pays the rest (including postage). 

Step 4 

As a last resort, you can take your case to court. This is not as difficult as it 

sounds. The small claims procedure for amounts up to £ 1000 (£750 in 

Scotland) is a cheap, easy and informal way of taking legal action. 

The relevant forms are available from your nearest County Court or, in 

Scotland, the Sheriff Court. You can get advice and leaflets from the Citizens 

Advice Bureau. Alternatively, some bookshops sell advice packs which contain 

the relevant forms. 

Question 1-8: Do the following statements agree with the information given in 

the text? In boxes 1-8 on your answer sheet, write: 

TRUE if the statement agrees with the information 

FALSE if the statement contradicts the information 

NOT GIVEN if there is no information on this 

1. If you return unwanted shoes straightaway, with a receipt, the shop will 

probably give you a refund. 

2. You are advised to accept a credit note if you are offered one. 

3. The factory is responsible for replacing unwanted shoes. 

4. You can ask any shoe shop to send shoes to the Footwear Testing Centre. 

5. Shops prefer to give a credit note rather than change shoes. 

6. The customer contributes to the cost of having faulty shoes tested. 

7. The procedure for making a legal claim is easier in Scotland. 

8. Legal advice and forms can be bought from certain shops. 
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Read the text below and answer Questions 9-14. 

LOST CARDS 

If you discover that your credit card, cheque book, debit card or cash card is 

missing, telephone the credit card company or bank as soon as possible. Follow 

this up with a letter. If you suspect theft, tell the police as well. In most 

circumstances, provided you act quickly, you will not have to pay any bills which 

a thief runs up on your account. Most home insurance policies will also cover 

you against even this limited risk. 

Because plastic money is now so common, central registration schemes such 

as Credit Card Shield and Card Protection System exist to help customers 

whose cards are lost or stolen. Under the schemes, you file details of all your 

cards - including cash cards and account cards issued by shops - with a central 

registry, for a small annual fee. Then, if any or all of your cards are stolen, you 

need to make only one phone call to the registry, which is open around the clock 

365 days a year. As soon as you have called, your responsibility for any bills 

run up by the thief ends and the scheme's staff make sure that all the companies 

whose cards you had are notified. 

What you stand to lose on a stolen card 

CREDIT CARD You will not have to pay more than £50 of the bills a thief runs 

up with your card. If you report the loss before the card is used, you will not 

have to pay anything. 

CHEQUES AND GUARANTEE CARD Unless you have been careless - by 

signing blank cheques, say - you will not have to pay for any forged cheques a 

thief uses. The bank or shop that accepts them will have to bear the loss. 

DEBIT CARD (Switch or Visa Delta) The banks operate a system similar to that 

for credit cards, in that you are liable for bills up to £50. 
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If your cash card is stolen 

Legally, you can be made to pay back any sums a thief withdraws using your 

card, but only up to the time you report the loss and up to £50, unless the bank 

can prove gross negligence, such as writing your personal identification number 

on your card. 

 Never keep your card and a note of your personal number (which does 

not appear on the card) together. 

 Memorise your personal number if possible. If you must make a note of 

it, disguise it as something else - a telephone number, say. 

 The same rules and precautions apply to a credit card used as a cash 

card. 

 

 

 

Question 9-14 

Chose the correct letter, A, B, C or D. Write the correct letter in boxes 9-14 on 

your answer sheet. 

9. What should you do first if you lose a credit card? 

A. contact your insurance company 

B. write a letter 

C. contact the police 

D. make a phone call 

10. Credit Card Shield is 

A. an insurance company which deals with card theft. 

B. a system for registering people's card details. 

C. an emergency telephone answering service. 

D. an agency for finding lost or stolen cards. 
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11. When contacted, the Card Protection System company will 

A. inform the police about the loss of the card. 

B. get in touch with the relevant credit card companies. 

C. ensure that lost cards are replaced. 

D. give details about the loss of the card to shops. 

12. You are fully covered by both banks and shops if you lose 

A. a cheque that is signed but not otherwise completed. 

B. a blank unsigned cheque. 

C. a Switch card 

D. a credit card 

13. If you have written your personal number on a stolen card, you may have 

to 

A. join a different credit card protection scheme. 

B. pay up to £50 for any loss incurred. 

C. pay for anything the thief buys on it. 

D. change your account to a different bank. 

14. What happens if your cash card is stolen? 

A. you arrange for the card to be returned. 

B. the bank stops you withdrawing money. 

C. you may have to pay up to £50 of any stolen money. 

D. you cannot use a cash card in future. 
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6. Bài 6 
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Questions 1-6 

Look at the seven job advertisements, A-G, and read the descriptions of people 

below. 

