Engleski jezik 1 PITUP (Sample task types)             Score: 50
Your final test will include a combination of the following task types (not all of them):

* sample answers are given in red                              * reference to study material
VOCABULARY / TRANSLATION

	Translate the following items into English.   
	

	voditi podatkovnu bazu klijenata
· Collocations e.g. Unit 4, p. 1


	keep / run a client database

	Pišem Vam u vezi vaše najnovije linije  proizvoda …

· Commercial correspondence, e.g. Unit 8
Useful expressions


	I am writing regarding your latest product range …



	projekt od 3 milijuna eura
· Numerical expressions,

     e.g. Unit 3

	a three-million dollar project

	uvjeti plaćanja i isporuke
· Commercial correspondence, e.g. Units 8, Collocations


	terms of payment and delivery

	2,873,612

	two million, eight hundred and seventy-three thousand, six hundred and twelve

	Poštovani gospodine Brown, …

Srdačan pozdrav,

Ian Howell

Voditelj Kadrovskog odsjeka

· Commercial correspondence, e.g. Unit 8, Layout and formulaic expressions
	Dear Mr Brown,
Yours sincerely,

Ian Howell

Personnel Manager


	 Translate the following items into Croatian.
	

	a joint development agreement 
	ugovor o zajedničkom razvoju (proizvoda) 


	5 items broken in transport

	5 komada slomljenih prilikom transporta

	multi-user computers for

small and medium-sized organizations

	višekorisnička računala za

mala i srednja poduzeća



	CRM
· Acronyms, Noun groups

	upravljanje odnosima s kupcima / klijentima

	complain about bad workmanship
· Commercial correspondence, e.g. Unit 8, collocations

	žaliti se / uložiti reklamaciju zbog loše kvalitete izrade

	network economy in a globalized society
· Noun groups, Unit 2, Unit 5

	mrežno gospodarstvo u globaliziranom društvu


	Complete the text using the words in the box above the text. 
	

	batches
	mass
	design
	

	identical
	running tests
	required
	

	manufacturing
	modified
	customized
	

	As a result, two new fields have been created: computer-aided 1.__________ (CAD) and computer-aided 2._____________ (CAM), often linked as co-disciplines under the title CAD/CAM. In a sense, CAD/CAM allows the 3.___________production system to manufacture 4.____________"handmade" articles. The machinery can be adapted to a particular product through computer programming, enabling work on small 5.__________to achieve many of the economies previously available only through mass production of 6.__________objects. CAD itself makes possible the testing of production methods and the design of the product by 7.___________(of such factors as ability to withstand stress, for example) through the computer. If necessary, the product design or the process can be 8.__________without going to the expense and time 9.____________for building actual prototype models. 


	

	1.
	2.
	3.
	

	4.
	5.
	6.
	

	7.
	8.
	9.
	


GRAMMAR & STRUCTURES IN CONTEXT

	Translate the following sentences into English.

Possible examples include:
· present (Unit 1) and past tenses in context (Unit 4) 
· passive (Unit 6)

· questions (Unit 3); reported speech (Unit 9); indirect questions (Unit 8)

· making definitions (Unit 4)


	

	Možete li ostati na liniji? Spojit ću Vas s računovodstvom.

Can you hold the line please? I’ll connect you with Accounts.
· Telephoning: Common phrases, Unit 9


	

	Prodaja raste od prošlog listopada, a jedna velika narudžba upravo se ispostavlja.
Sales have been rising since last October, and a large order is being delivered.
· Talking about past, e.g. Unit 4; Passive, Unit 6

	

	Kao što možete vidjeti u životopisu koji prilažem, imam višegodišnje iskustvo u izvozu.

 As you will see from the enclosed CV, I have had several years' experience of 

 Export Sales.

· Applying for a job, Unit 10
	


	Translate the following sentences into Croatian.

· interpreting collocations and grammar
· identifying logical parts within complex sentences, 

· identifying register (formal/informal)

	

	Please give this matter your urgent attention, and reply by no later than the end of next week. Molim Vas da predmet hitno razmotrite te mi pošaljete svoj odgovor najkasnije do kraja  sljedećeg tjedna. 

	

	The situation cannot continue and I want to know your opinions about why quality is so poor. Ovakva situacija neodrživa je i želim znati Vaše mišljenje o tome zašto je kvaliteta toliko loša.
	

	The monitor image quality (resolution) is given by the number of pixels (picture elements) that are used across and down the screen. 

Kvaliteta slike na monitoru (rezolucija / razlučivost)  izražava se u pikselima (‘elementima slike’) gledanima  okomito i vodoravno na zaslonu.
	

	Any correspondence which may be needed for legal purposes should not normally be sent by email. 
Bilo kakva korespondencija koja se koristi u pravne svrhe u pravilu se ne bi smjela slati elektroničkom poštom.
	


	Put the following parts of sentences in correct order. 
	

	(Sentences will be taken from texts in handouts: definitions and sentences from business letters)

(a) are tailored to     (b)  individual programs     (c) As you will see 

(d) our protection systems   (e) from our catalogue 

_______ _______ _______ _______ _______   c  e  d  a  b



	Use the correct form of the article in front of the words in bold (0, a / an or the). Write your choices in the table below the text.
	

	The other extra expense for telecommuters is the cost of establishing  1) __ link between the worker and 

2) ___company's resources. This can be 3) ___very simple or complex connection that can vary enormously depending on  4) ___work that is being performed, security issues and distance between the worker and 5) ____ physical company.

As a company's people, equipment, and data become more and more spread apart, it is increasingly important to keep 

6) ___ up-to-date records. Tracking where equipment is being used becomes extremely necessary. Tracking where workers are can also be difficult because, in 7) ____ theory, a worker does not have to be at 8) ___ his or her workstation working.

	1)
	2)
	3)
	4)

	5)
	6)
	7)
	8)


CONTENT / TOPIC-BASED QUESTIONS
	Analyzing the content of a letter. 

Read the passage from a letter below.  Analyze the passage according to the 

    following questions:

· What type of a letter is this?                            .

· Who is writing the letter – the buyer or the supplier?             .

· Which part of the 4-point plan does it refer to?                . 

Write short complete sentences.

As you will see from our catalogue, our protection systems are tailored to individual programs. Please let me know whether you would like to arrange a meeting with our Technical Director to prepare a more detailed report about your program and particular requirements. 

Sample answer sentences may start in the following way:

It is a formal business letter – a reply to an inquiry ......

The letter is written by the ....... 

This is the final part of the letter in which the supplier ......




	Ordering parts of a letter. 
Parts / sentences from a letter may be listed in the wrong order. The task includes ordering them in the correct order.

OR

Parts / sentences from two letters may be mixed together in the wrong order. The task includes identifying parts of each letter ordering them in the correct order.




	ICT, business and correspondence-related topics
Write 2-3 sentences on each of the following topics. Use all the items given for each topic.
	

	  example: Elements of business correspondence

      layout                    appropriateness            content                easy to follow


	Topics include:

Computer as a multifunctional machine

Types of software

Automation in manufacturing

Automation of services: National Car Rental going online

Types of computers

Computer hardware

History of PC (IBM)
Electronic mail

Finding information on the World Wide Web

Boost your business with web-based tools

Computer specifications

Man vs. computer

Four-point plan (Business correspondence)

Parts of a formal letter (layout)

Elements of effective business correspondence

Types of business letters

Applying for a job (procedure, correspondence)

Writing a CV

Jobs in computing



