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1. You can use a lot of acronyms and abbreviations in your emails. You write this at the end of your email.
A. UC			B. CU				C. AC			D. CA
2. You can use a lot of acronyms and abbreviations in your emails. You see this on websites to give more information on the typical things people ask about.
A. FAQ		B. AFQ			C. QAF		D. QFA
3. Find the part of the domain for someone who works for a company which is probably in the US.
A. .co.uk		B. .com			C. .at			D. .gov
4. Find the part of the domain for someone who works for a German division of a computer hardware company.
A. ibm.de		B. .ca				C..ch			D. .ac.uk
5. You can use a lot of acronyms and abbreviations in your emails. You write this to someone who has helped you. 
A. Ths			B. Thx			C. Thank		D. Thk
6. You can use a lot of acronyms and abbreviations in your emails. You write this to someone who is going to help you.
A. Thb		B. Thsm			C. Tia			D. tsm
7. You can use a lot of acronyms and abbreviations in your emails. This is used in the subject line and in the body of an email and means ‘about’.
A. AB			B. Sl				C. Rf			D. Re 
8. Where can you put emails you are working on but are not yet ready to send? 
A. In the outbox		B. In ‘contacts’	C. In ‘drafts’		D. In the subject line
9. Where can you find email addresses and other personal data?
A. In the inbox		B. In ‘contacts’ 	C. In the subject line		D. In the attachment.
10. Where can you find old emails you have sent?
A. In the attachment		B. In ‘contacts’	C. In the inbox	D. In ‘sent items’
11. Where can you find emails you have received?
 A. In the attachment	B. In ‘contacts’	C. In the inbox	D. In ‘sent items’
12. Find the part of the domain for someone who works for a non-profit organization.
A. net			B. .es				C. .org			D. .au 
13. Find the part of the domain for someone who works for a company in England.
A. .ch			B. .com			C. . au.uk		D. .co.uk 
14. Find the part of the domain for someone who is writing from Austria.
A. .at			B. . au				C. .ca 			D. .ch
15. Where can you send an email you have received to a third person?
A.  In ‘contacts’	B. In ‘drafts’	C. With the ‘forward’ command   D. In the subject line.
This is an email exchange. Fill in each space with the most suitable word. 
Dear XXX
I’m writing to (16)__________our second meeting to finalize the terms and conditions of the(17)__________. I can suggest (18) __________possible times next week: Monday, 13 March at 2 pm, Thursday, 16 March at any time, or any time Friday morning. I think we will need about 2 hours to cover everything. Please let me (19)_________by tomorrow morning which date is most convenient (20)___________you. I need to reserve the conference room by noon.
Many thanks
Regards
YYYY
16. A. arrange		B. bring			C. make		D. have
17. A. test			B. contact 			C. interview		D. contract	
18. A. five			B.four				C. three 		D. two
19. A. to know		B. know			C. knew		D. known
20. A. for 			B. on 				C. about 		D. in
See how much you have learned about writing emails in English. Read the clues to choose the best answer.
21. Electronic junk mail.
A. spam		B. gabage			C. litter		D. waste
22. To give someone the most recent information: Just writing to _______ you on the changes.
A. make 		B. update			C. do			D. take
23. You do this when you send an email you’ve received to a third person.
A. regards	B. regarding			C. upward		D. forward 
24. A word meaning ‘the latest date to finish something, like a report’.
A. long date	B. short date			C. deadline		D. expiry
25. To make clear: I’m writing to …… the terms of the agreement.
A. clean		B. clarification		C. clarified		D. clarify 
26. [bookmark: _GoBack]An abbreviated expression for as fast as you can.
A. afs		B. afsyc			C. asap		D. asa
27. You do this when you want to remove a message from your inbox.
A. clear		B. clean		C. delete			D. remove
28. Complete the phrase: Sorry I can’t ________ Thursday. How about Monday?
A. make	 	B. do 			C. take 			D. have
29. The eleventh character in this email address: info@trans-com.at
A. dot		B. dash		C. slash			D. at
30. The fifteenth character in this email address: info@trans-com.at
A. dot		B. dash		C. slash			D. at
31. A way to start an email: _________ a quick note to say hi.
A. Just 		B. Only		C. Mere			D. Recent
32. Another word for answer: Looking forward to your_________.
A. reply		B. replying		C. email			D. letter
33. To make contact: This is to _______ base before the conference.
A. touch		B. make			C. notice		D. take
34. Anagram: MRINOCF (to say something is true)
A. RONMICF	B. ROMNCIF	C. CONFIRM		D. CONFRIM 
35. Another word for happy: We would be ________ if you could send us ….
A. OK		B. lucky		C. grateful			D. excited
Read the colloquial language, then match it with its standard language
36. To send something by snail mail
A. to give somebody information	B. to send something by post
C. to look at something in detail	D. to postpone something
Read the following sentences and choose the correct prepositions.
37. The conference begin ______ Monday ______ the afternoon.
A. on / in		B. in/on	C. on/on		D. in/in
38. Could you pick me up _______ 5 o’clock.
A. in			B. on 		C. at			D. with
39. The report must be finished _________ Tuesday.
A. in 			B. by		C. at			D. for
40. To check something out
A. to give somebody information	B. to send something by post
C. to look at something in detail	D. to postpone something
41. To touch base with somebody
A. To send somebody by post	B. to try to find something that is missing
C. to postpone something		D. to get in contact with somebody
42. To give somebody the low-down
A. to give somebody information	B. to send something by post
C. to look at something in detail	D. to postpone something
43. To put something on hold
A. To send somebody by post	B. to try to find something that is missing
C. to postpone something		D. to get in contact with somebody
44. _______ the moment I’m very busy but I’ll be able to finish the report ______ next week.
A. On/ by			B. In/until	C. At/on		D. At/ by  
45. If I haven’t heard from you ______ the weekend, I’ll call you ______ Saturday.
A. by/in			B. in/on	C. at/ at		D. by/on
46. Joanne, I’m still waiting ________ a reply.
A. for			B. on		C. in			D. at
47. Please confirm the new date by Monday as I’ll be ______ of the office all day Tuesday.
A. in 			B. on		C. out			D. at
48. All holidays must be taken _______ June.
A. in			B. at 		C. on 			D. under
49. The company was founded _________ 2001.
A. by			B. in		C. on 			D. at
50. I’ll be at a client’s ________ the end of the week.
A. in			B. at		C. on			D. after

_______Hết_______
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