BUSINESS ENGLISH COMMUNICATION

CURRENT TEST (25 minutes)
Option 2
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)
	An Acknowledgment
	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.

	A Remittance
	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 Letter of Referral
	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.

	A Follow-Up Letter
	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
	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.

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

	A Stopgap Letter
	IT is frequently made by telephone, but a form letter or postcard also effectively transmits clear, correct, and complete information, particularly when the type of business requires large numbers of confirmations.

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


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

a) delayed
b) complete 

c) helpful 
d) sales oriented 
2. Any order acknowledgment should NOT contain:

a) the date of the order

b) the reason for the order
c) the date and method of shipment

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

a) be formal
b) be enthusiastic

c) be short

d) have personal remarks or references
4. Letters of congratulations must NOT:

a) be sincere 

b) be formal

c) be short

d) have personal remarks or references
5. Letters of congratulations should NEVER:

a) begin with the expression of congratulations

b) say “Good luck” 

c) have a personal or informal comment

d) end with an expression of goodwill

6. A good social business letter is NOT… 

a) sincere

b) simple and brief

c) intimate

d) timely

7. Sales letters do NOT…

a) promise benefits

b) employ evocative language
c) demonstrate the writer’s knowledge of both product and customer

d) illustrate the advertising principles known as AIDA

8. A direct mail letter must…

a) include a “hard sell” 

b) grab the reader’s attention with its physical appearance

c) send a paid check

d) develop the reader’s interest through appealing headlines

9. A retail sales letter must NOT contain:

a) the advertisement of the product

b) the reason for the sale (a seasonal clearance, holiday, special purchase)
c) the dates on which the sale will take place
d) an honest description of the sale merchandise 

10. A sales promotion letter does NOT...

a) solicit interest rather than an immediate sale 

b) encourage inquiries rather than orders 

c) inform about payment status 

d) describe the product without any detail 

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 the salutation is followed by a colon; the complimentary closing is followed by a comma
	

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

	a report summarizing profitability, productivity, and problems during period. It is used to plan activity for next month or quarter;
	

	an evaluation of an employee’s performance, with recommended areas for improvement or recommendation for promotion; the aim is to inform and persuade employee to improve;
	

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

	a letter granting or denying customer request to be given credit for defective goods. Its objective is to inform reader;
	

	a report to stockholders summarizing financial information for year; the objective is to inform, persuade stockholders to retain stock, others to buy; build goodwill (company is a good corporate citizen);
	

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

	a letter specifying the amount and terms of payment, which will be made when a service is completed;
	

	a document specifying what an advertising agency in another country will do to advertise our product, how and how much we’ll pay, what rights we have to approve or control the advertising plan, and what kinds of reports we’ll get;
	

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

	the address of our reader
	

	often omitted, but courteous to include it; identifies the content of our message, so our reader may decide whether the letter requires immediate attention; should be underlined or typed in capitals
	

	should be used when the signer of the letter is writing as a spokesperson for the company, not as an individual 
	

	the word enclosure, followed by a list of the enclosed items, a practical courtesy to prevent our reader from discarding important matter with the envelope
	

	Type in the Business English word meaning …

	in agreement, harmonious
	

	a duplicate copy
	

	space between points of experience
	

	a list with heavy dot ( · ) used to highlight a particular passage
	

	a reduction from the regular price
	

	possible
	

	to reveal or disclose 
	

	extra, more than necessary 
	

	a unique style
	

	a clever device or trick
	

	a trade of customers
	

	an extent, range
	

	clumsiness, gracelessness
	

	printed with raised lettering
	

	genuineness, honesty
	


Total score is 70 points

5 = 70 – 63

4 = 62 – 53

3 = 52 – 42

