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I/ MULTIPLE CHOICE: (4 marks)
Choose the most suitable answer for each question:
1. Where can you find old emails you have sent?
A. In the attachment		B. In ‘contacts’		C. In the inbox		D. In ‘sent items’
2. Where can you find emails you have received?
 A. In the attachment		B. In ‘contacts’		C. In the inbox		D. In ‘sent items’
3. Where can you send an email you have received to a third person?
A. With the ‘forward’ command	B. In ‘contacts’	C. In ‘drafts’		D. In the subject line.
4. 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.
5. 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.
6. Where can you see what a message is about?		
A. In ‘contacts’			B. In ‘drafts’		C. In the subject line	D. In the outbox
7. Where can you show that an email is important and should be read immediately?
A. With the ‘high priority’ command.	B. In ‘sent items’	C. In ‘contacts’	D. In the attachment
8. Where can you a document which has been sent with an email?
A.  In the attachment		B. In ‘contacts’		C. In the inbox		D. In ‘sent items’
You show emotion in an email. Match the best emoticon to the correct meaning or description.
9. I’m angry or shocked (shouting face)
A/  :-) 				B/ :-( 			C/ :-O			D/ :-| 
10. I’ve just made a sweet remark (face like an angel)
A/ ;-)				B/ :->			C/ :-)			D/ O:-)
11. I’m happy (smiley face)
A/ :-) 				B/ :-( 			C/ :->			D/ :-| 
12. Sarcastic comment – more powerful than ;-)
A/ :-I 				B/ O:-)			C/ :-O			D/ :->
Complete the email below with the most suitable words or phrases.
Dear Mr Smith
I am writing to (13)___________ about your range of less exclusive products.
Our company has diversified recently and, in addition to the professional equipment we have previously purchased, we now (14)___________ products for the hobby golfer.
Could we (15)____________ a meeting to see one of your sales reps who can (16)___________ us about your products? The week of 19 August would be (17)___________ for us.
As I will be out of the office from 2 to 6 August, please (18)___________ my assistant, Sylvie Jouet, directly.
Best regards
Simon Pilgrim
13. A. want			B. need				C. enquire		D. help
14. A. require		B. help				C. want			D. buy
15. A. arrange		B. arranging			C. arranged		D. arrangement
16. A. information		B. inform			C. informative		D. informal
17. A. convenience		B. inconvenience		C. inconvenient		D. convenient 
18. A. look 			B. look at			C. contact		D. contact with
19. Turn the phrase or word into its abbreviation: – in other words  _________
A. ie			B. ei				C. ia			D. ai
20. Write out the full meaning of the abbreviation: w/e  _______________
A. Between		B. wishes			C. weekend		D. Best wishes
II/ REWRITE AN EMAIL:( 3 marks)
Read the sentences and put them in order to make a good email of enquiry. And then rewrite them.
a. Dear James
b. To: James Baker
c. Thank you for your help.
d. I’m the sales rep for Bigtop electric drills and saws.
e. Regards
f. Jane Miller gave me your name.
g. I am going to a trade fair in the Czech Republic next week and 
h. I would like to order the English version of the after-sales service brochure.
i. Could you please send me 1000 copies by Friday?
j. Subject: after-sales service brochures/ English
k. I would appreciate a reply asap.
l. Adam Smith
 (
Can you ask that guy Brian who you met at the last international trade fair if he can send us some info about their new product? It would be great if he could give us a demo too!
Thanks! Kirsten
)III/ WRITE AN EMAIL: (3 marks): You receive the information below. Write an email to Brian, but remember, you’ve only met him once at a trade fair and exchanged business cards.
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