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_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

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

(C) To send the letter in a hurry

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

(A) Call TV station. (B) Check with a Chamber of Commerce.
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Certified Mail H5EE

Confidential Mail {42 &4
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Bec” (Blind courtesy copy) EilA%E 1%

“Cc” (Carbon copy) El[4bik

“Re:”(Replying to) [0]7&

“Subject” FFH

“Attachment” [

(C) The main idea of the email.

(C) Ask a friend.




