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Which pair is NOT proper?

® &= AFZE - in—tray

@ SE 20| - sharpener

@ A35D| - fire end

@ (BIAFHOl E01=) BXIXl - letterhead paper

Choose the one which does NOT correctly explain the
abbreviations.

@ MOU: Merging of United

@ IT: Information Technology
® CV: Curriculum Vitae

@ M&A: Merger and Acquisition

Choose the sentence which does NOT have a
grammatical error.

(@ First, let me congratulate you the rapid growth of
your operation.

@ I'm pleased to learn of the succession you have
been.

® He will be scheduled an appointment with you within
a few day.

@ | would like to arrange an appointment with you so
that we can go over any questions you might have.

44. What is INCORRECT about the following envelope?

b
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46. Which of the following is the MOST appropriate
stamp expression for the blanks ®, ®, and ©?

Dear Dr. Grondahl,

2Z CORPORATION
12 Broadway

Tulsa. OK 74102 Charles Lewis has asked me to yaur

luncheon  meeting  with  him  and a
representative of Third Millennium at noon on
Monday, June 3,

SPECIAL DEUVERY
COMFIDENTIAL Mr, Chades Lockwood
Marketing Director
Sharpie Electronics Company
1255 Portland Place

The Moonsoon Restaurant, (B the
Boulder, CO 80302

Metropolis Hotel at 23 West 4%th Street. is
convenient to numerous midtown offices and

® £=41012 OIAIE OlAFR! Charles LockwoodOlCt. the prime shopping and entertainment districts,
@ 0l Mal2 EEeZ IS SALT. and you should have no trouble finding it, You
@ 0l Aol LHE2 2IHI0I22 Lockwooddt A& Ji=dl will be Mr, Lewis’s guest for lunch,

O &tCt.
@ 0| MAalol g€&X= 0l= Oregon0I|LCt. | am & a map of the Mew York City

. , . area for your convenience,
45, What is the LEAST correct information about the below

fax?
Sincerely,

Fax from: Jefferey Duncan Jane Jones

ICM Co, ESH Singapore

Tel +B5 F47F 7R3 ®» @ cancel ® placed in © sending

Fax +65 B42F 7874 ® @ confirm ® located in © enclosing
# of Pages: 1 including this page @ @ remake ® to be placed (© attaching
DATE: May 2. 2020 @ @ call off ® located on © forwarding
FAx to Kewin Meier of ABC company +81 3 . . .

47. Which is NOT true according to the following Mr.

5277 061 Smith's itinerary?
MESSAGE

Dear Mr, Meier:

Thank you for your fax, Most of al, we
apologize for the delay in shipping your order,

We normally keep to our delivery dates, but in
this case our suppliers shipped to us late,
Your order will be shipped today, and the date
of deliverny will be May 11,

We are very sorry for the inconvenience, and
will make every effort to prevent a recurrence,

@ ICN Co. has had a business with ABC company.

@ Kevin Meier is expected to get the ordered goods on
May 2.

@ The main purpose of this fax is to apologize for the
delay and inform the delivery date.

@ Kevin Meier must have sent a fax to ask for the
shipment of his order.

b
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WEDNESDAY, MAY B &: Intercontinental Hotel, How may | direct
01:30 p.m. Leave Chicago/C’'Hare Field vour call?

&merican Airlines Flight No, 836 B: Reservations, please,

Monstop &: Just a moment, please,

05:10 p.m. Arrive Boston/ogan Int, C: Reservations, How may | help you?

Hotel Transportation Provided B: I'd like to make a reservation, Do you hawe
Phorne: 617-267-39314 a double room awvailable from the 15th of
Hotel: HRevere Square Hotel, 9135 March through the 17th?

