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一、單字翻譯選擇題 40% 

(A )1. socialize (A)社交 (B)社會 (C)主要的 

(B) 2. correspondence (A)主要的 (B)信件 (C)體貼的 

(C) 3. persuade (A)建議 (B)取得 (C)說服 

(B) 4. perspective (A)股東 (B)觀點 (C)習慣 

(A) 5. potential (A)有潛力的 (B)比例的 (C)專業的 

(A) 6. consequence (A)後果 (B)頻率 (C)舉例 

(A) 7. instruction (A)指示 (B )建造 ( C )介紹 

(B) 8. demonstration ( A )工地工程 (B)實地示範 (C )命令指示 

(B) 9. social media  (A)社交團體 (B)社群媒體 (C )社會團體 

(C) 10. document (A)合約 (B)廣告 (C)文件 

 

ニ 、信件寫作技巧選擇題 20% 

_B_ 1. Why should people prepare for writing a letter carefully?    

(A) To make the recipient feel puzzled     (B) To ensure the quality of writing    (C) To send the letter in a hurry 

_A_ 2. What is the first step when preparing to write a letter?  

       (A) decide the writing purpose          (B) produce an outline      (C) draft a letter 

_A_ 3. Which statement is true?       (A) The layout of business letter is conventional.   

(B) The layout of business letter is journalistic.   (C) The layout of business letter is creative. 

_B_ 4. What should be filled in the line of “To” in business emails?   

(A) The sender’s email address.   (B) The recipient’s email address.          (C) The main idea of the email. 

_B_ 5. How to reach a new potential customer in a foreign country? 

      (A) Call TV station.            (B) Check with a Chamber of Commerce.    (C) Ask a friend. 

 

三 解釋以下書信要件名詞 20% 

1. Letter-head 信箋，信頭. 

2. Certified Mail 掛號郵件 

3. Confidential Mail 機密郵件 

4. Yours sincerely 結尾敬辭 (您誠摯～、～敬上) 

5. P.S. 附註 

 四 解釋以下電子郵件欄位縮寫含義 20% 

1. Bcc” (Blind courtesy copy) 副本密送 

2. “Cc” (Carbon copy) 副本抄送 

3. “Re:”(Replying to) 回覆 

4. “Subject” 主旨 

5. “Attachment” 附件  

 


