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1. Which is a formal greeting in an e-mail?
(A) “Hi Pam,”
(B) “Hello Pam,”
(C) “Ms. Smith,”
(D) “Dear Ms. Smith,”

£ Uy ant="~20
SEEFE D

2. Which is the best way to introduce oneself in a business e-mail?
(A) “l'am John Clark...”
(B) “This is John Clark...”
(C) “My name is John Smith...”
(D) “Hi, I’'m John Smith...”

£ KRE 1252 e
SEEF B

3. Which opening phrase is acceptable in a business e-mail?
(A) “I hope you are doing well.”
(B) “What are you up to?”
(C) “What’s up”
(D) “We should hang out more.”
SHEEFE A

4. Which of these words would not be acceptable in a formal e-mail?
(A) Do not
(B) Cannot
(C)lam
(D) Shouldn’t

£ Uy ant="~20
SEEFE D
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5. When writing an e-mail, paragraphs should be?
(A) long
(B) short
(C) wide
(D) funny

£ KRE 1252 e
2EEFE B

6. What is the best way to make many points in an email?
(A) Include all the points in one paragraph.
(B) Include all the points in the last paragraph.
(C) Use lists with bullets or numbers.

(D) Never make many points in an email.
2HEFE:C

7. What is the subject line used for?
(A) Homework
(B) Giving a brief description of the email
(C) Writing the e-mail
(D) Photos

£ Varant="~2
SEEE B

8. Which subject line is most appropriate for a formal e-mail?
(A) price inquiry :)

(C) Inquiry on prices because I’m currently unsure if | want to purchase them
(D) Price Inquiry

5 L g
SHEXE D

9. Typing e-mails in ALL CAPS is the same as
(A) whispering
(B) browsing
(C) yelling
(D) saying nothing
2HEFE:C
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10. FFHRfEALAE
(A) Call Mr. David
(B) May | speak to Mr. David
(C) David Speaking
(D) This is Mr. David

£ KRE 1252
2EEFE B

11. Which phrase is correct when responding to a complaint?
(A) “I’'m writing concerning complaint...”
(B) “I’m writing to concern your complaint...”
(C) “I regard your complaint...”
(D) “I am writing in regard to your complaint...”
2HFEZE D

12. Which closing statement is correct?
(A) “If you have any questions, talk to me.”
(B) “Let me know and ask.”
(C) “Please don’t hesitate to contact me if you have further questions.”
(D) “Just let me know your questions.”

2HEF:C

13. What should you include at the end of a formal e-mail message?
(A) Only your name.
(B) Only your name and company.
(C) Your name, company, and contact information.
(D) A picture of your family.

SHEL  C

14. Which tone should you have in your e-mail?
(A) Aggressive
(B) Conversational
(C) Demanding
(D) Rude
2HEXE B
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15. Which formal word means the same as “get”?
(A) Receive
(B) Inform
(C) Require
(D) Establish

£ KRE 1252 e
SEEFE A

16. Which formal word means the same as “help”?
(A) Inform
(B) Assistance
(C) Occupation
(D) Further
2HEXE B

17. What does “VP” represent?
(A) Very Important Person
(B) Vivid People
(C) Vice Politician
(D) Vice President

£ Varant="~2
SEEFE D

18. What does “CEO” represent?
(A) Chief Executive Officer
(B) Chief Executing Officer
(C) Captain Executive Officer
(D) Captain Enforcing Officer

5 L g
SHEE A

19. What does “MOQ” represent?
(A) Minimum Order Quantity
(B) Must Open Quickly
(C) Maximum Order Quantity
(D) Meaning of Question
SHEFE A
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20. What does “No.” represent?
(A) No one
(B) Number
(C) New one
(D) Nobody

£ KRE 125z e
SEEF B

21. Which is the best way to apologize for late shipment of an item?
(A) “Sorry about how long it is taking for the item to get to you.”
(B) “We are trying our best to make you happy.”

