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I. MULTIPLE CHOICE (10 /&, 8/M\&E 1 4,3 104)
Choose the letter indicating the best choice to complete each sentence or answer each question.
1. Which of the following describes a cross-cultural communication situation?
A. A worker feels isolated from his coworkers because they do not invite him to
lunch,
B. Two colleagues wave to each other across the parking lot at the end of the day.
C. A receptionist speaks slowly to a client who speaks with a heavy accent,
D. An employee disagrees with her supervisor over the method of awarding
bonuses.
2. Which of the following describes best the workforce in the twenty-first century?
A. The workforce will have to be more mobile than ever before because of the
global marketplace,
B. Continuing development of a global marketplace will require development of an
international workforce,
C. The technology required by the global marketplace will reduce the need for a
multicultural workforce.
D. As nations become self-sufficient, international business will decrease,
eliminating the need for a multinational workforce.
3. Instead of making judgments based on stereotypes, .you should ..
A. develop your own groups into which to categorize people
B. assume similarities and differences based on a persons cultural background
C. judge people according to their appearance
D. learn to understand people as individuals
4. Good memos and email messages generally .
A. discuss only one topic
B. are used for personal information
C. require more attention to goodwill efforts than do external communication

D. use a more formal tone than do external communications
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5. Which of the following main ideas should be communicated in a business message in
indirect order?
A. The item you ordered is being sent today.
B. The information you requested is enclosed.
C. I am writing to confirm our meeting on Thursday, August 26*, at 10 ¢ 30 a. m,
D. Your library books are overdue and a fine has been assessed. '
6. Which of the following is based on data?
A. Findings, * B. Conclusions.
'C. Recommendations. D. Conclusions and recommendations.
7. The heading of a memo in traditional format consists of
A. TO, FROM, DATE, and TOPIC lines
B. TO, FROM, DATE, and SUBJECT lines
;i C.. TO, FROM, DATE, and DISTRIBUTION lines
D. TO, FROM, SUBJECT, and DISTRIBUTION lines
8. ‘To gain attention in a persuasive message, begin with a(n)
| A. related fact or stimulating question
B. reader benefit or compliment
C. summary of the problem or an unexpected statement
D. a positive and friendly message
9. Which of the following should be part of an informational report?
A, Facts. B, Conclusions.
C. Recommendations. D. Hypothesis.
10. Which statement accurately describes the leadership of a team?
A, One team member should always fill the role of leader.
B. Leadership should rotate to those with the appropriate expertise at a particular
time,
C. Teams should always have a formal leadership structure.

D. Each person on a team should serve as leader for a portion of a project.
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. TRUE/FALSE (10 /W@, &/ VE 1 5,3 10 )

Write a T in the space provided if the statement is true. Write an F in.the space if the statement
is false. Your judgment should be based on your understanding of the course book,

( )11. The OK sign is perceived the same way in France and the United States,

( )12. A smile is universal and means the same in any culture,

( )13. An agenda is the order of business for a meeting.

( )14, All goodwill letters require supporting information.

( )15. All business messages should promote goodwill.

( )16. A hypothesis is a possible cause or explanation for a problem.

( )17, Data lead to conclusions; conclusions lead to recommendations,

( )18. In good business writing, the writer sometimes addresées‘ tBe receiver by name.
( )19, An informational report in direct order starts with 't‘he éuppofting information,

followed by main idea.

( )20. Informal reports have threé maiﬁ parts: fhe openiné. the body, and the findings.
. READING COMPREHENSION (10 I]\ﬁ ﬁlj\ﬂ 2 ﬁ' # 20 5}) |
Read the following two passages and answer the quostions.
Passage One

There comes a point with a technological [;n"ocess .when the wo;ld wakes up to the
possibilities of what can be achie_ved. A decade ago, the cellphone was ‘a bulky item of
limited range, high cost and minority ir;terest. Now it is everywhere,

The personal computer (PC) has been around for decades. But it was only in the
mid-1990s, with the explosive growth of the Internet and the World Wide ng. that it was
first recognized that the technology can be used to do business,r It is now fully recognized

that shopping in cyberspace, the name given to this world wide electronic network, is the

way of the future,
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A recent study by the Department of Trade and Industry (the DTD) ‘provides some
impressive data. In the United States, the world’s largest 'consumer of-goods, about 21% of
the population is now online. Europe is still behind; with only 10% in Britain, for example.
But, as we’ve seen before, when it comes to technology, nothing stays the same for long.
The number of people online is rising dramatically throughout the world.