Which is the most suitable job for each person? 

Write the correct letter, A-G, in boxes 1-6 on your answer sheet. 

1. a person with two small children who wants a few hours a week of unskilled 

work in the early mornings 

2. a person with no experience or qualifications who is looking for a short term 

full-time job, Monday to Friday 

3. a lively student with no experience, who cannot work on weekdays 

4. a person with more than 20 years’ experience in catering who would like to 

run a business 

5. a catering college graduate who is now looking for his first full-time job 

6. a person with many years’ experience working in hotels who is now looking 

for well- paid part-time employment in a hotel 

Read the text below and answer Questions 7-14. 

INTERCITY Sleeper between London and Scotland 

Most tickets may be used for travel by Sleeper, subject to availability, and a 

reservation in a two-berth cabin can be made for £25, except in the INTERCITY 

Sleeper between London and Scotlandcase of Solo and Special tickets, which 

include Sleeper reservations in the fare. The price includes early morning tea 

or coffee and biscuits. A continental or hot breakfast can be ordered if you wish. 

Choose from a range of tickets to suit your journey. 

A – SuperApex 

Only available for travel after 9 am. Book at least 2 weeks ahead and travel 

between Edinburgh or Glasgow and London for the unbeatable price of £59 

return. This ticket is non-refundable unless the service is cancelled. 
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B – Apex 

Areal bargain fare. Only £69 return between Edinburgh or Glasgow and 

London. Great value Sleeper travel available by booking at least a week before 

outward travel. Ticket refundable on payment of a 25% administrative charge. 

C – SuperSaver 

Available right up to the day of travel and valid any day except these peak days: 

all Fridays, also 18-30 December, 31 March and 28 May. Departures between 

midnight and 2 am count as previous day’s departures. London to Glasgow or 

Edinburgh £82. 

D – Saver 

This flexible ticket is valid every day and can be bought on the day of travel. 

Your ticket allows standard class travel on any train between 10 am and 

midnight. No seat reservations available. London to Glasgow or Edinburgh £95. 

E – Solo 

Treat yourself and enjoy exclusive use of a Standard cabin. Solo is an inclusive 

return travel ticket with Sleeper reservations for one or both directions. Outward 

and return reservations should be made at the time of booking. The journey 

must include a Saturday night away. £140-£160 London to Edinburgh/Glasgow 

return. 

F – Special 

Special is an inclusive return travel package for two people including sleeper 

reservations for one or both directions. It can mean savings for both of you. 

Outward and return reservations should be made at the time of booking. From 

£120. 

G – Standard 

Not the cheapest option but available up to the time of travel and valid for all 

trains and at all times. You are advised to turn up early for travel on a Friday. 
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Questions 7-14 

Look at the seven types of train ticket, A-G, on the reading passage 

"INTERCITY Sleeper between London and Scotland". 

For which type of train ticket are the following statements true? 

Write the correct letter, A-G, in boxes 7-14 on your answer sheet. 

NB You may use any letter more than once. 

7. There are advantages if you book a journey with a friend. 

8. You cannot use this on a Friday. 

9. This can be used without restriction. 

10. This can only be booked up to 7 days before departure. 

11. It’s the cheapest ticket available but there is a restriction on departure time. 

12. If you decide not to travel after you have bought the ticket, you cannot get 

your money back. 

13. This is not available if you’re travelling out on a Monday and back the next 

day. 

14. You cannot use this ticket for departures between midnight and 10 am. 
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7. Bài 7 

USING DIRECT MAIL TO SELL YOUR PRODUCT 

When you have set up your own business, you must, of course, start selling 

your goods or services. One way is by using direct mail - in other words, sending 

a sales letter (or email) directly to companies that might want to do business 

with you. 

One important factor is your mailing list - that is, who you contact. You can build 

this up from your own market research, existing clients and advertising 

responses, or you can contact list brokers and rent or buy a compiled list. If you 

are contacting a business, it is important to address the letter to the decision 

maker, ideally by name or at least by job title. 

While the desirability and price of the product on offer will obviously influence 

sales, you also need to gain the maximum impact from your sales letter. To 

achieve that, bear the following points in mind: 

 You have no more than two seconds from when the reader starts the 

letter to convince them to continue. If you fail, they will throw it away. The 

opening is crucial to attract their attention. And so that they don't lose interest, 

avoid having too much text. 

