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I/ MULTIPLE CHOICE: (4 marks)
Choose the most suitable answer for each question:
This is an email exchange. Fill in each space with the most suitable word: Questions 1 through 5: 
Dear XXX
I’m writing to (1)__________our second meeting to finalize the terms and conditions of the(2)__________. I can suggest (3) __________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 (4)_________by tomorrow morning which date is most convenient (5)___________you. I need to reserve the conference room by noon.
Many thanks
Regards
YYYY
1. A. arrange		B. bring 			C. make		D. have		
2. A. interview		B. contract			C. test			D. contact
3. A. four 		B. five				C. two			D. three
4. A. to know		B. know			C. knew		D. known
5. A. on 			B. about 			C. for 			D. in 			 
6. 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 
7. 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
8. 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
9. 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
10. 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
11. 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 
12. Find the part of the domain for someone who is writing from Austria.
A. .at			B. . au				C. .ca 			D. .ch
13. 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
14. 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
15. Find the part of the domain for someone who works for a non-profit organization.
A. net			B. .es				C. .org			D. .au 
16. 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.
17. Where can you find old emails you have sent?
A. In the attachment		B. In ‘contacts’	C. In the inbox	D. In ‘sent items’
18. Where can you find emails you have received?
 A. In the attachment	B. In ‘contacts’	C. In the inbox	D. In ‘sent items’
19. 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.
20. 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.
II/ This is an unscrambled email. Read the sentences and put them in order to make a good email of response. (2marks)
Hi Teresa
A. 1. Nice to hear from you.
B.  Otherwise, you could have a look at the following website address which has a lot of good hotels & B&Bs.
C.   I’m sending you a map of Bern as an attachment so you can see where the hotels are.
D. The Hotel Bern is very central, but a bit expensive.
E.  Call me when you arrive so we can arrange to meet. 
F.  It’s OK if your company‘s paying!
G.  Bye for now
H.  How about meeting for dinner instead of just a drink?
I. The address is: www.berncityscope.ch/accommodation.htm.
J.  Looking forward to seeing you.
Johannes
Answer: 1A, 2______, 3______, 4______, 5______, 6____, 7______, 8_____, 9____, 10G
 (
Email John with update (check with Alice to make sure he’s back from holiday) YES!
Still no answer from Izumi about the Appleton account.
Gantor
-Brooks account has been approved 
Meeting with me, Paul, and Izumi next week (
Thursday  9am
) if he has time?
ì
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