Revere Square C: ¥Yes, we hawve, Your room from
Dates: May 6 and 7 March 157 to 17th, May | have vour credit
Confitmmation Mo, 156J92CD card number vour reservation?
rby Joan)

Guaranteed Arrival © is booked — to guarantee

Nofe. Uoon amvael confect FTom Kennedys @ booked - to confirm

regarding conference ore 2enfafion. ® Is booked - for reconfirming

@ booked - for making
THURSDAY, MAY 7

49. Which English sentence is LEAST proper for the given

10:00 a,m, Presentation to Mational Pharmaceutical Korean meaning?
sales Conference. Decker Hall, Revere @ OIAMBI0N HANR =612 MHZAID| Hi2LICH —
Square Hotel Please pass on our kindest wishes to the board of
11:45 am. Lluncheon wf John Blake, new directors.
accountant, Pullman Room, Revere @ FHAME =2 128 = 8 Z21 Mr. Anderson MOIHA

ALl CHOll E/ASLICH. — I've heard about your

square Hotel company from Mr. Anderson, one of your major

04:00 p.m, Meeting w' all regional sales clients.
managers, Hall B, Revere Sguare © 20 L MAlet) MA AZHSE Lo =SU
Hotel Ct. — An electronic voucher has issued for your

use.

@ Fotot 22 UeldAM A2 S8 ol 21 2
ot Y RAELICH — We were concerned to learn that
you have experienced an inconvenience in our

FRIDAY, MAY B agency.
10:00 a.m, Leave Boston/ogan Int,
&merican Airlines Flight Mo, 462

07:30 p.m. Conference Banguet, Dismond Hall,
Revere Square Hotel

50. What is LEAST proper as a phrase for ending the
conference?

Nonstop (» Can we have a quick show of hands?
@O ADIAME 28 dHOZ Revere Square S &2 0l 26t @ Let's try to keep each item to 15 minutes.
ALk @ Thank you for coming and for your contributions.
@ =g ol Aot SHOF LM E FRE= Joandt @ | think we've covered everything on the agenda.
ettt &0
® 23l= ME 7Al 30200 Pullman RoomOilA JHEE o 51. Choose the MOST appropriate expression.
ps|
@ z(n):ime 222 25 1Al 302 AI3lD 280 28 A Miss Jung, (a)0IAEIE 2 AIE HIERIH SISE7
HLts 2FO0ICH B: (b2, 28Y 2= 1ARLICH

when is the board meeting scheduled?
On the 9th, Friday at 1:00 p.m.

48. Fill in the blanks with the BEST ones.

a)

b)

a) when is the board meeting scheduling?
b) On Friday, the 9th at 1:00 p.m.
a)
b)
a)
b)

when does the board meeting scheduling?
In the 9th, Friday at 1:00 p.m.

when has the board meeting been scheduled?
By Friday, the 9th at 1:00 p.m.

52. What is MOST appropriate expression for the underlined
part?

b
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. T he couldn't.
Vigitor ¢ I'd like to see Mr, Han for a few
. ® Mr. Chang already looked through today's schedule
minutes, this morning.
Secretary: BH S35 18 SHIAH=A BF @ Ms. Lee is Mr. Trevor's secretary.
Hi: ERY
Vigitor @ 1'd like to talk to him about our new 55. Which of the following is the MOST appropriate
sales strategies, expression for the blank?
o May | ask Why you W|sh to see h|m’? 'l.:..‘: HE”D. ThiS iS PEIU' MUrriS frDm Shi”a
@ May | ask why do you wish to see him? Holdings, May | speak to Mr, Park?
@ May | ask the reason you wish to see him about? B: I'm sory, but Mr, Park is in a meeting and
@ May | ask the reason do you wish to see him? asked not to be disturbed,
& | feel sorry to ask vou, but | have
53. Among the phone conversations, which is LEAST an urgent matter to discuss with him,
proper? B: Well, let me check, but | doubt Il be able

@ A: Is this Bill speaking?