21. According to the passage, how was the cellphone like.a decade ago?

A. It had small size with bad connection.
B. It cost a lot but was used everywhere,
C. It interested few people. N
22. People realized that the technology c‘an!»,h'e.lp do business when : .
A: the Interrlet began to be widely used
B. the cellphone was eve'ry_where
C. the personal computer wes more and more popular
23. According to the passage. what is the way of the future?
A. The explosnve growth of the Internet and the World Wide Web
B. Buying or selling via the [nternet and the World Wlde Web
C. Use of personal computers throughout the world
24, According to the passage, which of the following statements is NOT true?
A. The number of people online ie rising slowly tl‘rroog.lvlout the world,
B. Arnerica consumes more goods than other coun‘t‘ri‘es.‘ o
C. The population online in Britain at preeent .is smaller than tixat in the Unites
~ States. | |
25. The 'paesage mainly talks about _
A. the cellphone and its influence in some countries.
B. development of the Internet technology and its influence

C. the data provided by the Department of Trade and Industry
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Passage Two

The people that an organization employs are probably its greatest resource. That is why
the management of personnel should be constantly reviewed and improved. Based on the
organization’s general policy and strategy, ‘surveys should be carried out to assess whether
or not staff are satisfied with their jobs. Actions then should be taken to make sure that staff
do have job satisfaction.

First, it is essential to recruit the right person for the job. People’s skills should be
classified and matched to the organization’ s requirements. Second, it’s also important to
develop people’s skills by training, not just at the start of their job, but throughout their
career. Training plans should be established and training should be reviewed constantly,
Third, developing people through teamwork is very important, Staff should feel that they
are working together and not by themselves., Last but not least, people should not
necessarily stay in the same jobs throughout their career, They should bg employed in the job
where they are most effective, Developing their caregré is important,

26. What is the article mainly talking abéut?

A. Management of personnel.
B. Importance of human resource.
C. Personnel training,
27. Surveys should be carried out in accordance with .
A. the organization’s general policy and strategy
B. staff’s job satisfaction
C. people’s skills
28. How many actions should be taken to meet staff’s job satisfaction?
A. Three.
B. Four.

C. Five,
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29. According to the article, which of the following statements is NOT true?
A. An employee should be assigned to the position that can fully exert his skills,
B. Personnel training at the start of the job is more important than that in the later
period.
C. An effective work team is very important,
30. People stay in the same jqbs throughout their career.
A. mustn’t
B. ought to
C. shouldn’t
IV. TRANSLATION (4 Brigsc, @8 5 4,5 20 %)
Translate the following passages into Chinese. |

31. As humans, we have two means by which to send.messages and two means by
which we receive them. To send messages,v we speak and write; these mességes are
accompanied by nonverbal symbols. To receive message, we read or listen.

32. Good business communications use concise words. Concise means brief, to the
point, or short. Concise words, however, are comprehensive; they carry the writer’s full
meaning.

33. Meetings are an important method of exchanging information in any business
setting. There are boarding meetings, conferences, training sessions, and staff meeting, A
meeting may consist of a supervisor and one employee, a group of colleagues, or employees
and their vendors or clients.

34. Complete business messages often include five Ws. who, what, where, when and
why. Many business messages require several paragraphs to cover the five Ws. Adjust the
message for your receiver. In some cases, the receiver may not need all five pieces of

information.
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V. WRITING (40 %)
35. According to the given facts, format a business envelope. (10 43
The sender; _
Mr. Ai Zhiguo, Managing Director of Overseas Trading Co.‘ Ltd.‘
2345 Xizang Road, Shanghai China 200010
Tel: (020) 2000000
Fax: (020) 2000001

The receiver;

Mr, Lynn Mackintosh, Sales & Ma'rketing‘ Division of Precise Instruments, Inc.