(C) “We can’t believe this has happened.”
(D) “1 would like to apologize for the delay in shipping your order.”
2FEZE D

22. Which is the best way to ask for available times?
(A) “Would either next Tuesday or Thursday work for you (June 19 or 21)?”
(B) “How about next Tuesday or Thursday (June 19 or 21)?”
(C) “How about next Tuesday or Thursday?”
(D) “We should try to meet next Tuesday or Thursday, if that works for you.”

SHEEE A

23. Which is the best closing line for an email when the sender needs a reply?
(A) “I look forward to hearing from you.”
(B) “Hope you reply me.”
(C) “I need a quick response.”
(D) “Have a nice day.”

SHEEE A

24. Which is the more formal way to apologize in an e-mail?
(A) “Hey! I’'m sorry...”
(B) “I don’t know where to begin...”
(C) “I hope we can continue our partnership...”
(D) “I regret to inform you that...”
2HFEZE D
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25. FHEELHSE?
(A) Could I leave a message?
(B) Should I read your message?
(C) May | take a message?
(D) Anything to say?

2HEFK:C

26. Which is the best phrase to express thanks?
(A) “Thanks”
(B) “I appreciate your inquiry.”
(C) “I’m happy you email you.”
(D) “THANK You!”
2HEXE B

27. {R¥TSEEESE T
(A) The phone is not working.
(B) You’ve made the wrong line.
(C) You hit the numbers in a wrong way.
(D) You’ve dialed the wrong number.

£ Vo=~
SEEFE D

28. What is important about one’s voice on the telephone?
(A) Tone
(B) Speed
(C) Volume
(D) All of the above

o Lz .
SHEXE D

29. When answering the phone one should say
(A) “Good morning, ABC Corporation.”
(B) “Good morning, this is Brandon.”
(C) “Good morning, this is Brandon, what do you want?”
(D) “Good morning, ABC Corporation, Brandon speaking. How may | help you?”
2HFEZE D

82



30. FFMHE—T
(A) Please hold.
(B) Thank you for your patience.
(C) Just wait.
(D) Stay

SEEZE A

31. “I am writing to you to discuss your recent order.” What is this sentence an
example of?
(A) Introduction
(B) Closing
(C) Purpose statement
(D) Subject line

SHEF:C

32. KA R B S E AR R ST AR
(A) Give to Mr. Chen
(B) I’ll put you through Mr. Chen
(C) This is Mr. Chen
(D) Could you direct me to Mr. Chen.

SEEZE D

33.  arethe significant facts about Taiwan’s electronics market:
(A) Down
(B) Lower
(C) Below
(D) Under

AR
&Hx 1 C

34. When thanking someone for their response you can say, “Thank you for your

7

(A) action
(B) moment
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(C) reply
(D) thinking

2HEF:C

35. lamwritingto  about the status of your products you ordered.
(A) need
(B) drop
(C) inform
(D) pick
2HEFE:C

36. I am the brochure to this email.
(A) putting
(B) leaving
(C) knocking
(D) attaching

£ KRE 125z e
S2EFEZE D

37.Pleasedonot  to contact me if you need anything else.
(A) pull
(B) give
(C) share
(D) hesitate

£ Uy ant="~2
SEEFE D

38. Our company was founded 1987
(A) by
(B) on
(C)to
(D) in
2HFEZE D

39. The payment must be made next Friday.
(A) in
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(B) which

(C) of

(D) by
SEEE D

40. Isentanemail ~ you on May 3 and haven't gotten your response.
(A) for
(B) with
(C) next to

41. Thank you for your e-mail _ your upcoming trip to China.
(A) informing
(B) asking
(C) due to
(D) regarding

/—‘/—‘/—‘—-.
I:l7l—<'

42. 1 am writing to expressmy  for your loyalty over these past several years.
(A) sorrow
(B) sadness
(C) gratitude
(D) feelings
% = 71—\‘

43. Thank you for your ~ on August 8 regarding our umbrellas.
(A) status
(B) time
(C) inquiry
(D) demands

A2
I:l7'_\‘
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44. The intent of thise-mail isto  samples of your household products.
(A) request
(B) take
(C) throw away
(D) look at