B: No, it isn't. He is not in right now. to put you through,

@ A: I'm sorry, may | ask who's calling, please? (To ,Mr' I,jark} M. !:‘aul Mm”? fram  Shilla
B: I'm afraid Jaeho Kim doesn't work here. Holdings is on the line, He said he had an

® A: Hello, is this Sinae Travel Service? urgent matter to discuss with you,
B: I'm sorry. You have the wrong number. C: &l right, Put him through,

@ A: May | take a message for him? 1 please ask him to be on the line now.

B: No, thanks. I will call later. ® could you please interrupt him for me?

54. According to the followings, which is LEAST true? @ please tell him Mr. Morris on the line.

S¢ Mr, Chang, Can | come in and fil you in on @ | will wait for a while.
vour schedule for today?

B: Well, | looked it through before | left home
this morning, but come in Ms, Lee, |t
doesn't ham to double check, does it?

3. Mot at all sir, Actoally, Mr. Trevor of the
finance department dropped by yesterday
after you left for home, He wanted to see
vou to discuss funding for the next vear's
project,

B: | can see him now,

a3 Well Mr, Trevor has a department meeting
at the moment, He will come to see you at
11:00. Mr, Chang, you don't have anything

56. What kind of letter is this?

scheduled from 11 until noon,

B: 11 o'clock is good, Let me know when he
is here, &Anything elze?

5 %ou are scheduled to go to the Gth Annual
Meeting  for Seoul SME  Executives
dszociation,

B: What time is the meeting and where should
| go?

S It is at B:00 p.m, at the ABC Hotel
Because it's rush hour, | suggest your
leaving at least an hour earlier,

B: OK, Thank you, Ms, Lee,

@ Mr. Chang will leave for ABC Hotel around 5 o'clock.

@ Mr. Trevor wanted to see Mr. Chang yesterday, but

b
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Mr, Benjamin Button 5 Good afternoon, How may | help you?
HR Director Y. Excuse me. Can | see Mr, Parker for a
Mew Bridge Finance, Ltd, moment?
5 May | have your name, please?
Dear Mr, Button: Wil am Kelly Lee,
5! I'm sorry, but Mr, Parker is booked up all
It is my great pleasure to write for Stacy day today, But let me check if he is
Truman for the opening position in your available to see you,
company, Y. Oh, | just want to say hello to him, I'm his
old friend,
During the past three years that Ms, Truman (HIMZE SAMHH 2= Hoy 25
was with us, | have come to know her as a a: Mr, Parker, Ms, Kelly Lee is here to see
hard-working, diligent and optimistic person you, She said she just dropped by to say
with tremendous initiative, She began as a hello to you,
part-time secretany in Finance division but B: Oh, really? Please show her in, By the way,
quickly demaonstrated her potential and was do | have any scheduled meeting now?
promoted to  executive secretany  within a 5S¢ Mot right now, But you have an appointment
year's time, in 20 minutes,
B: Ok, Flease let her in,
Though | will be disappointed to see her go. | (HIAM 2 LHEREHEHD
also know that Ms, Truman's ambition should o Ms, Lee, Please go in,
not be held back I'm sure she wil make a Y Thank you,
valuable asset to any company, ® May | take your message?
. ® May | ask what the business is?
sincerel. @ May | ask your name and the nature of your
Hichard Granson business?
Richard Branson, @® May | have your contact number just in case?
Executive Vice President
58. According to the following conversation, which one is
(@ Condolence Letter NOT true?
@ Congratulatory Letter
® Resignation Letter
@ Recommendation Letter
57. Which of the followings is MOST appropriate for the
blank?

