BUSINESS ENGLISH COMMUNICATION

CURRENT TEST (25 minutes)
Option 1
I. Match the names of reply letters on the left with their definitions on the right. (1 point for every correct answer→ 8 x 1 = 8)
	A Follow-Up Letter
	IT should not only increase the interest in your company, but also inspire the inquirer to action. It should begin by thanking the reader, acknowledging the interest in our company and end by offering further assistance — but only if we actually want additional inquiries from this person.

	A Stopgap Letter
	IT is written to explain what our enclosed check is for. It should contain any information regarding our order that is needed for the proper crediting of our account, including our account number, the invoice number, and the amount of the check.  

	A Refusal
	IT welcomes the new customer and encourages further business. 

	A Letter of Referral
	When a thorough response to an incoming letter must be delayed, receipt of the letter must be acknowledged. IT lets our customer know that the inquiry will not be ignored and that it will be responded to as soon as possible.

	An Order Acknowledgment
	When saying no, we should never actually use the word no. Our letter should be as positive as we can make it. IT should be stated once and briefly. The rest of the letter should be reader-oriented and very friendly.

	An Inquiry Reply
	IT is sent to establish a written record of the transaction after a decision or agreement has been made, either at a meeting or in conversation.

	An Acknowledgment
	IT acknowledges receipt of the inquiry and explains why and to whom it is being referred.

	A Remittance
	IT should be written when we receive merchandise, material, money, or information. It is a courtesy, letting our reader know that his or her communication has reached its destination. It can also serve as a thank-you note.


II. Choose the correct answer. (1 point for every correct answer → 10 x 1 = 10)
1. A reply should NOT be:

a) specific 

b) complete 

c) delayed
d) prompt
2. Any order acknowledgment should NOT contain:

a) the date of the order

b) the order or invoice number

c) the reason for the method of shipment

d) the method of payment
3. Any order acknowledgment should NOT contain:

a) the description of the order

b) the order or invoice number

c) the date and method of shipment

d) the method of payment
4. Letters of congratulations must NOT:

a) be sincere 

b) be enthusiastic

c) may be short

d) be formal

5. Letters of congratulations should NEVER:

a) begin with the expression of congratulations

b) mention the reason for the congratulations 

c) have a personal or informal comment

d) say “Good luck”

6. A general invitation must NOT…
a) Invite the reader to the gathering.

b) Apologize for not attending.

c) Give the date, time, and place of the gathering.

d) Offer a reason for the gathering.
7. Public relations letters are NOT:

a) social business letters, such as honest description of the sale merchandise

b) letters, similar to advertising, such as announcements of openings or changes in store facilities or policies 

c) letters, which are simply friendly gestures

d) social business letters, such as invitations, thank-you notes, and letters of congratulations

8. A formal invitation Please let us know if you plan to attend has the abbreviation…

a)  L.K.P.A.

b)  P.L.K.A.

c)  R.S.V.R.

d)  R.I.V.R.

9. A direct mail letter must…

a) provide a thorough physical description of the product by including several pictures from different angles

b) send a paid check

c) convince the reader of the product’s quality and value

d) facilitate action by clear directions for ordering plus a reply card, a postage-paid envelope, and a “send-no-money-now” appeal or the offer of a premium.

10. A letter, which is written for inviting complaints, is called... 

a) a sales letter

b) a sales promotion letter

c) a message of condolence

d) a public relation letter

III. (2 points for every correct answer → 26 x 2 = 52)
	Type in the Business English word, which names the corresponding punctuation style.

	TASK
	ANSWER

	the punctuation style where no punctuation is used, except in the body
	

	Type in the Business English word, which names the corresponding INTERNAL DOCUMENT in an organization.

	a memo accompanying document, telling why it’s being forwarded to the receiver; the purpose – to inform, persuade reader to read document; 
	

	a persuasive memo arguing that another approach is better for a specific situation than the standard approach; its objective – to persuade reader to make changes;
	

	Type in the Business English word, which names the corresponding EXTERNAL DOCUMENT in an organization.

	a letter giving price for a specific product, fabrication, or service; the aim – to inform reader;
	

	report filed with the Securities and Exchange Commission detailing financial information; its purpose – to inform reader;
	

	Type in the Business English word, which names the corresponding INTERNATIONAL DOCUMENT in an organization.

	a letter conveying the ownership of goods under the contract provisions – price, shipment, requirements of country of entry (all spelled out in the letter);
	

	a letter about our company and our products, which we submit to the foreign trade group or ministry in the country where we hope to do business;
	

	Type in the name of the corresponding part of a business letter.

	the date on which the letter is being prepared
	

	use of an individual’s name whenever it is known, preceded by the word Dear
	

	a polite, formal way to end a letter; standard forms are Yours truly or Truly yours, Sincerely yours, Respectfully yours 
	

	Signer’s initials in capitals followed by a slash or colon followed by the lowercase initials of the person preparing the letter; this item serves as a reminder of who prepared the letter
	

	Type in the Business English word meaning …

	enough to satisfy
	

	a quantity of paper, usually 500 sheets
	

	work appropriate for or accessible to one who is inexperienced in a field
	

	the practice of changing jobs frequently, especially as a means of quick financial gain or career advancement
	

	a state of being concluded
	

	to move to action
	

	a message 
	

	an insight, understanding
	

	to make easier
	

	a  direct, forceful, and insistent method of advertising or/and selling; high-pressure salesmanship
	

	a delicate difference
	

	an advancement in position
	

	recognition of someone’s or something’s value
	

	sympathy 
	

	generous treatment of guests
	


Total score is 70 points
5 = 70 – 63

4 = 62 – 53

3 = 52 – 42

