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Part (1)

Directions: Choose the best item (a, b, c, or d) which complete the following questions.

1. One of the followings is a type of letter for social correspondence .

a. inquiry b. collection ¢. order d. application
2. Which of the following part in a letter is optional?

a. salutation b. inside address ¢. heading
3. Personalized letterhead is more appropriate for ..........

a. formal b. informal ¢. social
4. Which of the following salutations is wrong &0 use?

a. Dear Mary,

¢. Dear Dr. Brown,
5. One of the following casegShow

a. How nice of you send m anice gift for my birthday.

b. It is a long time st

%} ote to you,
egliest the pleasure of your company in our dinner party.

b. very sincerely yours

¢. very truly yours d. yours faithfully

7. The abbreviation R.S.V.P. in an invitation letter shows that ............ .
a. the letter is very formal b. a reply is expected
c. it should be kept as a secret d. going to the invited place is obligatory

8. Aninvitation letter is either ................. o) .
a. accepted / declined b. admitted / declined
¢. accepted / denied d. admitted / denied
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9. A letter of condolence shouldbe ................. .
a. detailed and formal b. cheerful and sincere
¢. brief and sincere d. sad and formal

10. Which of the following words probably does not appear in a letter of condolence?

a. prayers b. miss c. acknowledge d. sympathy
11. Letters of friendship usually has one of the following features.

a. sympathetic b. intimate c. brief
12. In addition to having a good command of written languzgs

be knowledgeable in the following fields except .........

a. psychology b. architecture

g p‘ d"as soon as possible.

14. The letter “c” i bbreviation c.ifrefersto ............. .
b. cost ¢. customer d. cooperative
15. Lepge is the same as letterof ................. .
b. inquiry c. request d. complaint
16.What kind of letter the extract below is from?
*“ We have closely compared the articles you returned with samples and can see no difference

between them; and in this case we are not willing to either substitute the articles or offer a

credit”
a. making a complaint b. rejecting a complaint
¢. rejecting an order d. making an order
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17. A letter of collection is written when a customer .................... .
a. fails to pay as agreed before
b. is willing to make a second order
¢. is making a large order
d. does not want the goods he has ordered
18. Which of the following possessive markers is used correctly?

a. the boss’ book b. anyone’ order

c. Jesus’ time

19. Which of the following punctuation marks is used to intr

20. In which case capitalization is used correctly
a. Back East
c¢. Out West

21. What does the abbreviation F

¢. for youth d. five yards

¢ appropriate wards to complete the following statements.

22.Y, e me the chanceto .................. your kindness when you visit here.
8. % ack b. return ¢. bring back d. reverse
23.Thank you very much for .................. my SOrrow.
a. believing b. sympathizing c. assisting d. sharing
24, M the .o of another washing machine is not possible within a week, please

cancel my order.

a. carriage b. delivery c. transportation d. postage
25. My checks returned because of .................. at the end of April.
a. insufficient budget b. inadequate fund
¢. insufficient fund d. inadequate budget
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26. The ......oovinnn, of this letter, John Smith, is a bright boy who has worked efficiently in
my company for several years.
a. bearer b. carrier ¢. postman d. holder

27. The details of my education, work history, and publications are given inthe .............
resume.

a. accompanied b. completed c. joned
28. We usually dealona30% ..................

for orders over 1000 units.

a. customer b. market
29. Treceiveda/m ...........cc..ls of 10 chairs frgth v,
a. delivery b. consignment

30. We can certainly pay on the ......., o dage, (vithout any delay.

a. referred b.d ¢. related d. contracted
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Part (I1I) Re ollowing sentences that are some letter extracts.

—decide what kind of letter each might be. Write the leffer type in the space

1. Jane White was in my employ for three years, during which time we found her work and

character most satisfactory. ..........oocviiiiiii i

2. ... 'm particularly interested in knowing about your Marine Biology Department. Could you
SeNd ME ...ovvineii i :

3. ... I will be able to stay on through the summer and help you find a replacement for my

POSITION o\ uvvrsiisiiiiieiiainene e .

4, ... If you do not have some of the listed items in stock, please do not send substitute in their

place ... .
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Part (IV) Letter Writing
1. Complete the following thank — you letter (40 ~50 words)
Dear Mrs. Timothy:
Thank you so much for the marvelous weekend at your home. I can’t rem | have

had a more pleasant or relaxing time. We really enjoyed oursglves gre

2. A company is in need of a person with a good command\f

fii CRGE
§1¢

job experience, try to show that you

business world for its international business corresp

uppose that you have recently

graduated from college. Although you do HQ 7
¥

can handle the job if you are given the gpho
of 100-120 words. &

ty and some time. Write an application letter
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