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Choose the thing that Michael should do after he
receives the second email.

Diear MhMichael,
I am interested in the following model:

Model: MC-100

Quantity: 3,200 pieces
Terms: CIF Mew York
Can you please guote a price? If a volume discount is

available, please indicate that. I would appreciate if vou

also let us know the delivery time and payment terms.
I look forward to hearing from wvou soon.

Young Fam

Dear Michael,

Thanks for yvour email, but I can't find the attached file.
Could vou paste the document onto e—mail and re—send

it, pleas=?

Young Fim

@ Michael should send the attachment again via email.
@ Michael should send the products which Kim orders.

® Michael should resend the attachment via express

mail.

@ Michael did his best so he doesn't have to do
anything more.

42. Choose one which is the most appropriate department
name for the blank.
Cur 15 an exciting place to work
Our emplovees search for products in many different
countries.
(D Sales Department
(@ Advertising Department
@ Purchasing Department
@ Public Relations Department
43. Which English sentence is grammatically LEAST correct?

44.

S XX

@ 0 2H0l oA &5 =XE
you follow up on this matter?

@ g % U= & we| gHo FAH 2ALGH
would appreciate a reply at your earliest
convenience.
S$&E2 otele

off Al

F=Ag2 B =M. Please reply to
following address.

@ S =xoll AN 2AGHASLICE.
would appreciate.

Your cooperation

Which of the followings are most appropriate for the
blanks?

S LID? Would

AWSLITH We

the

We received
failed to
Please

dissatisfaction with our product.

o
WL

the @ shipment, which we
the reguirements of vow company.
our deep (&) for vour
We have today

for USF20,000

meet
accept

money to vow @)

the amount vou have paid us for the shipment

@ @ returned, ® apologize, © remitted, @ bank
® @ returned, ® apology, © remitted, @ account
@ @ refunded, ® apology, © returned, @ bank

@ @ refunded, ® apologize, © returned, @ account

45. What kind of letter is this?

[

0y

Jy

Ol
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Dear Mr. Hevin Lui On behalf of the management and staff of St Joseph's

Reliet Services, we want to espress our deepest
for vowr hard work duing owr recent
fund-raising activities. Your untiring energy and labor

I'm wniting to apply for the position of seeretary as
advertised in the May edition of Business Monthly.

I am a fullytrained secretary with a diploma in made this fund-raising dnve the most successful one

Secretarial Administration and I have 6 month Internship since our foundation began six years ago. Thank you
expenience. 1 cwrently study at Hankook Unmversity in very much!
Seoul, Horea.
@ apology @® appreciation
I feel I am qualified for the job. I have an experience @ invitation @ congratulations
worldng at a law firm as a secretary. I have excellent
computer skills and good commumication. 48. What is the main purpose of the email?

I lock forward to hearing from vou scon. N : . % o
We are happyv to enclose owr trial order No. Sid-8825,

for 320 Burda Ladies' Car Coats, size medium, navy
blue color: at USDS8.76 per coat, subject to six percent

Sincerely vours,

Jisoo Park quantity discount. Flease sign the duplicate of the
@ Announcement Letter @ Cover Letter e:lfloaeidorder fom and refum it to us as your
. . . acknowiedgement.
@ Public Relations Letter @ Requirement Letter

@ to place an order

. . . 0
46. What is the main purpose of this letter? @ to take an order

@ to calculate the sum of payment

@ to sell the products

_ SENGES . 49. Below is the address of the receiver in the envelope.
INTEROFFICE MEMORANDUM Put them in a CORRECT order.
Pt i i , @ Mr. Jay Brown
To:  Lottie G. Wolfe, Vice President President
From: Hugh C. Garfunkle ICU Corporation
Date: April 16, 2017 53 Independence Street

Denver, SU 33487

@ Denver, SU 33487

This note will confirm that the Public Affairs Meeting 53 Independence Street

will be held on Monday, April 30, at 9 am mn the ICU Corporation
Purchasing Conference Room. Agenda is as follows: President
Mr. Jay Brown
(1) New-Product Publicity ® ICU Corporation
(2) Chamber of Commmerce Awards Ceremony President

; ) Mr. Jay Brown
(] ' i " | o
(3) Corporate Challenge Marathon Denver, SU 33487

53 Independence Street
President
Mr. Jay Brown

Denver, SU 33487
53 Independence Street

Flease notify Ms. Magoie Young if vou cannot attend. @

@ In order to understand the number of attendees

@ In order to let all the members know the meeting ICU Corporation
agenda
@ In order to invite guests to the meeting 50. Which is LEAST correct?

@ In order to inform the vice president of the public
affairs meeting

47. Fill in the blank with the BEST word.

[
o
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Dear John Smith,

Thank wvou for your letter of Aprl 7 reguesting
mformation about Ms. Anne Flein's enployment with
our organization. We prefer not to comment on the
employment of Ms. Klein with our company during the
period (September 2017 until January 2018) she worleed
here as a typist in the secretarial pool.

