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1. Reading comprehension (30%)

Read the two reading passages given below and answer the questions that follow each
passage.

A) An email requesting information

To: Mr. Danicl Silva
Date: 12 March
Subject: Information about training workshop

Dear Mr, Silva,

I hope you are well. I am writing to ask about the digital marketing training workshop vour company
is organising next month.

I work as a junior marketing assistant at BrightLine Advertising, and I am very interested in improving
my digital marketing skills. Could you please send me more information about the workshop schedule,
registration fee, and location?

If possible, I would also like to know whether the workshop is suitable for beginners.

Best regards, @@wm 4 /,'\3\‘ ¢
o o

Nadine Perera S O
: : £080 &9 02602 cnen eden o
Marketing Assistant ~ RS B Y(’_r \

Thank you very much for your time. I look forward to hearing from you.

0

A- 1. Underline the most suitable answer. § TenE =)
(1 mark X 5 = 5 marks)

1. Where does Nadine work?
a. Brightline Advertising
b. Silva Marketing
c. Digital World Company
d. Training Institute

2. What is Nadine’s job?
a. Manager

b. Junior marketing assistant



20l e 62450 gTmeo eadea

c. Trainer
26 APR 2026
d. Sales officer

oEsn a0 @

3. What is Nadinc asking about?

a. A marketing job
b. A training workshop
c. A marketing product
d. A meeting
4. When will the workshop take place?
a. Next week
b. Next month
c. Tomorrow
d. Next year
5. What information does Nadine want?
a. Workshop schedule, fee, and location
b. Hotel prices
¢. Marketing products

d. Company staff list

A- 2. Write a number (1-5) to put the events in the order they are mentioned.

(1 mark X 5 =5 marks)

1. Nadine asks about the workshop schedule and fee. (......... )

2. Nadine writes an email to Mr. Silva, (......... }

3. Nadine says she wants to improve her digital marketing skills. (......... )
4. Nadine asks if the workshop is suitable for beginners. (......... )

5. Nadine mentions where she works. (......... )



B) Remote Work in Modern Companies

In the past, most employees worked in offices every day. However, in recent years many companies
have started allowing employees to work from home. This system, commonly known as remote work,
has become especially popular with the development of modern technology such as video
conferencing and cloud-based software.

One of the main advantages of remote work is flexibility. Employees can often organize their work
schedules more freely and avoid spending long hours commuting to the office. This can improve
work-life balance and reduce stress. Many employees report that they are more productive when they
work in a comfortable environment such as their home.

Companies also benefit from remote work. Businesses can reduce costs related to office space,
electricity, and other facilities. In addition, organizations can hire talented employees from different
cities or even different countries without requiring them to relocate.

However, remote work also presents several challenges. Communication can sometimes become
difficult when employees are not physically present in the same place. Team members may
misunderstand instructions or feel less connected to their colleagues. Some managers also worry that
emplovees might become distracted when working at home.

To solve these problems, many companies use digital communication tools and organize regular online
meetings. By maintaining clear communication and trust, businesses can successfully manage remote

teams and enjoy the benefits of flexible work arrangements.

Source: https://learnenglish.britishcouncil.org/ free-resources/business/magazine /working-remote-
team

B- 1. Underline the most suitable answer.
(2 marks X 5 = 10 marks)
1. Remote work became more common because of
a. government regulations

b. modern technology

c. transportation problems
d. office expansion

2. One advantage for employees working remotely is
a. higher salaries

b. shorter meetings
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¢. flexible schedules
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d. more supervision Beesie EdEempa
esia

3. Companics benefit from remote work because

a. employees work fewer hours
b. they can reduce office costs
c. workets travel more
d. customers visit offices more often
4. One challenge of remote work is
a. employees cannot use computers
b. communication problems between team members
c. companies cannot hire new workers
d. workers must relocate to another city
5. Companies try to solve communication problems by
a. reducing the number of employees
b. organizing online meetings
c. closing their otfices

d. increasing office hours

B-2. Are these statements True or False?