b
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@ Effective Diet Method
& Ms, Lee. could you tel me my schedule for o
today? ® How to avoid jet lag
' . , How to keep your health
B: VYes, Mr. Taylor, therell be a meeting on ® by
our new product promotion at 10:30, Mr. Y, 60. Choose one pair of dialogue which does NOT match
G, Seo, Marketing Director, would like you each other.
to join the meeting, At 12:00 you have a @ A: It's a little bit early for dinner but would you like
lunch appointment with Ms, Jill Sander at to have something?
) B: Why don't we have a sandwich?
the cafeteria, ® A: Do I h . ; )
. . 2 A: Do | have any meetings tomorrow?
' )
Al Cafetenla c:n the first floor? . B: I'll let you know the schedule for tomorrow.
B Yes. it is .ff-.fTer .ll'.m':h’ at t%.-xlrn o'clock ® A: Do you have any particular brand of car in mind?
Lawyer Park will visit you to discuss the B: No, but I'm looking for a compact car.
labor agreement, @ A: Is there some sort of a landmark you can tell me
& Al right Tell me how you've planned my about?
, , B: You can take a taxi, but it's within walking
business trip to Mew York, distance
B: You're leaving Seoul at 9:30 on Tuesday
morning on OZ780 and arriving at JFK
Airport at 10 o'clock on the same day, Mr, 4315 : NRE2 22 ‘
John Park will meet you at the airport and 61. (122 22 =AM Al 8231, 2., 3., 4., )2 22504
take you to the headguarters, A AHote 2H-HOICH 8828 &4 AI HAI-.—IIISP =30 PEWI |
A Good o8 90| JrE HESHK e NE2?
B: %ou will be staving at the Roval Garden © iﬁm%\fi:fgfg HNEFE H0i1=Jl 8101 &% Jl
Hotel for 5 nights, o S 3
? @ ot? S=22HE &% 85 AWM LEBSZ 2B
A And on the way back? SH AEEHCH
B: The return flight leaves at 4 o'clock on © 3120| 31= 0|A0l HR0= 82 J|5(1., 2., 3., 4
Sunday  afternoon  and  arrives  at  the ) AR =0 HESC
Incheon Arport at 9:00 p.m, next Monday, @ g=0| otLter U= F S85IISE F0{otXl otLIE
Mr, Kim. driver. will meet you at the airport, C
@ Mr. Taylor has a meeting at 10:30 regarding new 62. UhS S 284Hs =0/ =8 8 AES AE =2
product promotion. o HI2 MAJ|0 &3 SHIEA £=F3HH HEEH A=27
@ Mr. Taylor has a lunch appointment with Ms. Jill - AR AT =
Sander at the cafeteria on the first floor today. = = —= =
® Mr. Taylor will fly to New York on a business trip. 2t MoU HOE 5
HIAIAEH O Cldk=l HI3=2 Cldt=l+
@ Mr. John Park will stay at the Royal Garden Hotel for Lt __'_'_'—_E —~E=d o =t
5 days. gt 2ol Slak
59. What is the main purpose of the following contents? Ct FHHAS CFer OER S I L
Travellers can reduce the effects of jet lag by 31 IR FIEFRER CHE
changing their eating and drinking patterns, If (IEE AAFHD
vou want to sleep on a plane, you should eat oF T Te] =017]
foods such as bread, pasta or cakes, Awvoid -
eating high protein foods such as meat, egas @ JF, L, O, 2, Of @ Jt, ., 2, ot
ot cheese, Don‘t drink tea or coffee for two ® Jt, L}, CH ot o i, cf, Ot
days before flying, Remember that you don‘t
have to eat and drink everything that they 63. g?% = 2M9 S50 Ot &0 JrE HEGIK Ret A
offer wou on a plane, You should avoid =
lcohal and drink at least t lit f i O =2AM Z HIXISAE o1aolo] &d J|1&20 512, 21,
Aiconol and drink at feast two Jlters b water 0 %o HE S SHE #9IS 27s= 24 o
on a six-hour flight, Exercise also helps. You Chst Mel EME sttt
can do simple exercises in your seat. or walk @ HIMAWME Hel SHECH ZUE, HAF CHHE, QLA
around the plane, &, FotE, ZAE St 22 2AM42 HIE0l =2 HO|
Ct.
(@ Rule of conduct on a plane @ HX A AIAE, AIRE AZEYH & OtLict SH 0l
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