202 37" street, New York, NY, U.S. A 10018

36. Write a correctly laid out memo according to the following situation, (10 4})

Mr. Don Howard, Service Manager of Far Eastern Air Transfer Co. , plans to send a
memo to his assistant, Ms. Linda Richards, informing her to purchase a new air-
conditioning system for the freight storehouse. Mr. Howard will offer Ms. Richards three
companies who sell air-conditioning systems: Yang Fat Air Condition Co. (Tel: 65 545
5634), Tramin (Tel: 65 552 6221) and Mega Air Conditioning (Tel: 65 612 9097). Mr.
Howard would like Ms. Richards to compare their prices, quality and service, Suppose you
were Mr. Don Howard, write a traditional memo for him, covering the above-mentioned
information.

37. Write a letter according to the situation below, using the block format and open
punctuation. (20 43)

Mr. Charles Martin is an information officer of Psion Travel, 105 Gloucester Road,
Hong Kong. His company specializes in student exchanges between Europe and Hong Kong,
Mr. Martin plans to send a letter to Hong Kong Convention and Exhibition Cénter,
Timberland Road, Hong Kong, to ask for 200 copies of the summer calendar of forthcoming
cultural and educational events. He thinks the brochures would be very useful in helping him

to arrange evening activities for the students. Suppose you were Mr. Charles Martin. Write

this letter for him.
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I. MULTIPLE CHOICE (10 /M& ,&/ME 1 5,35 10 &)
Choose the letter indicating the best choice to complete each sentence or answer each question,
1.C 2.B 3.D 4. A 5.D
6. A 7.B 8.C ‘ 9.A 10.B
. TRUE/FALSE (10 /MG, 8/MVE 15,35 105)
Write a T in the space provided if the statement is true, Write an F in the space if the statement
is false. Your judgment should be based on your understanding of the course book.
11.F 12.F 13.T 14.F 15. T
16. T 17.T 18. T 19.F 20.F
. READING COMPREHENSION (10 /M&E, #/M& 2 4,3k 20 43)
Read the following two passages and answer the questions,
Passage One
21.C 22.A 23.B 24.A 25.B
Passage Two
26. A 27.A 28.B 29.B 30.C
V. TRANSLATION (4 B4&x ,H8 54,3t 20 &)
Translate the following passages into Chinese,
31, RIIALZHARBHERH R, BIRBRBANRER. &fﬂiﬁﬂiﬁﬁ'—%ﬁﬁi
A X ERASHA—REFTEFS. RIELEMITEGRE.
32, FHHEEHE EERAMEORIE. MENERAR .. B2, AENRE

LRAEEREMN FEETHENLBERE.
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V. WRITING (40 %)

35. According to the given facts, format a business envelope. (10 4})

Sample;

Ai Zhiguo

Managing Director

Overseas Trading Co. Ltd.

2345 Xizang Road

Shanghai 200010

China Mr. Lynn Mackintosh
Sales & Marketing Division
Precise Instruments, Inc.
202 37" street
New York, NY 10018
U.S. A

SR
.64
AE:4 5
36. Write a correctly laid out memo according to the following situation. (10 M)
Sample;
TO: Ms, Linda Richards, Assistant Service Ménager
FROM: Mr. Don Howard, Service Manager
DATE: 18 April, 2006
SUBJECT: New air-conditioning system for the freight storehouse

We plan to purchase a new air-conditioning system for the freight storehouse. You are
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responsible for this matter. There are three companies who sell air-conditioning systems,

which are:
Yang Fat Air Condition Co. (Tel: 65 545 5634)
Tramin (Tel: 65 552 6221) .
Mega Air Conditioning_ (Tel: 65 612 9097)

Please compare their prices, quality and service. 1’d like to be informed by Saturday.
R
¥ IRE 3 5
HZ.5 4 (HE. 48
BHERHE 24
37. Write a letter according to the situation below, using the block format and open
punctuation. (20 4})
Sample:
Psion Travel
105 Gloucester Road
" Hong Kong
January 18, 2006

Hong Kong Convention and Exhibition Center .
Timberland Road
Hong Kong

Dear Sir or Madam: ‘
Forthcoming cultural and educational events

Could you please send me 200 copies of your summer calendar of forthcoming cultural
and educational events? |

This company specializes in student exchanges between Europe and Hoﬁg Kong; One of
my responsibilities is to arrange interesting activities for the students. Your brochures would
be very useful in helping me to do this.

Yours faithfully
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For Psion Travel

Charles Martin - . PR
Information Offiéer ‘
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