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Instructions to Candidates 

1. Time allowed is two (2) hours. 

2. Total: 100 Marks. 

3. Answer all questions. 

4. Encircle the number of your choice in relation to Multiple Choice Questions. Provide a concise 

answer in the space provided in relation to questions that require short answers. 

5. The answers should be given in English Language. 
 

Subject Subject Code 

Business English I (BE I / SK 1 - 106) 
 

 
A. Grammar Background 
 

(1) Write in the space the number of the incorrect indefinite article.  
 

(a) a market (b) a bicycle (c) an eggs (d) an honour [……] 
 

(2) Write in the space the number of the definite article correctly used: 
 

(a) the Mr. Bandara  (b) the our dog (c) the cheque (d) the Kandy [……]  
 

(3) The most suitable  pronoun to be used a the subject in the following sentence is: 
 

                ……….. is the project manager.         
 

(a) our (b) he (c) their (d) your [……] 
 

(4) Complete the following sentence with most suitable possessive pronoun:       
 

             The chief clerk has borrowed ……….. laptop.       
 

(a) me (b) I (c) its (d) her [……] 
 

(5) Complete the following sentence with most suitable indefinite pronoun:   
 

               There is ……….. waiting at the reception desk. 
 

(a) everyone (b) something (c) no one (d) nothing [……] 
  

(6) Fill in the blank in the following sentence using the correct noun phrase. 
   
             ………………… has forgotten to lock the stores. 
  

(a) A rainy day (b) ledger (c) the new store keeper (d) our neighbours [……] 
 

(7) Fill in the blank in the following sentence using a suitable object.      
 

        The old subject clerk is trying to learn to use …………….. . 
(a) a calculator (b) the broom (c) bicycle (d) pencil [……] 
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(8) Write in the space the most suitable prefix to fill the blanks in the sentence to give the 
opposite meaning.  
                               
Our director made a …… argument successfully. 
(a) below (b) counter (c) dis (d) il [……] 

 

(9) Write the word of the correct combination of the word and the suffix in the space.        
 

The profit target of the company is; 
(a) attainible (b) attainabel (c) attainabll (d) attainable [……] 
 

(10) One of the words in the lists below is spelt wrong. Indicate the miss spelt word by writing its 
letter in the space provided. 
(a) prejudice (b) expenditure (c) accurate (d) revenew [……] 

 

(11) Three words in the list are wrongly spelt. Write the number of the correct word.  
(a) acceptance (b) guarentea (c) fourthty (d) excape [……] 
 

(12) The agent form of one of the following verbs ends with the suffix [ee]. Enter its number in 
the space provided. 
(a) Write (b) transfer (c) read (d) check [……] 

 

(13) Three of the following sentences are wrong.  Identify the correct one and write its letter 
[…..]. 
(a) The accountant did not wrote the cheques yesterday. 
(b) Many students did not came to school yesterday. 
(c) The CEO decided to interdict the store keeper. 
(d) Many officers has joined the demonstration. 

 

(14) Identify the suitable preposition to fill the blanks in the following sentences by selecting from 
the given list. 

 

The tax officer went …………….. the balance sheet carefully.  
(a) through (b) up (c) under (d) by [……] 

 

(15) Identify the most suitable conjunction to join the two sentences given from the list below and 
write the letter in the space provided.   
              

Accountant has not done it.  His assistant has not done it. 
(a) but (b) though (c) neither - nor (d) because [……] 
 

(16) Underlined words or phrases in the following sentence can be expressed by a phrasal verb. 
Choose and letter the most suitable phrasal verb. 

  
The fire brigade extinguished the fire in the stationery stores.    

(a) put away (b) put out (c) put in (d) put on [……] 
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B. Vocabulary 
                  

(17) Fill in the blank in the following sentence with a suitable adjective. 
 

The report submitted by the new accountant is criticized as …………….. .  
(a) critical (b) childish (c) unpopular (d) imaginative [……] 

 
(18) Select the word closest in meaning to the word underlined in the following sentence: 

 

The new product has a very high demand.  
(a) claim (b) place (c) essentiality (d) appetite [……] 

 
(19) Select the word exactly opposite in meaning to the word underlined in the following 

sentence: 
 

It is difficult to find a faultless item produced by that machine.  
(a) damaged (b) spoilt (c) defective (d) faulty [……] 

 
(20) Select the word which is similar in meaning to the word underlined in the following sentence. 