(2 marks X 5 = 10 marks)

1. In the past, most employees worked from home. (............ )

2. Remote work can improve work-life balance. (............ )

3. Companies must move their offices to other countries to hire workers. (............ )
4. Some managers worry about employees becoming distracted at home. (............ )



5. Digital communication tools help companies manage remote teams. (v........... )

2. Grammar (20%)

A) Write appropriate questions for the responses given below.

(1 mark X 10 = 10 marks)

L e e s
Yes, the meeting was postponed until tomorrow.

D3 wnwivandume o aies s o A e e AR o e e
The marketing team prepared the presentation.

T | v e R S A e e
No, the manager has not approved the proposal yet.

2N e meac RN s i R T NES  S rEs C  ae
Yes, we are discussing the new project today.

DS e L e e
The training session will start at 9 a.m.,

B it oot e e b e et e S )
The HR department organized the workshop.

R M e
Yes, the client has already signed the contract.

s | b e T A B R e
She usually responds to emails very quickly.

Bli | icmessnindsembievon et b ks b S Y B R b A e

I spoke to the supplier about the delivery delay.

6
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We finished the report yesterday.
B) Put the words and phrases in order to make sentences.

(2 marks X 5 = 10 marks)

1. years / experience / have / I / of / three / marketing / in

3. Yocabulary (30%)

Write the correct form of the word in brackets.

(2 markes % 10 = 20 marks)

1. 7 The camapanyisloaking For il dui s o s employees with strong technical
skills.
(qualify)

2. TheHanager Save ElEa ...l s v dus o v s sk e to the team before the project began.
(instruct)

S The chEnpany Tde AREDE 1 -l soin b ik in new technology.
(invest)



4. Wemmstetehllyoo soil b i smmnananaa. the risks before making a business
decision.

(consider)

5. Theptoject was completed With orear vope. o v sursmssisess e ais ;

(efficient)

G Therteamnishowet SEOND sammmimm vaktiNrimeetm S during the meeting,

(leader)

7T HE cOMDANT BIITISAD v st amms o sosing s i s its products to new international
markets.

(introduction)

8. THe rew policy Will BpPOVE WOLKBIACE ... 1. vk ins ssmes ngsien wme st e :

(safe)

S ThE companmiired g oo e e e designer to create their website.
(create)

W HiE cop s i e s i e helped the company solve several problems.
(decide)

B) Select the most suitable word for each blank from the box and complete the email.

(1 mark X 10 = 10 marks)

request | additonal | matter | appreciate review | available |
convenient | response | provide | discuss

Dear Ms. Fernando,

I anwmiting 16 Lo sssesvmmesspiimmimsssuvnssmsnsnines your assistance regarding a small issue with the

recent sales report.

I woonidd greatly Zoviveissssnnipspinans sinvss vsmsssass TEIE you conld 3 evmasmo s srisssst semansiss the

attached document and let me know if any corrections are required.




There are afew points that I wouldlike t0/d.c v veemuvovie sinvosvapavamsns with you before the final

version Is submitted to management.

Please et mE KNOWIA-D v s i osissmm stevesmns time for us to meet and go through the report
wogether. [l e B, vmasiissimmmssmsss s throughout theaffernopndf you wish to.diseuss

EHHS Tiows isin srin s vinebiamstimass suin wibs today.

Thank you in advance for your support, and I look forward to your 8........ccociniae. e
Please feel freeto contact meif you requireany Devisevommessaonnase veeerenaseesss information that I
o ) | EERER i e -

Best regards,
Nimal Perera
Sales Executive

4. Writing (20 marks)

You are the manager of ABC Company. Write an email to your team informing them about a new
training programme that will be introduced next month to improve employees’ professional skills.
Explain the purpose of the training and encourage participation.

Word limit: 150-200 words.




