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1. Match (24%)
( ) specification
() complimentary close
() signature
() enclosure
() per pro
() subject
() salutation
() attachment
9. Please put the following items
() London ( )UK (

() Sales Representative (

3. Essay(f§ %4 #2)(35%)

) Rising star Co. Ltd. (

# P # 3
5| H
A . EME (&) |#21H

B3R, A

a. 13 B 1% 3%

b. A

c. ¥ §

d. FfF3EL

e. X & F1E A H
f. B Hotd %

g, M

h. %4

in order by marking 1 to 7 (21%)

) Mr. Michael King () Sales Department

) 231, Warwick Rd.

(a) What are the five tips for presentation skills?(15%)

(b) Please put the following steps of meeting process in order by marking lto 7 (20%)

( ) making decisions  (

() opening a meeting ( ) any other business (

) closing a meeting ( ) discussions  ( ) break

) matters arising
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