 

Their office has been moved to a residential area.  
(a) popular    (b) abandoned   (c) reserved    (d) un-inhabited [……] 

 
     
Questions 21 – 27 Select the most suitable answer and enter its letter in […..] 
                      

(21) The accountant’s role …………….. different from the CEO’s. 
 

(a) was (b) has been (c) is being (d) is [……] 
 

(22) Many students …………….. registered for the Diploma. 
 

(a) were   (b) was being (c) has been (d) was     [……] 
 

(23) All the questions …………….. by a panel. 
 

(a) was set (b) is been set (c) were set (d) shall set [……] 
 

(24) The Store Keeper …………….. responsible for the leakage. 
 

(a) can not (b) may not (c) should be (d) have to [……] 
 

(25) Sampath …………….. prepared the balance sheet. 
 

(a) have not (b) has not (c) will not (d) would not [……] 
 

(26) Select the most suitable adjective.      
 

        The student who won the all island first place is …………….. . 
(a) poor (b) talkative (c) intelligent (d) beautiful [……] 

 
(27) Complete the following sentence with mot suitable adverb:      

 

        The advertising manager has prepared a poster …………….. . 
(a) hardly (b) safely (c) proudly (d) informatively [……] 
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C. Speech 
          

(28) The best greeting to a friend leaving the country for permanent residence in UK is: 
                

(a) bye     (b) good bye (c) cheerio     (d) see you soon [……] 
 

(29) When you meet your boss while walking in the park with a friend,    [……]: 
(a) introduce your friend to him. 
(b) ignore him.  
(c) turn back and go away. 
(d) meet him and keep silent.     

 
(30) “Are you using the calculator?” is really a: 

 

(a) a question (b) a command (c) an answer (d) a request [……] 
 

(31) Sarath wants to know in which classroom is the next lecture. Select his correct question. 
 [……]  

(a) “Next lecture! Where?” 
(b) “Where is the lecture room?”  
(c) “Is it in room 6?” 
(d) “Are you going to the lecture?     

     
(32) Himali wants to confirm the exact time of the interview. Which question should she ask?  

[……] 
(a) Time please? 
(b) Is it at 9.00 A:M.? Interview?  
(c) Interview, when? 
(d) Interview is at 9.00 A:M. isn’t it?     

     
(33) Raju wants to know whether Sheela buys old newspapers, what is the best question he should 

ask?            [……]                    
(a) Do you buy old newspapers? 
(b) Why don’t you buy new newspapers?  
(c) Who should buy old newspapers? 
(d) When do you buy old newspapers?     

                            
(34) Which of the following utterances is a command?       [……] 

(a) You must come in time. 
(b) You may come in time.  
(c) You can’t come late. 
(d) You are required to come in time     

     
(35) Which of the following is the most suitable connective device to strengthen your idea?  

 

                  By adding to the beginning of the next sentence, 
(a) next (b) further more (c) finally (d) after all [……] 
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(36) The audit officer said “The cash flow statement you submitted yesterday is not acceptable” 
report this statement. 
(a) The audit officer said the cash flow statement I submit yesterday is not acceptable.  
(b) The audit officer said the cash flow statement he submitted yesterday was not 

acceptable.    
(c) The audit officer said that “The cash flow statement you submit yesterday is not 

acceptable. 
(d) The audit officer said that the cash flow statement I submitted the day before was not 

acceptable. 
        

(37) Gemunu has gone on leave without approval. What is his response to his boss who serves him 
a charge sheet?            [……] 
(a) only two days sir,               (b)  I want need leave again sir, 
(c) my father is seriously ill     (d)  please excuse me, this is the last time, sir.   

  
(38) Read the following formal letters prepared to fully blocked style.  

 
Purchasing Manager 
Office Equipment Suppliers LTD 
No. 10, Thurstan Road  
Colombo 10 

  
Quotations for Canon Photocopier 

 
Reference to your quotation sent on 30th September, we are pleased to offer you the tender 
for the supply of two photocopying machines as indicated in our specifications.  
  
Your early action in this regard is very much appreciated.  
        
Thank you. 
                  
Yours truly,  
 
 
Jayson Perera 
Director 

 
 Which of the following is correctly used in the fully blocked style:    […….]  