 Try to send each mailing in a white envelope. It might be cheaper to use 

a brown envelope but it doesn't make for such good presentation. 

 Include a brochure. Depending on the volume and on whether you can 

afford the cost, try to use at least two-colour printing for this. If practicable, it 

may be worth enclosing a free sample - this is a much greater incentive than 

photographs. 

 However interested your potential clients are in buying, they will only do 

so if it can be done easily. So, include an order form (and of course details of 

how to return it) with your letter. 
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 When you receive your replies, assess your response rate and monitor 

the sales. If necessary, the sales letter can then be amended to attract other 

clients on subsequent mail shots; make sure each different letter is coded so 

that monitoring is easy and effective. 

 Ensure that each reply is dealt with quickly and professionally. 

If further details are requested, these must be sent out promptly. There is no 

point in encouraging potential customers to contact you if your service is slow 

or non-existent. 

 

Questions 15-21 

Complete the sentences below. Choose NO MORE THAN TWO WORDS from 

the passage for each answer. Write your answers in boxes 15-21 on your 

answer sheet. 

15. Sales letters should be sent to the ............... in a company. 

16. Your letter should make as much ............... as possible. 

17. The reader's attention needs to be caught by the ............... of your letter. 

18. Letters should be sent in a ................ 

19. It is best to print the ............... in two or more colours. 

20. Consider sending a ............... as this is more effective than a picture. 

21. You should calculate the ............... to your letter. 
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Read the text below and answer Questions 22-27. 

IFCES, the International Federation of Chemical Engineering Societies 

Job Specification: Communications Manager 

Contract: Permanent (with 3-month probationary period) 

Reports to: Chief Executive 

Hours: 9:15 am — 5:30 pm with 1 hour for lunch 

Holidays: 23 days per annum + statutory public holidays 

Job Summary 

To raise the international profile of IFCES. To communicate our objectives, 

programmes and services to members, the chemical engineering community, 

the media and the wider public. 

Key Responsibilities 

 Develop and implement a programme of communications to member 

associations, the chemical engineering industry, sponsors and the media. 

 Plan and implement marketing strategies for all IFCES programmes 

including the World Chemical Engineering Congress. 

 Write and edit copy for publications intended for internal and external use 

including Chemical Engineer Monthly. 

 Work with design agencies, web developers and other external 

contractors to produce high quality corporate and marketing materials. 

 Research, write and distribute news releases as required, often at short 

notice and under pressure 

 Deal with media enquiries and interview requests. Ensure that good 

relationships with both mainstream and chemical engineering media arc 

developed and maintained. 

 Assist in the production of presentations and speeches for board 

members. 

 Ensure website content is up to date and consistent. 
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 Develop a consistent corporate identity and ensure its application by all 

member associations and partner organisations. 

 Carry our specific duties and projects as directed from time to time. 

Employee Specification 

Essential 

 Degree (any discipline) 

 Minimum 4 years’ experience in a communications role 

 Excellent copy writing skills with strong attention to detail, a keen sense 

of audience and an ability to tailor writing to its particular purpose 

 Demonstrable track record of producing high quality corporate 

publications and marketing materials 

 Excellent interpersonal and organisational skills 

 Sound IT skills, including working knowledge of Microsoft Office 

applications 

 Willingness to travel internationally 

Desirable 

 Recognised post-graduate qualification in public relations / journalism / 

marketing communications 

 Knowledge of the global chemical engineering industry and the 

production of new materials in particular 

 Understanding of the concerns surrounding sustainability in chemical 

engineering 

 Ability to speak a foreign language 
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Questions 22-27 

Complete the notes below. Choose NO MORE THAN TWO WORDS from the 

passage for each answer. Write your answers in boxes 22-27 on your answer 

sheet. 

Position: Communications Manager 

Summary of role: to improve IFCES's 22 ............... around the world. 

Responsibilities include: 

 writing for a number of 23 ..............., produced for both IFCES and a wider 

readership 

 producing news releases quickly when necessary 

 making sure the 24 ............... contains current information. 

Employee specification (essential) includes: 

 high level skill in writing appropriately 

 for the 25 ............... to read 

 to achieve a specific 26 ............... 

 good IT skills. 

