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I. Choose the best answer to complete the sentence or answer the question.(60%)
1."Calm down. You have tothink "

(A) happy (B) logic (C) logically

2.That __ agreement is a written legal contract between him and his company.
(A) confident (B) confidentiality (C) confirm

3. They are afraid of making __ damage to the public.
(A) quick (B) positive (C) permanent

4. marks are essential when you are writing.
(A) Pronunciation (B) Punctuation (C) Production

5. They need absolute ____ about the definition of an emergency.
(A) courtesy (B) clarify (C) clarity

6. By 1998, as the budget began to blowout, the figure was __ upwards to 23%.
(A) revised (B)revisited (C) returned

7.1am ___ for hurting her feelings.
(A) regretful (B) peaceful (C) regardful

8. Why does he have to wrap itallupinsuch __ language?

(A) compliant (B) complicacy (C) complicated

9.Canwetalk  ?

(A) privately (B) private (C) privacy

10. Thisisa ______ fish soup in our town.
(A) traditional (B) tradition (C) particular
11. What does CERTIFIED MAIL mean?
(A) Itis personal. (B) It is officially recorded. (C) It is fast.
12. Please don't write anything onthe ___ of the paper.
(A) marginal (B) margin (C) marching
13. Amy ___ the envelope for him.
(A) stamped (B) painted (C) write
14. He is studying a very difficult ___ matter at school.
(A) inject (B) object (C) subject
15. Behind the mask of | I know he really dislikes me.
(A) friendly (B) friendliness (C) unfriendly
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II.True or False Questions.(40%)

1.____ Abusiness letter allows the writer and reader to communicate immediately.
__ Abusiness letter gives the writter time for reflection and opportunity to state things.
__ Abusiness letter can be read an unlimited number of times.

___The indented style is regarded as traditional as well as classic by many companies.
__ Full block style is very easy to follow.

Complimentary close means a happy opening in a business letter.
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A good business letter should convey the purpose of writing clearly.

Enclosure in a business letters suggests that an extra document is inside the envelope.
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When writing an envelope, the sender's address should be placed in the center of the envelope.
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