Prepositions Regarding Agendas
1 Choose the correct option to complete the sentences. In each case, there is only one 

     possible answer, though had other options been available, more would have been 

     possible. Be ready to back up your choices.

1. The Marketing Director is away    on     holiday. She’ll be back         at             the end 
                                                          refers to a calendar                      specific time of the

                                                          or agenda page                             month/usually last

                                                                                                               day of the month
of the month.
a. in..in


b. on..on

c. in..at


d. on..at
______________________________________________________________________
2. Did you read that article _______ The Press about our move ________ the Japanese market?

a. on..in

b. at..on

c. in..into

d. for..into

on - a newspaper can be considered           in- a newspaper is a container of news  
       a surface



        into- implies that we have begun dealing
in – implies were are already dealing                within this market but that we have not  
      within the Japanese market.                         been in the past             
______________________________________________________________________
3. I need those sales figures ________ the end _________ the week _______ the very latest.

a. in..of..on

b. in..of..at

c. by..of..at

d. by..of..on







by-means ‘before’   
                                                                        at-specific limit     

______________________________________________________________________

4. We hope things will get better __________ the second quarter ________ the year.

a. at..in


b. in..of

c. on..in

d. for..of
inside the period of time 
                    for-an objective    

(container of days)                                           planned or hoped  

            to  happen at that 
           time
______________________________________________________________________

5. Will passengers _________ flight RT482 please go __________ Gate 9 immediately.
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a. in..on

b. for..in

c. on..at
  
d. for..to
    





cannot be used 
for- objective
because of

‘go’ implies






‘go’


movement
______________________________________________________________________

6. Mr. Thomas? He’s _________ a customer _________ the moment.

a. on..at

b. at..with

c. with..at

d. on..into







 with - together






at- specific time

______________________________________________________________________

7. You’ll find Marketing __________ the main building _________ the second floor.
a. in..on

b. on..in

c. for..on

d. in..at
in- already inside                                                                             at- also possible if the 
on-surface





                    building is small
______________________________________________________________________
8. Thank you ________ your kind invitation _________ attend the opening ________ your new retail branch.
a. for..to..of

b. for..at..of

c. with..at..in

d. on..int..on

to- introduces the infinitive/no movement involved
2 Use IN, AT, ON with these expressions of time. Do adjust your perception in accordance with the ‘English Way of Thinking’. Note the one exception.


at       Thursday                    

1. on       Thursday

on: surface =

      agenda or

      calendar page

2. in           1996

container of days

3. on       Tuesday morning

agenda or calendar

page

in =container of days

4. in/at           the summer

at = 1st day of summer

in = container of days

5. in           the 1980s

in- container of days

6. in/at      early September

at = 1st day of September

in = container of days
7. in/at          the middle of the month

at = specific date

at = specific holidays

8.  at/on       Easter

on = agenda or

calendar page

9. on         May 16th
on = agenda or

calendar page

10. in       the morning

in = container of hours

at = specific time/

beginning

11. at/on/in      the weekend

on = agenda page

in = container of hours

12. on         Friday night

on - agenda page

13. in           the evening

container of hours

14. at          ten past two

specific

15. at          the right time

specific

16. in          winter

container of days-                a season has limits:

a 1st day and last day

17. at           night

exception- we cannot say ‘in/into night’/we can say ‘in the night’

18. at          lunchtime

specific time

19. at         three o’clock

specific time

20. at          the end of July

specific time

on- agenda page

21. on/at       Christmas

at = specific day

22. on         a weekly basis

agenda/calendar page

23. on        Thursday June 4

agenda/calendar page

on- agenda/calendar page 

24. on/at      Easter Monday

at = specific time

3 Here are ten common business word partnerships. Complete and define them. 

1.  in        the red

     inside a situation called ‘red’

2.  by       courier

     by - a means

3.  out       of order

     outside of working condition 

4.  just in        time

     refers to a process that favors no 

     stocking of parts, materials 

5.  just on        time

     refers to the surface of a watch or 

     clock/good timing

6.  in                trouble

     inside a situation called ‘trouble’

Continued, Answer Key, In, At, On

     for = period of time
7.  for/on     a trial period

     on – agenda calendar page

8.  in       full

     inside a situation that is complete

9.  under    a lot of pressure

10.  out      of stock

       no longer having the necessary stock

11. under   perfect conditions

12. in         perfect condition

      inside a situation called ‘perfect   

      condition’

Now use these business expressions to complete the following sentences:

13. When the goods left our warehouse they were on a trial period
  





        for a trial period






        in perfect condition







        just in time.


14. The bank has just rung to say that our no. 2 account is still in the red.

15. Since she has taken over marketing, Sarah has been under perfect conditions







      under a lot of pressure

                                                                                          on a trail period.

16. I’m afraid the goods cannot be dispatched* until payment in full has been received. (*‘despatched’ can also be spelled ‘dispatched’)

17. Don’t worry, I’ll send you the contract just on time
     You’ll have it in two hours.                    by courier





         in full.

18. We’ll let you have the software on a trial period/for a trial period - period of time - 

       of two weeks.                          agenda/calendar page
19. The photocopier has been out of order all day.

                                                = broken

20. I thought I was going to be late for Tessa’s presentation, but I arrived just on time.
refers to a watch or        clock/good timing

Continued, Answer Key, In, At, On

21. I’m afraid the parts you ordered are temporarily out of stock.

                                                                                   = not available

22. The company is losing money fast. They are in the red/in trouble.






    = financial deficiency

4 Complete this dialogue with the following prepositions. You will need to use some of  

     them more than once.

in  
at  
for  
from  
to
by
of

Alex:
So you went from Paris to      Lille   by      plane?

                                                  movement    a means/a way

John:
Yes, that’s right. I was in      a hurry, so I decided to catch a plane and save

time.                             inside a situation
Alex:
Yes, but you didn’t think about saving money. Why didn’t you go by      train?  

                                                                                                                   a means/a way 


It’s only about 80 kilometers.

John:
Well, er…, I didn’t want to get to my hotel too late.

Alex:
Hotel! But, you only spent an afternoon in         Lille. Then, you caught another 

                                                                            inside


plane in Brussels. And, what about this taxi receipt for        500 francs.

                                                                                             = reason                                 

John:
Er…, I went from/to  the airport to/from my hotel by      taxi.

                       movement                                                a means/a way

Continued, Dialogue 4,

Alex:
But, 500 francs! Are you sure you didn’t go by       helicopter?

                                                                                  a means/a way

John:
Look, I know it seems expensive; but I did spend two days in       Brussels.









           inside


Alex:
Yes, staying  ___at    ___ the most expensive hotel in       town according to this bill.
                                specific place                                         inside

You’re fired! You’ve got ten minutes to clear your desk.
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