Employee specification (desirable) includes: 

 relevant qualification at a 27 ............... level 

 awareness of issues of sustainability in relation to the industry 

 knowledge of a foreign language. 
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8. Bài 8 

The benefits of having a business mentor 

Introduction 

If you're starting your own business, you probably need a mentor. This is a 

business person who volunteers to give their time to help somebody else with 

their work - particularly somebody who is new to the business. They have a 

wealth of experience they are willing to share, perhaps from setting up and 

running their own company. The mentor's role is to support, develop, stimulate 

and challenge. However, business mentors won't solve your problems for you 

or tell you what to do: they will talk things over with you, rather than acting as 

consultants. Many people while setting up their first business have found that a 

mentor can have a very positive effect on its success. 

Why business mentoring is important 

If you have a gap in your knowledge or experience, then mentoring could work 

very well for you. For example, you may have a great concept for a business 

but need a bit of assistance to turn it into a successful venture. 

A mentor can provide you with a number of benefits, such as: 

 guidance on developing and improving your business 

 help with decisions - particularly difficult ones 

 ideas for new products or services, or for working practices that will 

improve your efficiency 

 tips for your business that are gained from practical experience 

 access to a network of contacts with other business people 

A business mentor can also help you to: 

 develop key business skills 

 improve your problem-solving abilities 

 build confidence 
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 work on your personal development 

Face-to-face business mentoring 

If you decide that face-to-face business mentoring is right for you, mentor and 

mentee should decide in advance on the nature of the relationship. 

You will need to agree on the degree of involvement that suits you both. Some 

mentors and mentees work extremely closely, keeping in touch with each other 

most weeks or even most days. In the majority of cases, however, a mentor will 

provide help every few weeks or months. In either case, they might meet, speak 

on the phone, or exchange emails. 

You should also agree on a level of structure to suit you both. Mentoring can be 

a very formal process with regular meetings which follow a specific agenda and 

work towards a specific set of goals. It can also be quite a casual arrangement, 

where the mentee calls on the mentor as and when problems or questions arise. 

Questions 15-20 

Complete the notes below. Choose ONE WORD ONLY from the text for each 

answer. Write your answers in boxes 15-20 on your answer sheet. 

How can a mentor help somebody setting up a business? 

A mentor 15............................. to help a new business person. 

Mentors have a different role from 16 .............................. 

A mentor can: 

 help you turn your idea into a successful business 

 assist when you need to make 17.............................. 

 suggest how your business can increase its 18 .............................. 

 introduce you to a business network 

 help you to develop your skills, abilities and provide you with more 19 

........ 

To be agreed: 
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 how much 20 ............................. the mentor should have 

 how much structure the mentoring process should have. 

 

Read the text below and answer Questions 21-27. 

A Planning Process for Middle-Sized Projects 

Any business project - such as reducing energy costs, or improving efficiency - 

needs to be planned, and time spent planning will save far more time later on. 

The typical stages in this planning process are explained below. 

 Your first task is to spot what needs to be done. Examine your firm’s 

current position, perhaps making a formal analysis of its strengths and 

weaknesses. Then think about how you might improve that position: what 

opportunities are there for achieving this? 

 The next step is to decide precisely what the aim of your plan is. This is 

best expressed in a simple single sentence, to ensure that it is clear and sharp 

in your mind. Doing this helps you to avoid wasting effort on irrelevant side 

issues. 

 Next you should work out how to do it. It is tempting just to grasp the first 

idea that comes to mind, but it is better to consider a wide range of options: this 

way, you may come up with less obvious but better solutions. 

 Once you have explored the options available to you, the selection of 

which option to use is the next step. If you have the time and resources, you 

might decide to evaluate all options, carrying out some planning, such as 

costing, for each. Normally you will not have this luxury. 

 You already have a broad idea of what your project will consist of. Now 

is the time to work out the full details, identifying the most efficient and effective 

method of carrying it out, including answering the questions of ‘who’, ‘what’ and 

‘when’. 
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 The next stage is to review your plan and decide whether it will work 

satisfactorily. This evaluation enables you to change to another option that 

might be more successful, or to accept that no plan is needed. 

 Once you have finished your plan and decided that it will work 

satisfactorily, it is time for implementation. Your plan will cover how this is to be 

done. 

 Once you have achieved a plan, you can close the project. At this point, 

it is often worth assessing the project to see whether there are any lessons that 

you can learn. 

Questions 21-27 

Complete the flow-chart below. Choose ONE WORD ONLY from the text for 

each answer. Write your answers in boxes 21-27 on your answer sheet. 

Suggested stages in a planning process 
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