(a) sender’s address                (b)  date 
(c) salutation           (d)  punctuations on address   
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D. Reading 
 

(39) Read the following train time table:  
 

THE TRAIN TIMETABLE AT PANADURA RAILWAY STATION 

Morning only 

Down trains 

 Up trains 

Destination Time  Destination Time 

Kalutara South 5.45  Maradana 4.25 

Aluthgama 6.05  Maradana 5.15 

Matara 7.30  Maradana 6.10 

Galle (Not on holidays) 12.00  Ragama 8.03 
        

If you wish to go to Galle on Sunday what is the train you should take from Panadura: 
 

(a) 5.45 (b) 8.03 (c) 7.30 (d) 12.00 [……] 
 

(40) Read the following section from the SLT Telephone Directory and answer the given questions. Enter 
the correct numbers in the space given.                   [……] 

   
A call will be charged only when the called party answers the phone. The computation of the 
call charge will be based on the time in seconds utilized for the call.  

 

 Per minute charge 

Call category Peak 

(Rs.) 

Economy 

(Rs.) 

Discount 

(Rs.) 

SLT to SLT – Local calls 2.00 1.40 0.50 

SLT to SLT – National calls 4.00 2.00 0.50 

SLT to others  - local calls 3.20 1.60 0.50 

SLT to others – National calls 4.60 2.30 0.50 

SLT to Mobile 4.60 2.30 0.50 
 

     …………….. is a call charged if the receiver does not answer the call? 

(a) yes (b) no (c) not sure (d) not given [……] 
             

(41) How much should you pay when you take a call to Dialog phone at peak hour: 
 

(a) 3.20 (b) 2.30 (c) 4.60 (d) 4.00 [……] 
 

(42) Read the following paragraph; write the number of the most suitable expression.  
 

It is extremely important to perform, the calculations correctly. A mistake in the 
balance sheet might be disastrous. An accountant must use his best observation and 
greatest skill in this endeavour.  The Auditor General should be very strict and insist 
that the government regulations are strictly adhered to. 

 

What will be the result if the accountant was careless?                [……] 
(a)   Mistakes can happen in the balance sheet. 
(b)   Calculations can be overlooked. 
(c)   Auditor General can ignore them. 
(d)   Government regulations may not be violated.    
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(43) Ms. Ruvini Attanayake had faced four interviews during the weekend.  All have sent her 
appointment letters.  Decide which one she would not consider.        [……] 
(a) We have decided to appoint on a temporary basis. 
(b) We are pleased to inform you that we decided to appoint you to our permanent cadre. 
(c) You are in our team, Please accept our congratulations. 
(d) You may call at our head office to collect your letter of appointment. 

               
(44) Read the following description and choose the most relevant answer to the question set on it : 

 

When presenting statistical information in a report or at a meeting or when doing a presentation, 
graphics play a very important role. A good graphical presentation can present the relevant details 
very attractively. Something that requires many words to explain can be shown by a graph very 
clearly so that the receiver can easily comprehend what is stated in it.  

 

         When is statistical information most important? Number the correct response?      [……]  
 

(a) Producing a movie (b) writing a novel 
(c) Making a presentation (d) writing a letter 

 

(45) A hundred word explanations can be shown by: [……] 
 

(a) a single figure (b) one good graph 
(c) 2 pie graphs (d) power point (slide) 

 

(46) A wrong method of representing information is:        [……] 
 

(a) pictures (b) diagrams (c) dictation (d) graphics 
 

 

(47) Read the following sentence and answer the questions set on it:  
 

The ICMA head office which was earlier at No 1, Bethseda Place, Off Dr. Leter James Peiris 
Mawatha (Formerly Dickman’s Road), Colombo 05 is now at No.29/24 Visaka Road, Colombo 
04 (near House of Fashions). 

 

                  Where was the ICMA Head office?         [……..] 
 

(a) No.6, Bethesda Place (b) No.1, Dickman’s Road 
(c) No.4, Visaka Road (d) No.1, Bethseda Place, Colombo 05 

 

(48) When writing an official letter to a HR Manager who is a friend of yours, the salutation is: 
 

(a) dear sir (b) dear Lalith (c) dear manager (d) Hi [……] 
 

(49) A letter of complaint should not begin with:       [……..] 
 

(a) I am sorry to say (b) I regret to inform 
(c) I hope you would not misunderstand (d) This is not the first time 

 

(50) A memo should end with:         [……..] 
 

(a) sender’s signature (b) complementary clause 
(c) thanking (d) yours sincerely 

 
(50 × 2 Marks = Total 100 Marks) 

 End of Pilot Paper 