£ KRE 1252 e
SEEFE A

45. If you have any additional questions or would like to place an order, please don’t
hesitateto ~ me.
(A) talk to
(B) discuss
(C) reach
(D) contact

£ Uy ant="~2
SEEFE D

46. Thank you for quickly — us with some written information on your products.
(A) telling
(B) discussing
(C) demonstrating
(D) providing

£ Uy ant="~2
SEEFE D

47.We have  the products you requested last Monday.
(A) left
(B) cried
(C) sent
(D) thought
2HEFE:C

48. I’'m sorry the lineis
(A) knocking
(B) left
(©)in
(D) busy
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49. Would you like her to call you , Mr. Partridge?

(D) back

5 L pe .
SHEXE D

50.Please  and I’ll put you through.
(A) do not move
(B) stay
(C) stop
(D) hold

£ Vo=~
SEEFE D
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1. A subject line isn’t needed for a formal business e-mail.

SHEEFE

2. 1t’s acceptable to write slang and emoticons in a formal business e-mail.

SHEEFE

3. “Hi Dennis,” is an example of a formal greeting in an e-mail.

SHEEFE X

4. The beginning of an email is more important than the ending.

SEEFE X

5. The sender should start by introducing himself if they don’t know the person they
are writing to.

A2z .
== 3%

W

6.“Could you put me through to Mr. Larkin, please?” is a proper way of asking to

speak to someone.

SHEE

7. It’s fine to call a person by his/her first name in an e-mail if the sender doesn’t
know them well, such as “Bob,” or “Maggy,”.

SHEEFE X

8. Using active voice is better than passive voice in an e-mail.

SHEEK

9. Contractions, such as “don’t” and “can’t” are acceptable in a formal email.

SHEEFE

10. “Mrs. Davis, | will not come to class next week because |1 am going on a vacation”
is an example of a good subject line.
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11. You should check your e-mail for mistakes before you press “Send”.

SEEZE O

12. There should be a space between each paragraph in a formal email.

SHEE

13. After receiving an email from a customer, you should wait at least a week to send
a response email.

Ah 2
I:l7'_\‘

14. In formal e-mails, dates can be written, such as: 5/12/18.

N

2R X
= I:l 71—\‘

15. Emails should be written in long paragraphs to cover a lot of information.

SHEX

16. Sources are needed for facts you include in your emails.

SHEX

17. It is acceptable to write just your name at the end of a business email.

/—-/—-,—k—-.X
= = >R
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18. It is typical to include the writer’s name, company, and contact information in the
end of an e-mail.

SHEX

19. The original e-mail may be sent if the sender doesn’t hear a response after a long
period of time.

SEEZE O

20. It’s a good idea for the sender to give secret information through e-mail.

SHEEFE X
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21. “Thank you for your interest about our products” is a good way to respond to a
request.

FEF

W
”rﬁ}
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22. When writing, quickly getting to the purpose of the e-mail is important.

AR
I:l7l—<'

23. The computer will always find all the spelling errors for you.

AR
I:l7l—<

24. Saying “Bye-Bye" is a professional way to end a telephone conversation.

/—‘/—‘/—‘—- .
I:l7l—<

25. Emoticons can be used, such as “:)” when writing a formal e-mail.

AR
I:l7l—<

26. If the sender is a friend to the person he/she are writing to then, “Hi Steve,” can be
used as a greeting

SHEEK

217, “Sincerely " is a formal closing at the end of a business e-mail.

SHEEFE

28. When writing an e-mail, after thanking the buyer for contacting, the seller should
state the purpose of the e-mail.

29. If the sender wants the buyer’s response, they can end his/her e-mail with, “Please
let us know at your earliest convenience.”

FEE:O

W
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30. The “CC:” function allows the sender to send an exact copy of their e-mail to
someone else.