Sincerely,

Jale Baxter

@ John asked the information on Ms. Anne Klein.

@ Ms. Klein worked as a typist in Jake's company.
@ Jake refuses to give any comment about Ms. Klein.
@ Jake is a credit manager.

51. Which of the followings is correct in order?

I Unfortunately, we have not vet received the filing
cabinets which were a part of this order. We would
be grateful if you could deliver these as soon as
possible or refund our meney.

& Thank yvou for yvour letter of April 24,

& [ am writing in connection with vour letter conceming
the above order for some office furniture.

& We look forward to hearing from you,

LOL-20-0-®@ O-0-0-
®-0-®-@ BO-0-0-0

52. Which of the following is the least appropriate
expression for the blank?

A @ Let's start the weekly report meeting. We were
expecting 8 participants today, but I see only 7.
B : Mr. Park couldn't be with us today because he had
a personal emergency to take care of.
: I see. Let's start the meeting then.

: Yes, go ahead.

(® Can | suggest something, please?
@ May | add something?

@ Can | say something?

@ Do you have anything to add?

53. Choose the MOST appropriate expression.

A (aEl2 [ 2S00 AHE bSTEhEY
B : (b)H. ZHIaH E2IZ&LICH

@ (a) Is Internet available at the meeting? (b) Yes, Il
have it ready.

@ (a) Is Internet useful at the meeting? (b) Yes, I'll

make it to ready.

® (a) Will Internet use at the meeting? (b) Yes, I'll get
it being ready.

@ (a) Is Internet used for the meeting? (b) Yes, I'll
have it to ready.

54. What is the main topic of the following conversation?

A Excuse me. Where do I have to transfer to get to
the Chicago Museum of Arts?

B ! You have to get off at Central Station and transfer
to Line MNumber 3.

A @ Thank vou for vour help.

B : You're welcome.

1 Renting a car @ Invitation to a museum
@® Taking public transport @ Check in

55. Which of the following is the most appropriate
expression for the blank?

A Excuse me. I'm here to see Mr. Scott, the marketing
director of this company.
: Flease, walt a minute,
Are vou Mr. Eyle from Eeorenal Company™?
> Yes, [ am
: Nice to meet vou, Mr. Kzle.
We've been expecting you.
Would you come this way, please?
: Thank you.

85}

e

.

® Could you help me?

@ I'll show you the way.

® Would you like something to drink?
@ I'll get it for you.

56. Choose one pair of dialogue which does not match
correctly each other.

@ A : Thank you for coming all the way from New
York. B : You're welcome. We're looking forward to
working with you.

@ A : I'm sorry to keep you waiting.The traffic was
terrible. B : That's okay. | just got here.

® A : It is right on the main street, so it was easy to
find. B : I'm glad to hear that.

@ A : Why don’t we have a drink after the meeting? B
. | really enjoyed talking with you.

57. What are the BEST expressions for (a) and (b)?

Secretary © Mr. Kim, Mr. Eobinson is here.
Mr. Kim : (a)gleg A4

Secretary ¢ Certainly, Mr. Kim

ito Mr. Robinson)

Secretary ¢ (b)E217H 2, Mr. Robinson.

@ (a) Take him out. (b) Please go ahead.

b

|
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@ (a) Bring him out. (b) Please go on.
61. 2 <I|s0l LSt 48o=2 IJIIE X A2 A=

® (a) Send him in. (b) Please go right in.
@ (a) Force him in. (b) Please go by.

58. According to the following conversation, which is most

appropriate for the blank?

T

: Good moming., General Manager's office.
May I help you?
: May I speak to Mr. Tavlor?
: May I ask who is calling, please?
: This iz Jimmy Kim of Samsung Hlectronics.
: Mr. Kim, would you please hold on while I see if
he's available?
M Tadar, M Fim of Sanmung Flectromies is
Will you take his call?

C I Yas, T will

= mo o

@ on the phone @ on another line

@ out there @ taking a call

59. Fill in the blanks with the best word(s).

Secretary © I'd like to reserve a plane ticket to Milan
cn Feb, 3.

A : On Feb.3, there's a flight at 4 pm

Secretary © Isn't there any earlier flight?

A , SIr.

Secretary : Then Tl take it.

@ starting - I'm not afraid
® leaving — I'm afraid not
@ arriving — I'm afraid not
@ going — I'm not afraid

60. According to the following flight details of Mr. M. Y.
Lee, which is true?

Flight Departure Arrival Seat |Status
KENB2 Eﬂ;;}q gg:gﬂg‘”k”{“m Prestige |OK
DL1529 E‘:fﬁ:\:% i’;_lj':fgriﬁq Frestige |OK
KENs2 ir::;a:elg; ::{i_g,_&‘- Eicifclw Frestige |COK

@ Mr. Lee leaves Seoul for New York on KE062 on

January 12.
@ Mr. Lee Arrives in Seoul on January 20.
@ Mr. Lee flies to New York on business class.

@ Mr. Lee arrives at the John F. Kennedy Airport on

January 13.

| I R
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