SHEEFE O
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31. A comma should be put after the greeting and close, such as “Dear Mr. Stevens”
and “Sincerely”.

SEEZE O

32. “This is 4 u” is fine to write in a formal e-mail to a customer.

SHEE

33. “Could you please send me...” is a polite way to ask for something in an e-mail.
SEEE O

34. If the buyer doesn’t respond to an e-mail it always means that they are ignoring
the sender.

FER
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35. “This is Howard Smith of Smart Technologies calling for Pam Berger” is a good
way to introduce oneself on the phone.

SHEX

36. Saying “How may | help you” is the first thing one should say in a telephone
conversation.

SEEE

37. The phrase “This is...” should not be used to introduce yourself in a telephone
conversation.

SHEEFR X

38. When leaving a message one should just leave their name.

SHEEFR X

39. If a buyer writes an angry e-mail to the seller, the seller should write an angry e-
mail back.

SHEEFR X
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40. Always be positive when writing an e-mail.

SHEX

41. If you know the recipient, then you should refer to previous contact you had with
them.

FEF
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42. If you don’t know the recipient well, then you should write some information
introducing yourself.

SHEFE O

43. Generally, keep e-mails short and concise.

SHEEIE

44. “| need your response as soon as possible” is a good way to end an email.

SHEEE

\\\v

45. Exclamation points, “!”’, should be avoided in a formal business e-mail.
S2EEZE O

46. “CC” stands for Carbon Copy.
FEFX O

W

47. “Ms.” should be the title used if one is unsure if a woman is married.
ZEE O

W

48. “BCC” stands for Blind Carbon Copy.

SHEE O

49. “BCC” is the same as “CC”

SEEFE X

50. “Just wait a second” is a formal way to inform customers when transferring a call.

SHEEFE X
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1. Which closings are appropriate to end a formal business email?
(A) “Sincerely,”
(B) “Best Regards,”
(C) “Bye.”
(D) “Cheers,”

SHEZ T AB

2. Ifoneis giving bad news in an email, an opening sentence could be
(A) “We regret to inform you...”
(B) “This was your fault because ...”
(C) “Things happened ...”
(D) “Unfortunately...”

SHEZE T AD

3. If you attach a file to the email you can say
(A) “I’'m attaching a file for your consideration.”
(B) “I am sending the brochure as an attachment.”
(C) “Look below.”
(D) “Please find the file attached as requested.”
2HEZ  ABD

4. Which of the following could be used as greetings in a formal e-mail?
(A) “Dear Ms. Jones,”
(B) “What’s up”
(C) “Dear Sir or Madam,”
(D) “Hi,”

SHEEZE T AC

5. Which of the following should “not” be used as closing in a business e-mail?
(A) “Love,”
(B) “Yours,”
(C) “Yours truly,”

93



(D) “Regards,”

SHEZ T ABC

6. What can you say when thanking a customer for writing?
(A) “Thank you for your interest.”
(B) “Hey! THANKS!I”
(C) “Thank you for contacting me.”
(D) “How did you get my contact information?”

SHEEZE T AC

7. What are proper ways to say you will transfer a call?
(A) “Please hold and I’ll transfer you to Mr. Smith’s office.”
(B) “Please hole while I transfer you.”
(C) “Wait a second.”

(D) “Call again later.”
2HEZ  AB

8. Which of the following should not be done when writing a formal e-mail?
(A) Tell jokes
(B) Use symbols and punctuation to express your feelings.
(C) Write like you would to a friend.

(D) Get to the point of the e-mail
ST ABC

9. What are acceptable ways to start a conversation when you make a call?
(A) “Where is Jim today?”
(B) “This is Bob Thomas of XYZ Corporation. May | speak to Paul Potts?”
(C) “Hi, I’'m trying to get a hold of Paul?”
(D) “This is Mark Sanchez calling from ABC Corporation. Is Tom Miller in?”

SHEZ 1 BD

10. What should a signature block include?
(A) Name
(B) Company
(C) Age
(D) Contact Information

SHEZ T ABD
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